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Holbrook Academy Framework for Opening in September 2020 

 
(Updates to previous document are shown highlighted.) 
 
This document set out the steps that Academy leaders, staff and governors are taking in preparation for 
opening to all students in September 2020.   
 
The opening for all students comes after a prolonged period of school closure for many students in response 
to Covid-19.  Appendix 1 outlines the provision over this time.  
 
This document sits alongside: 

 Holbrook Academy Risk Assessment for opening September 2020 

 Holbrook Academy Information for Parents and Carers for September 2020 

 Holbrook Academy Information for Students for September 2020 
 
The following sections set out how the Academy has prepared for all children returning in September 2020.   
 
All planning and risk assessment has been undertaken in keeping with national Guidance for full opening: 
schools - Published 2 July 2020.  The guidance sets out a number of actions the school must take (See 
Annex 1). 
 
It is underpinned by these BASIC PRINCIPLES: 
 

Basic Principles 
Following basic principles can help keep students, teachers, and staff safe at school and help stop the spread 
of this disease. Recommendations for healthy schools are:  
 
•   Sick students, teachers and other staff should not come to school  
•  Schools should enforce regular hand washing with safe water and soap, alcohol rub/hand sanitiser or 

chlorine solution and, at a minimum, daily disinfection and cleaning of school surfaces 
•  Schools should provide water, sanitation and waste management facilities and follow environmental 

cleaning and decontamination procedures  
•   Schools should promote social distancing  
 
WHO / UNICEF 

 
And these by these GUIDING PRINCIPLES: 
 

•   The health, safety and wellbeing of students and staff are paramount.  
•   We want to minimise risk end ensure that all staff feel safe at work and students feel safe at school.  
•   We recognise that people will have different thoughts and feelings about returning to the Academy and we 

want to support staff and students in managing their own thoughts and feelings and respecting those of 
others.  

•   We want everybody to understand what is expected and why. We want everybody to know how to manage 
and behave in the same school environment/building but in different ways.  

•   Holbrook Academy is a community school. We want to ensure that our community values and ethos are   
maintained.  

•   We want to provide reassurance for everybody by creating and maintaining a calm environment.  
•   We need all stakeholders to understand their responsibility and role to play in keeping themselves and 

others safe.  
•   Students will have access to a broad and balanced curriculum 
 

 
 
Holbrook Academy has communicated plans and risk assessments with staff, governors and families and 
have had an independent legal review from educations lawyers, Stone King.  
 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools


Website Version 31/08/2020      2 
 

All schools must comply with health and safety law, which requires them to assess risks and put in place 
proportionate control measures.  
 
Holbrook Academy leaders and staff have thoroughly reviewed health and safety risk assessments and 
drawn up plans for the autumn term that address the risks identified using the system of controls set out 
below.  
 
Holbrook Academy has adopted measures in a way that addresses the risk identified in our assessment of 
risk, works for our school, and allows us to deliver a broad and balanced curriculum for our students, including 
full educational and care support for those pupils who have SEND. 
 
The System of Controls: Protective Measures 
 
System of Controls 
This is the set of actions schools must take. They are grouped into ‘prevention’ and ‘response to any infection’ 
and are outlined in more detail in the sections below. 
 
Prevention: 
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.  All staff at Holbrook Academy have a duty 
to ensure these are in place and reflected in their own practice and what they model and teach. 
 
Number 5 must be properly considered and schools must put in place measures that suit their particular 
circumstances. 
 
Number 6 applies in specific circumstances. 
 
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. 
 
Keeping our Process and Practice Under Review 
The Government’s requests to educational settings on numbers of pupils attending, expectations of teaching 
or care, etc, changes regularly. All risk assessments will be reviewed frequently, and if possible, in good time 
before practical changes are expected.  
 
Academy leaders, governors and staff keep informed of national updates and amend their risk assessments 
and procedures accordingly.  
 
