
 

Working at Wollaston School: Guidance for taking Protective Measures whilst Working on 

Site (System of Controls).  

This Guidance replaces all other versions and comes into effect from 1st September 2020. 

 

Our Aim: The best education possible, in the safest way possible. 

 

• Please do not come into work – or leave work immediately, if you have any of the 

symptoms of coronavirus, including a fever, a persistent cough or a loss of taste or 

smell. Please arrange to be tested at the earliest available opportunity and inform 

James Birkett and Wayne Taylor of both your initial symptoms and the test result.  

• Please do not come into work if you have been told to self-isolate by the track and 

trace service, if someone in your household has symptoms of coronavirus or 

someone in your household has received a positive test result. Inform James Birkett 

and Wayne Taylor of these circumstances at the earliest possible opportunity.  

• Wash your hands regularly or use hand sanitiser where this is more appropriate. 

• Practice good respiratory hygiene by following and promoting the use of tissues and 

the “catch it, bin it, kill it” approach.  
• Please maintain a distance of 2 metres from all other staff and students where 

possible.  

• The use of PPE is not recommended for school settings, apart from in the 

circumstances listed in the section of this document entitled “Health and Safety”. 

 

 

School Organisation 

In order to facilitate a return of all students to Wollaston School and implement the 

Government’s recommended system of controls, there will be substantial changes to the 
way in which we operate at Wollaston School.  Some of these methods will be less 

convenient than our usual practices, and we recognise that this is, by necessity, an 

imperfect system. However, the following arrangements represent the most effective 

balance between providing a high-quality education and minimising risk. 

 

• In order to minimise the contact between students; the school will be organised into 

year group sized “bubbles.”  The VI form will count as a single bubble. 



• Bubbles will be defined by both the students within that Year group and the 

geographical “zone” of the school that they are permitted to occupy.  

• Students are not allowed to mix with students in different bubbles. This means that 

there is to be no contact whatsoever with students in different years. Students are 

also strictly forbidden from entering the geographical zone of a different bubble. 

• Staff can move between bubbles and zones freely. However, they should endeavour 

to maintain a distance of 2-metres from students and staff at all times.  

• Most meetings, briefings and staff development sessions will be held using TEAMS or 

ZOOM. 

• There are two areas of the school that will not be part of the bubble system. 1) 

Student Services. 2) The Canteen and Pronto catering outlets.  

 

• Staff should never allow or escort students into parts of the school which are not 

within their own Year group bubble or zone, except in the following circumstances: 

• Students with a yellow slip granting permission to go to Student Services at a set 

time. 

• Students who are visiting the canteen at their allocated time. Each Year group will 

have a set route and entrance.  

• Students following a dedicated pathway (These will be clearly signed, and colour 

coded – for example, the VI form pathway to Mobiles 1&2, which will cross the 

Science playground). 

• OCS escorting students for medical treatment. 

• Cases of genuine emergency, in which no other option is possible (for example if a 

student is at risk of harm by remaining in their zone or bubble). 

 

• Assemblies are likely to be delivered on TEAMS or ZOOM, to be played in each tutor 

room. 

• Students will have all of their lessons delivered within the rooms allocated to their 

bubble / zone. 

• At lesson changeover, teachers will move bubbles and zones. Students will remain in 

their bubbles but may change rooms / groups within their geographical zone.  

• There will be clear signage around school to indicate which entrances / doors / 

classrooms / toilets / pathways / social spaces are allocated to each bubble.  

 

• There will be a colour scheme in place to clearly identify Year group bubbles and 

zones.  

• Year 7 – Green 

• Year 8 – Red 

• Year 9 – Yellow 

• Year 10 – White 

• Year 11 - Blue 

• VI Form – Orange 



• A summary of the bubble and zone arrangements are as follows:  

Year 

Group 

Entrance 

/ Exit 

Teaching 

Space 

Large 

Space 

Outdoor 

Space 1 

Outdoor 

Space 2 

Toilets Canteen 

Access 

7 Science 

Gate 

Science Gym Science 

playground 

Small 

field 

near 

mobiles 

& hard 

court. 

Science / 

Gym 

Second 

Half P4  

12.20 

8 Main 

Entrance 

English 

near DR2 + 

HU7, 8 &9 

+IT3 

DR2 Middle 

section of 

field – 

access 

between 

Astroturf 

areas.  

Quad 

Area. 

Lower 

Hums  

10.45 – 

11.00 

(First 

part of 

break) 

9 VI Form 

Gate 

LRC / 

English 

near PA 

block, PSC, 

Performing 

Arts. 

DA1 & 

DR1 

All of 

Upper 

section of 

field. 

