School Procedures September 2021
(updated 15/09/2021)
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School Procedures
Following the announcement from the Prime Minister that Step 4 of the road map out of Lock
down will commence on Monday 19th July 2021, the school have revised the procedures that it
will be using when school returns after the summer holidays in September.
Mixing and ‘Bubbles’
There is no longer a recommendation or a necessity to keep children in consistent
bubbles/groups. This means that bubbles will not need to be used in the autumn term when
pupils return in September. As well as enabling flexibility in how we deliver the curriculum, this
will also mean that whole school activities such as assemblies and eating in the lunch hall can
resume.
Although this is the case and we welcome this change, we are still aware that there may be a
possibility and a need to reintroduce control measures including ‘bubbles’ for a temporary
amount of time. If this is the case, this will be done under recommendation from external
bodies such as the Local Outbreak Control Team (LOC), Public Health England (PHE) or the
Department for Education (DfE).
Start of the day Procedure (Mon – Fri)
From September, as there is no requirement to keep consistent group/bubbles, there will be
NO MORE STAGGERED STARTS. Instead, we shall open the three gates and parents will be
welcome on to the school grounds. Pupil’s start times will be as follows:
8:30am
● Nursery children
8:45am
● Reception – Year 6
As the procedures we have lived with for the past 18 months will change, we are aware that
many of you will never experienced school as it was before COVID. As a result, there are a list
of instructions we are asking families to follow in order to safely get the children into school:

NURSERY PARENTS:
● Very Little will change for Nursery parents. You will be allowed to take your children round
to the Nursery entrance. The main difference is that you will be able to enter the school site
from any of the access gates, not just the red one we are so familiar with. All gates for
Nursery parents will be accessible from 8:25am. If you have older siblings to drop off in
school, we ask that once you have dropped your child at the nursery door, you come back
around and wait on the KS2 playgrounds/KS1 Playground or by the Reception Green gates,
depending on which class our other child is in.

1

RECEPTION to YEAR 6 PARENTS:
● School will start at 8:45am. All pupils will enter school vis their external classroom doors.
● Before school, we ask that parents/carers wait on the KS2 playgrounds/KS1 playground or
on the Path outside the Reception Green gates and not outside the classroom doors (see
photos in Appendix B). These sites will be accessible from 8:30am.
● If you have more than one child, we are requesting that you send your children to their
classrooms from any of these ‘drop off’ points as oppose to escorting them. The children
have managed this superbly during the past 18months and this is something we would like
to continue.
● Members of the SLT will be available on site to help the children get to their new
classrooms in the first few weeks.
● Once your children are safely in school, you will be free to leave the school site using any of
the three access gates.
● The school gates will close at 8:55am. If any child is running late, they will have to come into
school via the main office.
● Pupils are still expected to wear school uniform

End of Day Procedures
THERE WILL BE NO STAGGERED ENDS. Pupil’s end times will be as follows:
3:00pm
● Nursery children
3:15pm
● Reception – Year 6
Below is a list of instructions we are asking families to follow in order to safely get the children
out of school:
NURSERY PARENTS:
● Your child/ren will need to be collected from the Nursery porch door. The site will be
accessible from 2:55pm via any of the site access gates. We ask that you wait on KS1
playground when collecting your Nursery child/ren. If you have older siblings to collect, we
ask that once you have collected your child/ren from the nursery door, you come back
around and wait on the path, depending on which class your other child/ren are in.
RECEPTION to YEAR 6 PARENTS:
● At the end of the day, children will leave school via their own external doors (see photo
below – Appendix C)
● We are asking that parents/carers line up outside on the path by the classroom door and
we shall then send each child individually to the adult they are being released to.
● If you have multiple children to collect, the class teachers will keep your child/ren in their
classroom until you have arrived at the door to collect them.
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● We also ask that if you need to speak to the class teacher, could this be done once all the
children have been released. This is the most crucial part of the day in a school and the
safety of the pupils will always be our priority.

End of Morning Session Procedures for Nursery
● The morning session for Nursery will end at 11:30am and children going home will be
escorted round to the Red Gates (top of the drive) by a member of staff.
● We ask that parents arrive at 11:30am and the children will be released to their
parent/carer one by one.
● If you could line up on the path, this will help teachers dismiss your child/ren safely.
● A member of staff will again be on the Red Gate to help dismiss the children.