Key information and updates at national level are available from: 
https://www.gov.uk/coronavirus/education-and-childcare 
https://www.nhs.uk/conditions/coronavirus-covid-19/ 

https://www.gov.uk/coronavirus/education-and-childcare
https://www.nhs.uk/conditions/coronavirus-covid-19/
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Local updates are received and acted upon from the Local Authority:  
https://www.suffolk.gov.uk/coronavirus-covid-19/ 
 
It is recognised that all steps taken and measures implemented will be kept under review and that managing 
risk is a dynamic process. ALL staff members, governors, students, parents, contractors and visitors have 
their part to play.  Academy leaders are committed to sharing important information in a suitable and timely 
manner.  The senior leadership team will have Covid-19 Risk Management as a standing agenda item and 
full reviews with governors will be diarised. 
 
On completion of the initial full risk assessment for opening in September, governors will review the risk 
assessment and accompanying plans, undertake a walk of site and speak to leaders and other staff about 
their role in managing risk.  
 
Once this review has been completed and all actions have been completed to a safe level, the Headteacher 
will sign and then display the poster (Appendix 2).  By doing this, we are telling people that we have taken all 
reasonably practicable safety measures, so that everyone can feel confident that the school is a safe place. 
This will be posted in areas where parents and visitors will be able to view it as well.    
 
How to Raise a Concern: 
All stakeholders have access to Holbrook Academy risk assessments and plans and can raise questions or 
concerns about health and safety by contacting the Headteacher in the first instance. 
 
Any concern about Covid-19 secure practice can be sent to covid.info@holbrookacademy.or.  This email is 
for all stakeholders and enables leaders to quickly respond to any question or concern as it arises.  
 
The Local Authority advises: If staff have any questions around the safety of your setting, please raise these 
locally.  Senior Leaders can send queries through to nina.bickerton@suffolk.gov.uk   
 
 
1. NUMBERS ON SITE IN SEPTEMBER 2020 
 
Anticipated Numbers of People on the Academy Site: 
In September, the Academy will be open to all students. Student numbers are anticipated to be as follows: 
 
At 16/07/2020 

Year 7  120   
Year 8  119    
Year 9  119    
Year 10 118    
Year 11 117   
Total  593  
 
Staff numbers are as follows: 
 
Teaching Staff       35 
Support Staff         42 
Total                     77 
 
In addition, supply teachers, peripatetic teachers and other temporary staff will have access to the Academy 
(see Appendix 3).   
 
2. ARRANGEMENTS FOR ACCESS TO THE ACADEMY SITE 
 
Students : Arrival at the Academy  
Many students travel by bus to the Academy. We have been working closely with the local authority and bus 
companies to ensure there are a range of measures in place to support safe travel for students.  
 
There is a separate risk assessment and plan for buses (Appendix 4) which has been communicated to 
parents/carers. Section 4 of the risk assessment sets out further detail. 
 

https://www.suffolk.gov.uk/coronavirus-covid-19/
mailto:covid.info@holbrookacademy.or
mailto:nina.bickerton@suffolk.gov.uk
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Families arriving by car have also received information including the entry points for students arriving at the 
Academy. Some students with additional needs will arrive on site by car and drop off and pick up points will 
be established and parents/carers will be asked to display a dashboard pass for accessing the site.  
 
Staff will be briefed on all plans for arrival / departure of students in September and their important role in the 
management and supervision of this.  
 
Staff : Car Parking 
Staff must adhere to car parking expectations. To ensure safe movement of students around the site, staff 
will be asked to park in designated areas eg school side of Sports Centre car park, rear of DT rooms.  Staff 
should park in the area closest to the coloured zone in which they are teaching for the first lesson of each 
day. 
 
Staff parking on site are requested to be parked before 8.00am to avoid risk to pedestrians. 
 
Staff : Driving on Site 
All staff must drive safely and slowly on to and around the site.  Previous ‘out of bounds’ areas for students 
will now be accessible to student pedestrians and all staff must remain at 5mph or below.  Staff must apply 
this to the school driveway.  
 
 
3. ARRANGEMENTS FOR MINIMISING CONTACT AND MOVEMENT ON SITE 
 
Social Distancing 
Staff should always give formal consideration of how to reduce contacts and maximise distancing between 
those in school wherever possible. 
 
