
 

 

 

Our safety protocols 
 

 
 

 

  Please read carefully 
 

 

 

 

 

 

 

 



 

 



The safety of our school community at Patcham High is paramount. We have put in place a 

clear set of protocols for staff, students and parents to ensure we are safe. These protocols follow DfE 

guidance. It is essential that we all adhere to these protocols. 

 

DfE Guidance:  

 

Preventing the spread of coronavirus involves dealing with direct transmission (for instance, when in close 

contact with those sneezing and coughing) and indirect transmission (via touching contaminated surfaces). 

A range of approaches and actions should be employed to do this. These can be seen as a hierarchy of 

controls that, when implemented, creates an inherently safer system, where the risk of transmission of 

infection is substantially reduced. These include:  

 

• 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 schools  

  

• cleaning hands more often than usual - wash hands thoroughly for 20 seconds with running water 

and soap and dry them thoroughly or use alcohol hand rub or sanitiser ensuring that all parts of the 

hands are covered  

 

• ensuring good respiratory hygiene by promoting the ‘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 and timetables  

  

We will ensure that … 

 

1. Staff or students with symptoms do not come to school. Anyone who starts to display symptoms 

during the day will be isolated and then sent home. 

 

2. Staff and students wash their hands regularly throughout the day, specifically when entering and 

exiting the school building or a room within the school building. 

 

3.  All rooms have sanitiser or a sink and soap. 

 

4. All rooms have tissues, bins and NHS signage to reinforce the NHS message catch it, bin it, kill it. 

 

5. Only designated areas of the school that have been regularly and systematically cleaned are used 

by staff and students.  

 

6. A maximum of 15 students, 1 teacher and (when required) 1 Teaching Assistant are in a classroom 

at any one time. 

 

7. Social distancing (2 metres) is practiced at all times. 



 Staff   

 

1. If you are shielded or clinically extremely vulnerable you are advised not to come to school.  

 

1. If you or a member of your household has any Covid-19 symptoms you must not come to school 

(please inform Becca Parry). You are advised to: 

a) Follow national guidance on self-isolation   

b)  Get tested www.gov.uk/guidance/coronavirus-covid-19-getting-tested 

 

3. You should only be in school if you are on the rota or if you are in school making tutor calls on your 

allocated year group day. If you need to be in school for any other reason this must be agreed by 

your SLT line manager or John McKee.  

 

4. If you are working on the lower site you must sign in at Main Reception by 8:00am. 

 

5. You must wash or sanitise your hands on arrival (and departure). 

 

6. If it is your duty day on the rota you must base yourself in the staffroom and only use the rooms 

allocated for work with pupils (IT1, IT2, A1, A2, M8, Main Hall, Gym and Canteen). 

 

7. If you are in school to make tutor calls you must base yourself in the HOY office and use the two 

allocated desks. 

 

8. If you are working on the upper site you must use your swipe card to access the school via the 

Bridge Entrance. You must be in school by 9:15am. 

 

9. If you are working on the upper site Kerry Hallett or a member of SLT will sign you in. You will be 

given a radio that you must switch-on and keep with you throughout the day. 

 

10. You must wash or sanitise your hands on arrival (and departure). 

 

11. If you are working on the upper site you must only use classrooms S6, S7, S8 and S9. 

 

12. If you are working on either site you must ensure that both you and the students in your care: 

A. Maintain 2m social distancing at all times. 

B. Wash hands after each activity and at least once per hour. 

C. Disinfect work areas before and after use. 

D. ‘Catch it, bin it, kill it.’ 

E. Follow the one-way system.* 

F. Do not move between the upper and lower site. 

*IMPORTANT! In the case of fire do not use the one-way system … leave the building via the quickest 

route to the closest emergency exit. 

