
GLF Schools reopening planner/checklist for schools – September 2020

This planning checklist is intended to help schools prepare for reopening after the closure due to the Coronavirus lockdown. It should be read alongside the Trust reopening guidance pack 
("GUIDANCE FOR SCHOOLS ON REOPENING FOLLOWING CORONAVIRUS LOCKDOWN") which sets out the main principles we are asking schools to work within. There will of course be 
many aspects of reopening which schools will need to take local decisions for, and this checklist therefore serves two functions: 1) To record your local school-specific planning 
arrangements, and 2) To act as a checklist to ensure that all the key areas of planning have been addressed.
 
 You should adapt this document to meet your needs, ensuring that you cover all the key issues in this document. It is intended to help you plan with a series of prompts. If you have your 
own format you should continue to use that.
 
 This document (or your own plans) should be shared with any staff in your school who need to see it, as well as your Education Partner. Other members of the Trust team (ROOs, Estates, 
IT, People and Finance) will be available to support to help you plan, so please do contact them if you have queries or any local circumstances that do not fit the Trust guidance.
 This plan focuses on 4 areas:
 
 • Child/student focused planning for reopening
 • Staff focused planning for reopening
 • Site/Operations focused planning
 • Continuation/Development of Remote Learning

School Name

Whyteleafe School

1) Student Focused Planning
Issue: Plan in place? Describe your approach in response to each issue here



1 Safety of children travelling to, arriving, entering and leaving school:
 Use of public transport, PPE, access to site by parents, managing 
numbers of people at school gates, induction of children on arrival, 
staggered start and end times, coordination with other users on site (eg 
private nurseries), signing in procedures

Staggered drop off and pick up for year groups. One way system in place. 
Enter through main gate at the front of the school. Exit through Church Road. 
One parent to accompany children. Year 5 and 6 to be dropped at gate. No 
parents to enter the school building.  Year 5 and 6 - 8:30 drop off, Year 3 and 
4 - 8:40 drop off, Year 2 and 1 - 8:50 drop off, Reception and Nursery - 9am 
drop off.  Year 5 and 6 - 2:30pm pick up, Year 3 and 4 - 2:40pm, Year 1 and 2 - 
2:50pm, Reception and Nursery - 3:00pm.  Children encouraged to walk to 
school and avoid public transport where possible.  If families wear face masks 
to travel to school, they will be encouraged to remove face coverings when 
entering the school site - bins will be provided at the front gate.  If children 
travel to school on bikes or scooters, these must be taken home by the 
parents and will not be able to be left at school (to avoid unneccesary 
congestion).  Leadership team at various points around the school site at drop 
off and pick up.  Children will be educated on the safe use of PPE.  Regular 
communication with parents as national advice changes.  Parents may wait on 
site until sibling drop off in designated areas avoiding the walkways.  Coned-
off pathway through the middle of the KS1 playground for parents to exit to 
Church Road gate.  Reception waiting area to left of the coned-off walk way.  
Year 1 waiting area to left of the coned-off walk way.  Year 2, 4 and 5 waiting 
area marked by white line near the MUGS area.

2 Safe movement around the school – how will you reduce opportunities 
for mixing in communal areas? Eg Minimising necessary movement 
around school, using one-way system/staggered release/congestion 
points/social distancing/staff protection/use of specialist rooms/PPA 
arrangements/mixing groups for Phonics/in-class collective worship

Entry and exit points for each year group identified. Routes to classrooms for 
each group identified to avoid mixing in corridors. Corridors to be divided for 
one way system. Sinks in classrooms for handwashing and hand washing 
stations so children do not need to leave the classroom. Staggered break 
times and lunch times - playground sectioned for groups to keep separate. 
Social distancing within classrooms - layout of desks. Resource packs for 
individual children so they are not sharing resources.  Teacher encouraged to 
keep 2m distance with the majority of teaching at the front of the classroom.  
Desks facing forward.  Communal rooms e.g. Music room and library will not 
be used until Autumn 2 at earliest after review.

3 Classroom arrangements - How will you organise classroom layouts to 
encourage reduce close contact? What equipment, books, toys and 
furniture will you have in classrooms and external play areas? What 
equipment will children/students be required to provide?

