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1. Introduction
In this handbook you should find arrangements we have made to manage a full reopening 
from Monday 8th March 2021.

We would like to thank all our families for your understanding and cooperation during this 
time. We know that this period has been challenging for many families, in particular when 
you have had to juggle work commitments with managing childcare, if you have children 
with special educational needs, a disability, or if you are a single parent.

We have taken the necessary steps that are required in order to reduce the risk of virus 
transmission at St. Augustine’s and we will continue to review our arrangements to ensure 
that they follow current advice where it changes.

We hope that this handbook is clear. There is a lot of information, so please take the time to 
read it carefully.



2. Contacting the school
Please contact the school office with any information or queries.

You can request your child’s class teacher email from the office.

School Office Telephone: 01603 74 33 17

School Office Email: office@st-augustines.norfolk.sch.uk

You WILL NOT be able to visit the school office at pick up and drop off times.

You WILL NOT be able to speak to any class teachers at pick up and drop off times.

mailto:office@st-augustines.norfolk.sch.uk


3. Start and end of the day
Class phases have different staggered start and end times to encourage social distancing.

This may change as new routines and systems are in place, or with any changes in 
government advice.

Class Phases School starts Drop off point School ends Pick up point
Nursery 9:00am Upper playground by the 

gazebo
3:00pm Upper playground by the 

gazebo
Reception 9:00am Lower playground 3:00pm Lower playground

Key Stage 1
Years 1 and 2

8:45am Lower playground 2:45pm Lower playground

Lower Key Stage 2
Years 3 and 4

8:45am Upper playground 2:45pm Upper playground

Upper Key Stage 2
Years 5 and 6

9:00am Upper playground 3:00pm Upper playground



3. Start and end of the day cont.
Entrance and exit areas
Families should follow a one way system to control the flow of people and keep social 
distancing (2 metres apart) in queues.

Entrance areas: 

• Lower playground by the gate near the grass area

• Upper playground by the steps from Cleves Way

Exit areas:

• From the upper playground – down the ramp path and out of the gate from pathway by 
the staff car park.

• From the lower playground – across the playground and out of the gate from pathway by 
the staff car park.

Please avoid gathering together for a chat with other adults on, or around the school 
premises.



3. Start and end of the day cont.
*** Entrance and exit areas: 8:30am-9:15am & 2:30pm-3:15pm ***

LKS2

Upper 
Playground

drop off

Main School Building

Nursery

Car
Park

steps entrance

lower playground entrance

car park walk through exit

ramp exit

Lower 
Playground

drop off

Between 9:30am-2:30pm, 
enter and exit by the car park 
walk through gate.



3. Start and end of the day cont.
Dropping off and picking up
Dropping off:

There will be no class lining up at the start of the day. Wait in a space on the playground.

Staff will be ready at 8:45am to guide children to their classroom.

Please prepare your child and remind them of the routine.

Picking up:

Parents/Carers should wait in one of their child’s class zones at pick up time.

Only ONE parent/carer should pick up their child/ren.

Multiple classes: 

If you have children in multiple classes, you will need to wait with your child/ren between drop off 
and pick up times in the correct class zone. 

You MUST stick to the ONE WAY SYSTEM and/or make arrangements for your older child/ren to 
meet you in the younger siblings class zone. Staff will be able to help with this.



3. Start and end of the day cont.
Dropping off and picking up

Flow of people:

We aim to keep a constant flow of people in the morning at drop off.

Timings are not fixed, but keeping to the class timetable will help with the number of children being dropped off.

Multiple classes: 

If you have children across different classes, please wait in a socially distanced space. 

In the morning, we suggest you drop off your oldest child/ren first and follow the one way system to drop off your 
youngest child/ren last.

At pick up time, wait for youngest child/ren first. Older children will be brought down to the lower playground if you can 
wait there.

ALWAYS KEEP SOCIALLY DISTANCED.

If you have a pushchair or a disability, we will allow access to the upper playground using the ramp pathway. 

Please keep to the left side to help keep socially distanced.



