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These protocols have been agreed on the basis of the information available at this time. 
Should further information or guidance be developed and come to light, or any 

circumstances change, these protocols are subject to change. You will be notified of any 
changes as soon as is practicably possible. 

 
Where the procedures or practices outlined in this Protocol are different from those in 

our normal school policies, this document supersedes those polices until such time that 

we are able to return to the normal running of Kings Priory School.   

We intend that all pupils and staff will return to school from the start of the Autumn 

Term. In order to achieve this, as safely as possible, the school is adopting measures 

and controls as set out in the Department for Education’s Guidance for Full Opening: 

Schools, which was first published on 2 July 2020 and has since been regularly updated: 

https://www.gov.uk/government/publications/actions-for-schools-during-the-

coronavirus-outbreak/guidance-for-full-opening-schools#section-2-school-operations.   

Protective Measures: Prevention and Response  
The government has asked schools to take the following measures when they re-open 
to all pupils, to prevent infection: 

1) minimise contact with individuals who are unwell by ensuring that those who have 
coronavirus (COVID-19) symptoms, or who have someone in their household who 

does, do not attend school 
2) clean hands thoroughly more often than usual 
3) ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach 

4) introduce enhanced cleaning, including cleaning frequently touched surfaces 
often, using standard products such as detergents and bleach 

5) minimise contact between individuals and maintain social distancing wherever 
possible 

6) where necessary, wear appropriate personal protective equipment (PPE) 

 
Numbers 1 to 4 must be in place in all schools, all the time. 

 
Number 5 must be properly considered and schools must put in place measures that suit 
their particular circumstances. 

 
Number 6 applies in specific circumstances. 

 
Schools must also ensure the following in response to any infection: 

7) engage with the NHS Test and Trace process 

8) manage confirmed cases of coronavirus (COVID-19) amongst the school 
community 

9) contain any outbreak by following Local Health Protection team advice 
 
Numbers 7 to 9 must be followed in every case where they are relevant. 

 

SOCIAL DISTANCING 
Together, we can slow the spread of COVID-19 by making a conscious effort to keep a 
physical distance between each other. Social distancing is proven to be one of the most 

effective ways to reduce the spread of illness during an outbreak. With patience and 
cooperation, we can all do our part.  This is not easy in any school setting, but if everyone 

has a sharp spacial awareness this will help. 
 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#section-2-school-operations
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#section-2-school-operations
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What does Social Distancing mean within our school context? 
Social Distancing means making changes in your everyday routines in order to minimise 

close contact with others, including:  
• avoiding crowded places and non-essential gatherings 

• avoiding common greetings, such as handshakes 
• avoid being next to someone for more than 15 minutes if less than 2 metres 

apart 

• limiting contact with people at higher risk (e.g. older adults and those in poor 
health)  

• keeping a distance of at least 2 arms lengths (approximately 2 metres) from 
others, as much as possible 

• remind colleagues and pupils as much as possible to do this 

• adhere to any floor markings or directions to help achieve the above 
• educating our pupils, including our youngest, about social distancing. 

 
How you can practice Social Distancing outside of school: 

• greet with a wave instead of a handshake, a kiss or a hug 

• stay home as much as possible, including for meals and entertainment 
• shop or take public transportation during off-peak hours  

• conduct virtual meetings  
• use technology to keep in touch with friends and family if possible 

• use food delivery services or online shopping  
• exercise at home or outside  
• work from home if possible 

What everyone does outside of school is important on the impact it may have in school. 
 

Remember to: 
• wash/sanitise your hands often for at least 20 seconds and avoid touching your 

face  

• cough or sneeze into the bend of your arm or a tissue which you then put in the 
specific pedal bins provided (“catch it, bin it, kill it”) 

• avoid touching surfaces people touch often 
• avoid touching your face 
• wear fresh clothes each day and wash clothing as soon as you can. 

 
If you are concerned you may have COVID-19: 

• separate yourself from others as soon as you have symptoms  
• if you are at school, notify a member of staff or a colleague and move to the 

allocated isolation place: HP site Middle School Library; PP site is First Aid room 

on KS2 corridor 
• if you are able to, go home immediately and avoid taking public transport 

• stay home and follow the current advice around self-isolation  
• Contact Public Health England Protection Team 0300 303 8596 Option 1 in the 

first instance or contact your GP or 111 if you are concerned. For more 

information: https://www.nhs.uk/conditions/coronavirus-covid-19/. 

 
STAFF AND PUPIL PROTOCOLS 
The School Day: 
The following arrangements prioritise the safety of all our staff and pupils to 

prevent the spread of the Covid-19 virus. It is essential that these protocols are 
followed at all times. In the event that you are unable to follow the protocols, 

you should notify a member of Senior Leadership Team (SLT) immediately. Your 

https://www.nhs.uk/conditions/coronavirus-covid-19/
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health, and the health of our pupils, is of utmost importance. Failure to adhere 
to these protocols may be addressed as a formal disciplinary matter. If a staff 

member has concerns at any point during the day they should immediately 
contact a member of SLT. If this is a potential Safeguarding issue follow our 

safeguarding procedure or contact our Designated Safeguarding Lead, Mrs 
Rebecca Watson in the first instance.   
 