All soft furnishings removed from classrooms. Individual resource packs 
provided for children. Climbing frames and trim trails will not be in use before 
and after school. Toys for reception will be carefully selected for ease of 
cleaning regularly and monitored by staff.  Desks arranged in rows facing the 
front of the classroom.  Book boxes provided in each classroom for returning 
books taken home.  Books will stay in this box for 72 hours before being 
returned to the library.  Lunch box boxes provided for each class to store their 
lunch boxes.  Year 5 and 6 to use cloakrooms, other KS2 classes to take 
belongings to classroom.  KS1 and EYFS to use cloakrooms as they are class 
specific.



4 Hygiene arrangements for staff and children, including timing, use and 
cleaning of toilets

Hand washing on arrival and departure and regularly throughout the day 
(before and after break and lunch).  Hand washing stations in each classroom 
and fixed sanitiser stations outside each classroom.  Regular sanitising of 
touch points throughout the day including toilet flushes, taps and door 
handles.  Sanitising stations outside every classroom.

5 Break time arrangements – How will you stagger breaks/canteen 
arrangements/segregate outdoor areas for each group/ entrance back 
into the building/toilet facilities/staff protection

Reception to be a year group bubble to facilitate outdoor learning of the EYFS 
curriculum.  Playground to be zoned into 3 sections -  KS2 playground, 
swimming pool playground and KS1 playground.  10:15 - 10:30am Year 1 and 
2, 10:35am - 10:50 - Year 3 and 4, 10:55 - 11:10am - Year 5 and 6. Lunch 
timings - Reception 11:45 - 12:30 KS1 playground (in dinner hall from 11:45 - 
12:00), Year 1 - 12:00 - 12:45 in cage (in dinner hall 12:00 - 12:15), Year 2 12:
00 - 12:45 KS2 playground (in dinner hall 12:15 - 12:30), Year 3 - 12:30 - 1:15 
swimming pool playground (in dinner hall 12:30-12:45), Year 4 - 12:30 - 1:15 
KS1 playground (in dinner hall 12:45 - 1:00), Year 5 - 1:00 - 1:45 - KS2 
playground (in dinner hall 1:15 - 1:30), Year 6 - 1:00 - 1:45 - swimming pool 
playground (in dinner hall 1:00 - 1:15).  Clear pathway on outskirts of 
playground to limit mixing between pods Clear one-way system through 
dinner hall to get food and clear plates.  Lunch boxes to be taken to classes in 
the morning not left in lunch box boxes to avoid unneccessary congestion.  
Tables spaced throughout the hall - children seated on one side of each table.  
Lunch - staggered sittings in dining hall and playground zoned.  Cage will be 
used as a designated outside area for Year 1 to fulfil the EYFS curriculum 
needs.

6 Lunch time arrangements - How will you continue to provide hot meals 
while reducing contact - eg canteen arrangements/eating in 
classrooms/staggered use of outdoor areas/entrance back into the 
building/toilet facilities/staff protection / FSM children

Year group bubbles timetabled slots in the dining hall and zoned in the 
playground.  One-way system throughout the dining hall.  Tables to be spaced 
out and children to only sit on one side of the tables.  Children to use specific 
doors of the school building to enter and exit.

7 How will you accommodate SEND children and other children with 
additional needs (including intimate/toilet care) while reducing 
contact? What additional risk assessments and safety measures will you 
put in place to protect staff and other children?

Out of class interventions in year group bubbles where necessary and for a 
maximum of 15 minutes.  Spaces used to be wiped down after use.  Where 
possible interventions should take place within the classroom.  Individual 
timetables for children with EHCPs.  Adults implementing interventions 
should sit side to side not face to face.

8 Behaviour policy for anti-social behaviour GLF behaviour policy addendum included in the policy and communicated to 
parents via the school website.  Will be shared with all staff in staff training 
sessions.

9 School Uniform and dress codes School uniform for all.  On PE day children and staff can come to school and 
stay in PE kit for the day.



10 Response procedures for students/staff who are symptomatic whilst in 
school: What room(s) will you allocation as temporary isolation rooms? 
What PPE will you provide, which staff will provide supervision, how 
will you clean these rooms between each use? How will you encourage 
parents to ensure symptomatic children are tested?

Music room will be used for temporary isolation. Masks, gloves, eye 
protection and aprons will be provided. Head of School will provide 
supervision for symptomatic children. Anti-bacterial spray will be used. 
Cleaner to deep clean if this room is used.  Parents will be advised that if they 
do not get their child tested they will need to keep their child off of school for 
10 days unless they can provide a negative test result.

