
 

Friday 15th May 2020 

Dear Parents, 

I truly appreciate your patience this week since the government’s announcement of the plan for schools to reopen 

on 1st June for Years R, 1 & 6, should the R rate continue to decrease. I am now able to share with you how we plan 

to open school to eligible pupils. I ask that you keep in mind that our plans are accurate to this point in time and 

could be subject to change; I will of course keep you fully updated. In addition to this letter, I have provided you with 

the planning, risk assessment and protocol documents. These additional documents set out all considerations in 

detail. This letter combines key information from all four of the supplementary documents provided.  

I want to take this opportunity to stress the point that social distancing is incredibly difficult in a primary school 

setting and in some situations not possible. That said I am clear about the control measures that will be in place to 

reduce risk as best we can here at Hartwell Primary School. All information provided today, including this letter, is 

written with honesty about our situation. I appreciate what a difficult position all parents are in and want to let you 

know that if your child is eligible to return to school, yet at this time you do not feel it is safe to do so, I completely 

understand your decision and the team and I will continue to support you remotely. 

We are able to offer places to all of Years R, 1, 6 and children of critical workers. For children of critical workers the 

arrangements will largely remain the same as they have since closure on 20th March. For children in Years R, 1 & 6, 

whilst we want to reflect a ‘normal school day’ as much as possible, I know you will understand that many aspects of 

school life will be very different. 

Following on is key information and planned practicalities of school life with infection control and manageable social 

distancing measures. Please be aware that any of the information provided here is subject to change pending further 

government guidance: 

What is being done to prepare the school for safely welcoming children back to school? 

 Risk assessment (provided as a separate document) 

 Staff training on infection control, social distancing and health & safety 

 Deep cleaning 

 Removal of all non-essential furniture and equipment, including soft furnishings 

 Classrooms rearranged to provide a greater level of space for each child 

 School day personalised for each year group so that interaction is only with children in the same year group, 

or the same group of children of critical workers 

 

What are the procedures for morning drop off and after school collection? 

 As per government guidance, I encourage families, whenever possible walk to school 

 Children should only be dropped off by one parent to keep people on the school site to a minimum: it is fine 

for a different person to collect at the end of the day 

 There will be plenty of signage in place to help guide parents in following the social distancing protocols 

Parents and children entering and exiting the school site Years R, 1 & 6 

For each class of children the school day will be staggered to avoid contact with children and parents from other 

groups. These are the measures all are expected to follow: 



 School site is to be entered by the gate on School Lane and exit is using the pedestrian gate on Hillside (the 

gate next to the vegetable patch) 

 School opening times are as follows, all groups enter via their ‘normal door’: 

- Class R: 8:30am-8:40am 

- Class 1: 8:40am-8:50am 

- Class 6: 8:50am-9am 

 If you are running late, you will need to follow the procedure of going to the main school office. If you do 

need to do this, please leave the school site via the Hillside gate (next to the vegetable patch) and then come 

back onto site via the other pedestrian gate on Hillside (next to the car park gate) 

 If you have more than one child attending school, and therefore different drop off times, please wait over 

near the tables and running track area, keeping a social distance of 2 metres from other parents and children 

 There might be a queue to for your child to enter the class, please leave 2 metres between yourself and 

another family and remain at least 2 metres away from the member of staff at the door 

 Children will be required to wash their hands when they arrive at school 

 Collection times are as follows: 

- Class R: 2:10pm, Monday – Thursday; 12:15pm on Friday 

- Class 1: 2:20pm, Monday – Thursday; 12:30pm on Friday 

- Class 6: 2:40pm, Monday – Thursday; 12:40pm on Friday 

 The school day Monday – Thursday has been shortened to give staff appropriate time to contact any parents 

and make contact with members of their class working remotely, as necessary. Staff will also need additional 

time to daily clean resources before being used again the following day. On a Friday, school will be closing at 

lunchtime for deep cleaning. 

Parents and children entering and exiting the school site Critical Workers’ Children 

 The school site is entered via the main school pedestrian gate (car park entry) and exit via the other 

pedestrian gate on Hillside (next to the vegetable patch) 

 Children are to be dropped-off between 8am & 8:50am at the Happy Hols entrance (ring the Happy Hols 

doorbell), collection follow the same process between 3:30pm and 5:30pm. I need to make you aware that 

there will be a charge for wraparound care outside of school hours from school reopening as school staff will 

be returning to their normal job roles and duties and therefore school will be needing to pay additional 

hours to staff to cover this childcare. A charge will also apply for Friday afternoons when the school is closed. 

