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ARRIVAL AND COLLECTION PROCEDURES 

 
Staggered start and end of the day times:  
 
Owls Monday-Friday 8.30am – 3.00pm 
Hedgehogs  Monday-Friday 8.45am – 3.15pm   
Badgers  Monday-Friday 9.00am – 3.30pm 
 
Late arrivals – must join next bubble – wait until whole bubble have arrived and vacated the cloakroom 
before entering school.  Late arrivals (9.05am) must report to main office.  
 
AH/PS  outside the pupil entrance on arrival.  Children will go straight to their ‘bubble’ room. Hands will 
be washed/sanitised as they arrive and leave.  Class teachers to supervise hand over at the end of the 
day.  All staff to wear face coverings when supervising handover to Parents.  Parents to wear face 
covering if need to approach a staff member. 
 
Drop off and pick up – Parents reminded to observe social distancing rules on the car park and keep 
beyond the  distance markings in front of the entrance.  

 
 

SIGNAGE 

Signage - Additional posters will be up around school to remind everyone about the important measures 

such as social distancing, ‘catch it, bin it, kill it,’ washing hands etc. Children will be talked to, reminded 

and encouraged to follow the new rules in school to keep everyone safe. They will be encouraged to 

understand why things are different and how we can help everyone to stay safe.  

Hand washing  - still the best way of controlling the virus - children to be asked to wash hands as soon 

as they arrive in their classroom, before and after break time and lunch time and before they go home as a 

minimum. Signage around school to remind them of correct hand washing techniques. 
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STAFFING & CATERING ARRANGEMENTS 

 
Each bubble will be staffed by their teacher:  Owls SO & AJ Monday – Wednesday and AJ Thursday & 
Friday;  Hedgehogs AM & AH;   Badgers DB   
Break times – refer to timetable. 
PPA – Owls Wednesday pm (Claire & arrange additional time covering each other) 
Hedgehogs – AH  Thursday pm (PS to supervise Lunchtime on a Thursday & cover break duty) 
Badgers – BACT  Thursday pm 
 
Lunchtimes 
 
Hot meal provided each day.  Children select choice at registration.  Staggered times to continue:  

11.30am, noon & 12.30pm. Teaching staff will ensure desks are cleaned prior to lunch and children will 

wash their hands before and after eating.   

Owls to consume in the Hall.  Hedgehogs and Badgers to collect from Hall and consumed in classrooms.  

Class teachers to take children to the Hall to collect – AH supervise Hedgehogs and Badgers  returning to 

their classrooms. 

Each class to use in intercoms to notify other bubbles of when they enter and vacate the hall to avoid any 

crossing of bubbles in the cloakroom and unnecessary queuing.    

Snack will resume – toast option delivered to the classroom.  Ordered on half termly basis. 

BACT to provide outside supervision. 

 

CLASSROOMS 

 

Each bubble will be a maximum of 30 children (their class) and will remain consistent throughout the 
day.  Bubbles will be kept apart at all times.  Each child to have their own ‘work station,’ which will 
include their own key equipment such as stationery in their own tray. Any non-essential furniture or 
resources is removed from classrooms. Any additional resources used to be cleaned down at the end of 
each day.  
Current DfE document with regards to ventilation states: 
Good ventilation reduces the concentration of the virus in the air, which reduces the risk from airborne 
transmission. This happens when people breathe in small particles (aerosols) in the air after someone with 
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the virus has occupied and enclosed area.   
When your school is in operation, it is important to ensure it is well ventilated and a comfortable teaching 
environment is maintained.  
These can be achieved by a variety of measures including:  

 natural ventilation – opening windows (in cooler weather windows should be opened just enough 
to provide constant background ventilation and opened more fully during breaks to purge the air 
in the space). Opening internal doors can also assist with creating a throughput of air  

 natural ventilation – if necessary external opening doors may also be used (as long as they are 
not fire doors and where safe to do so)  

 To balance the need for increased ventilation while maintaining a comfortable temperature, 
consider: opening high level windows in colder weather in preference to low level to reduce 
draughts  

 increasing the ventilation while spaces are unoccupied (for example, between classes, during break 
and lunch, when a room is unused)  

 providing flexibility to allow additional, suitable indoor clothing 

 rearranging furniture where possible to avoid direct draughts 
 

Children to use paper towels/disposable tissues for drying hands and sneezes and the ‘catch it, bin it, kill 

it’ practice is reinforced.  The number of children allowed in the toilet at a time will be limited.  In the KS 1 

toilet, there are 2 toilets – each are labelled with a hedgehog or an owl to prevent toilets being shared 

between 2 bubbles.  