Communication
Communication between home and school during any time is crucial. At Lakeside we run an
‘Open Door Policy’ and invite parents to interact with all staff. All we ask is that conversations
with class teachers take place at the end of the school day once all children have been
dismissed. In the morning, a member of the SLT will be on the playground/gates so please feel
free to pass on message to them. Alternatively, you are welcome to give any message to
teachers via Mrs Male or Mrs Barker.
Like before, you can still contact the school via the details below.
Tel: 01827 213990
Email: office@lakeside.staffs.sch.uk

Observing Good Hygiene Practice
One of our measures that will continue to be in operation around the school to safeguard the
pupils and staff, is to ensure frequent hand cleaning as well as observe good hygiene practices.
This will mean the children will continue to wash their hands at different points throughout the
day. This will include:
● On entry into school in the morning,
● After break times,
● Before lunch times,
● After lunch times,
● Before leaving school at the end of the day,
● After each time they go to the toilet,
● Any time staff deem it appropriate.
● Posters will be displayed in the classroom at each sink modelling the steps to wash their
hands correctly.
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During the school day, children will be constantly reminded of the need to observe good
respiratory hygiene (coughing into their elbow). If they cough/sneeze into their hands they will
be asked to wash their hands immediately after. Boxes of tissues will also be readily available in
each of the classrooms.
Additionally, periodically throughout the day, teachers and TAs in the class will be responsible
for cleaning down work stations, door handles, and any other necessary surfaces. The toilets
will continue to be cleaned periodically through the day by Mr Barker.
School will be thoroughly cleaned before the start of each school day.
Lunch time and Break times
Break times will now revert back to they have been prior to the COVID outbreak. From
September, all classes will take their break at 10:30am.
Break times will work as follows:
● Staff will be on a rota supervising children at break time. A walkie-talkie will be needed by
staff.
● Children will be able to have a snack at break time but this will need to be provided from
home. KS1 children will still be offered a fruit snack.
● Children will still need to follow good hygiene practices before eating their snack on the
playground.
● At break time, classroom staff will need wipe down areas with high touch points.
● The school staff room will now be located in the Mobile on the KS1 playground.

Year Group

Time

Where

Nursery

During morning (flexi)

KS1 Playground

Reception

10:30 – 10:45

KS1 playground

Year 1

10:30 – 10:45

KS1 playground

Year 2

10:30 – 10:45

KS1 playground

Year 3

10:30 – 10:45

KS2 playground

Year 4

10:30 – 10:45

KS2 playground

Year 5

10:30 – 10:45

KS2 playground

Year 6

10:30 – 10:45

KS1 playground
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Lunch times will work as follows:
● Lunchtime for Nursery will begin at 11:30am.
● Lunchtime for Reception will initially begin at 12:00pm while they get used to eating in the
hall. Their lunchtime will end at 1:15pm
● Lunchtime for Year 1-6 will take place at 12:15pm and last for 60 minutes. Lunch will be
eaten in the hall, not in the classrooms.
● Year 1 and Year 2 lunch box trollies will be moved into the hall at break times.
● Year 3-6 lunchboxes will remain in their classrooms and the children will collect them
before going to the hall.
● There will be a one-way system for Year 1 and Year 2 when they come into the hall for
lunch. They will enter via the ICT suite and Book Corridor. They will exit the hall via the main
hall doors.
● Each class will have an allocated row to sit at when they are in the hall.
● All children’s inhaler boxes will go out on to the playground with the children.
● The KS2 playgrounds will be separated in the first initial weeks of returning. The Lower KS2
playground will be for Years 3 and 4, the upper KS2 playground will be for Year 5 and 6.
● The school menu is posted on a three weekly rota so please consult the website to see
what meals will be served each day.
● Children in school who qualify as Free School Meal pupils will also be able to access a lunch
from the school kitchen. In addition, these meals can be purchased from the kitchen as you
would normally purchase a school dinner.
● If you wish to provide your child with a lunch box from home, please feel free to do so.
● Children who want a meal from the school kitchen will choose which option they want
during morning registration. These will then be made by Louise (School cook) who will then
serve the children their lunch in the hall from the hatch.
● Lunchtime supervision will be facilitated by Lunchtime Supervisors. They will cover the
full 60-minute session.
● Staff Lunch breaks will be taken in the staffroom which is now located in the mobile.
● DV to take lunch break after lunchtime supervisor duty has finished.

