
Operating Procedures from September 2020 
Draft 6, 1st October 2020 

Introduction 

Based on our formal risk assessment GWA believes it is safe to open for all students from 
September 2020, as long as these operating procedures are followed. Both the risk assessment 
and these operating procedures have been shared with staff and governors for comments and 
suggestions. 

Details of how we need to operate to keep this provision as safe as possible follow below, under 
these main and sub-headings: 

1. Use of the school site 
• Zoning of the school buildings and grounds, including entrances/exits and toilet facilities 
• Use of communal spaces 
• Staff Facilities 

2. Safety arrangements 
• Hand hygiene 
• Social distancing 
• Arrangement of teaching spaces 
• Sharing of equipment 
• Emergency evacuation 
• PPE 
• Cleaning 
• Visitors to site 
• Parents collecting/dropping off students 

3. Curriculum and Staffing 
• KS3 and Sixth Form 
• Use of Microsoft Teams 
• Enrichment 

4. Student and Staff well-being 
• Students 
• Staff 

5. Contingency Planning 
• Plans in case of staff or student absence 
• Plans in case of partial or total closure 

6. Scenarios and actions 
• Student behaviour 
• An ill student/member of staff on site 
• Notification of a suspected case of Covid-19 
• Notification of a confirmed case of Covid-19 

 

 

 



1. Use of the school site 

‘Bubbles’ of students will be kept distinct from each other as follows: 

 Year 7 Year 8 Year 9 Years 12 & 13 
Entrance/exit 
including bike 
storage 
provision 

Main school 
entrance, front 
bike sheds* 

East side gate and 
East fire escape 
entrance, new bike 
racking 

Rear/West gate 
and West fire 
escape entrance, 
rear bike sheds 

Car Park Fire 
escape, front bike 
sheds*+ 

Staircase used Main stairs East block  Rear West block Front West block 
Teaching 
Rooms 

C103, C104, C109, 
C110, W117, 
W118 
+ E112 for Art 

E207, E208, E210, 
E211, E212, E213 
+ E113 for Art 

W107, W018, 
W109, W111, 
W112, W113 
+ E117 for Art 

E202, E205, E214, 
W105, W106, 
W115, W116, 
W213 

Toilets East 1st floor East 2nd floor West 1st floor West 2nd floor 
Outside space Heart Space Field if fine, 

segregated heart 
space if not 

MUGA (via path 
from rear of West 
block) 

Balcony 

Use of Hall for 
assemblies 

Mon Tue Weds Thurs 

 

*Use to be monitored so that Sixth Form and Year 7 are not in a bike shed at the same time. 

+ Where a Sixth Form student has Home Study, requiring them to arrive to or leave site at other 
times of the day, they should use the main school entrance and follow normal signing in and out 
procedures. 
 
Given the separate entrances and staircases in use there is no need for staggered start or end 
times for the school day. 

Use of communal spaces 

Hall: Each year group will have the potential for an assembly in the Hall once each week, 
potentially in two half-year blocks (one am and one pm) if this is deemed necessary for safety 
reasons in September. 

Dining Area: Food will only be served at lunchtime – there will be no breakfast or break service. 
Students wanting to buy food will visit with their year group bubble at 12.30 (yr 7), 12.50 (yr 8), 
1.10 (yr 9) and either eat in a specified part of the dining area or return to their allocated inside 
or outside spaces. If year groups cannot be accommodated at separate tables (demand is not yet 
clear) then tables will be cleaned between use. 

Changing Rooms: Where a half year group or House is on PE we can safely accommodate them 
in the changing rooms; behaviour, as always, will be monitored to ensure speedy changing and no 
physical contact. Where two year groups need to change at once (e.g. a House is on PE and 
another on Dance) W013 and W005 will be used as changing spaces. With this arrangement there 
are just four occasions during the week when the changing rooms need to be used by different 
year groups on the same day; they will be cleaned in between use in these instances. 

Science Labs, DT Rooms: A careful plan has been drawn up to minimise the need to clean 
during the day, but where two year groups unavoidably have to use the same room on the same 
day it will be cleaned between use. 

Sixth Form Common Room and Study Areas: As Year 12 and 13 are operating as a single 
bubble use of these areas is relatively straightforward. Sixth Form can study in E202, the landing 



at the top of the main staircase, and empty rooms from the list above, as well as the Common 
Room. 

