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Academic Year routines for arriving and leaving school – Version 6 8/3/21 

Arrival at school 
We continue to have arrangements in place to minimise contact between groups of children. This requires everyone to 

continue to follow the COVID secure routines set in place to make it work and be as safe as possible.  

 Entrance gates at both schools will open at 8.30 for a ‘soft start’ which will end at 8.55. By giving a longer 

time frame for entering we can avoid too many complicated staggered starts and give time for families with 

children at both schools.  Children only will be permitted to come into the grounds and will walk round to the 

external doors of their classrooms. TH4 will come through the pupil entrance from the playground. The soft 

start will run from 8.30-8.55. Children in Years 1-6 must be in by 8.55 

 Adults will NOT be able to walk between the two schools using the adjoining path or enter the premises with 

children. 

 Staff will be on hand to direct children to where they need to be.  

 If you have siblings (brothers and sisters) at both schools, you can leave them at the Infant playground gate 

and they can walk over to the Junior School. Only staff and pupils will be allowed on the school sites. If you 

do not wish to do this, you will need to ensure you leave enough time to walk round via the external paths to 

drop at both schools. Children without siblings will not be allowed to walk through across the adjoining path 

either.  

 Once you have dropped your child/children, please leave promptly and do not gather around the gates or 

school sites. If you have to drive, please also leave promptly to ensure that we do not cause unnecessary 

congestion around the schools.  

 You must maintain social distancing when coming to school and leaving school and ensure your child does the 

same. Please wear a mask on your way to and from school as there will be large numbers of people walking and 

unable to socially distance.  

 If you have a message for the office then please email this in before school or phone the office. We will not 

be able to take and pass messages on from the gate. You cannot visit the office in person either.  

 Reception children will be allowed onto the site from 9.00 until 9.10. They continue to come into the 

playground unaccompanied. Staff will still be there to greet and guide them.  Please do not arrive before this 

time to avoid congestion and minimise infection risks. If you drop off another sibling, please cross the road 

and wait on the path opposite the gate so we don’t cross with children or families in other year groups.  

 Please DO NOT use the spaces in front of any vehicle gates for turning as children will be using these when 

dropped off.  

 Bikes and scooters must NOT be brought to school or brought to school when you collect your child. The bike 

sheds will be closed to avoid contact between different groups of children.  

 If you are bringing younger children with you, please ensure they have been to the toilet before leaving home 

as we cannot offer the use of our toilet facilities at this time. Please do not let them use the school grounds 

or hedges for this either.  
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Time Group Location Notes  

8.30 – 

8.55 

Years 1 and 

2 

Infant school playground 

gate 

Children should enter through the playground gate 

between 8.30 and 8.55. They will then go straight to their 

external classroom door.  

8.30-

8.55 

Year 3 Junior School 

2nd vehicle gate next to the 

playground gate.  

Children will enter through this gate. No traffic will be 

using this gate. They will then be directed to their 

classroom door via the Year 3 terrace area.  

8.30 -

8.55 

Year 4  Junior School 

1st playground gate next to 

the vehicle gate. (On the 

left as you look at it from 

the road)  

Children will enter through this gate. They will then be 

directed to their classroom door via the left hand side of 

the playground as they enter. 

8.30 -

8.55 

Year 5 Junior School 

2nd playground gate next to 

the vehicle gate. (On the 

right as you look at it from 

the road) 

Children will enter through this gate. They will then be 

directed to their classroom door via the right hand side 

of the playground. 

8.30 -

8.55 

Year 6  Junior school pedestrian 

gate to the office  

Children will enter through this gate. They will then be 

directed to their classroom door via the paths round the 

back of the new hall and to the rear of the Year 6 block 

to their rear classroom door. They must keep to the path. 

8.30 -

8.55 

Brothers 

and sisters 

at both 

schools  

Infant school playground 

gate 

Children may enter through this gate. If you do not wish 

your Junior child to walk across the path on the secure 

site, then you will need to walk round via the road/paths. 

If you choose this option, please ensure you leave 

sufficient time within the 8.30-8.55 window.  

9.00 -

9.10  

Reception Infant school playground 

gate 

Children will enter through this gate. They will go into 

their classes via the gates in the outdoor Reception fence 

area and into their classroom door. Please do not arrive 

early when other Year groups are arriving unless you have 

an older brother or sister to drop off.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   
 

Leaving school 

 
We continue with our COVID secure end of the day routines.  

