
Overfields Primary School 

Reopening of School – September 2020 Reviewed 10.01.21  

                                                                         Reviewed 03.03.2021 

Teaching guidelines 
 

INTRODUCTION 

The school will reopen  for all pupils in EYFS, KS1, KS2 and the Speech & Language Unit from Monday 8th 

March 2021. 

 

The school will be reopening following guidance provided by the Department for Education, Public Health 

England, specialist organisations (e.g. The Association for Physical Education) and local guidance from the 

Ironstone Academy Trust and Local Authorities 

 

The Guidance from the DfE outlines the ‘System of Controls’ which schools will need to adopt to ensure the 

safety of pupils, parents and staff. 

 

System of controls – DfE Guidance for Full Opening of Schools 
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. 
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. 
 

PRACTICALLY, THESE PRIORITIES WILL BE ACHIEVED THROUGH: 

 

CREATING SMALL BUBBLES OF PUPILS AND STAFF. 

From 8th March 2021 the school will operate  in the following  bubbles but with classes within these 

bubbles staying separate as much as possible.  

 EYFS – All pupils in Reception and Nursery, both morning and afternoon 

 KS1 – All pupils in Year 1 and Year 2 apart from those in the Speech & Language Unit (SLU) 

 Lower KS2 – All pupils in Year 3 and Year 4 apart from those in the SLU 

 Upper KS2 – All pupils in Year 5 and Year 6 apart from those in the SLU 



 Speech & Language Unit – All pupils attending Overfields Primary School full time as part of the 

Speech & Language Unit 

 

The pupils in these bubbles will not mix while in school and, every endeavour will be made to prohibit the  

mixing between class groups within a bubble (eg. Y1 and Y2) This will only be permitted with the consent of 

the Head Teacher.   

 

Wherever possible, staff will work exclusively within their allocated bubble but can mix between classes.  

One to one, paired support and small group working can be undertaken within a bubble. 

Whilst staff can move between bubbles, this will be only undertaken if unavoidable and only with the 

consent of the Head Teacher. 

 

The Head Teacher, Deputy Head Teacher, Deputy Designated Safeguarding Leads, Admin staff, caretaker, 

and cleaning staff are not restricted to a single bubble but will maintain social distancing and reduce mixing 

between bubbles of children when possible. 

 

Visiting speech therapists will be considered to belong to the SLU bubble but will avoid mixing with the 

groups of children within this bubble wherever possible.  Speech therapy will take place in the segregated 

areas opposite the SLU sink area or in the SLU shared area and not in any other shared areas (e.g. library) 

 

Visitors to school are allowed from March  by prior arrangement and subject to normal safeguarding 

procedures.  Visitors to school will be asked to read a H&S information leaflet prior to entry. 

 

RESTRICTING MOVEMENT AROUND SCHOOL. 

 

Teaching Zone 

Staff will work in their own teaching zone which comprises of the classrooms and all shared areas of the 

year groups in their bubble.  Pupils will not work within or visit another classroom or another  bubble’s 

teaching zone.  If it is necessary to move through another teaching zone they must do it under supervision, 

quickly and without touching anything where possible.  Pupils will not visit the office area without 

supervision.  

 

Pupils shall use the dedicated entry and exit to their teaching zone throughout the day, walking around the 

outside of the building where necessary. 

 

Pupils Toilets 

Each bubble will have a dedicated toilet and sink area and must not use any other in school except in a 

medical emergency. 

 

Shared Zones 

Hall 

The hall will be used by all classes  on a rota and for lunches.  Assemblies may be held in the hall but only 

for one class at a time.   Any chairs or benches or shared seating mats used during a morning session will 

need to be cleaned before used for lunch.  For afternoon sessions, these will need to cleaned after school.  

Staff should therefore encourage children to sit on the floor if possible. 

The fixed gym equipment (wall bars) will not be used until further guidance is reviewed.  Gym equipment 

with a soft/cloth covering should also not be used during this period. 

A pathway will be marked out around the outside of the hall and pupils will use this, moving in a clockwise 

direction.  Staff should insist on this, especially at lunchtime. 



Library 

The library will not used for borrowing and returning books.  It is not to be used as a teaching zone and no 

pupils should be in the library unsupervised.   

 

Staffrooms 

The school will operate with three staff rooms. 

The existing staff room will be used by KS2 staff together with office staff.  

The ICT suite will be used as a staff room for  KS1 staff, Language Unit bubble and speech therapists.  As 

such the ICT will not be used as a teaching area until further notice. 