At whole school level, we do this by: 
 

• grouping children together in class and year group ‘bubbles’ 
• avoiding contact between groups by splitting the school into 5 separate zones 
• arranging classrooms with forward facing desks where possible 
• staff maintaining distance from pupils and other staff as much as possible 

 Staff work stations have been demarcated with 2 metre boxes as a visual reminder in classrooms. 
 
The overarching principle to apply is reducing the number of contacts between children and staff. All teachers 
must assess their workspace and adjust in accordance with this principle and take proportionate measures.  
 
Staff must support students to maintain distance and not touch staff where possible and encourage them to 
keep their distance within groups.  
 
When planning, we have tried to limit interaction, the sharing of rooms and social spaces between groups as 
much as possible.  
 
Endeavouring to keep groups at least partially separate and minimising contacts between children will still 
offer public health benefits as it reduces the network of possible direct transmission. 
 
Managing Groups and Individuals 
Students will be organised into consistent groups.  Consistent groups reduce the risk of transmission by 
limiting the number of pupils and staff in contact with each other to only those within the group.  
 
Maintaining distinct groups or ‘bubbles’ that do not mix makes it quicker and easier in the event of a positive 
case to identify those who may need to self-isolate and keep that number as small as possible. 
 
Holbrook Academy has implemented year group sized ‘bubbles’ with smaller groups or bubbles where 
possible in Key Stage 3. Groups will be kept apart from other groups where possible and students will be 
encouraged to keep their distance within groups.  
 
Holbrook Academy has taken steps to limit interaction, sharing of rooms and social spaces between groups 
as much as possible by separating the Academy into separate zones (see Appendix 5).   
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Staff must ensure that students do not move between zones. 
 
Movement around the Academy  
Staff and students are expected to avoid any unnecessary movement around the Academy. Students and 
staff must adhere to signage, any one-way systems and avoid face to face passing in corridors as much as 
possible.  Staff must use technology for sending messages rather than runners or going themselves.  While 
passing briefly in the corridor or playground is low risk, schools should avoid creating busy corridors, 
entrances and exits. All staff must monitor corridors, entrances and exits and manage the movement and 
flow of groups. Staff should consider movement outside the building.  When moving around the school, staff 
and students must adhere to social distancing rules as much as possible. Signage around the Academy will 
remind everybody of this expectation.   
 
Further to recent government guidance, we recommend the wearing of face coverings in our corridors where 
the layout makes it particularly difficult to maintain social distancing when staff and pupils are moving around. 
Please see the full guidance  here:   
https://www.gov.uk/government/publications/face-coverings-in-education/face-coverings-in-education 
 
Movement Between Zones 
All teachers and other staff can operate across different classes and year groups in order to facilitate the 
delivery of the school timetable. Where staff need to move between classes and year groups, they should try 
and keep their distance from students and other staff as much as they can, ideally 2 metres from other adults.  
 
Where staff are moving between zones, other measures are important including not sharing equipment and 
cleaning with suitable cleaning fluid / materials. Staff have access to their own keyboard and mouse, anti-
viral wipes and sanitising gel. Staff should only move in corridors when they feel they can do so safely and 
we recommend the wearing of a mask.    
 
Access Points 
Each zone has its own access point. Students and staff must use these access points and staff must provide 
clarity of expectations to students. 
 
 
4. ARRANGEMENTS IN THE CLASSROOM 
 
Learning Environment from September 
The site team has worked in accordance with the national guidance in preparing classrooms under the 
guidance of the Site Manager. 
 
Adaptations to classrooms have been made to support distancing where possible. These include seating 
pupils side by side and facing forwards, rather than face to face or side on, and moving unnecessary furniture 
out of classrooms to make more space.  In addition: 
 

 All teachers must ensure they have amended their classroom risk assessments so that they reflect the 
national guidance around safe practice in schools 

 Sanitiser will be available in every classroom 

 Teacher workspaces have been separated from student areas by 2m with clear demarcation and signage 

 Teachers are not expected to ‘walk the room’ or check on learning by accessing student workspaces 
and should keep 2m distance as much as possible 

 
Measures Within the Classroom 
It is strong public health advice that staff in secondary schools maintain distance from their pupils, staying at 
the front of the class, and away from their colleagues where possible.  
 