Children need to bring in a coat, a PE Kit, a water bottle and a packed lunch. School uniform applies but 

additional layers of clothing can be worn if required.  Any medication to be placed in a clear plastic bag, 

labelled and accompanied by a medication form and placed in the box outside the pupil entrance. This 

includes inhalers.  

School bags – classes to confirm their own arrangements if needed and storage instructions. 

Jumper / lost item boxes are removed. 

Hedgehogs and Badgers – desks to remain front-facing and children to sit side by side (not facing each 

other). 
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PPE 

Staff to be encouraged to wear a face covering throughout the day (and during teaching). 
 
All staff must wear a face covering when: 

 
 Moving around the school 
 In contact with Parents / Visitors 
 At collection and pick up times 
 In non-restricted communal areas 
 Working across bubbles  

Each class has PPE box – it is the classteacher’s  responsibility to inform AB when items are running low.  
Additional PPE box located outside The Den. 
 

SCHOOL OFFICE & BEFORE / AFTER SCHOOL ARRANGEMENTS  

School office – Parents asked not to visit the Office in person but to maintain communication with us via 

email.  If it is essential to come into school, email/telephone to make an appointment.  Only 1 person 

allowed in Reception at a time.  Visitors to school will be expected to wear a face mask/covering. 

Happy Hours –continue to provide before & after school care.. 

After school sports clubs will hopefully resume later in this academic year.   

 

TESTING & SYMPTOMATIC INDIVIDUALS  

Procedure to follow if your child is ill and who to inform - If a child is ill, please notify us of the details 

on 01538 722385 or office@hutchinson.staffs.sch.uk 

If a child / staff member shows any symptoms of COVID-19 i.e. a new and persistent cough and/or high 

temperature, and or loss of taste or smell, they must stay at home to self-isolate for ten days from when 

their symptoms started, and for longer if the symptoms persist. Those display symptoms of coronavirus, 

need to book a test.  Where the individual tests negative, they can return to school and the fellow 

household members can end their self-isolation.  Where the individual tests positive they along with their 

household must continue with the period of isolation. If you need to book a test you can do so at the 

following website: https://www.nhs.uk/ask-for-a-coronavirus-test,  We will then follow procedures as set 

out in the local ‘test, track and trace’ system. 

mailto:office@hutchinson.staffs.sch.uk
https://www.nhs.uk/ask-for-a-coronavirus-test
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If a child is sent home from school with any illness, they must be kept at home for at least 48 hours to 

allow their symptoms to be monitored.  If after 48 hours they are well, they may return to school.  

Regular testing of staff - All staff have access to Lateral Flow Device Test and are encouraged to 

participate in twice weekly asymptomatic testing.  This includes catering and cleaning staff.  Caretaker 

included in Picknalls’ testing schedule. Testing to take place on a Sunday and Thursday at home, prior to 

coming in to school.  If a positive result is obtained, the staff member must stay at home and book a PCR 

test.  If 2 void tests are returned, the staff member must stay at home and book a PCR test.  If the staff 

member tests negative they can attend school as normal.  Test results are reported to PS and on the online 

system. 

Test kits are handed out by PS as requested. 

 

REMOTE LEARNING  

 

Remote learning to be provided by the next day should a child/class be required to self-isolate 

Individual child isolating or bubble isolating – class teacher to plan and send activities each day via 

Seesaw.  A broad and balanced curriculum will be delivered remotely , following as closely as possible to 

the half term’s curriculum plan.  Half termly Curriculum Information Fact Sheet to be sent to Parents and 

school website whether face to face learning / remote learning. 

Expectation by Government is 3 hours a day remote education for KS1 children and less for younger 

children 

Seesaw to be used as learning platform. Class teachers to respond to each piece of work uploaded.  Also 

used as means of parental / school communication and home work (when face to face learning). 

DB is the named member of staff with responsibility to lead Remote Learning across the school. 

 

Staff meetings –to continue to take place remotely via Teams. 
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