FSM
● Reception children and all of KS1 children will continue to qualify for Universal Free School
Meals; school will provide these children with a lunch.
● Parents in KS2 can purchase a warm dinner option from the kitchen which can be paid for
as parents would usually pay for a school dinner.
● Parents can still provide lunch boxes for children if they would prefer this as an option.
● If you believe that you qualify for the Free School Meal entitlement, please follow this
link:
https://www.staffordshire.gov.uk/Education/Educational-awardsbenefits/FreeSchoolMeals/Apply-online.aspx
which will tell you if you are eligible to claim. I urge families to do this as it provides
finances that the school can use to support your child’s education.
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Classroom layout
There is no longer a requirement for classrooms to be set out with pupils being front facing or
side to side. Classroom layout will now be at the discretion of the teacher.
The classrooms as well as all occupied spaces, will continue to be well ventilated and all
windows will be open throughout the day. This may mean that your child can become cold
while in the classroom. Please feel free to dress your child in adequate ‘base layers’ in order for
them to keep warm while this system of control and mitigating factor are in place.
Cloakrooms will continue to be in use for children to hang their coats and bags. Stationary and
resources can now be shared across the whole school.

PE at Lakeside
During the past 18 months, we have encouraged the pupils to arrive at school on their PE day in
PE kit. This will continue as part of school policy from September 2021. However, we do ask
that parents ensure that children complete their PE lessons in the adequate clothing and
equipment. This will include:
● A white/red plain t-shirt
● Grey or Black jogging/tracksuit bottoms
● Black shorts (warm whether)
● Track suit top/jumper
● Trainers
If your child arrives in school not in appropriate PE kit e.g. Crop Tops, we shall provide them
with the appropriate clothing and attire to complete the lesson.

Toilets
Toilets and cloakroom areas are located inside the classrooms. When pupils need the toilet,
they will be allowed to go at an appropriate time and we encourage all pupils to not go during
lesson time.
Toilets will be cleaned down periodically through the day to maintain good hygiene.
The Year 5 classroom does not have its own toilet and hand washing facility in the classroom.
To combat this, hand sanitiser stations (60% alcohol content) will continue to be used in the
Year 5 classroom that will be accessible for pupils and staff working in this classroom.
Additionally, pupils will continue to use the toilet located next to the offices as their toilet
facility.
As one of the control measures for staff is such that only one member of staff uses the toilet at
any one time, staff will now use the toilet located next to the ‘Rainbow Room’ as their rest
room or alternatively, in the staff room (mobile).
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First Aid/Intimate Care
● PPE will be provided to all staff when administering first aid. This will be housed in each
individual classroom. Once used the PPE must be disposed of in a bin/container.
● PPE will be provided when delivering intimate care. This will be housed in each individual
classroom. Once used the PPE must be disposed of in a bin/container.

When an individual develops COVID-19 symptoms or has a positive test
Pupils, staff and other adults should follow public health advice on when to self-isolate and
what to do. They should not come into school if they have symptoms, have had a positive test
result or other reasons requiring them to stay at home due to the risk of them passing on
COVID-19 (for example, they are required to quarantine).
If anyone in school develops COVID-19 symptoms, however mild, we shall send them home
and you should follow public health advice. The classic symptoms remain as:
o A new, continuous cough
o A high temperature (above 37.8 degrees)
o Has a loss of or a change in their normal sense of taste or smell (anosmia)
If a child becomes symptomatic while in school, they will be removed and isolated in the
Rainbow Room. If a pupil needs to access the toilet while being symptomatic, they can do so via
the toilet next to the Rainbow Room. That toilet will then need to be cleaned once the pupil
has left the school site.
Once the child has been isolated, the children will be removed from the classroom where the
room shall be thoroughly cleaned. Cleaning staff will wear PPE before entering the room to
clean down. Further information on this can be found in the use of PPE in education, childcare
and children’s social care settings guidance.
The household (including any siblings) should follow the PHE stay at home guidance for
households with possible or confirmed coronavirus (COVID-19) infection.
No one with the above symptoms should attend Lakeside for any reason. If you experience
these symptoms you are advised to stay at home, inform the school immediately and book a
test.
Confirmatory PCR tests
When a child is showing symptoms of COVID-19, they must get a PCR test.
Pupils under the age of 18 years and 6 months who are not displaying symptoms, will still be
able to attend school and are NOT REQUIRED TO ISOLATE while they await the results of the
PCR test. If the test comes back negative, they can continue their normal routines.
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Adults who HAVE BEEN FULLY VACCINATED and are NOT displaying symptoms, will still be
able to attend school and are NOT REQUIRED TO ISOLATE while they await the results of the
PCR test. If the test comes back negative, they can continue their normal routines.
If an adult has NOT been fully vaccinated and is classed as a close contact, they MUST isolate
for a 10 day period.
If at any point a PCR test returns a positive result, that person must begin a period of
isolation. For further advice, please access the governments stay at home guidance for
households with possible or confirmed coronavirus (COVID-19) infection
LFT should not be used if you are displaying COVID symptoms.
If you have any of the COVID symptoms (see COVID-19 Symptoms Reminder below), you
MUST get a PCR test.
Please inform school of the results of the test whether positive or negative using the email
below:
Email:

