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Welcome
In this updated version of the Families Guidance you will still be able to find all of the guidance relating
to our control measures for COVID-19 that were previously available to you, but many of these have
been updated so I recommend that you re-read the whole document. There is also some additional
information in response to more recent Government updates as set out below.
The main changes from the government include the introduction of a 4 Tier plan:
•

•

•

•

Tier 1 – Schools in areas of national government intervention. All students (Year 7 and above)
and staff to attend school as usual and face masks to be worn indoors in communal areas where
social distance cannot be maintained. We are already operating at this level of intervention by
retaining the wearing of face masks.
Tier 2 – Rota model, combining on-site provision with remote education. Full-time attendance
for vulnerable children and children of critical workers. Face coverings should be worn as in Tier
1. We would need to move to a Two 2 model if directed to do so after having any positive cases
of COVID-19 within our community. At this stage we would run a fortnightly rota so that a full
two-week timetable can run with half of the students (year groups) working remotely from
home and the other half at school. Groups would then swap after two weeks. Whether students
are at home or at school we would continue to run the full timetable and students at home
would access lessons via Teams. The day would start with form time when the first register of
the day would be taken and a register taken at the start of every lesson, just as we do now.
Tier 3 – Full-time attendance on-site for vulnerable children and children of critical workers and
selected year groups (to be identified by DfE). Remote education to be provided for all other
students as described above. Face coverings should be worn as in previous tiers.
Tier 4 – Full-time attendance for vulnerable children and children of critical workers only.
Remote education to be provided for all other students.

We have been working hard on both staff and student training to prepare for a move into Tier 2, 3 or 4.
This will be a very new way for all of us to operate but now that we have a better infrastructure in place,
we are confident that we can maintain a much better track of student engagement and continue to
deliver high quality teaching and learning. We will send out further details around the new
expectations around remote learning for Tiers 2-3 shortly, including important safeguarding updates.
These are and will continue to be unprecedented times for us all. However, we remain as committed as
ever to supporting our students to achieve their very best, both through our current provision on-site
for all year groups, through remote learning provision should we require it and through our continued
focus on pastoral provision and support.
A link to this document can always be found on our new COVID-19 section of the academy website by
scrolling down the main home page to one of the large tiles.
Yours sincerely,

Ms Jo Meloni

Keeping The Misbourne Safe
Please do not send your child into the academy if they present with any of the symptoms
below, as they will be sent home with a request to have a Covid test. Students will need to
have a negative result before we can allow them back to the academy:
•
•
•

•

Temperature on or above 37.8 degrees
Loss of taste or smell
A persistent cough wet or dry (see information below)
New for you, or different from your normal cough, if for instance you have
o a smokers cough, asthma related cough or seasonal cough
o persistent – not just because you are clearing your throat or because you have
something caught in your throat, but more than 3 bouts of coughing fits which
may be a couple of minutes apart, but consistent
o the cough would last for at least half a day
o a dry (rather than “fruity” cough) is more likely to be due to coronavirus, but you
need to self-isolate regardless of whether you cough is dry or productive.
o The NHS describes a “dry cough” as a cough with no phlegm or mucus is
produced, which is also irritating and usually associated with a tickly throat.
As a rule, the academy will always send a student home with a high temperature
regardless of the pandemic situation, but if it is 37.8 degrees or above it will be classed
as a Covid symptom and a test will be requested.

Please see the quick guide to parents below for what if scenarios and further information.

Arriving at school
For those arriving other than by school bus, we are asking students to arrive at school at slightly
staggered times and to use the specified gates as per the timetable below. This will support keeping our
year group bubbles separated. Students will move straight to their specified year group zones as follows:

Year
Group
7

Gate

Arrival times

Year Group Zone

Departure from lessons

3

8.30 am

3.10 pm

8

3

8.15 am

9

2

8.30 am

10
11
Sixth
Form

2
1

8.15 am
8.30 am

Behind Applied and Business
Behind Intervention Room
(former student services)
Art & Technology side of
playground
Science side of playground
Tennis courts