Staff working in EYFS will utilise the kitchen area in Nursery. 

 

Staff Toilets 

The staff toilets will need to used by all staff in school and by any adult visitors.  Cleaning supplies will be 

available in each toilet. 

Mature girls in KS2 will no longer be able to use the staff toilets in school.  A sanitary waste bin will be 

located in the Y5/6 girls toilet and staff will need to make sure this issue is discussed as part of the re-

familiarisation of pupils returning in March. 

 

Office Areas 

Staff may visit the office when required.  Pupils must be accompanied when visiting the office.  Staff should 

consider inviting the Headteacher or Deputy to their classroom to reward/share good work. A mask must 

be worn if visiting the office.   

 

Outdoor areas 

Each bubble will have a dedicated playground area allocated to them.  Where two bubbles use the same 

playground, they will do so at different times with every effort made to ensure the 2 classes do not mix.  

EYFS will use their outdoor area at break time. 

 

The KS1 playground will be divided into two areas for use by the KS1 bubble and SLU bubble at break times 

and by the EYFS, SLU and KS1 bubbles at lunchtime. 

 

The KS2 playground will be divided into two zones: 

1 The basketball court and tyre park 

2 The remainder of the playground and the wooden play equipment 

The woodland will be divided into two so it is accessible from either zone.  The KS2 bubbles will use each 

area on a weekly rota to avoid any risk of infection. 

 

Both sets of wooden play equipment, the woodland area, tyre park and grassed areas including the field 

can be used by any bubble in negotiation with the other staff – teachers are asked to avoid impromptu use 

of these areas so that any use is planned and shared with all staff at weekly briefings. 

 

The metal handrails and plastic hand-holds of the play equipment will need to be cleaned before and after 

any use by a bubble apart from the KS2 bubble allocated the equipment for that week. 

 



CLEANING HANDS THOROUGHLY AND MORE OFTEN THAN USUAL 

One aspect of our school that required careful management is the use of toilet areas and sinks, particularly 

for hand washing.  It is very important that our hand hygiene is a very high profile part of school life but 

without installing more sinks, hand washing for a class can significantly impact on learning time.  As such 

we will start to use hand sanitiser routinely in every area of school apart from EYFS.  The use of hand 

sanitiser needs proper supervision from staff to ensure the small risks associated with ingestion are 

eliminated and that pupils use an appropriate amount and rub it in properly.  The use of hand sanitiser will 

complement hand washing with soap and water at different times of the day and break times and 

lunchtimes will be staggered to allow sufficient time for each class within a bubble to wash their hands 

properly. 

 

In addition to normal classroom practice, the pupils must clean their hands at least at the following times: 

 On first entering the classroom on a morning – hand washing   

 At the start of break (before eating snack) – hand washing 

 Returning from break time – hand sanitiser (pupils receive sanitiser on entry to the class and rub it 

in at their desks) 

 Before lunch  – hand washing 

 On return from lunchtime play – hand sanitiser 

 On leaving the school at the end of the day – hand sanitiser 

 After using the toilet – hand washing 

 

Pupils must also clean their hands when they change rooms and in line with the ‘catch it, bin it, kill it’ 

approach. 

 

ENSURE GOOD RESPIRATORY HYGIENE BY PROMOTING THE ‘CATCH IT, BIN IT, KILL IT’ APPROACH 

 

The ‘catch it, bin it, kill it’ approach will be taught to all pupils and will become an expectation in terms of 

pupil behaviour.  It is not negotiable with pupils and should be a clear part of the expectations of staff.  

Teaching staff will need to take responsibility for the paper towels and tissues in their teaching zone, 

emailing the office when further supplies are needed.  Staff should ensure the ‘catch it, bin it, kill it’ posters 

are maintained clearly in their teaching zones.  The ‘catch it, bin it, kill it’ approach applies at all times and 

in all areas of school. Staff will consider how to encourage young children to learn and practise these habits 

through games, songs and repetition. Paper towels need to be placed in the bin tidily and not allowed to 

spill on the floor.  Pupils will be encouraged not to touch their mouth, eyes and nose. 

 

Face masks are not routinely permitted to be worn by children on the school site. Parents will be asked to 

remove children’s facemasks on entering the site and to take these home with them. 