covidreport@lakeside.staffs.sch.uk
Or
office@lakeside.staffs.sch.uk

Tracing close contacts and isolation
Close contacts will now be identified via NHS Test and Trace and education settings will no
longer be expected to undertake contact tracing.
As with positive cases in any other setting, NHS Test and Trace will work with the positive case
to identify close contacts. Contacts from a school setting will only be traced by NHS Test and
Trace where the positive case specifically identifies the individual as being a close contact. This
is likely to be a small number of individuals who would be most at risk of contracting COVID-19
due to the nature of the close contact. School may be contacted in exceptional cases to help
with identifying close contacts, as currently happens in managing other infectious diseases.
From 16 August 2021, children under the age of 18 years old will no longer be required to
self-isolate if they are contacted by NHS Test and Trace as a close contact of a positive COVID19 case.
Instead, children will be contacted by NHS Test and Trace, informed they have been in close
contact with a positive case and asked to take a PCR test. We would encourage all individuals
to take a PCR test if advised to do so as stated above.
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School will continue to have a role in working with health protection teams in the case of a
local outbreak in school.
Staffordshire (LA) Local Outbreak Control:
C19LocalOutbreakControl@staffordshire.gov.uk
or/and
C19LOC.education@staffordshire.gov.uk
Staffordshire LA Local Outbreak team: 01785 854004

If there is an outbreak in a setting or if central government offers the area an enhanced
response package, a director of public health might advise a setting to temporarily reintroduce
some control measures. If this is the case, please visit the school website and read the Local
Outbreak Control Plan on the school website:
http://www.lakeside.staffs.sch.uk/parentscarers/covid-19/

Attendance
It is vital for all children to go to school to minimise as far as possible the longer-term impact of
the pandemic on children’s education, wellbeing and wider development.
School attendance will therefore be mandatory. This means from that point, the usual rules on
school attendance will apply, including:
parents’ duty to secure that their child attends regularly at school where the child is a
registered pupil at school and they are of compulsory school age;
● schools’ responsibilities to record attendance and follow up absence
● the availability to issue sanctions, including fixed penalty notices in line with local
authorities’ codes of conduct
●

Curriculum
From September the school will continue to offer a broad and balanced curriculum as it has
always done. Due to the flexibility that moving to Step four will provide and the need for under
18’s no longer to isolate if they are a contact, we are hopeful that school will return to how it
was prior to March 2020. We shall also be using the school catch up premium to support the
rapid learning of targeted pupils. This will be reviewed in September 2021. To see the current
plan, please click on the link:
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http://www.lakeside.staffs.sch.uk/media/2071/covid-catch-up-premium-plan-november2020.pdf
During this lockdowns, the guidance from government was clear that disruption to learning
should be at a minimum. As a result, every school was responsible for providing at least 4 hours
of remote learning which was progressive, and reflected the learning that should be taught at
that point in the school year.
In addition, Mercia Primary Academy Trust have built a virtual library in which the children and
parents can access from the website. This was launched on World Book Day 2021. It is located
on the Banners that scroll across the top of the website. Click on the link on the website and it
will take you to a wide variety of books that can be used at home and as well as in school. Click
on the relevant theme/topic and then book to access the tile.
If the school does need to return to mitigating control measures, learning will continue to be
progressive and follow the long term plans. This will still be the case if there is a requirement
for pupils to isolate. If this happens, remote learning will be set by the class teacher (see
remote learning policy). Pupils can access their learning via Google Classroom.

10

Appendix A
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Appendix B
KS1 Playground

KS2 Playground
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