1

8.15 am

Paved area in front of café

3.05 pm

3.05 pm
3.10 pm
3.05 pm
3.10 pm

Students will need to stay in their designated year group zones until the bell sounds at 8:35am when
they line up in their form groups in the designated room line-up area and are taken to their form rooms
by their form tutor. Except for Y11 tutors who are to collect their form groups from the tennis courts
and enter using the entrance via sports hall & Y8 who will be collected from behind humanities and go
straight into math’s block. Students are not allowed to walk through the corridors other than to use
their designated toilet, visit school bases or use their lockers. One-way systems must be adhered to
between the hours of 08:00 and 15:30.
Bells
A bell will ring at 08:35 each morning to alert students they need to move to their form time line-ups.
Students will line up in alphabetical register order before being led to their form rooms by their form
tutor at 08:40.
Routine bells will not sound at any other times during the day due to the staggered nature of breaks and
to allow for a gradual release of classes from lessons.
In the event of wet weather, a double bell will ring to alert staff and students to the wet break
procedure being actioned.
In the case of a wet weather break:
•

Students due to have their break in the café will go there as usual but not use the outdoor
seating area.

•

Students due to have their break on the coach road will go to the marquees on the playing field.
Access is via the central playground, following the signs up behind humanities block and onto
the top of the field. Students must not use the field to access the marquee.

New timings of the school day
Lessons will be taught in accordance with the new timetable as shown below. All staff need to be
particularly aware of the break arrangements during periods 2 and 3 as these are vary for each year
group.

Timings of the Day
Gate
Number

Periods

Time of arrival
Tutor time,
assembly
Movement
P1
P2
P2
P2
P3
P3
P3
P4
P5

08.40 09.05
09.05 09.10
09.10 10.05
10.10 10.35
10.40 11.05
11.10 11.35
11.40 12.05
12.10 12.40
12.40 13.05
13.10 14.05
14.10 15.05/10

Y7

Y8

Y9

Y10

Y11

Y12

Y13

3

3

2

2

1

1

1

8.30

8.15

8.30

8.15

8.30

8.15

8.15

08.40 09.05
09.05 09.10
09.10 10.05
P2
Lesson
Café
Break
P2
Lesson
P3
Lesson

08.40 09.05
09.05 09.10
09.10 10.05
P2
Lesson

08.40 09.05
09.05 09.10
09.10 10.05

08.40 09.05
09.05 09.10
09.10 10.05
P2
Lesson
P2
Lesson

08.40 09.05
09.05 09.10
09.10 10.05
P2
Lesson
P2
Lesson
Café
Break
P3
Lesson
P3
Lesson

08.40 09.05
09.05 09.10
09.10 10.05
Café
Break
P2
Lesson
P2
Lesson

08.40 09.05
09.05 09.10
09.10 10.05
Café
Break
P2
Lesson
P2
Lesson

Break

Break

P3
Lesson
P3
Lesson
13.10 14.05
14.10 15.05

P3
Lesson
P3
Lesson
13.10 14.05
14.10 15.05

Break
P3
Lesson
13.10 14.05
14.10 15.10

Break
P2
Lesson
P3
Lesson
Café
Break
P3
Lesson
13.10 14.05
14.10 15.05

Break
P2
Lesson
P2
Lesson
Café
Break
P3
Lesson
P3
Lesson
13.10 14.05
14.10 15.10

Break
P3
Lesson
P3
Lesson
Café
Break
13.10 14.05
14.10 15.05

Break
13.10 14.05
14.10 15.10

Before each lesson
At the beginning of each lesson students will need to move to the line-up area (below) for their next
class. Teachers will collect their classes from this line up and move into the building following the oneway system in a set order to reduce chance of class crossover. Students should be quiet, line up, put on
face masks and be ready to walk to their next lesson under your instruction.

Room line ups

One Way System

End of Lesson
Teachers will dismiss their class in an orderly and controlled manner at the end of the lesson and ensure
students follow the designated one-way system. If the year group has a break and the teacher is also on
duty, they will accompany their class either to the café or the coach park and then take up their duty
post. Teachers should spray their desks before leaving the room in preparation for the next class.
Breaks
All students will have two 30-minute breaks during the day. Each year group will have 1 break where
they can use the cafe to buy food (Café Break) and 1 break that they will spend outside on the coach
park or marquee on the field. The breaks are staggered across each day in order to maintain year group
bubbles. Each break will be supervised by two members of staff in each area.
Student Departure
Students will have a slightly staggered departure in order to support transition out of the school, with
years 8, 10 & 12 departing at 15.05 and years 7, 9, 11 & 13 departing at the usual time of 15.10.
Students will be expected to head straight for their year group gate or the tennis courts to catch a
school bus. Students to be phased onto buses by year group at the direction of duty staff. It is very
important to students keep in their year group bubbles and only proceed onto their bus once their year
group has been called.