3. Start and end of the day cont.
Travelling to school
Only members of a single household and/or one support bubble should travel together to 
and from school.

Only one adult from the household/bubble should bring children onto the school playground. 

If a member of the household has an underlying health condition which means they are 
clinically vulnerable, they should not accompany pupils to school if it is possible for another 
member of the household/bubble to do so. 

Where possible, children and young people are encouraged to walk or cycle to school.

Driving to school: You MUST park in the church car park or Costessey centre. Please DO 
NOT park on West End Road or Cleves Way.

Public transport: Face coverings are required at all times on public transport (for adults and 
children over the age of 11). If your child has been wearing a face covering before arriving at 
school, it will be important that they understand how to remove it safely.



4. School group bubbles
Children will stay with their own class for ALL lessons.

The children in the Reception and KS1 may sometimes mix within a phase bubble for break times where 
the children are in a large space outside.

The phase bubbles are: 

• Nursery

• Reception

• KS1 – Years 1&2

• Lower KS2 – Years 3&4

• Upper KS2 – Years 5&6

Distancing will be maintained within bubbles where possible by making changes to class spaces and 
doing activities that avoid close contact, we know that younger pupils will not be able to keep apart at 
all times and this is why it is particularly important to separate different bubbles. We will maintain 
excellent hygiene standards by everyone handwashing more regularly and increasing our disinfection 
arrangements.



5. School uniform
Children will be expected to wear the normal school uniform. 

Uniform does not have to be washed everyday, but should be cleaned regularly.

• Royal Blue sweatshirt,  V-neck jumper or cardigan (preferably with the school logo)

• White / Light blue shirt or polo t-shirt

• Grey / Black trousers, shorts, pinafore or skirt

• Blue checked / Gingham / Pin-Striped dress

• White / Grey / Black / Blue socks or tights

• Black sensible school shoes / sandals

• Long hair tied back with a discreet hair band (NO large fashion hair accessories)

• NO jewellery

If you need help buying school uniform and/or need financial support, please contact the 
school office.



5. School uniform – PE Kit
On the days that your child has Physical Education (PE) of After School Sports, they can 
come in to school in their school uniform PE kit and wear it for the whole day. 

Class PE days are on the next page. 

• T-shirt: White / Pale blue

• Shorts, leggings or jogging bottoms: Black / Navy 

• Sports trainers or plimsolls: Black / White

• Tracksuit (if it is cold)

• NO jewellery

• School Uniform will be available after Easter from our new supplier: 

Stevensons, 67 Ber Street, Norwich, NR1 3AD. www.stevensons.co.uk



5. Weekly PE Sessions
Nursery: Wednesdays

Reception: Fridays

KS1: Otters ~ Mondays

Squirrels ~ Wednesdays
Rabbits ~ Thursdays

LKS2: Tuesdays

UKS2: Fridays



6. Bringing in items from home
Only essential items should be brought in to school from home clearly labelled with the 
child’s name.

• Water bottle

• Lunch box

• Hat

• Coat

• School reading books

• Personal stationery (that fits into one small pencil case)

• School bag



7. Hygiene arrangements
Staff will manage universal hygiene measures and teach and encourage the children to do the same.

We will prompt and support children to do this at regular times during the day and educate in 
handwashing where needed.

Basic hygiene rules:

• Wash hands (thoroughly with soap and water often following the NHS guidance. 

• Use alcohol-based hand sanitiser gel if soap and water isn’t immediately available. 

• Catch it, Kill it, Bin it – Cover the mouth and nose with a tissue or sleeve when sneezing and put used 
tissues in the bin straight away. Always wash hands afterwards.

• Avoid touching the eyes, nose or mouth.

• Self-isolate if they or a member of their household has a new, continuous cough and/or high 
temperature/fever or a loss or change in their sense of taste or smell.

• Go home if they develop symptoms, not matter how mild.