Movement around the site: Where students need to move to specialist areas for a lesson they 
use their allocated year group staircase only. This means there is no risk of classes from different 
year groups mixing. Where different year groups have concurrent lessons in nearby specialist 
rooms the teachers of the classes will ensure mixing does not occur in the corridors. 

Staff Facilities 

Due to the unusual teaching arrangements staff will not have use of “their” room during the 
school day, though they may store items in the room if appropriate. The main staff room (C102), 
C009 and E215 are therefore kept available as work spaces (one location on each floor). The 
library and dining room will also be empty most of the day and can be used. 

Tea and coffee will be provided in C102 and the pastoral base (E020) but staff must observe 
social distancing whilst making drinks, and sanitise hands before doing so. In particular, staff 
should not share mugs and should not make drinks for others. Wipes will be provided to wipe 
down taps and any other surfaces. Used mugs and cutlery should be cleaned in the dishwasher 
overnight before being re-used. 

Staff can pre-order food from the dining room in the same way as students if they choose to do 
so. 

 

2. Safety arrangements 

Posters promoting safe behaviours – such as ‘Catch It, Bin It, Kill It’ and hand hygiene – will be 
distributed liberally around the school site. 

Hand hygiene 

Rigorous hand hygiene is the single most effective way of preventing spread of the virus within 
school. Hand sanitiser will be available in all teaching spaces and communal areas. 

A basic, simple rule must be followed by all: every time a teaching space is entered hands must 
be sanitised. This must happen on arrival in a teaching space at the start of a lesson, or return to 
the space at any time during the lesson. 

Hands must also be sanitised: 

• Before eating (all) 
• Before using tea/coffee facilities (staff) 
• Before using photocopiers (staff only – no student use) 
• Before and after sharing any communal equipment (see below) 

All doors will be propped open during the day to minimise the risk of transfer via door handles. 

Social Distancing 

The guidance indicates that whilst students should be encouraged to distance from each other it is 
not possible for them to ‘social distance’ at all times. There will be a clear rule of ‘no physical 
contact’ in school. 

Staff must make best endeavours to social distance from each other and from students. This is 
because staff are moving between ‘bubbles’. Consideration must be given to how closely a 
member of staff needs to approach anyone else, and if another member of staff or a student 



states they are uncomfortable with the proximity of someone then that person should move away. 
See also Arrangements of Teaching Spaces below. 

Office staff should, in general, be able to social distance from each other due to the large office 
work spaces, and also from students, and should seek to do this at all times. 

At no time should a member of staff spend more than 1 minute within 1 metre of anyone else, or 
15 minutes within 2m. NB: The exact stipulations of this will be constantly reviewed in the light of 
national guidance. 

Arrangement of Teaching Spaces 

Where possible, in line with the guidance, all desks in classrooms will face forwards. In rooms 
where this is not possible (e.g. some science labs) some students may need to sit at right angles 
to each other; the number doing so will be minimised. 

There should be a 2m gap between the front of the room and front desks so that the teacher is 
distanced from students in the front row of desks. 

Where temperature allows windows should be opened. Combined with doors being propped open 
this should allow a throughflow of air. The individual air conditioning units that are in some 
classrooms should be turned off, unless the room is uncomfortably hot or cold in which case they 
should be used briefly only. 

Sharing of Equipment 

In general students and staff should bring their own learning equipment from home and must not 
share this in school. Items such as pens, pencils, scissors and glue sticks should not be used 
communally unless completely unavoidable. (If unavoidable the procedures in the next paragraph 
must be followed.) 

Other equipment that may be used during the day (e.g. practical equipment) must be allocated to 
one student only, and wiped down before use by anyone else, or hands sanitised before and after 
use. This is particularly pertinent to subjects such as science, DT and PE, where we want practical 
work to continue but where staff need to consider carefully the implications of shared equipment 
and try to minimise the need for this, or build in time to sanitise equipment/hands between uses. 

Library books will be available. Returned library books will be ‘quarantined’ for at least 72 hours 
before being returned to the shelves. 

Emergency Evacuation 

Usual emergency evacuation procedures apply in the event of an alarm. Most students will be 
using their ‘year group staircase’. Where they are in a specialist room they should use the closest 
staircase, even of that is not their ‘usual’ staircase, and staff should separate students from 
different bubbles immediately they are out of the building.  

Where a door has been propped open staff should remove the door stop as they exit. 

Students will line up on the MUGA in their tutor groups as usual for a register to be taken. Year 7 
and 8 will use the main MUGA entrance (year 8 waiting for year 7 to enter), Year 9 and Sixth 
Form will use the side entrance nearest the year 9 staircase. Year 7 tutor groups will line up 
nearest the field, down to year 13 at the opposite end of the MUGA. At least a 2m gap will be 
maintained between tutor groups in different bubbles. 