Attendance
•

•

If a student is ill, please let the Attendance Officer know via the attendance email
(attendance@themisbourne.co.uk) or via the school telephone number 01494 862869 by
8.30am.
Attendance registers will be taken within the first five minutes of every tutorial to ensure all
students are safeguarded. All attendance figures are reported to the DfE daily.

Behaviour for Learning
•
•
•
•

•
•
•

•

•

Students are expected to adhere to the Misbourne Way and the school Behaviour for Learning
Policy at all times.
Staff and students are expected to wear face masks in indoor communal spaces such as
corridors, during transition times between lessons (excluding the café).
Specific amendments are highlighted in the Behaviour for Learning Policy – Covid 19 Addendum,
which is available on the school website (the link is in this guidance under policies).
As with our usual policy, students’ mobile phones should not be seen on site. They should be
put away before entering site and not taken out until they have left site unless directed to use
them by a member of staff.
Sixth Form students are permitted to use mobile devices for work in agreement with their
teacher. At all other times, devices should not be seen on site.
We have high expectations of students’ behaviour.
Now more than ever, it is important that all students understand and follow our expectations. If
students do misbehave, it may not only impact on the valuable learning time that students have
in school but it may also compromise our health and safety controls.
If any student is unable to follow instructions as per our Behaviour for Learning Policy and
Covid-19 Addendum, they will be removed from the lesson/outdoor zone and may be requested
to be collected by their family. This may necessitate a learning plan being put in place before
they are invited back into school.
All students are expected to adhere to the social distancing measures displayed around the
school and by following instructions from staff. This should be modelled and practised at all
times.

Break times / movement around school / shared spaces
•
•
•

•

We believe it is important to allow students to socialise but we want to ensure they do this
safely.
We have introduced slightly shorter break times to help support social distancing measures.
Students have been allocated a ½ hour café break and a ½ hour outdoor break located on the
coach road. Face masks are not required at break times, however they are required during
transition if moving through corridors.
Large banners, reminding students of our Covid Code, have been placed in prominent positions
in each of these areas.

•
•

Staff will be on duty to reinforce safety precautions and will be wearing hi-visibility vests so that
they can be easily seen by students should they need the support of a member of staff.
Movement around school: We have introduced a one-way system in our buildings where this
allows. Where this is not possible, corridors have been split into two and clear flow markings
added to segregate two-way traffic

Control Measures
One of the most important control measures is good hygiene. It is important that as a community we all
follow this guidance. Practice good hygiene, wash your hands more often for 20 seconds before school
and regularly throughout the day, particularly:
Before leaving home

Before eating food

On arrival at school

Before leaving school

After using the toilet

After coughing or sneezing

After breaks and activities

•
•
•
•
•
•
•

•
•

After using equipment

Practice ‘Catch it, Kill it, Bin it’. If a tissue is not available, use your elbow
Students to use the hand sanitisers available in classrooms and key locations
Students will be asked to wipe their workspace/desk and equipment prior to use
Rooms will be well ventilated with windows kept open
The academy has purchased additional equipment to maintain higher standards of cleaning with
a rota put in place to ensure rooms are disinfected regularly
Enhanced cleaning to include two, day cleaners that operate during core hours 9.15 - 2.15 to
Water fountains will be out of use, however new outside taps have been installed and students
will be able to refill water bottles from outside science/maths, art/tech, café and sports hall.
Students should follow hygiene guidance when using these taps
Seating plans in lessons will be used to support the governments test and trace programme
Please see appendix 1 for core routines of the day

In addition to this we have:
•
•
•
•
•
•
•
•

•
•

Introduced signage to promote good hygiene
Created year group ‘bubbles’ to limit contact between year groups
Staggered arrival, departure and break times
Introduced external line ups to control access to rooms
Allocated toilet blocks to year group bubbles
Adjusted the timetable of the day to include staggered movement at key times
Tutor group rooms have changed to accommodate a single year group per block, to reduce
contact between bubbles
Staff and Students are expected to wear face masks in indoor communal spaces such as
corridors, during transition times between lessons. (Excluding the café). This will be reviewed
after two full weeks.
A marquee has been purchased to accommodate wet weather breaks
Screens have been placed in rooms where 2m distance cannot be achieved for staff

One Way System and Movement
•
•
•
•

The one-way system will be in operation between 08:00 – 15:30
Students and staff must all model and abide by the one-way system for H&S reasons during the
times stated above
During lesson transition times and busy periods face masks must be worn unless exempt
No students should be in corridors at any time unless they are going to their:
o Lockers
o Designated toilets
o School base
o Students must not use internal corridors or café to reach their outdoor zone or line-up

Student Toilets The following control measures will need to be adhered to:
Each year group has been allocated a set of toilets to use throughout the day. The toilets will be
allocated in the teaching block where form groups are based.