11 What support services will you provide for students experiencing 
trauma/PTSD following lock down

Thrive. The re-engagement curriculm has also been shared with all staff to 
ensure a focus on pupil emotional well being on returning to school. Thrive 
stations set up around the school to allow Thrive practitioner to support 
children in the building while adhering to social distancing.  Thrive 
practitioner has undertaken bereavement training and a diploma in 
bereavement and grief counselling.  Training for staff on INSET day.  
Resources saved centrally.  All staff have completed Educare bereavement 
training.  Sessions with Thrive practitioner will be in The Wishing Well, tables 
to be wiped down after each use and sessions to last no longer than 15 
minute slots which can be repeated.

12 What arrangements will you make for subjects/curriculum areas where 
Covid-19 safety may be problematic, e.g. sharing resources, singing? – 
PE/Drama/DT/Food/Science practicals/visits & trips

Music curriculum is being rewritten to avoid teaching of wind instruments.  
Where possible, block particular activitiesand move to the summer term.  
Instruments will be class specific where possible alternatively cleaned after 
use.  PE curriculum adjusted to avoid unnessary contact. All residential trips to 
be moved to spring or summer term. Very local trips (not involving transport) 
to be permitted with additional risk assessment.  PE to be outside wherever 
possible.  Any indoor PE would not have equipment or cause the children to 
be out of breath.

13 How will you provide first aid? Eg Will you arranged first aid kits in 
tooms?

Minor first aid will be administered by first aider in each group in the 
classroom. Gloves and masks have been provided for this purpose.  Each class 
to have a first aid kit in the classroom.  Children should only be sent to the 
school office for first aid treatment for more serious injuries.  Office staff are 
provided with PPE.  Medical room will be cleaned after use.  Ice packs are 
wipeable to be sterilised after use.

14 Bereavement services and support for mental health outreach for 
students affected See number 11.

15 Communicating with hard to reach families within social distancing 
expectations – how do parental support meetings operate? Communication with these families will continue via Thrive lead and SENDCO.

16 Release plans at end of school day to ensure safe routines and social 
distancing See number 1

17 Academic catch up for students impacted by the lockdown – priority on 
examination groups

Re-engagement curriculum to be put in place.  Staff training on INSET days.



18 How will you adapt induction/transition processes for new intake, 
including parental induction event and home visit/transition for EYFS: 
within social distancing routines and expectations

Pre-recorded meeting for new Reception parents sent out.  Transition days for 
Reception on 3rd and 4th September.  Stay and play days for Nursery to be 
arranged.  Parent consultations to be moved to Autumn 2 (if possible) if not, 
digital technology to be used to facilitate these meetings.  Virtual tours for 
prospective parents.

19 How will you provide for children with vulnerable health conditions and 
others who cannot attend school?

High quality online learning will be provided mirroring the work in school - 
slides with Loom.

2) Continuation/Development of Remote Learning

Issue: Plan in place? Comments
20 Supporting students who are not in school and remote learning due to 

authorised shielding.   
Remote learning will be provided for these children and match classroom 
learning where possible.  Remote learning will be overseen by AHT to ensure 
consistency.

21 Engagement/Attendance monitoring for those students educated 
through Remote Learning

Regular contact with class teacher and Thrive practitioner. Clear 
communication with parents about compulsory attendance in school.

22 Emergency provision and planning for remote learning due to a bubble 
closing

Pack prepared for bubble closure to last children a week.  Pack to be sent with 
children on closure of the bubble.  Any additional work to be uploaded to 
Google Classroom and Tapestry.

23 Provision for SEND and those with a health vulnerability Individual planning where neccessary to suit the needs of these children. 
Monitored by the SENDCO.

3) Staff Focused Planning

Issue: Plan in place? Describe your approach in response to each issue here
24 Staff unable to attend due to illness / shielding on medical advice? Request evidence from GP.  Where possible, staff to work from home.

27 Staff unwilling to attend work – anxiety and trauma following lockdown Staff directed to GLF support services. Advice taken from People Partner.

28 Staff unable to attend work due to being bereaved Staff directed to GLF support services. Advice taken by People Partner.

29 Staff unable to attend work due to childcare commitments Case specific but following GLF guidance and advice from People Partner.