Ideally, adults should maintain 2 metre distance from each other, and from children.  
 
We know that this is not always possible, particularly when working with younger children, but if adults can 
do this when circumstances allow that will help. In particular, they should avoid close face to face contact 
and minimise time spent within 1 metre of anyone.  
 

https://www.gov.uk/government/publications/face-coverings-in-education/face-coverings-in-education
https://www.hse.gov.uk/risk/classroom-checklist.pdf
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Similarly, it will not be possible when working with many pupils who have complex needs or who need close 
contact care. These pupils’ educational and care support should be provided as normal.   
 
Ventilation 
Once the school is in operation, it is important to ensure good ventilation. Advice on this can be found in 
Health and Safety Executive guidance on air conditioning and ventilation during the coronavirus outbreak. 
 
In classrooms, it will be important that schools improve ventilation (for example, by opening windows). 
 
Rooms should be kept well ventilated at all times with windows open and doors propped open if safe to do 
so.  
 
Subject Risk Assessments 
All members of staff have a responsibility for managing risk each day. Dynamic risk assessments are part of 
regular practice. In addition, all areas of the school must have subject / area risk assessments and these 
must reflect the latest guidance for health and safety with regards to Covid-19.  
 
Practical subject teachers have undertaken detailed risk assessments which have been reviewed by their Slt 
links and the Headteacher.  These have been informed by CLEAPPS HSE and government guidance.  
 
Student Equipment 
Students will be expected to bring essential school equipment into school with them. Where anything is 
loaned to students, staff must ensure that returned items are appropriately handled, taken out of circulation 
and sanitised.  Sharing is not advised or encouraged.  Loaned items - pens for example, should not be 
expected back. Planned sharing of resources should allow for safe return, taking out of circulation / leaving 
and cleaning.  
 
Communication  

 Google Chat will be used to facilitate instant communication around the site. This is configured for staff 
use only and integrates into your email inbox. 

 Communication in this way allows us to avoid clogging or losing emails and enables quick 
communication.  

 Staff on site will be expected to have this open to send and receive messages to avoid messages / 
information having to be delivered in person.  

 

Google Chat Information: 
You can also use a separate web app or an app on your phone - see the links below.   If using your phone, 
you should use the school's wifi where possible. 
 
The purpose of this app is not to replace email, but to provide an alternative to walkie talkies. Like the 
WhatsApp groups in use outside of school, you should anonymise student names, eg 'Hi, is AA Y7 in your 
room?'  
 
This is for non-sensitive messages that need a quick response. You can also 'see' a person’s availability, 
which may help you decide how best to get hold of them. 
 
Web app: https://chat.google.com 
Android: https://play.google.com/store/apps/details?id=com.google.android.apps.dynamite&hl=en_GB 
iOS: https://apps.apple.com/us/app/google-chat/id1163852619 
 

 
 
 
 
 
 
 
 
 
 

https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm#:~:text=by%20fresh%20air.-,Air%20conditioning,of%20fresh%20air%20and%20ventilation.&text=You%20should%20still%20however%20maintain,air%20ventilation%20in%20the%20room.
https://www.cleapss.org.uk/
https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm
https://chat.google.com/
https://play.google.com/store/apps/details?id=com.google.android.apps.dynamite&hl=en_GB
https://apps.apple.com/us/app/google-chat/id1163852619
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Emergency Evacuation    

 The Academy evacuation procedures remain in place but with new muster points organised into 
zones. 

 Staff will stay with their groups and ask students to walk to their zone, then line up in House order in the 
zone where they will be registered.  Office personnel will provide registers. 

 Once registered, a member of staff will take the registers from each zone to the main playground where 
office personnel will be located. 

 Office personnel will check attendance and confirm all students accounted for. 

 On return to the building, students and staff must wash their hands/sanitise. 