Year Group

Location of toilets

7

Outside reprographics

8

Maths

9

Humanities

10

Next to room 202

11

Café

Sixth Form

•

Performing arts

An exception to this will be when students are on their allocated break time, in which case
they will use the toilets by the café to avoid students moving around the school whilst
other year groups are in lessons. A day cleaner will be based in this area during these
periods for enhanced cleaning
After use, students must place the lid down on the toilet prior to flushing to minimise any
potential spread of germs
Students must always wash their hands after using the toilet as described above
Students must not take food into the toilet area
Students can then sanitise their hands upon returning to the café

•
•
•
•

Safeguarding Procedures during Covid 19
•
•
•

General safeguarding procedures and processes are to continue as normal
A member of the Safeguarding Team will be available on site at all times
A well-being tutorial has been planned for the first half term, which will support integrating
students to the academy and the measures in place to protect everyone’s safety.

Support from Families
Please support the academy by being aware of the new control measures in place and the importance of
reinforcing this with your family. In addition, we would to request you do not come to the academy
unless it is pre-arranged and agreed necessary to do so. Working together to enforce and support the
new controls is really important. Your support will enable us to continue delivering education to all
students and remain healthy as we can in these unprecedented times. Students will need to bring their
own essential equipment to school, including:
o
o
o
o
•
•

pens, pencils and mathematical equipment such as ruler, calculator etc.
A water bottle
Hand sanitiser (although this is also available in every room around the site)
Face mask

Students will not be allowed to share equipment and should not ask their friends if they can
borrow anything.
Students can bring their own bag for personal use only to carry their equipment.

Uniform/dress code
School uniform should be worn at all times except when students have PE. On the day a student has PE
they are required to wear their PE kit for that day. Students must also where jogging bottoms at all
times when not in PE lessons. Please remember to bring your face mask as this is required throughout
the day.

First Aid and PPE
Normal first aid processes will recommence, in addition:
•

•
•
•
•
•
•

A member of staff will use the on-call system to request first aid support. A first aider will
attend the classroom and assess the situation, outside the classroom. If COVID-19 symptoms
are displayed, the first aider will take them to the first aid holding room and call families to
collect their child. If they require any other first aid support this will be assessed, and
appropriate action taken
There will be first aiders on site every day
First aiders to wear appropriate PPE whilst supporting the individual until they can go home
Students will be taken to gate 2 for collection by their families at gate 2
All suspected cases will be recorded
A waste bag will be provided for their own use and disposed of in line with medical waste
Anyone with Covid symptoms will be sent home and told to take a test

PHE South East Health Protection Team: Guidance for Childcare and Educational Settings in the
Management of COVID-19 have published guidance which is really useful:

Travel and Transport Advice
As per Government guidance, do not use public transport if possible, if this is your only means of
transport please follow government guidance https://www.gov.uk/guidance/coronavirus-covid-19-safertravel-guidance-for-passengers If you currently travel by bus, coach or taxi you will be required to wear a
face mask at all times. The academy are working closely with organized transport providers to ensure
correct procedures are being followed.

Wellbeing Support
•
•

•
•

There will be members of staff available to support students with their wellbeing, as required.
If students feel unable to continue in a tutorial, for example due to anxiety, then there is a
robust system in place where the member of staff in the classroom will be able to call for
support.
Students will be able to speak to a member of staff surrounding any concerns and coping
strategies will be put in place, in partnership with their family.
If families wish to seek further outside agency support, please see the Child Protection and
Safeguarding COVID –19 addendum, contacts and advice section. Please see school website for
this document.