The arrangements that will be put in place in our school are set out below. You are 
required to follow these arrangements at all times in school: 

• The provision in school follows the ‘Bubble Model’ as recommended by 
government guidance. This means that we must all make every effort to minimise 
contact between the different ‘bubbles’ of staff and pupils.  

• There are slight differences in the protocols for each provision in school. Staff 
should read the guidance carefully and ensure that you follow the correct 

protocols for the provision in which you are working.  
• Social distancing is key. This applies to staff’s interactions with pupils and with 

other staff whilst in school. 

• Staff have an obligation as a key worker, in accordance with the Government’s 
instruction to be socially distancing where possible outside of school too. 

• Staff should use, where possible, the same equipment and facilities throughout 
the day such as computers, telephones, cutlery, cups/flasks, toilets and wash 

basins. Antibacterial sanitising wipes will be provided to clean computer 
keyboards where these have to be shared. 

• Resources in shared and/or specialist spaces such as sports, cooking, DT and 

science equipment should be rotated to allow them to be left unused and out of 
reach for a period of 48 hours (72 hours for plastics) between use by different 

bubbles. In the unlikely event that this is not possible, staff must take 
responsibility for ensuring that equipment is cleaned meticulously. 

 

Guidance from the Department for Education (DfE) asks schools to maintain consistent 
groups of pupils where possible without restricting education and to increase the size of 

groups in order to ensure all pupils can return to school. Teachers and other staff can all 
operate across different classes and year groups in order to facilitate the delivery of the 
school timetable. Therefore, from September:  

 
The Bubble Model 

The Bubble Model is designed to create groups of people to limit infection. The schools 
are divided into class/tutor groups with as little cross-over between groups of pupils as 
possible, staggered times of the school day, social distancing and stringent hygiene 

measures. In our school this is how we will use the Bubble Strategy:  
• Each of the different class/tutor groups will be allocated its own area or building 

where possible.  
• Pupils must use only that building and allocated areas of the school grounds.  
• Staff on HP site may move between groups or teach different groups.  

• In Primary ‘Bubbles’ you will be allocated to your class group. Your bubble will 
be supplemented by support from other members of staff. These staff members 

will be used to allow for comfort and lunch breaks.  
• On PP site you will be allocated to a ‘side’ of the school with amenities provided 

for each. This will minimise staff interaction as far as possible.  

• Staff should minimise movement between buildings (corridors on PP) as far as 
possible, whilst recognising that there will be a need to use some communal 

areas and facilities, such as staffroom, photocopiers etc.  
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• The areas used by each cohort are as follows: 
 

PP Site  
Reception-  Reception Unit PP Site  

Year 1 –  Year 1 Classrooms PP Site 
Year 2-  Year 2 Classrooms PP Site  
Year 3 –  Year 3 Classrooms PP Site 

Year 4 –  Year 4 Classrooms PP Site  
 

HP Site 
Year 5-  CE1/CE2/CE4 
Year 6-  C1/D5/C2M 

Year 7- D7/Lab 2/Lab 7/Lab 8/Lab 1 
Year 8- Lab 9/Lab 3/Lab 4/Lab 5/Chapel 

Year 9- C11/12/CO1/CO11/CO12/CO21/CO22/CO23/CO26/D2/D6/D8 
Year 10-  C11/12/C2/C3/C4/CO1/CO2/CO3/CO4/D2/D6 
Year 11- C14/C21/C22/C23/C24/C26/C27/CO1/D2/D3/D6/DRA 

Sixth Form  D11 / CD12/ CD2/ CDB1/ CDB2/ CO1/ D2/ D6/ L6/ SEM/ SF11/ SF21/ SF22/ 
  SF23/ SF31/ SF32/ SF33 

 
• Each small group within the cohort will have their own classroom. Pupils should 

not use other rooms. 
• Pupil desks will face forwards in classrooms and lessons must be planned to 

minimise contact between people. In ICT, Music and Food Tech desks face the wall 

or have distance between them.  
• Use of laboratories and specialist spaces will be managed appropriately. 

• Individual music lessons, counselling and other support sessions will also use 
shared spaces, such as music practice rooms and meeting rooms.  It is the 
responsibility of the member of staff leading the sessions to wipe down between 

different pupils/people. 
• Each cohort will have allocated toilet and handwashing facilities. Pupils should not 

use other toilets other than ones they are told. 
 