13. You must hand-in your radio, sign out and leave school by 5pm.  

http://www.gov.uk/guidance/coronavirus-covid-19-getting-tested


 Senior Leadership Team 

  

1.  At least one member of SLT will be on duty in the Lower School throughout the school day. 

 

2. At least one member of SLT will be on duty in the Upper School throughout the school day. 

 

3. Duty SLT in the Lower School will provide a Staff Briefing in H1 at 8:00am each day.  

 

4. Duty SLT in the Upper School will provide a Staff Briefing in T6 at 9:15am each day.  

 

5. Duty SLT will carry a radio at all times. 

 

6. Duty SLT are available and on call throughout the school day.  

 

7. Duty SLT will log all behaviour incidents on the Behaviour Spreadsheet. 

 

8. Duty SLT will follow-up all behaviour incidents directly with the appropriate parent/s. 

 

9. Duty SLT will monitor staff and student compliance with the following expectations: 

 

A. Maintaining 2m social distancing at all times. 

B. Washing hands after each activity and at least once per hour. 

C. Disinfecting work areas before and after use. 

D. ‘Catching it, binning it, killing it.’ 

E. Following the one-way system. 

F. Any movement between the upper and lower site. 

10. All members of SLT are trained in Emergency First Aid. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



All students 

  

1. If you are shielded or clinically extremely vulnerable you are advised not to come to school.  

 

2. If you or a member of your household has any Covid-19 symptoms you must not come to school 

You are advised to: 

A. Follow national guidance on self-isolation   

B. Get tested www.gov.uk/guidance/coronavirus-covid-19-getting-tested 

 

3. You are not required to wear school uniform. 

 

Upper Site Students (Year 10)  

 

• You should bring a pack lunch and a bottle of water with you to school (if you are entitled to free 

school meals a packed lunch will be provided by the school canteen). 

 

• You must bring your own pen and pencils to write with. An exercise book will be provided and kept 

in school. 

 

• You must arrive at the Warmdene Road Bridge Entrance between 9:45 and 10:00am. Your HOY or a 

member of SLT will sign you in. 

 

Lower Site Students 

 

• You must enter through the Main Entrance and sign in with the Receptionist. 

 

 All students 

 

4. You must wash or sanitise your hands-on arrival (and departure). 

 

A. Maintain 2m social distancing at all times. 

B. Wash hands your hands at least once per hour. 

C. Disinfect your work area before and after use. 

D. ‘Catch it, bin it, kill it.’ 

E. Remain in your allocated part of the school building (Upper or Lower). 

F. Remain in your allocated classroom / workspace (unless instructed by a teacher to 

do otherwise). 

G. Remain in your allocated seating area (unless instructed by a teacher to do 

otherwise). 

H. Listen to and follow teacher instructions throughout the day. 

I. Follow the one-way system. * 

*IMPORTANT! In the case of fire do not use the one-way system … leave the building via the 

quickest route to the closest emergency exit. 

http://www.gov.uk/guidance/coronavirus-covid-19-getting-tested


 

Lower Site  
 

8:00-8:15am Staff Briefing in H1 led by duty SLT . This will include re-cap of staff protocols and a 

information on the specific needs of those students attending school that day. 

8:15 - 8:30am Staff to prepare Main Hall for students’ arrival. Exercise mats to be spaced 2m apart. 

8:30 - 8:45am Students arrive in Main Hall. 

 

8:55 - 9:00am Student Briefing in Main Hall … this will include a re-cap of student protocols. 

 

9:00 - 9:30am Online Fitness in Main Hall  

 

9:30 - 10:30am ‘Home Learning’ in IT1 and IT2  

 

10:30 - 11:00am BREAK in canteen  

 

11:00 - 12:00pm ‘Home Learning’ in IT1 and IT2 

 

12:00 - 1:00pm Activities (pre-determined by duty staff and cleared by Ed Hall).  

 

1:00 - 1:30pm LUNCH in canteen 

 

1:30 – 3:00pm Walk and DEAR 

 

3:00pm Departure 

 

 

One-way system 

 
 

IMPORTANT! In the case of fire do not use the one-way system … leave the building via the quickest route 

to the closest emergency exit. 