• Wash hands when you get home at the end of the day.

https://www.youtube.com/watch?v=aGJNspLRdrc
https://www.youtube.com/watch?v=JtbMgDz3GdM


7. Hygiene arrangements
Face coverings
Public Health England does not (based on current evidence) recommend the use of face 
coverings in Primary schools. This evidence will be kept under review. 

They are not required in Primary schools as the children and staff are mixing in the same 
groups, and because the misuse of masks may increase the risk of transmission. 

There may also be negative effects on communication and education. 

Face coverings are required at all times in Secondary schools, on public transport (except 
children under 11 years old), when attending a hospital as a visitor or outpatient, or when in a 
shop or a supermarket.



7. Hygiene arrangements
Face coverings
We ask that adults wear a face mask when dropping off and picking up their children from 
school.

This is a reminder to help us all social distance and to protect other adults that are more 
vulnerable.

• Adults coming to school should wear a face mask on the playground and premises.

• Children coming to school using a face mask should be helped to remove it on arrival. 

• Children must not touch the front of their face covering when they use it or remove it. 

• Face coverings must be placed in a covered bin or plastic bag (if they are reusable).

• Hands must be washed after removing a face mask.



7. Hygiene arrangements
Cleaning and Disinfection
We have removed items that are difficult to clean and have new arrangements to disinfect all 
contact points that are touched regularly such as tables, door handles, toilet flushers, 
educational equipment and taps.

The school building is cleaned and disinfected daily.

Regular touch points are cleaned throughout the day between lessons.



8. Lunch and break times
Nursery, LKS2 & UKS2 will eat their lunch in their classrooms. School lunches will be delivered 
to classrooms.

Reception & KS1 will eat their lunch in the school hall on separate class tables.

Children may have playtimes in phase group bubbles at staggered times during the day. 

Phase group bubbles will be split over the playground spaces around the school to reduce 
numbers and to encourage social distancing.

All School lunches should be pre-ordered and paid for in the usual way, using WisePay. 



9. Attendance
From Monday 8th March 2021 pupil attendance will be mandatory and the usual rules on 
attendance will apply, including:

• parents’ duty to ensure that their child of compulsory school age attends regularly at the 
school where the child is a registered pupil

• schools’ responsibilities to record attendance and follow up absence

• the ability to issue sanctions, including fixed penalty notices, in line with local authorities’ 
codes of conduct



9. Absences
There will be some circumstances where pupils cannot attend school due to coronavirus 
(COVID-19).

• Pupils who are required to self-isolate as they, or a member of their household, has 
symptoms or confirmed coronavirus (COVID-19). 

A test should be taken as soon as possible.

• Pupils who are required to self-isolate because they are a close contact of someone who 
has symptoms or confirmed coronavirus (COVID-19). 

Families will be contacted by the school or NHS Test & Trace.

• Pupils who are required by legislation to self-isolate as part of a period of quarantine. 

• Pupils who are clinically extremely vulnerable and have received a shielding letter from 
their GP.



9. Attendance and Absences
Reporting Symptoms
If for any reason your child/ren cannot attend school due to coronavirus (COVID-19):

• Contact the school office and state the reason for your child’s absence.

• Book a test as soon as possible.

• If your child TESTS POSITIVE, they should continue to self-isolate for at least 10 days from 
the onset of their symptoms. They should only return to school if they do not have 
symptoms other than a cough or loss of sense of smell or taste (anosmia).

• If your child TESTS NEGATIVE and if they feel well and no longer have symptoms similar to 
coronavirus (COVID-19), they can stop self-isolating and return to school. If the pupil 
remains unwell following the test (such as with a different illness), then they should only 
return to school when they have no symptoms and are feeling well.

• If a member of the household tests negative, the child can stop self-isolating and can 
return to school.



10. Breakfast club
• Begins Monday 8th March 2021 at 8:00am.

• Make sure you have a confirmed place with the school office for the day you bring your 
child to Breakfast Club.

• Use the one way system to enter and exit the school premises.

• DO NOT use the staff car park to drop off your child/ren.

• DO NOT turn up with your child unless you have a confirmed booked space.