Toilets HP Site: 

 Boys  Girls 

Year 5  Provost Ground Floor Provost First Floor  

Year 6 Provost First Floor  Oswins Ground Floor   

Year 7  Oswins 1st Floor  Oswins 1st Floor  

Year 8  Chapter 1st Floor  Chapter 1st Floor  

Year 9  Oswins 2nd Floor  Oswins 2nd Floor  

Year 10 Chapter 1st Floor  Chapter 1st Floor  

Year 11  Oswins 1st Floor  Oswins 1st Floor  

Sixth Form  Sixth Form Block 
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• Non-teaching staff should also endeavour to work in ‘Bubbles’ as far as possible, 
although we recognise that this will not be possible for all. Where possible, 

however, staff should try to remain in one location and to limit interactions with 
other staff and/or pupils. Where it is feasible, rotas will be designed to take this 

into account, for example the Day Cleaners will be allocated to specific buildings.  

 
Arrival at school: Staff 

• On arrival at school all members of staff should wash/sanitise their hands 
immediately.  

• Please ensure that you have ‘signed in’ at Reception before you proceed to your 
classroom or to the staffroom. Do this by telling the receptionist or using the staff 

signing email address: KPSsignin@kps.woodard.co.uk, who will sign you in to 
avoid touching the pen or paper. 

• If a member of staff arrives wearing a mask/face covering this should be removed, 
and either disposed of or bagged, following the PPE and Face Covering Protocol.  

• Staff who wish to wear face masks/face coverings at work (other than in the 

circumstances for which PPE is recommended) must follow the guidance in the 
PPE and Face Covering Protocol. 

 

Arrival at school: Pupils 
• Each provision has its own area of school, see table below. Other areas of the site 

will be closed off. This is to enable high levels of hygiene to be undertaken daily. 
CLOSED OFF AREAS OF SCHOOLS SHOULD NOT BE ACCESSED AT ANY 

TIME. 
• Parents will be allowed to drive up to the site to drop off. Parents must not leave 

their cars. Parents must not park, but should arrive on time and drop off in the 
usual places, if not further away and pupils can walk further than they normally 
would to avoid cars. 

• Parents who walk their children to school must wait at the yellow indicator 
markings, which will be 2 metres apart. 

• Families will be asked to ensure that only one adult brings the pupil/pupils to 
school.  

• Pupils will arrive onto site via the following gates, all of which will be manned 

 
Reception 

Reception Start time End time Drop off point Collection point 

Full day 8.40/50am 
3.15pm  

(3pm for 1st 

half-term) 

EYFS Gates 
(Queensway – 

single gate and 
double gate) 

EYFS Gates 
(Queensway – 

single gate and 
double gate) 

Part day 8.40/50am 12.30pm 

EYFS Gates 
(Queensway – 

single gate and 
double gate) 

Main Reception 

 

  

mailto:KPSsignin@kps.woodard.co.uk
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First School 

 Start time End time Drop off point Collection point 

Year 1 8.40am 3.15pm 

Year 1 Classroom 
doors/Via Main 

Entrance Gate off 
Percy Park Road 

Year 1 Classroom 
doors/Via Main 

Entrance Gate off 
Percy Park Road 

Year 2 8.45am 3.20pm KS2 Yard Gate A KS2 Yard Gate A 

Year 3 8.55am 3.30pm KS2 Yard Gate A KS2 Yard Gate A 

Year 4 8.55am 3.30pm KS2 Yard Gate B KS2 Yard Gate B 

 
Middle School 

Year group 5 6 7 8 

Entry point to site 
Main gates onto  

Dawson’s Yard 
Main Reception Provost Gate 

 

Start time Finish time 

8.30am 3.30pm 

 

Year 5 Room Year 6 Room 

Mrs Gott/Mrs Ireland  CE1 Mrs Piper C1 

Mrs Large CE2 Miss Smith D5 

Mr Winter CE4 Mr Fellows C2M 

 

Year 7 Room Year 8 Room 

Mrs Kilgannon  Lab 9 Mr Gowland  D7 

Miss Keene  Lab 3 Miss Nicholson Lab 2 

Mr Swinton Lab 4 Miss Guy Lab 7 

Miss Watson Lab 5 Mrs Torbitt Lab 8 

Miss Spoor Chapel Miss Beamish  Lab 1 

 
Senior School 

Thursday 3 September 2020 at the following times:  
 

Year Group Start Finish Entrance & Exit  

9 10am 3.45pm Provost Gate (opposite Metro) 

10 10.10am 3.40pm Provost Gate (opposite Metro) 

11 10.20am 3.40pm Main double yard gates 

Sixth Form (12 & 13) 10.30am 3.40pm Main HP reception 

 

From, and including, Friday 4 September the details for all Senior School pupils will 
be: 

 

Year Group Start Finish Entrance & Exit  

9 8.45am 3.45pm Provost Gate (opposite Metro) 

10 8.40am 3.40pm Provost Gate (opposite Metro) 

11 8.40am 3.40pm Main double yard gates 

Sixth Form (12 & 13) 8.40am 3.40pm Main HP reception 

 



Page 8 of 17 
 

Kings Priory School Protocols for Staff and Pupils (Covid-19)                  Re-opening Version 3: August 2020 

 

 

• Staff must ensure that they are promptly at the gates/car parks during the 
following times: 

• All pupils will be met by staff at the relevant gate, line them up and escort them 
to their classroom for handwashing. 