 

Staff must  wear a face in community areas, traveling around the building , visiting the office or other 

shared areas ( hall at lunchtime, staff room) and when  required as PPE when dealing with an emergency 

situation . They must wear a facemask when social distancing of more than 2m cannot be maintained when 

in the presence of toher adults and may wear a face mask when working with children and 2m distance 

cannot be maintained. Research shows that a facemask offers greater protection than a visor.  

 

It is important to ensure good ventilation in teaching zones.  In classrooms, this will mean opening windows 

and doors (ensuring fire doors are closed when the room is unoccupied).  Fans will also be available in 

classrooms. If the room becomes too cold,  staff may close the majority of windows but keep the door open 

and then windows should be opened at breaktimes when the room is not in use.  



ENHANCED CLEANING 

The school has made provision for the enhanced cleaning of school.  Staff should be aware however that 

the exceptional nature of school upon reopening will require the Head Teacher to ask staff to help in this 

regard with some simple tasks within their teaching zone such as wiping down tables and chairs. 

 

MAINTAINING SOCIAL DISTANCING WHEREVER POSSIBLE.   

 

Overfields Primary School will continue to maintain social distancing where possible.  The most important 

aspect of this is for staff and pupils to minimise contact with any other person from outside their own class 

setting.  

Where possible, staff should endeavour to remain 2m from pupils, however it is recognised that primary 

pupils, particularly younger children, will not be able to maintain social distancing and at times, staff and 

children will need to work more closely.  Staff should however adopt the approach that social distancing is 

still important and should be encouraged with the children where possible and modelled by adults at all 

times.  The following measures will help maximise the social distancing in school. 

 

 All staff should make themselves familiar with the arrangements of entering and exiting school, 

break and lunchtimes, bad weather etc. and follow these at all times. 

 Mixing of pupils from different classes and  bubbles should be avoided at all times 

 All classrooms will arrange their tables in rows facing the front of the classroom 

 A teacher area will be maintained at the front of each classroom to provide space for the teacher 

and other staff to work from. Work from this area as much as is practically possible.  

 Viewers or IPad mirroring will be used to share children’s work on the whiteboard 

 Face-on working will be avoided if possible, staff will consider carefully the seating arrangements of 

adults and children, particularly in small group or one to one work, sitting side to side or back to 

back reduces the risk of infection. 

 Children should be encouraged not to touch staff and where possible, other children 

 Children will have their own stationary equipment 

 

Staff need to model social distancing at all times, even when the pupils are not present.  They should avoid 

visiting other bubbles’ teaching zones and staff rooms, refrain from stopping in corridors to talk and respect 

social distancing rules in their own staff room.  The use of video conferencing, email or other electronic 

communication is preferable at present, even across school.  If a face to face meeting is required it should 

be carried out in the hall.  All staff meetings will also be held in the hall.   

 

While the current DfE guidance allows for staff to operate across all bubbles, the organisation of our school 

allows this to be avoided in day to day teaching.  Staff will not therefore agree to help, work or cover class 

or groups of children in any bubble other than their own without the agreement of the Head Teacher. 

 

Under the current guidance, the following restrictions from the school’s initial operations no longer apply: 

 Pupils no longer need to remain in their seats while in the classroom – movement of seating is 

permitted at the discretion of the teacher. 

 The classroom sink can be used by adults and children. 

 Pupils can return to sitting on the carpet if desired. 

 Pupils can use the class computer or interactive whiteboard. 

 



WHERE NECESSARY, WEAR APPROPRIATE PERSONAL PROTECTIVE EQUIPMENT (PPE) 

 

The school has a supply of PPE including masks, visors, aprons and gloves.  PPE will be available in each 

teaching zone for staff to use when appropriate.  The school has introduced an action plan for dealing with 

anyone developing signs and symptoms of Coronavirus in school and the use of PPE is an explicit  part of 

this plan. 

Staff should exercise their own judgement regarding other instances where PPE may be required.  In cases 

where social distancing cannot be maintained, staff should consider wearing PPE.  

 

The instances where PPE should be considered include, but are not restricted to: 

 Providing first aid 

 Supervising a pupil receiving medication 

 Where working face to face with a child 

 Providing support with toileting issues and changing children 

 

Used PPE should be placed in a refuse bag and can be disposed of as normal domestic waste unless the 

wearer has symptoms of coronavirus (COVID-19) where Public Health England’s guidance on cleaning for 

non-healthcare settings should be followed and the Head Teacher informed. 