 Where classrooms have different evacuation options, teaching staff must use the exit route that supports 
the safest route.  

 On return in September, the whole Academy will run practice drills to ensure that revised model works 
safely. 

 Amended fire safety signage with maps will be in all classrooms and corridors. 

 Drills will be run during the Autumn term. 
 
 
5. MONITORING ATTENDANCE, BEHAVIOUR, MOVEMENT OF STUDENTS, HYGIENE 
 
Registers 
Registers must be taken every day on SIMS both for am/pm registration and for each lesson.  
 
The office MUST be alerted to any AWOL student.  Staff should use technology (Google Chat/email) for this 
communication and avoid student and staff runners for attendance checks.  Absences will continue to be 
followed up in the usual way. 
 
Any student given permission to leave the room must have an exit pass and this needs to be communicated 
to the office using the Google Chat / email system.   Students should not be routinely sent on errands. 
Students will be issued exit passes on medical grounds - say to take medication, diabetes blood checks etc.  
Also for going to their peripatetic music teacher.  
 
Behaviour 
The Academy Behaviour policy applies and an annexe sets out changes for the new way of working 
(Appendix 6). The behaviour team will continue to support staff in following up any behaviour issue. Parents 
and students will be told of expectations and of what to expect if students do not adhere. Staff must remind 
students of expectations and apply the policy.  Staff will be able to call for assistance if needed using the 
internal communication system.  
 
Uniform 
All students are to follow the usual uniform policies and expectations.  Uniform plays a valuable role in 
contributing to the ethos of our school and helps us set an appropriate tone.  
 
Uniforms do not need to be cleaned any more often than usual, nor do they need to be cleaned using methods 
which are different from normal. 
 
Toilets  
Each zone has its own toilets for students as follows:- 
 
Blue – Existing boys toilet and KS4 toilet 
Red – Female staff toilet – mixed 
Yellow – Boys / Girls changing rooms in Sports Centre 
Green – Existing KS3 girls toilet – mixed 
Purple – New block toilets 
 
Staff should allow requests for toilet visits during lessons to avoid grouping at break and lunch times. But only 
allowing one student at a time.  
 
Staff must provide clarity for students on the expectations around the use of toilets.   
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Breaks  
Student breaks must be supervised. Students will be in their coloured zone and staff must monitor this.  
 
Hand washing 
Students and staff must wash their hands in keeping with current guidance and must clean hands thoroughly 
and more often than usual.  
 
Washing hands properly: 
Step 1: Wet hands with safe running water 
Step 2: Apply enough soap to cover wet hands 
Step 3: Scrub all surfaces of the hands – including backs of hands, between fingers and under nails – for at 
least 20 seconds 
Step 4: Rinse thoroughly with running water 
Step 5: Dry hands with a clean, dry cloth, single-use towel or hand drier as available 
 
Wash your hands often, especially before and after eating; after blowing your nose, coughing, or sneezing; 
going to the bathroom/ toilets/latrines and whenever your hands are visibly dirty. If soap and water are not 
readily available, use an alcohol-based hand sanitizer with at least 60% alcohol. 
 
Always wash hands with soap and water, if hands are visibly dirty. 
 
Sanitising stations are positioned at entrance / exit points and in classrooms.  
 
Signage reinforces hygiene messages.  
 
ALL staff must consistently reinforce this essential hygiene measure.  
 
Respiratory Hygiene 
Everybody must ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach. 
 
Everybody must follow these everyday preventative actions: 
 

✓ stay home when sick; 

✓ cover mouth and nose with flexed elbow or tissue when coughing or sneezing. Dispose of used tissue 

immediately; 

✓ wash hands often with soap and water; and 

✓ ensure touched surfaces and objects are cleaned frequently.  

 
Students are expected to bring tissues to the Academy in support of good respiratory hygiene. 
 
 
6. RESPONDING TO A SUSPECTED CASE OF COVID-19 
 
All staff should follow the procedures set out in the ‘Responding to a suspected case of Covid-19’ flowchart, 
a copy of which will be displayed in each classroom (appendix 7). 
 