Access 

from gate 

near Music 

N/A Performing 

Arts / New 

English  

12.45-

1.05 

(First 

Part of 

Lunch) 

10 Main 

Entrance 

MFL & 

Hums (Not 

HU7,8&9) 

Sports 

Hall 

Upper 

Astro 

Seating 

next to 

Upper 

Astro 

Upper 

Hums 

11.00-

11.15 

(Second 

Part of 

break) 

11 Science 

Gate 

Maths & 

D2, IT6 

Main 

Hall 

Lower 

Astro 

Areas 

adjacent 

to Main 

Hall 

Maths 1.10 – 

1.30 

(Second 

Part of 

Lunch) 

VI 

Form 

VI Form 

Gate 

ATSC / 

ADT + LA5 

D1 

(Mobiles 

1&2 as 

overspill) 

ATSC Area near 

VI Form 

Car Park 

Area 

between 

ADT & 

ATSC 

ATSC / 

D&T 

Free 

periods 

/ 1.10 

(Pronto 

only) 



 

 



• Students within each bubble / zone have allocated toilet facilities which they may use during 

lesson time (with staff permission) and at break / lunchtime.   

• Students within each bubble have one allocated slot when they are able to access a food 

outlet. 

• Students have allocated outdoor areas for break / lunch times. 

• Students will use classrooms and are allocated large indoor spaces in the event of poor 

weather.  

Timings of the School Day 

• The school day will operate with different timings than is usually the case.  

• This will facilitate all students having the opportunity to visit food outlets during the day, 

whilst preserving their bubble arrangements.  

• There are also slightly longer break and lunchtimes to facilitate this – and to recognise that 

students and staff will be working in a different and more intense manner during this period. 

• Teaching time should remain the same as there will be considerably less movement of 

students around the site. 

• Times are designed to be simple and easily remembered. Each will be marked by a bell. 

• The revised timings are illustrated below.  

 

  

 



• A bell will sound 2 minutes before the scheduled end time of the next lesson. 

• This is to serve as a cue to complete the lesson and be ready to begin the next lesson at the 

scheduled time.  

Practical Arrangements for Teaching and Learning Support Staff  

In order to exercise these control measures effectively, we will need to become adept at working 

very differently. Teaching will feel almost peripatetic in nature and an inversion of how we are used 

to working. In summary: Teachers and LSAs move bubbles and zones, students stay in the same 

bubble and zone. This has a number of implications. 

• Lessons will need to finish punctually, ideally on the 2-minute warning bell. 

• You will need to carry the equipment that you require between bubbles. 

• Resources should not be shared between bubbles: Boxes will be available within bubbles to 

store equipment / resources. 

• Each member of staff who is delivering a lesson should carry with them: Laptop, Charger, 

VGA cable, HDMI cable, Audio cable and Universal Projector remote control.  Ben Stout and 

Wayne Taylor will arrange these for collection for every member of staff in September.  

• When you are not teaching, you will need to remain socially distant from other students 

and adults (ideally 2 metres apart). 

• Faculty workspaces are not large enough to accommodate all staff working in them. The 

four mobile classrooms near the Gym / Engineering Centre can be used as additional staff 

workrooms, particularly at break and lunchtime. NB – Mobiles 1 and 2 will occasionally be 

required for VI form teaching – we will publish the schedule in September and post on the 

door of these rooms.  

• We will also publish a list of empty classrooms for every period, which can be used by staff 

to work in. 

• Please do not lock classrooms after use.  

• Faculties should make every effort to clear classrooms for general use. Please store any 

subject specific equipment which is not appropriate for wider use.  

 

Classrooms & Teaching and Learning 

The requirements to maintain social distancing will have a significant impact on teaching and 

learning practice. By necessity, this will involve a reduction in the amount of active, practical work 

and will instead focus on whole class teaching, discussion with more emphasis on individual work. All 

rooms will be laid out to support students sitting in rows, facing the teacher. Where possible, desk 

layout will ensure that a teacher at the front of the room is 2 metres away from the nearest student.  

• Each room will have access to hand sanitiser, tissues, anti-bacterial spray, wipes and a waste 

bin. 

• Where possible, please open all windows to allow for maximum ventilation.  

• Where possible, please leave doors open, to minimise the need to touch door handles.  

• Where possible, please limit any materials or resources which need to be shared around the 

group. Single use photocopies (which are put out on the desk) are therefore safer than 

textbooks. 

• If textbooks do need to be used, consider a numbering system in which students use the 

same book each lesson. 



• Students will be asked to bring in their own materials (stationery, pens etc.) It is permissible 

for staff to issue stationery, but this should be then taken home by the student and not be 

collected back in.  

• Teaching should not ordinarily require for students to move around the room, with the 

exception of some practical lessons in the large spaces or when taking place outside.  

• Students should sit in rows facing the front of the classroom. They should not work in groups 

or pairs as speaking directly face to face is an increased risk. 

