
 
Letter 2 – Tuesday 1 September 

Procedures for returning to school September 2020 
Dear Parents/Carers 

Please find below the important new procedures for children returning to school. These are as a result of our 

intensive review of our COVID-19 Risk Assessments for managing children and parents on site.  These procedures 

differ by year groups so please ensure you are familiar with what you need to do for each of your children 

We have attached flow charts to visually explain to parents depending on the year groups of your children 

Morning Drop-off Procedures & Times: 

ONLY drop off during the 20 minute window between 8.40am and 9.00am: 
 Do not come on to the school site before 8.40am  
 Your child cannot be left on the site before 8.40am unless they are signed into breakfast club 
 If you are late (after 9.00am) you must sign your child in at the office - only one family in reception at a time 
 Those who live in Framlingham please walk to school to reduce parking time pressures on those who have to 

drive from outlying villages. 

Important Guidance for ALL adults: 
 One adult dropping off /picking up 
 Keep 2m social distance between families 
 Always follow the signage (esp where it indicates ONE-WAY) and follow staff directions 
 Entrance from New Road (blue gates) - to allow social distancing use the path (IN) and drive (OUT) 
 Entrance from College Road - give way to families coming up the steps from playground – do not go down 

the steps while others are coming up, please wait.  
 Stay to the left when entering or leaving the site 
 Do not crowd near entry doors – always follow staff directions/signage 
 Parents should exit the site quickly by the same route they came in 
 Please do not wait on school site or near exits to chat to friends – please move away from the site to do this 

Children in Y3,Y4,Y5,Y6 must go in through our SCHOOL GATES without their parent* 
 No parents of these children should enter site *unless they have younger siblings in YN, YR, Y1,Y2 

 Use either the blue gates at top of school drive from New Road or use the internal wooden picket gate from 
College Road entrance 

 Our staff will be there to direct these children to class 

 Any messages for teachers/office can be given to the staff on the gate. It would help if any messages can be 
pre-written on notes to speed the drop off procedure. 

Only parents with children in N,YR,Y1,Y2 should come onto school site (Front playground)  
 Leave any Y3-Y6 children with staff at the gates (see above), then proceed to drop off younger siblings 

with teachers on front playground: 
 Y1, Rec & Nursery Teachers will be outside their classes to greet children who should go straight in.  
 Y2 Teachers will be on playground (LH at pavilion end & LC at steps end) to greet children who should go 

straight to the teacher.  
 Children must separate from parents/carers with ease - teachers will not be able to make physical contact 

and support separation with children 
 No parents allowed into the classroom. 



Bus Children come in via the office reception entrance: 
 KS2 to go straight to class  

 KS1 to go to hall to be met by TA to be escorted to class 

Afternoon Collection Procedures & Times: 

Only collect during your allotted time - see below: 

Children in Y3, Y4, Y5, Y6  with NO YOUNGER SIBLINGS - 3.00pm from BACK Playground 
– Parents access back playground through blue gates from New Road ONLY 
– Do not come through front playground to pick up from back playground – we are trying to keep you 

separate from KS1 parents on site 
– Follow one way system to collect children from Back playground 
– Exit the back playground quickly back down onto New Road – do not cut through front playground. 

– If you give permission for your child to walk home please email the school office 

Children in YR, Y1, Y2 with NO OLDER SIBLINGS - 2.55pm from FRONT Playground   
 Parents access Front Playground through either entrance 
 Follow one way system and staff directions to collect children from Front Playground 
 YR, Y1 Teachers will be outside their classes to pass children to parents 
 Y2 Teachers will be lined up with their class to pass children to parents 
 Exit the playground quickly to allow for next group of families to collect 

Children with SIBLINGS in BOTH KS1/F and KS2 – 3.10m from FRONT Playground   
 Follow one way system and staff directions to collect children from FRONT playground 
 YR, Y1 Teachers will be outside their classes to pass children to parents 
 Y2, Y3, Y4, Y5, Y6 Teachers will be lined up with their class to pass children to parents 
 Exit the playground quickly 

What to bring into school: 
 Pencil Case - which will remain in school in their trays.  It must be made of plastic and have no attachments, be 

able to be wiped clean, be no larger than 32cm length x 15cm width and must be a flat shape to fit in trays. 
Contents:  Pencils, rubber, sharpener, coloured pencils, glue stick (Pritt stick or equivalent), ruler, pack of 
crayons (Reception), blue gel pen (Years 3-6).  

 Water Bottle – clear, named with sports caps only – no caps that need to be removed fully to drink from as 
these cause spillages. No metal bottles please as these are too tall for shelves. 

 Snack – fruit or veg only  
 Packed lunch if not having school dinner – please see separate mail regarding menus & payments 
 Art Apron – to be kept in school 
 Coat / waterproof jacket– this will be kept on your child’s chair during the day 
 Sun Hat – to be kept in school (drawer) 
 A small pack of tissues, and where possible a small hand sanitiser to be kept in school  
 Children should wear their usual school shoes 
 Medication: On the first day of term any allergy medication must be handed into the office, clearly labelled and 

an Allergy medical form will need to be completed, if this has not been done previously, or if there are any 

changes. Please take note of any expiration dates.    

 Inhalers:  Reception to Year 2 please give inhalers to class teacher via the office, Year 3 to 6 children will be 

responsible for their own inhalers. An Asthma medical form will need to be completed, if this has not been done 

previously, or if there are any changes. Please take note of any expiration dates.    

What not to bring into school: 
 DO NOT USE A RUCKSACK – we cannot have bags on pegs as this restricts our ability to socially distance in 

corridors. On the first day ONLY your child can bring the above items in a carrier bag which will be put in their 
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draw for the day and returned to you at the end. After that, as some items will be left in school, they should 
carry their water, snack, lunch bag and wear their coat in daily. 

 NO PE KITS IN SCHOOL - on the day your child has PE, they must wear their PE kit all day. They will not need to 
bring uniform with them and will not be changing.  Please adjust the PE kit according to the weather, ie shorts or 
tracksuit. Your child’s teacher will inform you which day your child will have PE. 

DO NOT bring in a child who has any signs of COVID-19 infections or is ill in any way – follow NHS guidance for 

isolating at home, and testing the child / family. 

If your child is going to be absent please report this via the ParentMail App as before, however IF YOUR CHILD IS 

BEING TESTED FOR SUSPECTED COVID-19 please phone the office to advise us, thank you. 

Enquiries at the office only after 9.15am please. 

Kind regards 

Mrs H Picton, Headteacher 