• It would be helpful for staff to bring class lists to check which pupils have arrived, 
at least until staff know their 2020-21 classes well.  

• Where possible, children in the lines should be encouraged to keep socially 

distant and pupils must be reminded to face forwards and not to touch.  
• Children in the lines should be in silence. 

• Children may bring bags to school, although parents will be asked to ensure that 

they do not bring unnecessary items as it is still recommended that pupils limit 

the amount of equipment they bring into school each day to essentials such as 

lunch boxes, hats, coats, books, stationery and mobile phones. Bags must remain 

with pupils when they are in their bubble area but should not be taken to 

specialist spaces or break/lunch, when bags should be left in their previous 

classroom and collected on return. Lockers and common rooms will not be used. 

• Pupils and teachers can take books and other shared resources home and return 

them to school, although unnecessary sharing should be avoided, especially 

where this does not contribute to pupil education and development. Books can 

be taken home for marking.  

• If a pupil arrives at school wearing a mask/face covering this should be removed, 

and either disposed of or bagged, following the PPE and Face Covering Protocol.  

• Pupils who wish to wear face masks/face coverings at school (other than in the 

circumstances for which PPE is recommended) must follow the guidance in the 

PPE and Face Covering Protocol. 

• All pupils will clean their hands upon arrival at school, either by washing them or 

using hand sanitiser, as identified on the School Day Spreadsheet 

• First School pupils will hand wash rather than sanitise where possible as there is 

greater risk of them ingesting sanitiser.  

• First School pupils should be supervised while hand washing.  

• Senior pupils will either use hand sanitiser or will wash their hands. This is in 

accordance with the new DfE guidance and will save time. Senior School pupils 

are better able to keep distance and avoid contact with other pupils and have 

less chance of ingesting hand sanitiser.  

• The School Day Spreadsheet has details of when and where hands are cleaned 

for each group of pupils.  

Year Handwashing  Toilets 

5 Toilets/Main Gate  Provost  

6 Toilets/Classroom/Main Gate  Provost/Chapter   

7 Classrooms/Main Reception Oswins 1st Floor  

8 Toilets/Classrooms/Provost Gate Chapter 1st floor  

9 Toilets/Provost Gate Oswins 2nd Floor  

10 Toilets/Provost Gate  Chapter 1st floor  

11 Toilets/Main Gate  Oswins 1st Floor  



Page 9 of 17 
 

Kings Priory School Protocols for Staff and Pupils (Covid-19)                  Re-opening Version 3: August 2020 

 

 

• After handwashing, all pupils will be escorted to classrooms where they will be 
seated at their own desk/computer station with appropriate distance between 

each pupil.  
• Pupils should be shown the appropriate briefing Powerpoint which makes these 

rules and procedures clear every day for at least the first full fortnight of term 
• Pupils will, where possible, keep the same desk every day. Desks may be labelled 

with a sticker with the child’s name. 

 

Registration: Staff and pupils: 
• It is essential that we know who is in school every day.  Normal attendance 

procedures apply from the start of the Autumn Term.  Ensuring registers are 

taken correctly is a legal requirement and of vital importance in safeguarding 
pupils. 

• A register must be taken in classrooms at the start of the day and for Senior 

School at the start of each lesson, directly into SIMS. Some Senior School 
afternoon lessons will also be the statutory afternoon registration. The relevant 

Administrator will ensure attendance data is complete and will telephone parents 
if a pupil who is expected is absent.  

• All staff members must electronically sign in on arrival at school 

(KPSsignin@kps.woodard.co.uk) or physically tell the member of Office staff that 
they are on site. Staff must follow the same procedure to sign out if they leave 

site before the end of the school day. There is no paper sign in/out system for 
staff. The Visitors Book is for absolutely essential Visitors only – like water 
contractors, for example.  

• Office staff will place the list of staff members on site in the Yellow Fire Box to 
be used in the case of fire or other emergency. If the fire alarm sounds, the 

appropriate registers should be taken outside to the School yard by the member 
of Office staff on the rota. 

 

Pupils who arrive late to school: 
• Pupils who arrive late must come to Main Reception on the relevant site. 

However, lateness should be avoided.  If there are other pupils present they must 
wait separately from them.  

• Office staff will let the pupil in and ensure that they are accompanied to 
wash/sanitise their hands in the correct hand washing facilities and then escorted 
to the correct classroom. 

• The Office member of staff will then add the pupil to the register in SIMS.  
 

During the school day: 
• A member of Office staff will be sited on HP site reception and one on PP Site 

reception. There should be no access to these rooms other than to the Admin 

staff and SLT members who need to communicate with the Admin staff.  
• All staff in charge of a classroom or a small group (for example for an intervention 

group) must keep dated seating plans. These must exist for every lesson taught 
or whenever groups of pupils are together and must be made available if there 

were to be a confirmed case of Covid-19 in school. If pupils are moved during a 
lesson staff should ensure that notes of movement/which children are seated 
together are also made and retained. 

