
 

 

Nursery Procedures from March 2021 

 

 

Procedures 
 

The following is for nursery children only, with certain references to school procedures for 

information purposes.  Please see request a copy of the separate document for main school children 

should you wish to view this. 

 

Year groups 

To encourage social distancing and reduce risk there will be year group bubbles. Children will spend as 

much time in their year group bubbles and occasionally mix with children from the other bubbles in 

certain activities like before and after school sessions and lunches but always endeavour to maintain a 

social distance. We can, in some instances and events be deemed to be a whole school bubble as time 

progresses and the infection rates drop. The year group bubbles will be integrated into four main 

bubbles in the school (as listed below). Should there be an outbreak within a smaller year group bubble 

then that Year Group bubble will be expected to isolate at home for two weeks and have online learning 

within that time span. We would not anticipate all children from the main bubble to have to isolate 

because the children are not in ‘close contact’ with the other year groups.  

On return to school all children will return to their normal classrooms. 

 Upper School bubble of Years 5 & 6 

 Upper School bubble of Years 3 & 4 

 Lower School bubble consisting of Years 1 & 2 

 An Early Years bubble consisting of: 

o 2 and rising 3-year old nursery children in the two Lower Nursery Rooms 

o 3 & 4-year-old nursery children in the Upper Nursery Rooms 

o Reception children in the Reception Classrooms 

Each bubble will have their own staff to remain in the bubble who, will maintain a social distance from 

staff in other bubbles. However, children will experience safe distancing from other staff who will move 

between bubbles (Headmaster, Teaching Assistants, Head of Sport, Head of Music, Deputy Head Pastoral, 

Head of Learning Enhancement, Office Staff, Site Management, Head of Catering). There might also be 

cover if staff are absent. Cross-contamination sanitisation and safe distancing will be carried out 

whenever there is staff movement between groups. Children will be educated and encouraged to safe 

distance from one another at all times. 

 

Morning drop off – All Nursery Parents must wear a face mask when dropping off their child 

 

8.00am to 8.30 – Nursery 

 

Please do not arrive any earlier or later; Nursery parents should park in the playground, avoiding 

blocking any other cars in, and walk up to the Nursery.  Only one parent to attend nursery.  Parents who 

have to drop a sibling off must remain in their car until it is time to drop off.  The office will be open for 

one parent at a time (please see section in relation to office below).  Parents may phone or email the 

office if they have any concerns or queries.  Mr Groves and all staff will be available by appointment. 

 

Entry to Lower Nursery classrooms will be via the gate near the main toilet block and entry to Upper 

Nursery will be the main entrance by the garden/play area. 



 

 

 

Parents must not enter the nursery classrooms.  Once you have dropped off we ask that you leave the 

site immediately.  Parents must not stay on site and mix with other parents. 

 

Please note that the school gate will close at 8.30am and no cars will be allowed on site after this 

time.  Anyone arriving after this time must park in the small driveway outside the school house and 

walk their children into the school grounds, via the main gate. 

 

Breaks  

Morning and afternoon snacks will continue to be provided, which will be delivered to the nursery 

classrooms. 

 

Lunch  

Lunches will be provided by Holroyd Howe. These will be prepared in the kitchen and served to the 

children and staff as follows: 

o First Sitting: 

Early Years bubble: 

o Lower Nursery children & Staff in the Lower Nursery Classroom 

o Upper Nursery and Reception Children & Staff in Kerruish Hall 

Year 1 & 2 bubble children & Staff in Kerruish Hall 

All staff not allocated to a specific classroom in Kerruish Hall 

o Second Sitting 

Years 3, 4, 5 & 6 bubble children & Staff in Kerruish Hall 

 

All children must have their own labelled water bottles. During lunch and snacks stringent safety 

procedures will be followed by the school and Holroyd Howe.  

 

Safeguarding 

Mr Dunn, Mrs Harrop and Mrs Melliard will continue to operate as normal.  

 

Testing 

Staff are being given the opportunity to be tested twice a week on Monday and Thursday evenings. 

Should any staff test positive they will then have to attend a PCR test and if this is positive then the 

bubble they are associated with will have to quarantine for a period specified by Public Health. Some 

staff have also had the privilege of receiving the vaccine. 