30 Death of staff member Follow GLF guidance. Well being and emotional support for staff, children and 
wider comminity

31 Staff willing to work but feeling nervous/worried about returning to 
work without vaccine

Regular meetings throughout the planning phase. Regular 'catch ups' when 
we return. Clear explanations of safety precautions in place

32 Staff access to virus testing if they suspect they have virus Testing number provided for staff.  Follow PHE guidance re test and trace

33 Staff who develop symptoms while in school Staff to be sent home and book a test.



34 Staff PPE: How will you provide, monitor stock, train in use of and 
dispose of PPE used in isolation/toileting/personal care/cleaning

Staff training for safe removal of PPE.  Stock monitored by staff in each room 
and admin staff to ensure stocks are replenished.

35 Staff safe working: office layouts, screening, shared equipment, 
avoiding personal possessions

Sanitiser used to clean communal phone after each use.  Staff and children to 
avoid the office area where possible.

36 Inability to fill staff vacancies/cover staff absence/use of supply Use non teaching staff to cover any staff absence (SLT, HLTAs)

38 How will you arrange for safe working for those staff who need to work 
across more than one school?

Restrict unnecessary movement between schools.  Where this is unavoidable 
avoid more than one school in a day.  Limit contact with pupils

39 Staff breaks/lunch times: How will you ensure staff have times and 
access to safe facilities for lunch and other breaks?

One-way system through staffroom.  Staggered lunch times for year groups 
will limit the number of staff at lunch at any one time.

40 Protecting staff: ensuring appropriate sanctions are in place if students 
deliberately violate social distancing - see behaviour policy

Behaviour policy addendum.

41 CPD and PPA within a socially distanced environment – how will staff 
development be delivered in a safe way

Where possible staff training to be done online.  Some training can be 
delivered in small groups if unavoidable.

42 Parents’ Meetings/ contact – what are the social distancing 
expectations and how are they enforced

Parents' meetings to be held at a later date.  If this is not possible, virtual 
meetings to replace.  Where virtual meetings cannot take place these will be 
replaced by phonecalls or socially distanced meetings within the school 
grounds.

43 Regular meetings with staff wellbeing group to get staff voice on safe 
working practices

Regular feedback from staff groups.  Formal weekly staff meetings and 
informal - whenever needed.

4) Site/Operations Focused Planning

Issue: Plan in place? Comments
44 Hygiene cleaning routines – new cleaning routines and rapid response if 

area needs immediate clean
Regular cleaning throughout the day.  Hygiene cleaning each evening.

45 Fire Safety: Updates and changes to fire safety arrangedments, 
including evacuation procedures

Regular fire drills.  New lining up positions dependant on closest exits and 
ensuring social distancing is maintained.  First fire drill within two weeks of 
new term.

46 Provision of PPE protection for site/cleaning PPE provided for cleaning if necessary

47 Movement/storage of furniture to implement socially distant 
classrooms

Furniture to be organised within the classroom to ensure social distancing and 
stored in music room where necessary

48 Utilising floor markings/signage to implement safe movement and 
social distancing

Signs to be displayed in classrooms.  Floor signage outside to show one-way 
system.

49 Deployment of hand sanitiser & anti bac spray/cloths around key points 
in the school (identify locations)

Fixed sanitising stations outside each classroom.

50 HR tracking of staff groups (shielded etc) and regular reporting of staff 
absence/revised work patterns

Reporting of absence procedure will continue.



50 HR tracking of staff groups (shielded etc) and regular reporting of staff 
absence/revised work patterns

Reporting of absence procedure will continue.

51 Catering & cleaning: liaison with ROO regarding reinstatement of 
service

Caterers and cleaning staff have been reinstated.

52 Other contracts & supplies: liaison with ROO regarding reinstatement 
of service

Premises team to liaise with ROO. Other contractors to visit school when 
children have gone home. 

53 Control of parents and visitors on site: restrict to pre-arranged visits 
only? Parents evenings/workshops? Use of volunteers?

No parents on site unless absolutely necessary - if they do, usual hygiene and 
social distancing rules in place.

54 Ensuring Covid-19 safety with external visitors, contractors etc Eg 
visitor declarations

Visitor declarations completed on arrival.  Hand sanitiser available.  Extrernal 
visitors only on site where absolutely necessary.

55 All wrap around care, clubs and lettings adhere to Covid-19 guidance Wrap around care will be run by the school and will therfore adhere to same 
regulations as the rest of the school.   Hall and other rooms used for wrap 
around care - touch points will be cleaned before and after use.  Bubbles will 
be adjusted to a  UKS2, LKS2, KS1, EYFS.  No hirers.