• Pupils must always sit at their allocated desk.  
• Windows should be kept partially open for ventilation, where possible.  

• Key Stage 1 pupils should also have a specific seat and table space, and every 
effort should be made to keep distance between pupils. This will also apply to 

mailto:KPSsignin@kps.woodard.co.uk
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sitting on floor mats (staff may find it useful to have a seating plan for the floor 
area). 

• Pupils are to use their books/folders for all work. They should keep their own 
book/folder.  

• Each pupil will be assigned the same seating area and resources, if provided, 
each day. Creative resources should also be individual e.g. colouring pens, 
scissors, glue and remain on site in pupil tray / on desk. 

• Classroom based resources, such as books and games, can be used and shared 
within the bubble; these will be cleaned regularly or left unused and out of reach 

for a period of 48 hours (72 hours for plastics) between use by different bubbles. 
• Where possible, resources should be placed in the area used by one bubble and 

left there to be used by those pupils only. If resources have to be moved and 

shared then they must either be cleaned or left unused and out of reach for a 
period of 48 hours (72 hours for plastics) between use by different bubbles. 

• Where possible staff should organise their curriculum so that equipment is left 
unused for the correct period of time to reduce the need for additional cleaning.  

• Electronic devices will be cleaned at the end of each day once the pupils have 

left the premises. 
• Tissues will be available in each classroom and pupils will be prompted to use 

these, dispose of them in specified pedal bins and then wash/sanitise their hands 
immediately.  

• Antibacterial sanitising wipes will be available in every classroom and pupils 
should be encouraged to use them if any item has to be shared. 

• Every classroom should have a designated lidded bin for the disposal of tissues.  

• Teaching staff and LSAs should think about ways to modify teaching approaches 
to maintain distance from pupils as much as possible, particularly close face to 

face support (noting that it is understood that this is not possible at all times, 
which is why hygiene and hand cleaning is so important). 

• Where possible staff should avoid calling pupils to the front of the class or going 

to their desk to check on their work if not necessary. 
• Any planned activities/sports taught in PE should be non-contact. If it is 

unavoidable for multiple pupils to handle the same resource, pupils should 
wash/sanitise their hands before and immediately after the activity and should 
use antibacterial sanitising wipes to clean the item.  

• In PE outdoor sports should be prioritised. The PE curriculum should be planned 
so that each year group bubble is studying a different sport so that equipment is 

not shared. Where this cannot be the case equipment will need to be left unused 
and out of reach for a period of 48 hours (72 hours for plastics). In the unlikely 
event that this is not possible, staff must take responsibility for ensuring that 

equipment is cleaned meticulously. 
• School minibuses will not be used for any activity until further notice. 

• Activities which involve singing, shouting, chanting or playing wind/brass 
instruments carry greater risk of infection and should be minimised. Where these 
activities cannot be avoided as part of the full curriculum they should only be 

undertaken in groups of less than 15 pupils, preferably outside and with as much 
distance between pupils as possible.  

• Pupils should be regularly reminded to keep their distance from adults and each 
other. 

• Pupils should be regularly reminded not to touch adults and each other. 

• Pupils should use hand sanitiser to clean their hands when they enter a new 
room. Pupils should be offered anti-bacterial wipes if they wish to clean the 

desk/chair they are to sit at when they arrive in a new classroom.  
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• If a pupil becomes ill or shows any signs of the virus the member of staff should 
contact the nearest member of Admin by email or phone. The child will be 

removed immediately to the isolation room which is the First Aid room on PP and 
the Middle School library on HP. Admin, after confirming with Senior Leadership 

staff, will then arrange for them to be collected as soon as possible. A staff 
member will escort the pupils to the Main Entrance when a parent / carer arrives. 
The Admin will update the register immediately. 

• Photocopiers and reprographics equipment in school will be sanitised regularly; 
however, as an additional safety measure, staff are asked to please wipe down 

the screens, paper trays and equipment after every use. 
• Lifts should not be used except in exceptional circumstances for pupils or staff. 

 

Lunch/refreshment Protocol: 
• Pupils will wash/sanitise their hands in their designated area before lunch and 

after they have eaten. 
• First School: Cool Milk and fruit will be delivered to each classroom 
• Breakfast: Middle, Senior and Sixth form – there will be no breakfast available. 

• Break time service: Years 7 – 11: Limited morning break available in designated 
area (see below for lunch areas) 

• Lunch: Reception to Year 6 a single choice menu will be available and delivered 
to the classroom or designated area.  Pupils with allergies or following specific 

diets will be catered for. as follows: 
 

Cohort Designated area 

Reception and Year 1 KS1 Hall in sittings 

Years 2-6 Classrooms 

 

• For Lunch: Years 7 & 8 – choice from main menu, sandwich or jacket potato 
option. 