More details on this will follow in due course 

 If there is a parent in the main reception area dropping-off or collecting please wait outside until they have 

exited 

 Children are expected to wash their hands in the disabled toilet facilities or use hand sanitiser before 

entering the Happy Hols door 

What social distancing measures will be in place to reduce the risk of Covid-19 for my child? 

As I said at the start of this letter, social distancing in a primary school is incredibly challenging and in many instances 

not possible. Full details of our social distancing procedures are attached to this letter. Our key measures to 

minimise social contacts as much as we can are as follows: 

 Clear protocols of how parents and children enter and exit our school site 

 Children will be in small groups in a classroom with the same group of adults. The DfE guidance is no more 

than 15 children in a classroom; from early indications our numbers will be well below this maximum 

number 

 Children who work at tables will be allocated one child per table and consistently use that table 

 In Class R, and on occasion in Class 1, when children are working ‘free flow’ and not at desks, numbers of 

children will be limited at an activity and ‘spaces’ will be marked out 

 Each year group has their own designated bathroom facilities and no other groups will used them 

 Any unused furniture will be removed to enable more space when children and staff are moving around the 

classroom 



 There will be signage to remind children and staff of movement around the school building, including that 

everyone walks on the left hand side of a corridor at a distance of at least an arm’s length from the other 

person 

 Internal doors will be propped open to reduce risk of congestion at ‘pinch points’ 

 The timetable for each group will be staggered, including break times and lunch times 

 When more than one group of children is outside, the outdoor space is zoned with group’s keeping to their 

own zone 

 Children will be regularly reminded of not touching others – this will be part of the wellbeing curriculum at 

this time 

 Staff have already been trained on staff, parent and pupil protocols of social distancing 

 Only essential visitors to school and the school building will be permitted, this includes parents, volunteers, 

visitors and contractors 

 No extra-curricular activities will take place for the remainder of the academic year 

What hygiene and infection control measures will be in place to reduce the risk of Covid-19 for my child? 

Full details of our infection control measures are attached to this letter, I encourage you to read the document 

carefully as this area is our biggest line of defence here in school in preventing the spread of Covid-19. The document 

details the actions we will have completed before reopening school and the ongoing measure we will be taking once 

school has been reopened. We already have a large stock of supplies to address hygiene and infection control 

measures. 

The key principles of preventing the spread of Covid-19 involves with both direct and indirect transmission are set 

out hierarchically below: 

 Minimising contact with individuals who are unwell by ensuring that those who have coronavirus symptoms, 

or who have someone in their household who does, do not attend school and remain in isolation as per 

government guidance 

 Cleaning hands more often than usual – wash thoroughly for 20 seconds with running water and soap and 

dry them thoroughly or use alcohol hand sanitiser ensuring all parts of their hands are covered 

 Ensuring good respiratory hygiene – promote ‘catch it, bin it, kill it’ approach 

 Cleaning frequently touched surfaces often using standard products, such as detergents 

 Minimising contact and mixing by altering, as much as possible, the environment (such as classroom layout) 

and timetables (such as staggering breaktimes) 

Bullet point 4 highlights frequent cleaning, which will be paramount in our daily routine. For cleaning throughout the 

day, classes have already been allocated their own cleaning supplies and staff have been trained on compliance with 

the previously mentioned government guidance. The school day, Monday –Thursday, has been shortened to allow 

staff time to clean resources after use and Friday we will shut following the children eating lunch for deep cleaning. 

What will the school day and like for my child? 

Each group of children will have an adapted curriculum to reflect their current needs in terms of wellbeing and 

learning. All children will have Literacy, maths and topic learning and teachers will also be giving enhanced focus to 

wellbeing needs, including circle-time activities, PE and outdoor learning. 