On re-entry to the building staff will go first, and replace door stops to avoid multiple touching of 
any classroom or other door. 



PPE 

There is no requirement in the current guidance for anyone on site to wear PPE, except in 
particular medical circumstances (see section 4). We will not be providing any PPE except for 
those circumstances. 

Staff or students who make a choice to wear additional PPE are free to do so. 

Update 1st October: From Monday 5th October staff and students will need to wear face coverings 
in communal areas indoors. This includes corridors, the hall, dining room and library. Face 
coverings are not needed in lessons, or when eating. 

Visors are also provided for staff who know they will unavoidably need to work closely with a 
student for a short time and these should be worn in such circumstances. 

Cleaning 

All learning spaces, circulation areas and toilets in use will be thoroughly cleaned in the evening 
by the cleaning team.  

Cleaning will also take place during the day according to a schedule which covers rooms in use by 
different year groups on the same day, all toilet areas, door handles, banisters and other surfaces. 

Visitors to Site 

There should be no visitors on site unless by prior arrangement. In particular, parents, if they 
come on to site to try to speak with staff, should be politely asked to leave and to make an 
appointment by email. The small meeting room is inappropriate given the proximity people will be 
in. The dining room (if privacy is not necessary) or C009 would be appropriate venues to use. 

Peripatetic music teachers may visit for lessons, appropriately risk assessed.  

Parents collecting/dropping off students 

It is our responsibility to do all we can to limit the number of parents coming on site. We will 
encourage all parents to allow their students independence in coming to school – walking or 
cycling is perfectly feasible for the large proportion of our students. There should be minimal need 
for parents to be on site, particularly in years 8 and 9.  

Parents who have to come on site will be asked to remain in cars, or to stay apart if they are 
gathering to meet year 7 students to walk them home.  

 

3. Curriculum and Staffing 

KS3 and Sixth Form 

The full 2020/21 school timetable will operate with all subjects being taught as ‘normally’ as 
possible. 

The main physical change to normal operation is that students will be roomed as listed above, and 
staff move to locations to teach them.  

The main pedagogical change will be an increased emphasis from staff on prior learning and 
knowledge required to access topics, with lessons introduced accordingly so that students can 
access the work even if it depends on topics covered during lockdown. This is even more true of 
Year 12, where staff must bear in mind that students have not been taught for over 5 months, 
have not taken exams, and may in some cases not have fully completed GCSE courses. 



During the first weeks of term staff will be asked to identify students for whom it is apparent that 
some “catch-up” would be beneficial, and this will be arranged as appropriate. 

Use of Microsoft Teams 

Teams will become our main vehicle for storing work and setting assignments. This has emerged 
as best practice during lockdown and appropriate training will be given on the 1st/2nd September 
to ensure staff can make the most of what Teams can offer. See also ‘Contingency Planning’ 
below. 

Enrichment 

Enrichment in its usual form will be postponed for the following reasons:  

• Enrichment activities as they stand operate across bubbles 
• In terms of health and well-being everyone needs some time to get back into a routine 

after so long out of school without having such a long day 
• There is need for increased staff collaborative working and planning to embed and adapt 

our new working practices. This is very challenging to provide if enrichment is in place. 
• It is unclear whether childcare arrangements for some staff will be running or not (e.g. 

primary after-school clubs) and until they are in operation staffing of enrichment may be a 
problem 

 
An optional self-study provision will be offered to allow for a 4.30pm finish for students and 
parents who want to take this up. Otherwise the student day will temporarily finish at 3.10pm. 

 
A launch of a full or part provision of enrichment activities, including potentially some academic 
catch-up sessions, will be considered from Mon 5th October. What is able to be offered in 
enrichment, and the timing of it starting will be kept under review.  

Enrichment will restart from 5th October, with activities bubbled and an earlier end time of 
4.15pm. 

 

4. Student and staff well-being 

Student well-being 

September sees the full establishment of GWA’s House system. The prime support for students 
will be their tutors, Heads of House and PILs. We believe there is capacity in this system to 
support most pastoral needs, and that the return to a routine is paramount in addressing the well-
being of all students. However, all staff must have increased vigilance for students who show 
signs of struggling with the return to school, academically or pastorally, and pass concerns to the 
pastoral team. Additionally: 

• Normal safeguarding reporting procedures will apply. We are anticipating a small increase 
in reports at the start of term and planning accordingly for the staff time that may be 
needed to address these. 