Cohort Designated area 

Years 7 & 8  Café K or King’s Hall 

 
• Lunch: Years 9 – 11 – as Year 7 & 8  

Cohort Designated area 

Years 9 & 10  King’s Hall 

Year 11 Café K 

 

• Sixth Form: Reduced menu available all day in Café 6 with indoor seating and 
Headmaster’s Garden.  No service Wednesday afternoons. 

• Staff: All day service in Café 6; PP Site delivered to classroom; PP Support staff 
delivered to designated room. 

• For those eating in classrooms, each pupil should be given an antibacterial 

sanitising wipe and asked to wipe their table before eating. 
• Pupils should eat at their tables. 

• Disposable cutlery and cups will be provided for pupils. It must be disposed of 
after eating.  

• Once pupils have eaten their lunch all rubbish should be placed in the rubbish 

bag.  
• Pupils will then move outside to play. While they are outside catering staff will 

collect rubbish and clean tables.  
• During outdoor play bubbles in the First School will be in a year group.  Pupils 

should remain 2 metres apart but it is not necessary to separate as classes.   
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• First School Year groups have an allocated outside space and should not rotate 
nor change these. 

 
There will also be a one-way system in operation in the school kitchens as well as floor 

markings.  The Head of Catering and Domestic Services will brief staff about how to use 
the system and safe working practices when moving around the kitchen areas. 
 

Protocol for outdoor play – break and lunchtime 
• Pupils must be supervised by staff on the duty rota who should ensure that pupils 

keep 2 metres apart at all times. 
• Full rota for duties to be advised to staff during INSET. 
• Pupils should wash/sanitise their hands at the end of break or lunch break, before 

returning to classrooms.  
 

Movement around the school buildings 
• Each area is a ‘Bubble’. Everyone should avoid unnecessary movement between 

buildings and areas of the school.  

• Pupils should only access their own building and the grounds. 
• When moving around a building, staff and pupils should take care to remain two 

metres from another person at all times. This will need to be enforced with pupils 
through reminders and modelling. The daily briefing powerpoint will remind pupils 

of the way to move around their building. 
• Where possible, buildings will have one-way systems. These are: 

 

Building One Way System 

PP Site See PP Site COVID 19 One Way System  

Tynemouth 
House/Concourse/Chapel 

See HP Site COVID 19 One Way System  

Chapter See HP Site COVID 19 One Way System 

Oswin See HP Site COVID 19 One Way System 

• Some year groups will be trusted to move around the school by themselves. All 

other year groups must be accompanied whenever they move as a whole class or 
bubble, where appropriate.  

• Lifts should not be used except in exceptional circumstances for pupils or staff. 

 
End of the school day: Pupils 

• Pupils will be dismissed from the gate/entrance through which they entered.  
• Staff should accompany pupils to the gate. 
• First School pupils will only be dismissed to a parent/carer. 

• Social distancing will be applied whilst pupils wait. Pupils should be in a line two 
metres apart. 

 
Leaving site: Staff 

• All staff must ‘sign out’ by emailing KPSsignin@kps.woodard.co.uk or physically 

telling the receptionist who will sign the sheet. This applies whether it is the end 
of the school day or if you are leaving site temporarily. 

• If you are leaving the school site after 4.30pm, you will need to sign out at 
Reception as the area will be closed at this time.  This will ensure that Facilities 
staff know who may still be on site before locking up. 

 

  

mailto:KPSsignin@kps.woodard.co.uk
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Hygiene routines:  
Handwashing protocol: 

• Each pupil will be directed to wash or sanitise their hands at the following times: 

o On arrival at school 
o Immediately before entering a new classroom or designated area for 

activity 

o Before break and lunchtime 
o After break and eating  

o After using the toilet 
o After activities sessions 
o Every time they re-enter their bubble where classroom has a wash station 

• Appropriate timetables for each group give specific times for handwashing. These 
must be followed.  

• First School pupils should hand wash rather than sanitise, where possible, as there 
is greater risk of them ingesting sanitiser.  First School pupils should be supervised 
when hand washing though older pupils can wash hands after using the toilet 

themselves. 
• Where possible, staff should turn on tap and keep water running for pupils to wash 

hands using a hand towel and turn off the same way after washing.   
• Staff must also wash/sanitise their hands upon arrival at work and before 

departure, before and after eating and whenever they change location or activity.  

• Pupils and staff must wash/sanitise their hands for at least 20 seconds with soap 
and water.  

• Pupils and staff should try to avoid touching their faces. Younger children will have 
to be reminded of this.  

• Hand sanitiser stations are available in rooms and at main entrances of the 
schools. These are not to be used as a substitute for hand washing, but are for 
use when hand washing is not possible.  

• In Reception and Year 1 some pupils may still have toileting accidents. If staff are 
required to assist pupils in changing after such an accident then they should use 

PPE (gloves apron, eye cover, mask), which will be held in the First School Office 
with the First Aid equipment. As far as possible the child should be encouraged to 
change themselves. The child’s soiled clothes should be bagged immediately and 

tied securely to be delivered to the parent at pick up. The PPE worn must be 
disposed of carefully into a lidded bin. 