 

First Aid 

Children needing first aid will be looked after either by nursery staff or will be taken to the first aid 

room in the office block.  Nursery staff or Mrs Bourne/Mrs Groves will wear gloves, apron and if 

necessary masks.  Children who are symptomatic for Covid-19 will be isolated and supervised from a 

distance, their parents called immediately to be picked up.  Any child who is symptomatic must be 

tested before being allowed to return to school. No child with symptoms of Covid-19 may return to 

nursery.  The school advises that all children who are unwell be kept at home until their health 

improves. 

 

Pick Up – All Nursery Parents must wear a face mask when collecting their child 

1.00pm – Sandcastles Nursery Morning Session 

3.15pm – Reception and Year 1 



 

 

3.30pm - Nursery 

3.45pm – Year 2 

4.00pm – Years 3, 4, 5 & 6 

 

Morning Session – Children must be collected by 1.00pm.  Parents must park outside the school grounds, 

enter the school by walking up to the school gate and wait at the school gate to be admitted.  Please 

advise the school office over the intercom which child is being collected.  Parents must wait in front of 

the school office building, while the office advise the nursery staff that the child is ready for collection.  

The nursery staff will bring your child to you to take home. 

 

Day Session – Children must be collected by 3.30pm, Parents must not enter any rooms.  Parents must 

wait outside the classrooms, observing social distancing from other parents, until a member of nursery 

staff has handed over their child.  Parents should leave immediately, and parents should not allow any 

children to play on the outside play equipment.  Parents who have to pick a sibling up must remain in 

their car until it is time to pick up. 

 

After School care  

After school clubs will recommence in the summer term and a club list for booking will be sent out to 

you in the coming weeks. 

Late room care will be as follows: 

o Early Years Bubble: 

All Nursery Children will be in the Nursery late room from 3.30pm until they are collect, no later 

than 5.30pm 

Reception Children will remain in a Reception classroom until 4.10pm, after which time they will 

be taken to the Nursery late room in the Lower Nursery Room until they are collected, no later 

than 

o Years 1 & 2 Bubble: 

Year 1 Children will remain in their classroom until 4.10pm, after which time they will be taken 

to a Year 2 classroom, to join Year 2 Children until they are collected. 

o Years 3, 4, 5 & 6 Bubble 

If children are not picked up at 4pm they will be taken to a Year 6 classroom, to join Year 6 

children until they are collected, no later than 5.30pm. 

Children needing to do homework must do so in the late room and late room games and toys will again 

be made available. 

 

Nappy Changing and Toileting 

Lower Nursery children will use the Lower Nursery Toilets. 

Reception and Upper Nursery will use the Early Years Toilets, with designated cubicles. 

If appropriate, staff will wear protective eye wear when changing nappies, alongside gloves, aprons and 

if appropriate masks.  Children will thoroughly wash and sanitise their hands after going to the 

toilet/having their nappy changed.  All surfaces will be wiped and sanitised straight away.  To include, 

changing station, taps, door handles and toilet flushes. 

Staff will use school house, Kerruish Hall and office adult only toilets. All toilets will be cleaned every 

hour by the Site Management Team. 

 

Sleeping 

Sleeping mats will be wiped and sanitised after each use and any used bedding (such as blankets) will be 

washed immediately. 



 

 

 

Home Toys 

Please do not send your child into school with a ‘home toy.’  We appreciate that some children may need 

a dummy or comforter to settle. If these are brought into Nursery we would suggest that these are 

cleaned/washed as soon as your child returns home. 

 

Uniform 

The children should attend in their Sandcastles Nursery polo shirt & Sweatshirt, and joggers/shorts and 

girls may where summer dresses.  Parents are required to ensure that their children’s uniform is washed 

between sessions of attendance and children should also have a shower or bath when they get home. 

 

Music 

Music lessons will continue in the nursery classrooms.  Individual wind/brass/piano/singing lessons will 

resume in the Music Practice Rooms, with the visiting Peripatetic teachers, and sanitizing precautions 

will be taken to minimise the risk of transmission.  The school will continue to use screens and barriers 

to further limit transmissions risks. 

 

School Office 

The school office will be open for parents for limited activities, and parents should continue to phone or 

email the school office for most enquiries.  Only one parent at a time to enter the school office, via the 

indicated one-way system, and must wear a mask.  The office staff will be wearing face coverings. 