• It will be made clear to parents that attendance at school is not optional. The pastoral 
team will work with families for whom a return is difficult to put supportive measures in 
place. Only if all other avenues have been exhausted would any consideration be given to 
fines or similar. 

• Parents and students have had information in Care Bulletins about external sources of 
support. We will continue to promote these and other links where appropriate. 



• Key workers will be in place in the mornings to meet students known to be at risk of 
school refusal, and preparatory work with this group will continue over the summer. 

• Additional risk assessments, if necessary for individual students, will be put in place; these 
may be for a variety or reasons, including but not limited to their physical well-being, 
increased risk of infection, or additional needs arising from the ‘new normal’ situation 

• Students who are unable to be in school for self-isolation/shielding or other reasons will be 
supported to complete learning through Teams (see ‘Contingency Planning’ below). 

Staff well-being 

As far as we are aware no staff currently have to shield or self-isolate. Where this becomes 
necessary staff should inform their line manager and the Principal as soon as possible so that 
plans can be put in place to support you and your classes. Where appropriate individualised risk 
assessments will be carried out. 

More generally, the return to full-time, on site school will be a challenge to staff as well as 
students, especially given we have 23 new members of staff to support who begin their work at 
GWA in September, and that routines will be unusual – such as moving between rooms to teach. 

Work to support all staff is ongoing, included the on site training day on 3rd July, and will be re-
visited on the training days on 1st and 2nd September. We all have a duty to look out for each 
other and to be mutually supportive. Part of the reason for postponing the start of enrichment is 
to allow staff a little more time and space to adapt to the “new normal” and work in teams to plan 
accordingly. 

Staff who need support, or others who believe support may be needed, should discuss this with 
line managers and/or SLT. 

All staff have access to our bought-in well-being provision. This includes access to counselling, 
physiotherapy and other medical services. Questions regarding this should be addressed to Liz 
Frobisher.  

 

5. Contingency Planning 

Staff or student absence 

If staff or students are absent from school due to shielding/self-isolation then, in principle, 
teaching and learning should continue via Teams.  

In the case of staff absence, work would be expected to be set and ideally delivered remotely 
through Teams, in line with the school timetable. Exact details would be agreed depending on the 
member of staff’s individual situation.  

In the case of extended student absence work for that student should be made available on 
Teams. In some cases students may be able to join live lessons remotely. Exact details would be 
agreed depending on the student’s individual situation.  

Partial or Full Closure 

In the unlikely event of a partial closure (e.g. one or more ‘bubbles’ being sent home) or a full 
closure the principle would be that learning continues on Teams according to the usual school 
timetable. Clearly there may be situations where this is practically difficult for some staff or 
students, but this principle will be the starting point for any more refined agreement about what is 
practical and manageable for individuals or groups. 



 

6. Scenarios and Actions 

Student Behaviour 

It will be made very clear to students at the start of term that normal behaviour expectations 
apply, with additional new rules regarding hand sanitisation and no physical contact. Students 
who do not follow these (or other) expectations should be dealt with in line with the ladder of 
consequences. An addendum to the behaviour policy outlines how the ladder can be applied to 
such breaking of the rules. 

For all Covid-related situations statutory guidance in place at the time will be 
followed. This includes: 

An ill student (or staff member) on site 

If a student coughs persistently or has a suspected fever they should be asked to leave their 
learning space, keeping socially distanced and, ideally, moved outside (under the outside shelter if 
raining) by another adult. Parents will be called and asked to collect the student and will be 
provided with the appropriate guidance as in place at the time. 

If it is impossible for the student to move outside for some reason then they should be removed 
to an empty nearby room, sat next to open windows and parents called to collect. EFR must be 
notified of the room used to ensure thorough cleaning is carried out. 

If it is impossible to remain socially distanced from a student who needs medical attention then 
the member of staff on site with a medical qualification should use the PPE available in the main 
office to protect themselves in the best possible way before becoming close to the student. This 
includes medical grade mask, plus eye protection, gloves and an apron. 

Notification of a suspected case of Covid19 

Public Health England procedures and advice in place at the time will be followed. 

Notification of a confirmed case of Covid19 

Public Health England procedures and advice in place at the time will be followed. 

 

 

Staff with concerns or comments about any of the content of this document are always 
welcome to contact me to discuss 

Graham Davis  
July 2020 updated August 2020 updated 1st October 2020 
 