If a Child or Member of Staff is Unwell at School 
Unwell student – Contact the main office via Chat/Email to request assistance. Student to be signposted to 
front office or first aider using the safest route.  Do NOT go with them. Do NOT send a friend.  The ‘On Call’ 
member of staff will be alerted to meet the student enroute to the front of the school. Office staff / First Aider 
to signpost to bungalow or alternative agreed space. First aid and handling staff to wear PPE. Staff to inform 
office / first aider using Chat / Email systems. If student is too unwell to make own way safely, evacuate all 
other students and staff to external canopy and call first aider to patient.  
 
Anybody displaying symptoms of Covid-19 during the school day will be sent home. Whilst awaiting collection, 
students will be moved to the Bungalow where they will remain until collection. They will have access to a 
separate bathroom.  
 
Staff members are asked to make their way to their car/offsite and inform office staff that they are unwell.  
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If Somebody in the School Community Tests Positive 
If a student or member of staff tests positive they must not come into school. 
  
If we have 2 or more confirmed cases of coronavirus (COVID-19) among students or staff within 14 days, or 
we see an increase in student or staff absence rates due to suspected or confirmed cases of coronavirus 
(COVID-19), we will contact our local health protection team. This team will advise if additional action is 
required, though the closure of the whole school will generally not be necessary. 
 
In Event of a Covid-19 Suspected or Confirmed Case 
The Academy will follow the ‘Action to be taken by schools’ flowchart document (see Appendix 7) and use 
the reporting document: Proforma for reporting suspected/confirmed Covid-19 case and Proforma for 
reporting confirmed Covid-19 case (see Appendix 9). 
 
The Academy has received and will follow the expectations set out in the flowchart and letter from the Director 
of Public Health Suffolk Director for Children & Young People (see Appendix 10) - Local Outbreak Planning.  
 
Self-Isolating 
All staff and students must follow the advice around self-isolating.  
 
Self-isolation is when you stay at home because you have or might have coronavirus (COVID-19). 
Self-isolate if: 

 you have any symptoms of coronavirus (a high temperature, a new, continuous cough or a loss or 
change to your sense of smell or taste) 

 you're waiting for a coronavirus test result 
 you've tested positive for coronavirus – this means you have coronavirus 
 you live with someone who has symptoms, is waiting for a test result or has tested positive 

 
Testing for Covid 19 
Staff members and parents/carers should understand that they will need to be ready and willing to: 

 book a test if they are displaying symptoms. Staff and students must not come into the school if they 
have symptoms and must be sent home to self-isolate if they develop them in school. All children can 
be tested, including children under 5, but children aged 11 and under will need to be helped by their 
parents/carers if using a home testing kit, 

 provide details of anyone they have been in close contact with if they were to test positive for 
coronavirus (COVID-19) or if asked by NHS Test and Trace, 

 self-isolate if they have been in close contact with someone who develops coronavirus (COVID-19) 
symptoms or someone who tests positive for coronavirus (COVID-19). 

 
Contingency Plans for Outbreaks 
For individuals or groups of self-isolating students, remote education plans are in place.  
 
In the event of a local outbreak, the PHE health protection team or local authority may advise a school or 
number of schools to close temporarily to help control transmission.  
 
The contingency plan covers this eventuality (see Appendix 11). 
 
This may involve a return to remaining open only for vulnerable children and the children of critical workers 
and providing remote education for all other pupils. 
 
 
7. GENERAL ARRANGEMENTS FOR STUDENTS 
 
Assemblies  
‘Groups should be kept apart, meaning that schools should avoid large gatherings such as assemblies or 
collective worship with more than one group.’  Staff should look for alternative methods of communicating 
key messages including live assemblies being streamed into classrooms.  
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Canteen 
The canteen will not operate in the same way from September. Students will eat their lunch in separate 
covered shelters in their areas. Students cannot eat in classrooms or corridors. 
 
Caterlink’s statement ‘Staying Covid-19 Secure in 2020’ will available on the website. 
  
Caterlink are moving to an online ordering system and student meals will be delivered to their zones.  
 