• Most discussion tasks will need to be conducted on a whole class level – or through written 

media, such as the use of mini whiteboards 

• For those giving 1-1 support to students, please offer this by standing to the side, or slightly 

behind students. Please keep to a 2m distance.  

• Students should not get changed for any lesson or activity, except a change of footwear for 

PE. 

• Lessons which may encourage physical exertion and heavy breathing should only take place 

outside. 

• Practical subjects (such as Drama) may use the large space in each bubble, but care should 

be taken to ensure appropriate social distancing.   

• When taking in work for marking, please encourage electronic submission, rather than work 

in books. It may be that this takes the format of work submitted at home, or as a 

photograph of work completed in an exercise book. 

• We have a shared responsibility to ensure that classrooms are kept tidy at the end of each 

lesson. This must be a high priority for all of us.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Ensuring Good Behaviour  

• The expectations of behaviour will be displayed in every room using the following poster. 

 

 
 

• If issues arise with students failing to socially distance, please remind them of these 

expectations. 

• If a student behaves in a way that is dangerous (e.g. deliberately coughing at someone) 

please call for support urgently and explain the nature of the issue.   

• Please do not physically intervene with a student (s) who is failing to observe social 

distancing arrangements.  

 

• The faculty remove and whole school detention systems will be suspended for the duration 

of the “bubbled” system. 
• There will be a need for the majority of behaviour incidents to be managed within each 

bubble.  



• There will always be a member of staff available to assist with behaviour support in each 

bubble. This will ordinarily be the Year group student manager, but may also be the Head of 

Year, a member of SLT or another appropriate member of staff.  

• This person should be the first port of call for resolving any behaviour issues.  

• The On Call Support (OCS) system will operate as normal. This should only be used in case of 

a serious incident, or if an issue cannot be resolved by the member of staff in each bubble.  

• OCS can be alerted to an issue via email, telephone or radio. 

• There will be a radio in the main office in each bubble and the designated bubble support 

staff member will also have a radio.  

 

• The classroom expectations will need to be strictly adhered to. Please refer to these, 

promote their use and ensure that all learning activities encourage compliance.   

 

• Duties at break and lunchtime will be allocated to individual bubbles/ zones or the canteen.  

• When on duty, please ensure coverage of all outdoor areas, main spaces and teaching blocks 

within your allocated zone. 

• When on duty in the canteen, please ensure that only designated year groups have access at 

the correct times.  

 

• Head of Year and designated members of SLT will lead each bubble / zone and support staff 

in ensuring that each bubble runs effectively.  

 

• Year 7 – Kieron Beeby 

 

• Year 8 – Matt Jackson, Edd Stevenson and John Cunningham 

 

• Year 9 – Matt Rees, Simon Anderson and Karen Worger 

 

• Year 10 – Pete Bevan, Shazia Lydon and Claire Codner 

 

• Year 11 – James Birkett and Anita Walker 

 

• VI Form – Tony Mills, Dani Stone and Sam Braham-Nicholl  

 

 

Health, Safety and Medical Concerns 

 

 

• If a student becomes unwell – please contact OCS and the member of staff supporting in the 

bubble.  The student should leave the room and wait in the outside area for that zone with 

the bubble support staff member (who should maintain a 2-metre distance) for OCS to 

arrive.  

• OCS will then accompany them to access First Aid in the Medical Room.  



• If Coronavirus symptoms are suspected, there is an isolation room for students to await 

collection. 

• First aid will be administered using the PPE as recommended in the guidance.  

• Further advice will then be provided to students and staff in the bubble if this is required.   

 

• If you become unwell, please contact the bubble support and OCS. 

 

• Please leave the site immediately if you are able to safely do so.  

 

• If not, please wait for OCS in the outdoor area of the bubble. 

 

• First aid will then be administered in the same way as for students. 

 

• In case the fire alarm should sound, the assembly points in most cases are as per the 

designated and zoned outdoor spaces: 

 

• Year 7  – Science Playground 

• Year 8  – Middle Area of School Field 

• Year 9 – Top Area of School Field – near the Performing Arts block. 

• Y10  - Upper Astroturf 

• Year 11 – Lower Astroturf 

• VI Form – Upper Astroturf 

• Staff not with a “bubble” tutor group – Lower Astroturf 

 

• Students should assemble in tutor groups and be registered in the usual way. 

It is essential that all members of staff use the Inventory signing in and out system to ensure we 

know exactly who is on site.   

From 1st September 2020, the VI form signing in and out point may also be used.  

 

Please remember that under this guidance, the instructions to staff and students regarding social 

distancing are different.  

Please ensure that you remain 2 metres apart from students and colleagues where it is possible to 

do so.  

Thank you for carefully following this guidance. This will be reviewed regularly and if you have any 

comments or feedback regarding how the system could be improved– please contact James Birkett. 