 
Toilet Protocol: 

• Where age appropriate, set times will be agreed by teacher and class for toilet 

breaks to ensure that pupils are supervised. 
• In Reception and Year 1 an LSA may accompany an individual (or stand at 

classroom door to release teacher) to the toilet so that the teacher can remain 
with the class.  

• Pupils must not visit the toilet together. 

• Where age appropriate, pupils must be supervised and must wash their hands 
after using the toilet. 

• In Reception and Year 1 some pupils may still have toileting accidents. If staff are 
required to assist pupils in changing after such an accident then they should use 
PPE (gloves, apron, mask), which will be held in the School Office with the First 

Aid equipment. As far as possible the child should be encouraged to change 
themselves. The child’s soiled clothes should be bagged immediately and tied 

securely to be delivered to the parent at pick up. The PPE worn must be disposed 
of carefully into a lidded bin. 
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Cleaning routines and protocols: 
• There will be a number of cleaners each day. They will be allocated appropriate 

duties each, in line with stringent cleaning plans and protocols. 
• Entrances to the buildings, assigned classrooms and toilet and washroom areas 

will be cleaned with appropriate products before the start of the day. Particular 
attention will be paid to the cleaning of all door handles, light switches, 
bannisters, door frames, tables, chairs and work stations.  

• Further cleaning and checking of toilet facilities and soap dispensers, door handles 
and other frequently used surfaces will take place during the school day. 

• Every area of the schools will be cleaned at the end of the school day between 4 
– 8pm.  

• A detailed Cleaning Protocol for cleaning staff is in place, which describes the 

duties that must be undertaken each day – please see this for details of cleaning 
tasks. 

 

Illness protocol: 
There is a First Aider on site at all times. For Reception children there is a Paediatric First 
Aider on site. These staff will be identified so that all staff know who has that role.  

 
If a pupil shows symptoms of Covid-19: 

• If a pupil becomes ill or shows any signs of the virus they must be removed from 

other pupils and staff immediately. 
• Notify the nearest Administrator who will arrange to have the pupil removed to 

First Aid room on PP/Middle School library HP site. Admin staff, after consulting 
SLT, will then arrange for them to be collected.  

• The First Aider and any other staff who are attending to the pupil should wear 
gloves, apron and face mask at all times. The PPE worn must be disposed of 
carefully into a lidded bin once the pupil has been escorted off site.  

• If this occurs a staff member will escort the pupil to the Main Entrance when a 
parent / carer arrives.  

 
If a pupil is otherwise unwell or injured: 

• If a pupil is unwell or injured notify the nearest Administrator who will arrange for 

First Aid. 
• The First Aider and any other staff who are attending to the pupil should wear 

gloves and face mask at all times. The PPE worn must be disposed of carefully into 
a lidded bin once the pupil has been escorted off site.  

• If the pupil is too unwell to remain in school, the Admin staff will arrange for them 

to be collected or for appropriate next steps depending on the severity of injury 
or illness.  

 
PPE and Face Coverings 

• Wearing face coverings in schools or other education settings may be mandatory 

in certain parts of the buildings at certain time. A separate protocol will be issued.   
• With the exception of the situations outlined above, we do not require staff or 

students to wear PPE.  
• PPE or face coverings worn outside school should not be worn inside school.  
• Staff and pupils who arrive at school wearing PPE or face coverings should, change 

them, remove them and dispose of them/bag them, as appropriate according to 
the PPE and Face Coverings Protocol. 

• We do recognise that these are uncertain times and therefore will not prohibit staff 
or pupils from wearing face coverings or PPE if they choose to do so. Staff and 
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pupils who wish to do so must adhere to the conditions set out in the PPE and 
Face Coverings Protocol.  

 
There is a Trust wide PPE and Face Covering Protocol which all staff must have 

read and to which all staff must adhere. Pupils who wish to wear face coverings 
must also have read the protocol with their parents and discussed the protocol 
with their class teacher/form tutor.  

 

Pupil behaviour: 
Pupil behaviour policy 

• Standards of behaviour and our high expectations of pupils are even more 

important at this time. 
• The First, Middle and Senior School behaviour systems and the school Behaviour 

Policy should be adhered to by staff and pupils at all times. 
• The school Behaviour Policy includes a Covid 19 September 2020 Return Annex 

and this should be adhered to by staff and pupils at all times. 

• New behaviour systems and protocols will be explained to all pupils and to parents 

at the start of the Autumn Term. It is vital that all staff are consistent in their 

application of the system and of sanctions.  

• The Kings Priory School Community rules of Respect, Tolerance and Friendship 

should be emphasised and enforced with pupils.  
• Routines and behaviour expectations will be reinforced by the daily briefing. 
• Staff should also make use of the rewards systems.  

 
If a pupil does not adhere to the protocols in this document: 
These arrangements for social distancing will only prevent the spread of the Covid-19 if 
they are followed. If pupils are found to be deliberately in breach of these protocols they 
will be sent home and this will be addressed in accordance with the school Behaviour 

Policy: 
• Serious breaches of Health and Safety will be addressed in line with the Behaviour 

Policy and the addendum to the Behaviour Policy.  
• Behaviour that could cause harm to others will be addressed in line with the 

Behaviour Policy and the addendum to the Behaviour Policy. 