Arrangements for staff meals through Caterlink will be set out separately.  
 
On the first two days of term, all students will be expected to bring a packed lunch (free school meals vouchers 
will cover this time).  The online ordering system will then begin with a cold food offer only in the first two 
weeks.  
 
Wet Break Rooms and Contingency spaces for outside areas 
In case of wet break, the following overspill rooms are available for students: 

 Blue Zone – Rooms 7+8 

 Green Zone – Rooms 11 + 12 

 Red Zone – Rooms 15 + 17 

 Purple Zone – Rooms 25 + 30 

 Yellow Zone – Rooms 27 + 28 
 

In case of the external areas being out of bounds completely for students, for example, in cases of extreme 
weather, all students would have access to the rooms in their zone as follows: 

Blue Zone  Alton 7 

Deben  8 

Gipping 6 

Orwell  2 

Stour 5 

Green  Alton 11 

Deben  12 

Gipping 16 

Orwell  20 

Stour 21 

Red Zone  Alton 13 

Deben  14 

Gipping 15 

Orwell  17 

Stour 18 

Purple Zone  Alton 19 

Deben  22 

Gipping 23 

Orwell  25 

Stour 30 

Yellow Zone  Alton 26 

Deben  27 

Gipping 28 

Orwell  29 

Stour LRC 

 
Supervision of Students 
The supervision and safe management of students is incredibly important and all staff will be expected to 
ensure they are directing students and keeping their movement safe.  All members of staff must manage 
their classes / individuals carefully and safely. Unsupervised students must not be sent off to work 
independently.  
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Staff must monitor movement of students carefully and ensure that students are reminded to walk on the 
left in corridors and stay apart where possible. Staff must ensure that consistent messages are given about 
there being no physical contact and touching between students. All staff have responsibility for ensuring 
key health and safety messages are reinforced and monitored.  
 
Duties 
In addition to ongoing supervision by staff, a detailed duty rota will set out additional duties for staff who will 
be required to supervise students at the start and end of the day in addition to social times.  
 
8. GENERAL ARRANGEMENTS FOR STAFF 
 
Staff Breaks and Facilities 
Separate refreshment stations will be set up in the Academy to minimise movement and due to restricted 
numbers in the staffroom.  The refreshment stations will be located as follows:- 
 
The Hatch : For DT rooms and Blue zone (room 4, 5, 6). 
Staff room : Blue zone (room 7, 8), Green zone (room 10, 11, 12), Red zone (Music) 
Student Ambassador office : Red zone (room 13 – 18) Purple zone (room 19) 
The Hub : Green zone (room 20, 21), Purple zone (room 22, 23), Hub, Pastoral area 
Sports Centre kitchen : Yellow zone, Purple zone (room 25, 30), SSC 
 
Tea / Coffee facilities and microwave/toaster will be provided.  
 
Where shared use of items such as kettle, toaster, fridge, microwave is unavoidable, staff should wash or 
use santiser before using these and the equipment will be regularly cleaned? 
 
No food, drink or eating or preparation equipment (such as mugs, cutlery, tea towels, water bottles) are to be 
shared. Staff should adhere to social distancing in these areas. 
 
Staff Working Spaces 

 Staff should only work in designated areas and should not move between rooms or share equipment.  

 Staff should avoid using equipment that is shared –  
- keyboards and mice have been provided,  
- telephones should not be shared as far as possible and, if sharing is unavoidable, must be cleaned 

after use, 
- photocopying requests should be passed to the main office. 

 Where equipment has to be shared, staff must liaise with the Site Manager to plan for cleaning and any 
other precautions to be put in place to support safe working. Anti-viral wipes will be available for staff to 
use if equipment is shared. 

 
Staff work stations during PPA and non-contact time:  
  
The staff workroom has now been updated to make it Covid-19 secure; this means that there are now only 
two work stations present which allows for two metre distancing. The staff telephone will still available but 
should only be used when absolutely necessary; there are wipes available which should be used before 
and after use. Staff are advised that they should also follow this practice when working in empty 
classrooms during non-contact and PPA time. To avoid staff moving around the school searching for empty 
classrooms, 3 additional work spaces with PCs have also been set up in the reception area of the sports 
centre; these will also be separated two metres apart to ensure social distancing. There will also be desks 
available for completing paper work on the stage in the main hall; activities such as marking could be 
completed here, or WiFi is available for staff with laptops.  
 