 

 



 

Upper Site (Year 10) 
 

9:15 - 9:30am Staff Briefing in T6 led by duty SLT. This will include re-cap of staff protocols and a information 

on the specific needs of those students attending school that day.  
9.30 - 9:45am Staff to prepare classrooms (S7, S8, S9) for students’ arrival.   

Pupils desks are spaced 2m apart.  

9:45 -10:00am Students arrive in via Warmdean Bridge. Kerry Hallet or SLT will direct pupils to their 

classroom  

10:00 -10.30am Student Briefing in classrooms with teachers (this will include a re-cap of student protocols) 

followed by Wellbeing and Learning check-in. 

10:30am -1:15pm School day rota.(Students remain in their classrooms … the teacher rotates)  

BREAK outside with SLT/Kerry/free teacher.  

 Group &  

Classroom 

Session 1 

10:30-11:15am 

Session 2 

11:15-12:00pm 

Session 3 

12:00-12:45pm 

Session 4 

12:45-1:30pm  

 A: S7 Maths BREAK Science English 

 B: S8 English Maths BREAK Science 

 C: S9 Science English Maths BREAK 

1:30 - 1:45pm Wellbeing and Learning check-in. 

 

1:45 - 2:00pm Staggered dismissal of students. 

  

  
 

One-way system 
 

 

 

 

 

IMPORTANT! In the case of fire do not use the one-way system … leave the building via the quickest route 

to the closest emergency exit. 



 

Parents 

 
1. Please can you run through the following protocols with your child before the come to school each 

day.   It is important for everyone’s safety in school that all students adhere to these protocols. 

 

A. Maintain 2m social distancing at all times. 

B. Wash hands your hands at least once per hour. 

C. Disinfect your work area before and after use. 

D. ‘Catch it, bin it, kill it.’ 

E. Remain in your allocated part of the school building (Upper or Lower). 

F. Remain in your allocated classroom / workspace (unless instructed by a teacher to 

do otherwise). 

G. Remain in your allocated seating area (unless instructed by a teacher to do 

otherwise). 

H. Listen to and follow teacher instructions throughout the day. 

I. Follow the one-way system.  

 

2. Where possible please encourage your child to walk or cycle to school.  

 

3. If you are dropping your child off at school please avoid contact with other students and parents 

who might be the vicinity. 

 

4.  Please do not gather at the school gates at the start and end of the school day. 

 

5. If your child is coming to the Upper Site please provide them with a packed lunch and a bottle of 

water (if your child is entitled to free school meals a packed lunch will be provided by the school 

canteen). 

 

6. Please ensure the school has your correct contact details. 

 

7. Please be available to collect your child if required. 

 

8. If your child is sick or needs to self-isolate please contact our Attendance Officer Jessica Gamain 

jgamain@patchamhigh.org.uk 

  

 

 
 

 
 

 
 

  

mailto:jgamain@patchamhigh.org.uk


  

 

Confirmed cases of coronavirus 
 

1. If a student or staff member develops symptoms compatible with coronavirus they will be sent 

home and advised to isolate for 7 days.  

 

2. Any student who displays coronavirus symptoms in school will be placed in a separate room (Upper 

School: Blu / Lower school: SO1) from other students with the window open until parents come to 

collect them. A member of staff trained in Emergency First Aid (and wearing PPE) will sit with the 

student until the arrival of the parents. 

 

3. Any student or member of staff will have access to a test if they display symptoms of coronavirus. 

 

4. Where a student or staff member tests positive, the rest of their group/class will be sent home and 

advised to self-isolate for 14 days.  

 

5. As part of the national test and trace programme, if other cases are detected within the cohort or 

the wider school, Public Health England will conduct a rapid investigation and will advise us of the 

most appropriate action to take.  

 

6. Following any confirmed cases of coronavirus all parents will be informed and the school will be 

‘Deep Cleaned.’ 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 



 
 

 

 