• Children will be split into smaller bubbles of 15-17 children across two rooms. Where 
possible this will be in phase group bubbles.



10. After school club
Proactive After School Childcare can be contacted to make bookings for your child/ren.

Telephone: 07828 842 596

Email: proactive-education@outlook.com

Website: http://proactiveafterschoolclubs.co.uk/

mailto:proactive-education@outlook.com
http://proactiveafterschoolclubs.co.uk/


10. Extra curricular clubs club
Please book extra curricular clubs using WisePay or by contacting the school office.

March 2021

Mondays: Multi Skills ~ KS1 Bubble ~ 9 weeks ~ 2:45-3:45pm

Thursdays: Football ~ LKS2 Bubble-10 weeks ~ 2:45-3:45pm

Fridays: Basketball ~ UKS2 Bubble-10 weeks ~ 3:00-4:00pm



11. Meetings and visitors
Wherever possible, meetings between yourself and the school should take place by 
telephone or internet and this includes informal conversations we might normally have. 

You can arrange meetings through the school office.

School Office Telephone: 01603 74 33 17

School Office Email: office@st-augustines.norfolk.sch.uk

Only absolutely essential face-to-face meetings must take place. Should a face-to-face 
meeting be required, the school will make specific arrangements with you. We will only meet 
with one parent if this is the case.

We have new safe arrangements for essential visitors who need to come onto site such as 
maintenance contractors. Wherever possible, these will take place when the children are not 
at school.

mailto:office@st-augustines.norfolk.sch.uk


12. Child contact details
To ensure that we are a safe school, we MUST have two named contacts for every child in the 
school.

Please make sure that you share your most up to date contact details with the school as soon as 
possible.

This will help us to keep you updated if any symptoms or confirmed cases are reported in the 
school.

HEALTH INFORMATION AND MEDICATION

If your child has any medical conditions, please make sure these are up to date 
with the school office.
In September, if your child has any medication, e.g. asthma inhaler or adrenaline 
auto-injector, please make sure that the school has this in school and the 
medication is in date.



13. Collective worship & gatherings
Following government guidance, whilst coronavirus (COVID-19) remains in the community, 
we are not able to hold any large gatherings of people, including assemblies and collective 
worship.

We have currently cancelled all community gatherings and events until it is safe to do so.



14. Education
The government set out clear expectations about what we are expected to teach from 
September 2020. We aim to continue to provide a broad and balanced curriculum across all 
subjects, whilst assessing children’s current needs and supporting a transition back into their 
new year group with new routines.

There may need to be changes to some subjects - such as PE and music - to ensure they can 
be delivered as safely as possible.

Class teachers will share their curriculum plans with families at the start of each term.

Remote Learning:

Remote learning is available for children that are self-isolating or shielding only.

If your child is ill, they should get well and it is not expected that they complete remote 
learning.



15. Supporting your child
Your support to help us achieve these standards in our school is vital. Please role model the 
hygiene behaviours that apply when you are at home and encourage your children to follow 
them. Please ensure that:
• Your child washes their hands before coming to school and on arriving home. Please support and 

encourage them to follow good hand and respiratory hygiene at all times.

• You let us know if any member of your household develops symptoms as soon as you can. Please 
arrange for a test as soon as possible and update us with the results. Your privacy will be maintained 
when we do this.

• Clothes are washed regularly. Clothes should be washed normally and do not need to be separated 
from other items. 

• Children come into school in their PE kit on PE days.

• If your child wears a face covering to travel to and from school, please provide them with a plastic 
bag in which to keep it during the school day.

• Please come and collect your child as soon as you can  if we ask you to (we’ll contact you if they 
become ill with either a temperature, a change to their sense of taste, or a new, continuous cough).



Thank you
If you have any further queries, please contact us:

School Office Telephone: 01603 74 33 17

School Office Email: office@st-augustines.norfolk.sch.uk

You can find the school’s current risk assessment on our school website, using this link:

http://www.st-augustines.norfolk.sch.uk/covid-19-risk-assessment/

mailto:office@st-augustines.norfolk.sch.uk
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