As a guide for visiting the school office, please find the following, but if doubt please ring the school 

office for advice on attendance: 

Phone or e-mail for: 

o Making an appointment to see Mr Groves, Mrs Harrop or Mrs Haywood 

o Payment for fees or other purchase via Debit Card (no cheque or cash payments can be accepted) 

o Inform absence of child, change to parent/pupil information or information for office or member 

of staff 

o Requests for information 

o After school clubs (change to procedures will be notified separately – Microsoft forms) 

Visiting for: 

o Bringing in medication in exceptional circumstances (Please advise the office in advance via 

telephone or email in order that the consent form can be completed via Microsoft forms) 

o Arriving for a meeting with a member of staff 

o Signing out or collecting a child 

o Dropping off property for child during the school day 

Second Hand Uniform Shop is only available by appointment. 

 

Nursery  

 To maintain a degree of social distancing that is appropriate to the ages and stages of the 

children’s development. 

 For children exhibiting COVID19 symptoms and whose parents are unable to access tests, the 

school has a limited number of home testing kits which may be provided to parents in exceptional 

circumstances.  The school will require to see the results of these tests before the child is 

permitted to return to nursery. 

 To provide adequate sanitising and hand washing facilities. 

 To provide disposable paper towels and tissues 



 

 

 The office will be open but to only one parent at a time.  Parents must wear masks and wait 

outside socially distanced from each other.  Parents are advised to telephone or email if they 

can. 

 The school will provide gloves, aprons, masks and protective glasses for the Nursery staff to use. 

 Restrict access to outdoor play equipment, alongside soft furnishings and soft toys.  The children 

will also not be able to use dressing up clothes 

 To ensure that the Nursery is effectively clean at regular intervals throughout the day.  

 Regular wiping of door handles, tables, toys. 

 Toys will be thoroughly cleaned and sanitised at the end of each day.  

 Toys will not be shared between the rooms and will not be used more than once before they are 

sanitised. 

 To provide posters (for example, to encourage consistency on hygiene and keeping to own group) 

 To ensure that the school is efficiently clean and that the door handles and push pads are 

regularly sanitised 

 

 
Staff  

 Staff must sanitise their hands upon arrival in school using the STEAM room entrance.  
 Staff must not come to work if they have coronavirus symptoms, or go home as soon as these develop 

and access a test as soon as possible. 
 Clean hands more often than usual - with running water and soap, and dry them thoroughly or use 

alcohol hand rub or sanitiser ensuring that all parts of the hands are covered. 
 To use the ‘catch it, bin it, kill it’ approach. 
 Avoid touching mouth, nose and eyes. 
 To frequently clean touched surfaces often using wipes provided. 
 Staff will modify their teaching approach to keep a distance from children in nursery as much as 

possible, particularly close face to face. 
 Staff will help their children to follow the rules on hand cleaning, not touching their faces, ‘catch it, 

bin it, kill it’, as much a reasonably able with this age group of children 
 Staff will endeavour to avoid their children from sharing toys and resources 
 Staff will keep their classroom windows open if possible for air flow. 
 Staff will limit the number of children from using the toilet at any one time. 
 Staff will limit their contact indoors with other staff members, and not congregate in shared indoor 

spaces. Safe distancing outside will be acceptable. 
 Staff will park in the staff bays 
 Staff must change and wash their uniform each working day.  It is acceptable to wear a plain blue t-

shirt/top should clean uniform not be dry.  Staff are advised to shower when they get home at the 
end of the day 
  

Parent  

 To ensure they wear masks on school site 

 To ensure that your child does not enter nursery with any symptoms of coughing, fever, loss of taste 

or smell, rash, sickness and diarrhoea or if they are on a course of anti-biotics for respiratory 

infections. 

 To ensure that no vulnerable child with pre-existing clinical conditions attends nursery, without 

confirmation from relevant medical expert in writing. 

 To ensure that your child attends nursery each day with clean uniform, and drinks bottle and winter 

coat. 

 Parents must drop their children off outside their nursery room.  Parents must not go into any nursery 

rooms, or other office areas with exception of school reception (see office section above). 

 Only one parent to pick up and drop off, unless there are more siblings to cater for. 



 

 

 Could all pedestrian parents who are delivering or collecting please enter in the main school gate and 

not the small side gate. 

 Parents must only attend nursery to pick up and drop off and leave immediately after, there must be 

no on-site socialising. 

 Children are advised to shower/bath when they get home at the end of the day. 

 Parents must inform the school if they or any member of their household have visited a country 

requiring quarantine on return to the UK, or are intending travel to. 

 

The school reserves the right to amend or alter these procedures to reflect changes to government 

guidance or to benefit the children’s education and/or welfare. 

 

 

 