Our current planned structure for the school day is as follows: 

 Class R Class 1 Class 6 Priority Children 

Room 
allocation 
and staff 

Class R: Mrs Newcombe 
& Mrs Payne 
Class 4: Mrs Cameron & 
Mrs Warren 

Class 1: Ms Carberry & 
Mrs Parker 
Class 2: Miss Bland 

Class 6: Mrs McCulloch & 
Mrs Spencer 
Class 5: Miss James & 
Mrs Kavanagh 

Class 3:  
Mon – Fri Mrs Mirza & 
Mrs Mitchell 
Tues/Wed Mrs Fox 
Thurs/Fri Mrs Powell 

Drop off 
time 

8:30 – 8:40 8:40 – 8:50 8:50 - 9 Variable (8-8:45) 

Break am 10 – 10:15 playground 10:15 – 10:30 playground 10:30 -10:45 playground 10:45 – 11 playground 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance


10:15 – 10:30 field 10:30 – 10:45 field 10:45 – 11 field 11-11:15 field 

Lunch 
(Lunch will 
be eaten in 
classrooms) 

Eat lunch: 11:45 
Lunch Play: 12:15 – 1 
(Playground area to 
round to the shed) 

Eat lunch: 12 
Lunch Play:  
12:30 – 12:45 field 
12:45 – 1:15 playground 

Eat lunch: 12:15 
Lunch Play:  
12:30 – 12:45 playground 
12:45 – 1 Field (end near 
school) 

Eat lunch: 12:30 
Lunch Play: 
12:45 – 1 Field (bottom 
half) 
1 – 1:30 anywhere 
outside 

End of day 
collection 

Monday – Thursday: 2:10 
Friday: 12:15 

Monday – Thursday: 2:20 
Friday: 12:30 

Monday – Thursday: 2:40 
Friday: 12:40 

Monday – Friday: 3:30 – 
5:30 

Midday 
Supervisor 

Mrs Griffin Mrs King Mrs Carvell Mrs Mirza 

 

By the time we welcome children back to school all classrooms will be suitable for the age of your child and reflect 

their curriculum. 

Does my child have to come into school every day? 

If you are choosing to send your child back to school in Class R, 1 or 6, and your child is well, please send your child in 

every day. The learning planned for these year groups will build on the previous day. If you are a critical worker, your 

child can continue with the same arrangement that is currently in place. 

Who is allowed to be coming into school and how are social contacts with others being kept to a minimum? 

Primarily, it is only staff and children that are allowed in the school building. Parents we will keep in contact with you 

via, phone, Parentmail, email and social media. Only essential visits into school will be permitted, for example a 

parent collecting a child who has become unwell or a contractor who is required to carry out essential safety work. 

Will hot dinners be available? 

ABM caterers will be providing a limited menu of a grab bag packed lunch, we are expecting the menu to be 

available online at the end of next week. No hot food will be available. Universal Infant Free School Meal will 

resume. If your child is eligible for a Free School Meal (not Universal Infant Free School Meal) and you would prefer 

to remain on the current voucher school rather than ordering a grab bag, let Mrs Bruce know via email at your 

earliest convenience. 

If I chose not to send my child back to school or my child is not in one of the eligible categories to return to school, 

what will happen? 

If your child isn’t returning to school for any reason, your child should continue with remote learning as they have 

been during this time. Please understand that most teachers will now be back in class all day, therefore Mrs Aldous 

will manage Class Dojo for all classes. Your child’s class teacher will be in contact via Class Dojo, but with less 

frequency. 

My child is in Class R, 1 or 6 and I am a critical worker, which group will they be part of? 

Your child will work within their year group. If you don’t need the extended hours and can work to the timetable set 

out for your child’s year group, I ask that this is what you do. If that is not possible due to your situation, that is not a 

problem. Follow the procedure that is currently in place. We will keep children of critical workers who are in Class R, 

1 or 6 with the critical worker group, but in their own ‘bubble group’ when wraparound care is required and they will 

be with their own class groups for the rest of the time. When a child moves between groups, they will be required to 

wash their hands thoroughly. This is the only situation where a child will change groups. 

Does my child need to wear school uniform? 

I ask that you make an effort to send your child into school in uniform everyday – this will also apply to children of 

critical workers from 1st June. It is recommended that your child’s uniform is washed each day after wearing it at 

school; therefore I recognise that it may not be possible to keep on top of laundering school uniform on a daily basis. 

It is acceptable at this time, if you run out of clean uniform, that other plain items of clothing may be worn in place 

of the missing pieces of school uniform.  



 

I do need to reiterate that all plans are provisional and could be subject to change. The school timetable provided 

here is accurate whilst having limited children in school. If other year groups are sent back to school and the safety 

measures remain in place, we would have to offer a part-time timetable for all except children of critical workers. 

I have given you a lot of information to digest. I hope what I have provided you with is what you require to give you 

assurance or to support your decision making on whether or not to send your child back to school. I don’t envy the 

decision you are faced with making. If you do have further queries, please email me at your earliest convenience.  

Yours sincerely, 

Mrs Jamie Pardon 

 

 