• We reserve the right to fix-term exclude or in very serious cases permanently 
exclude for breaches of behaviour including breaches of protocol related to COVID 

19.  
• Poor behaviour will be dealt with in the strongest possible terms. 
• In the case of a serious behaviour issue, staff should contact Rebecca Watson or, 

if not available, Phil Nicholson. 
 

Physical restraint of pupils 
Every effort should be made to reduce the need for physical restraint of pupils or for any 

physical intervention. Staff should contact a member of the Senior Leadership Team or 
SENDCO immediately if they have serious concerns about the behaviour of any child.  
 

In any emergency situation members of staff will have to use their professional 
judgement about what constitutes the greatest risk at the time.  

 
If physical restraint/intervention is required: 

• If the situation allows, staff should wash/sanitise their hands before touching a 

child. 
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• If the situation allows, staff should wear PPE whilst any physical intervention takes 
place.  

• Once the physical intervention is over, members of staff who have been in close 
contact with the child will go home to wash or can use facilities in school if they 

prefer and if they have clean clothes in school.  
• Any case of physical restraint should be reported to the DSL and then logged as 

normal on CPOMS and reported to the DSL.  

 
Pupil uniform 

• Resume the wearing of full school uniform in line with the School’s Uniform 
Policy/Sixth Form Dress Code. 

• Parents will be reminded of the need to wash clothes at the end of each day at 

school and pupils will be encouraged to come to school in clean clothes each day.  
 

Safeguarding Protocol: 
• When working in school, staff should revert to our usual Safeguarding practice, as 

outlined in the school policy.  
All staff must have read the COVID 19 Safeguarding Annex and the Trust policy. 

 

Facilities for staff 
Staffroom and Staff Refreshments protocol: 

• Staffrooms have been modified and extra staff room spaces have been provided on 
each site.  All staff should use these rooms as this/these rooms provide space for 

social distance.  
• All staff on HP and PP will be shown these spaces during Inset. 
• Tea and coffee making facilities are provided for all staff to use in this staffroom.  

• Please bring your own mug or flask. It is your responsibility to wash it carefully. Do 
not use anyone else’s mug or flask. 

• If queuing, staff should remain two metres apart at all times. 
• If working, please seat yourself two metres from colleagues at all times.  

 
VISITOR PROTOCOLS 
Visitors to site: 

• Parents will not be allowed on site until further notice for any reason.  Reception 

staff will not accept delivery of forgotten items such as packed lunches/water 
bottles/forgotten school work. 

• No visitors are to be allowed on site without a prior appointment and notified by 
staff to kpsenquiryline@kps.woodard.co.uk. Visitors who are not expected will not 
be allowed access to the site. 

• Only essential visitors will be allowed on site, such as Health and Safety / 
Emergency contractors / essential Supply Staff, if necessary. 

• Visitors will be held at Main Entrance until they have been verified.  
• Visitors are to sign in without lanyard issue in order to protect staff. The sign-in 

book at the Main Reception should be used for any visitors. 

• All visitors must be told to wash/sanitise their hands upon arrival in school. 
• Volunteers will not, at this current time, be allowed on the school sites. 

• Social Distance must be maintained by all visitors. 
• The Main Receptions will allow staff to stay safely behind glass.  
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Deliveries: 
• Deliveries of forgotten items by parents will not be allowed. 

• Post should be placed in the box outside the Main Entrance. 
• Deliveries which are too large for the post box are to be left just outside the Main 

Entrance. 

 
FIRE AND EMERGENCY PROTOCOL FOR PUPILS, STAFF AND 
VISITORS 
Regular Fire Drills will be held to ensure that all staff and pupils understand the 

procedures and their roles if a fire were to occur.  
 

Fire and emergency evacuation procedures: 
• Fire and emergency evacuation procedures largely remain unchanged. Please see 

the normal Fire Procedure for details. 

• The Administrator member of staff should print the SIMS registers at the start of 
the day and place them in yellow fire box. The staff ‘sign in’ sheet should also be 

kept in yellow fire box. 
• In the case of emergency, all staff and pupils will exit the buildings using the 

closest emergency exit.  

• Staff and pupils should line up in their designated ‘bubble’ area in the groups from 
which they have come. Social distance must be maintained in the lines. 

• Support staff and visitors should gather to the side of pupils. They must remain 
two metres apart.  

• The member of Admin staff should bring yellow fire box containing copies of the 

register for the day, the list of staff who are on site and the visitor book.  
• Registers should be taken by the members of staff as per normal protocol and 

handed back to the Admin staff member, who will ensure that staff and visitors 
are registered 

• SLT and Site Staff will conduct the sweep of the buildings.  
• School fire evacuation procedure to be referenced.  ALL Staff must have read and 

understood all policies. 