 

CLASSROOM OPERATIONS 

 

Small group work 

Small group and one to one work will be essential to help pupils catch up on work missed due to the school 

closure.  Small group work is permitted within each class, although staff should try to avoid mixing pupils 

from different classes.  Any small group work should take place within the bubble’s teaching zone.  Care 

should taken with the seating arrangements to avoid face to face working without social distancing if 

possible.  Face shields are available if close face to face working is essential.  Pupils should use their own 

stationery equipment. 

 

Shared equipment 

Classroom based resources, such as books and games, can be used and shared within the bubble; these 

should be cleaned regularly, along with all frequently touched surfaces. Resources that are shared between 

classes or bubbles, such as sports, art and science equipment should be cleaned frequently and 

meticulously and always between bubbles.  There will be a quarantine zone set up in school to allow shared 

equipment to be left unused and out of reach for a period of 48 hours (72 hours for plastics) between use 

by different bubbles.  Staff should be considerate regarding the use of this area.  If it is know or anticipated 

that there will be a demand for such equipment within the 48/72 hour period it should be cleaned 

accordingly and returned, available to use. 

 

Reading books 

Reading books will be sent home on a Monday each week with parents asked to return them on a Friday.  

When the books are returned, the books, bag and reading record will be quarantined until Monday 

morning.  On Monday, the reading records will be checked, annotated and returned home that night with 

new books. 

For early readers, children will be given phonically matched reading books together with a ‘book to share’.   

The reading rocket scheme will be adjusted to reflect that children are being asked to read four times a 

week (Mon to Thurs). 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings


Any reading books not returned on a Friday will not be able to be checked or changed until the following 

Friday. 

 

PE kits 

Children will be expected to bring PE kits into school on a Monday morning and to take them home for 

washing on a Friday.  Pupils are asked to bring both and indoor and outdoor PE kit in March.  Year 5 and 6 

may come to school dressed for PE . Pupils will get changed for PE as normal.  Children can do PE in bare 

feet in the hall if appropriate (remember that a mixture of pupils in bare feet and footwear is against H&S 

advice for PE).  Further advice on PE, both operational and modifications to the PE curriculum, will be 

shared by the PE coordinator to complement these guidelines. 

 

Trips 

Until further notice the IAT has suspended any trips or educational visits. 

 

Visitors 

Visitors to the school are permitted from March .  As always, visitors will need to approved by the Head 

Teacher and follow all existing safeguarding procedures as well as providing an educational value to the 

pupils.  A leaflet for visitors which outlines the safety measures and routines in school will be available  and 

all visitors will have to read this before signing into school. 

Parents will be asked to telephone to arrange appointments if they need to visit the school office. 

 

Marking 

During the pandemic  IAT policy is that teachers will not take pupils’ books home to mark.  Staff will 

therefore need to consider the time available for marking in school and ensure that the highest quality 

feedback is given to the pupils in this time.  Feedback and assessment will be one of the most important 

aspects in helping pupils catch up following the closure of the school and it is vital that it remains a priority 

for all pupils.  Staff should therefore consider how feedback is given for example: 

 Utilising self and peer marking 

 Utilising support staff to help marking and assessment 

 Providing high quality verbal feedback 

 Careful choice of which work requires in depth marking and feedback 

 The use of short term curricular targets for different subjects 

 

PPA 

Staff will need to take their PPA within their own teaching zone where possible or their staff room.   

 

Meeting rooms 

The meeting rooms in school will need to be booked out through the school office.  They must not be used 

by staff and pupils from more than one class at a time and all tables, chairs, light switches, door handles 

and other frequently touched surfaces cleaned after use. 

 

Curriculum 

For the first 3 weeks on their return  the pupils will have sessions which revisit our expectations for 

behaviour and presentation, address wellbeing, health  and  PSHE concerns and have a focus on PE. 

Teachers will  revisit maths, phonics, reading and writing year group non negotiables to assess how much 

has been retained from December 2020and teachers will begin to   will assess, plan and begin the process 

of catch up in the key areas of reading, writing, maths, phonics, science and PE.  In the summer term we 

will complete our plans for  a review of the curriculum.  



Issues specific to teaching younger children 

The following areas will not be used by the children 

 Sand Area 

 Dressing up tabards 

 Fabric puppets/teddies for story telling 

 

Adaptations will be made to the following areas: 

 

Smartboard Pens removed/screen sprayed each day. 

Playdough 

 

Children will help to make the playdough alongside the staff who will make sure they do not 

touch it with their hands (unless it is their own playdough).   A staff member will then create 

individual pots of playdough which will be stored in a sealed pot with a child’s name/photograph 

on. 