 Only one adult per family is allowed to come to collect children. Please ensure you stick to this. Do 

not bring other children with you unless absolutely necessary.  

 Please wear a face mask when coming onto the playground to collect your child/children unless 

exempt. If you are genuinely exempt then please consider a visor or arriving at the end of the 

collection time.  

 If you have to bring younger siblings with you, then you MUST keep them with you. They are not 

permitted to run off and play. 

 You will queue in one/two straight lines per class on the clearly marked areas of the playground 

 Siblings (brothers and sisters) both at Infants or at Infant and Junior will all be collected from 

the Infant School at 3.15. We will walk Junior children over to the Infant school and they will 

wait at the end of the exit walkway and join you as you leave with younger siblings. The exception 

to this is if you have a child in Reception and other children at Juniors only. If this is the case, 

you need to collect your Reception child and then walk round to collect your Junior child given the 

staggered times.  

 Please ensure you join your queue line immediately.  

 You will have a designated queuing area/line to wait for your child. There is one for each class. You 

must wait in this line for your child, and children will be handed over in order of the adults in the 

queue.  

 You must leave promptly as soon as your child/children have been handed over. Follow the exit 

walkway and leave via the given gate. (see diagram) Please do not wait in the playground for 

friends etc. You should maintain social distancing on the way home also. 

 You will not be permitted to cross from one school to the other; you must use the external 

pathways once you have collected your children.  

 Do not arrive early. The gates will be locked and you may cause congestion on the paths around 

the school. 

 There are carefully planned and staggered leaving times.  

 There is a queuing line for EACH class which you will need to join. Remain in your line and do not 

wait with friends etc.  

 Anyone who refuses to follow these will not be permitted to enter the grounds as the safety of 

everyone is our priority.  

 If you are bringing younger children with you, please ensure they have been to the toilet before 

leaving home as we cannot offer the use of our toilet facilities at this time. Please do not let them 

use the school grounds for this either.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   
 
Collection overview  

 For collection, we have designated collection areas for each year group and class within it. 

 Each class has a zone and queuing lines. You need to queue in one/two lines per class, starting where the footprints are and 

the class name.  

 There is a walkway on which you must leave when your child has been passed over.  

 Each year group from Years 1 to 5 has a zoned area on the playground from which they will need to be collected and 

where those collecting will need to wait. These are marked clearly as zones 1, 2, 3.  

 Each class has a designated lining up space in that zone where parents queue in straight lines to collect them. This are 

clearly marked for you with the teacher’s class name eg MM3, and then a set of footprints on the playground to show 

where the first person should wait. All other parents should queue behind them. Children will be dismissed in order of the 

line of adults. Please ensure your mask is worn unless you are exempt for the ongoing safety of everyone.  

 Reception children will be dismissed from their external classroom gate. Adults need to queue in one line in the marked 

areas for this.  

 If you have two children in one school, collect the one that comes out first, then the other. If they both come out at the 

same time, go to the queue for the youngest child. Staff will look out for you once we know the children and parents.  

 Brothers and sisters across the two schools, eg one at infants and one at juniors, will be collected and walked across to 

the infants and both will be collected from there at 3.15 with the exception of if you have a Reception child and a Junior 

child/children only. For these collect your Reception child and then walk round to the Juniors. .  

 You must leave as soon as you have collected your children, leaving via the walkway in front of your queuing line and 

following the arrows to leave the playground. Do not cut across the playground or use another route. .  

 

To make this work and be safe, everyone needs to be in the right place at the right time and follow the systems in 

place. You cannot wait or gather with friends on the playground, you must go to your designated collection point and 

wait there. We want to dismiss children as quickly as possible, so please be prompt and ensure your full focus is on 

the teacher and the class waiting to be dismissed.  

 

 
Time Group Location Notes  

2.55 pm 

(Gates open at 

2.50 for 

Reception 

parents/carers 

only)  

Reception Infant school 

playground  

Gates will open at 2.50 pm 

Join the queue line near your child’s gate for your child’s class as soon as you enter, 

first person stands on the footprints on the line.   

Try to socially distance in the queue.  

Keep younger children with you.  

Children will be dismissed in order of the adults in the queue line.  

Leave immediately by the playground gate. 

If you have a child in another year group, you must then join their queue line.   

Please ensure you have collected by 3.05 pm as other year groups arrive at this time.  