Staff absence 

 Staff must stay at home if sick and report absence in the usual way.  

 Planned absence should be arranged through NMW in the normal way allowing as much notice as 
possible.  

 
Cover Teachers 
Cover teachers have set out measures that will help keep them safe (Appendix 12) All staff must be prepared 
for any period of absence in support of the Academy managing any unplanned absence efficiently and safely.  
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Offices 
All and any staff offices must only be used once the Site Manager has agreed that all steps have been taken 
to manage them safely. Where staff share office space, they must work with the Site Manager and colleagues 
to take appropriate precautionary measures.  Keyboards, mouse, telephones, etc should not be shared.  If 
sharing is unavoidable, equipment should be cleaned after use. 
 
Meetings 
Any meeting that brings people into contact should be considered carefully and alternative means of 
communicating considered as much as possible. Goole Meet provides a suitable online meeting provision 
for staff meetings.  
 
Where meetings take place in person, social distancing must be observed.   
 
Supporting Staff for their Return in September 
All staff have received regular HR updates in the form of Q&A documents. Risk assessments are available 
to ALL staff with those in vulnerable groups and those with certain protective characteristics actively 
supported through discussions around risk.  Staff who have been shielding have had discussions about their 
return to work.  
  
It is important that ANY member of staff who has any concern about their return to work has an opportunity 
to discuss it.  
 
Staff can talk to: 

 Line Manager 

 Sarah Beazley – HR 

 Tom Maltby - Headteacher 

 Nicola Mayhew – Deputy Headteacher / H&S 

 Union representatives 

 Wellbeing Lead 

 Staff governors 
 
Staff should refer to the Q&A Document for Staff if they have any other queries. 
 
Managing Wellbeing For All 
Students and staff may feel concerned about returning to the Academy and working in this new way. Support 
for staff is available and staff might find it useful to share experiences and feelings in response to the changes.  
 
Students should be also be encouraged to raise their questions and concerns and staff should be reassuring 
with students in their discussions. (see Appendix 13 - key messages and actions - UNICEF/WHO) 
 
Although there are lots of expectations or ‘rules’ to follow, staff should be measured and calm when 
reinforcing these messages with students.  Staff should look for signs of anxiety or distress in colleagues or 
students so that support can be offered.  
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9. GENERAL ARRANGEMENTS FOR SITE 
 
Enhanced Cleaning Arrangements 

 The Academy has introduced a programme of enhanced cleaning, including cleaning frequently touched 
surfaces often, using standard products such as detergents and bleach. 

 Frequent and thorough cleaning is scheduled. Cleaning staff will be on site during the day.  Closed lid 
bins will be available in all classrooms / shared areas for the disposal of tissues only.  All bins will be 
emptied regularly.  It is advisable to separately bag used tissues from sneezing and coughing.  

 For any additional cleaning needs during the day, the Site Team will have immediate response personnel 
available.  Teachers can request additional cleaning direct with site staff by email or by leaving a 
message on the whiteboard in a room.  

 Where any bodily fluids need cleaning, site or medical team must wear appropriate PPE.  PPE is 
available for this.  

 Staff and students have resources for wiping down surfaces and areas and are expected to do this. Staff 
must remind students and monitor this.  

 ALL staff must remain vigilant and report anything that would require additional cleaning - such as 
contamination through bodily fluids, unplanned sharing of equipment. 

 
Visitors on Site 
All visitors on site will receive specific health, safety and hygiene information as well as guidance on social 
distancing. A record will be kept of all visitors.   
 
The office staff must be given advance notice of visitors so that information can be shared with visitors prior 
to and on their arrival.  
 
The Holbrook Academy Visitor Protocol September 2020 – Covid-19 Practice can be found at Appendix 14. 

 
 
 
 
 
 
 