Limited tools will be available and rotated so that children experience using different tools 

Small World 

Equipment 

Children will be given a box of small world to play with.  This will then be cleaned at the end of 

the day and will be rotated often so that they can play with different equipment 

Mark Marking  

 

Children will have their own named pot of pencils and colouring pencils that they will use 

Scissors will also be placed in a child’s pot 

Paint 

 

The children will have a paintbrush and a pot of water to clean their brush in-between colours.  

They will then drop the paintbrush into a bucket of water when finished. 

Table/aprons will be disinfected at the end of the session 

Primary Colours will be provided in squeezy pots with a mixing pallet for children to make their 

own colours– this will ensure little waste.  Squeezy pots will be disinfected throughout the day 

Nursery – The children will have a limited choice of colours.  Paintbrushes will be used that have 

plastic handles so they can be cleaned after each child.  

Outdoor 

 

A small selection of toys will be available that are easy to clean 

Toys will be rotated so they have a range of toys over the coming weeks 

Gluing Area  

 

Resources available will be limited and placed on the table ready for them to use 

Glue sticks will be disinfected regularly.  

Reading Area 

 

A limited number of books will be available.  Books provided will be a selection of board books 

so that they are easily cleaned.  

Maths Area An activity will be placed on the table 

Individual resources needed for an activity will be placed in tubs or in clear packets (e.g. 

counters, Numicon shapes etc..) 

Home Corner The resources have been limited to the basics – cups and plates with a small selection of food 

available.   

Chairs with soft coverings have been replaced with plastic chairs and all baby dolls and clothing 

have been removed.  

Storytelling Laminated props will be created to link with the story of the week so children can use them 

when retelling a story – these will be disinfected regularly 

Investigation 

Table 

Resources will be limited and rotated on a regular basis 

Wooden Blocks The number of blocks available has been reduced and all tabards have been removed. 

The plastic tools are still available but again have been limited 

The blocks will be disinfected regularly throughout the day 

Water Limited number of toys available and changed daily 

Warm, soapy water used. 

 

 



Playtimes 

Playtimes are staggered across school to allow for handwashing of two classes within a bubble before play.  

Playtimes will need to be supervised by staff from within the bubble with one member of staff on duty for 

each class.   

Any staff, not on duty, should help provide refreshment for those on duty and hot drinks in cups with 

secure lids are permitted to be taken into classrooms where children are present.  Staff will organise 

between themselves for comfort breaks around the pupil’s break times but these should be kept to a 

minimum duration.  It is not possible for staff to have an additional full break time on a day that they are on 

duty during the current organisation of school.  Members of SLT will support with supervision of break 

times where possible.  Play equipment such as hoops or skipping ropes can be used at break and 

lunchtimes but these will need to be for exclusive use for each bubble and stored in the teaching zone.  If 

the equipment is only used within one bubble, pupils can share it and do not require individual equipment. 

 

Lunchtimes 

Separate guidelines are provided for lunchtimes. 

 

Toilets 

Each bubble is allocated a set of toilets to use and should avoid using any others at all times of the day 

including break and lunchtimes. 

Provision for enhanced cleaning of toilets will be made during the day.  

All toilets will have lids and children instructed to close the lid before flushing. 

For younger children, independence in toileting will be promoted wherever possible by staff. 

 

Ipads  

A small number of IPads will be allocated to each class.  Staff should consider the increased in screen time 

the pupils will probably have experienced during the school closure and the need to focus on other aspects 

of schooling such as reading books.  Staff will need to ensure they collect the same IPads each time they are 

charged. 

 

Medication 

A supply of PPE will be provided in each teaching zone for staff to wear if administering medication or first 

aid.  Staff and pupils should continue to socially distance where possible while administering or supervising 

medication.  In all other aspects, the school’s policy and procedures regarding medication, including 

inhalers, remains unchanged. 

 

Safeguarding 

The school’s existing safeguarding procedures will apply upon reopening. 

In addition, school have developed an action plan for what to do if a pupil or member of staff becomes ill 

during the phased reopening. 

At least three members of staff will be responsible for each bubble.  In the event of an emergency (medical 

or other) one member of staff shall alert the Head Teacher, Deputy Head Teacher or school office. 

 

 

Teaching Guidelines  

Reopening of School – July 2020 

Reviewed 18.09.20 and amendments noted in red.  

Reviewed 03.03.2021 and amendments in red.  

 