 

 

3.15 pm  Brothers 

and 

sisters 

across 

the two 

schools  

Infant school 

playground.  

Please do not enter before 3.05 pm 

Join the queue line marked for your child’s class as soon as you enter, first person 

stands on the footprints on the lines.   

Try to socially distance in the queue.  

Keep younger children with you.  

Children will be dismissed in order of the adults in the queue line.  

Leave immediately following the walkway heading towards the playhouses, then turn 

right and leave taking the route around the edge of the playground to the playground 

gate.  

Parents of children in Years 1 and 2 and collecting siblings should not enter the 

Infant playground until Reception children have gone.  

Reception parents who have a sibling in the infant School then join the next queue 

line. Reception parents who have another child/children only at Juniors walk round to 

Juniors to collect.  

Years 3 – 6 children who have siblings will then wait at the end of the playground in 

zone 3 on the ‘running track’ on the playground. (There are white lines painted) 

You then collect your Year 1 or 2 child, go down the exit walkway and the Junior 

sibling will come to join you on the walkway. We will try this to avoid a second queue 

for you, but if this causes congestion we may have to have you queue again. 

 

 

 

 

 

 

 

 



   
 

3.15  Years 1 

and 2  

Infant school 

playground 

All year 1 and 2 will be dismissed from the Infant playground. 

Please do not enter before 3.05 pm 

Join the queue line marked for your child’s class as soon as you enter, first person 

stands on the footprints on the line.   

Try to socially distance in the queue.  

Keep younger children with you.  

Children will be dismissed in order of the adults in the queue line.  

Leave immediately following the walkway heading towards the playhouses, then turn 

right and leave taking the route around the edge of the playground to the playground 

gate.  

3.15  Children 

in Years 

5 and 6 

who walk 

home 

alone  

Pedestrian 

gate at 

Juniors  

Children who walk home alone will leave at 3.15 via the pedestrian gate. Staff will 

supervise them leaving.  

Please ensure you have filled in the walking home survey which was emailed previously 

to indicate if you wish your child to be allowed to walk home alone. If you have already 

completed this you do not need to do it again. 

 

Please note, to avoid any confusion, if you give them permission, we will follow this 

every day. You may find it easier to arrange to meet your child in Year 5 or 6 in the 

park or at a given meeting point so you do not have to come into the premises, but this 

is your decision.  

3.15 Year 5 

children 

being 

collected 

 Parents can come to the playground from 3.05.   

 

Join the queue line marked for your child’s class as soon as you enter, first person 

stands on the footprints on the line.   

Try to socially distance in the queue.  

Keep younger children with you.  

Children will be dismissed in order of the adults in the queue line.  

Leave immediately following the walkway heading towards the bike sheds, then leave 

via your year group gate. Year 5 leave via the second gate, which is on the left as you 

look at the gates from the playground.  

 

Year 5 are in zone 3, the furthest court on the playground.  

3.20 Year 6 

who are 

being 

collected 

Rear of Year 

6 classrooms 

Parents to enter via the pedestrian gate and over the pedestrian crossing towards 

the office and round to the rear of the year 6 classrooms, entering no earlier than 

3.10.  

 

Please start the single queue line outside your child’s class, behind the path and on 

the grass. Do not mix queue lines.  

Leave via the way you came in as soon as you have your child.  

3.20 Children 

in Year 3 

 Year 3 parents to enter and leave via the second vehicle gate.  

 

Year 3 parents will line up in Zone 1, the first court on the playground as you enter.  

Join the queue line marked for your child’s class as soon as you enter, first person 

stands on the footprints on the line.   

Try to socially distance in the queue.  

Keep younger children with you.  

Children will be dismissed in order of the adults in the queue line.  

Leave immediately following the walkway heading towards the bike sheds, then leave 

via your year group gate.  

3.25 Children 

in Year 4  

Playground 

gate at 

juniors. 

Gates will 

open at 3.15 

 

Year 4 parents will line up in Zone 2, the centre court on the playground. Please enter 

via the first playground gate  

Please enter via the second vehicle gate and leave via the same gate.  

Join the queue line marked for your child’s class as soon as you enter, first person 

stands on the footprints on the line.   

Try to socially distance in the queue.  

Keep younger children with you.  

Children will be dismissed in order of the adults in the queue line.  

Leave immediately following the walkway heading towards the bike sheds, then leave 

via your year group gate.  

 

 