Further links that may be of help:
•

Bucks support link for families:
https://www.bucksfamilyinfo.org/kb5/buckinghamshire/fsd/advice.page?id=NrEa25_Vx
tA

Updated Policies
Policies are being been updated in accordance with Government advice. These are:
1. Managing and supporting students with medical conditions and first aid policy
2. Behaviour Policy
3. Child Protection and Safeguarding
Please see updated policies on the school website, links below:

•

Behaviour Addendum:
https://misbourne.s3.amazonaws.com/uploads/key_information/Behaviour-PolicyCOVID-19-Addendum.pdf?t=1592557748

•

CP Addendum: https://misbourne.s3.amazonaws.com/uploads/key_information/ChildProtection-COVID-19-Addendum.pdf?t=1592557721

•

Managing and Supporting students with medical conditions and first aid:
https://misbourne.s3.amazonaws.com/uploads/key_information/Managing-andSupporting-Students-with-Medical-Conditions-and-First-Aid-Policy.pdf?t=1592557748

Appendix 1
Core Routines
Our core routines are informed by The Misbourne Way and are intended to create a safe, calm and
purposeful learning environment where all students have an opportunity to flourish and succeed:

Students will move calmly and quietly to their lesson line-ups, observing one-way systems. Students should
only interact with peers in their own year group bubble.
1. When students arrive to their lessons, they are to line up in single file in the designated area and
teachers will greet students at the line-up, ask students to face forward and for silence to deliver any
class specific instructions.
2. Teachers will then escort their students into their classroom in a single line. Where the classroom
line-up is split into two, one side will lead off first and the other will follow after to keep a single file
line.
3. When entering the room students will sanitise their hands. Students will be directed to their
allocated seat. Students will remove coats and their face coverings and place the coverings into their
plastic bag and then inside their school bag.
Students will then wipe down their desk with the paper towels provided (the desks will have been sprayed by
the previous teacher), place used towels in the bin and may then use hand sanitiser again if they wish. If the
classroom has not been used during the previous lesson, the teacher should spray the desks before collecting
the students.
4. The class register will be called within the first 5 minutes of the lesson and students are silent during
this time. Students may be asked to commence their settling/first activity during this time.
5. Students will listen to all teacher instructions in silence.
6. Electronic devices and headphones are always out of sight unless directed by a member of staff for a
learning activity.
7. Rewards and sanctions are to be used visibly and appropriately in every lesson and promptly
recorded in SIMS. Students are always aware when they have been awarded an achievement point
or set a behaviour point and/or detention and the reason why they are receiving the achievement
point, behaviour point or detention.
At the end of the lesson and when instructed to do so by the teacher, students will pack their bags then take
out and put on their face coverings and stand silently, waiting to be dismissed.
The class teacher will check the corridor for any congestion and when clear, dismiss the class in an orderly
manner (usually a row at a time). Students are to leave the building following the one-way system. The
teacher will then spray down each desk ready for the next teacher/class.
When moving into break times students must proceed quickly and quietly to their break area (either the cafe
or coach road/marquee), taking care not to disturb lessons that are taking place.

Appendix 2

By sending your child into school, you are agreeing to the following

Home School Agreement for Safe Working During Covid-19

The student will:
1. Attend on time, entering the school by the allocated entrance, and following the one-way system that has
been put in pace.
2. Move directly to their allocated room and wait to be seated by their teacher.
3. Follow all safety procedures as directed.
4. Wear appropriate clean clothing each day they are in school and change out of it immediately on arriving
home.
5. Comply with national directives on the way to and from school, regarding safe distancing, not congregating
in groups in excess of allowable numbers, and wearing face covering if required e.g. on public transport.
6. Know revised fire procedures and follow directions during any alert.
7. Have everything they need for their time in school, including packed lunch, books and materials, as well as
tissues, hand sanitiser, water and snacks.
8. Refrain from any action likely to cause alarm to another student or member of staff.
Families will:
1. Ensure their child is equipped to learn.
2. Keep home any child showing symptoms of Covid-19, or where the child needs to be kept in quarantine
because of a suspected case within the household. Inform the school where this is the case or when illness or
other cause prevents the child attending.
3. Direct their child to comply with the obligations above.
The school will:
1. Provide clear information to each family as to when and where their child(ren) should report, and
procedures they should follow.
2. Provide a socially distanced learning environment and learning activities which are as safe as can be
reasonably achieved.
3. Review regularly how face-to-face learning runs during this re-opening phase and adjust accordingly,
finding revised ways of working as appropriate.

