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Insch School Vision: Reach for the Stars  
Our Values: Aiming High, Being Safe, Showing Respect, Valuing our Community 

 

Dear Parents/ Guardians,    
 
Coronavirus (COVID-19): Start of the new school term in August 2020 

I hope that you have all had a restful holiday. After some four and a half months absence from 
school, the staff team of Insch School are delighted to be able to welcome our pupils and families 
back to school on a full-time basis next week. This follows the First Minister’s announcement on 30th  
July for all pupils to return full time to school without social distancing between pupils.  

I am quite sure that many of our families and pupils are excited about coming back to school, 
however, some will have some anxiety. This is all perfectly understandable. With this in mind, our 
aim is to transition our school community back slowly and carefully. This will allow pupils to 
acclimatise to the new guidelines and what will become the new normal for how the school will 
function for the foreseeable future. 

Transition Plans for return to Insch School– Week 10th August 2020 

Each child will be allocated 3 groups. These are really important. They allow us to split the school 
up into smaller groups.  

 All pupils in school will be allocated a Colour Group. This has already been 
communicated to you by email. Pupil Colour Group: red, blue, yellow. This colour effectively 
splits the class into smaller groups sizes.  

Week 1 Step Up Arrangements P2-7 

Mon 10/8/20  INSET  School closed to pupils  
Tues 11/8/20  INSET School closed to pupils  
Wed. 12/8/20  Red Group Step Up day  
Thurs. 13/8/20  Blue Group Step Up day  
Fri. 14/8/20  Yellow Group Step Up Day   
 

From Week 2 17th August onwards 

All P2-7 Pupils will attend school full time – Please adhere to the staggered start and end times 
noted below. This is important.  

By offering our children a step-up day as above, staff will be able to support our pupils back into 
school after a long period of absence.  

 All classes will be split into Class Groups. This has already been communicated to you 
by email. Class Groups are The Einsteins, The Nightingales and The Mandelas. This 
group effectively breaks the classes up geographically around the school area and allows for 
a less congested return to school in communal areas. Even though children’s social 
distancing has been reduced/removed, it is imperative that this staggered approach is in 
place to assist a smoother return to school for all: pupils, staff and parents. This 
arrangement will operate initially and reviewed as and when Covid government guidance is 
reviewed.   
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Staggered Start /End Times 

Group name Times of day Classes/Teachers 
The Einsteins Day – 8.45-3.00 

Break – 10.00-10.20 
Lunch 11.45-12.40 

P1T – Miss Thompson 
P2/3R – Mrs Robertson/Ms Munro 

P5/6/7M – Miss More 
P7G – Mrs Grant/Mrs Gilliland 

The Nightingales  Day – 9.00-3.15 
Break – 10.25-10.45 
Lunch – 12.15-1.10 

P1/2B – Mrs Bergin/Miss Johnson/Ms Munro 
P3/4C – Miss Campbell 

P4D – Miss Day 
P5M – Mr MacArthur 
P5/6Y – Miss Young 

The Mandelas Day – 9.15-3.30 
Break – 10.50-11.10 
Lunch – 12.45-1.40 

P1C – Mrs Cartney 
P2HM – Mrs McVey/Mrs Hinton 

P3R – Miss Reid 
P4R – Mrs Rayner 

P6H – Miss Hepburn 

 

Primary 1 Arrangements  

The children will also be split into 3 groups: Red, Blue and Yellow.  The reds will come on 
Wednesday 12th August, blues on the 13th August and the yellows on the 14th August.  

Week 1 Step Up Arrangements P1 

Mon 10/8/20  INSET  School closed to pupils  
Tues 11/8/20  INSET School closed to pupils  
Wed. 12/8/20 9.30 – 1.50pm Red Group Step Up day  
Thurs. 13/8/20 9.30 -1.50m Blue Group Step Up day  
Fri. 14/8/20 9.30 -1.50pm Yellow Group Step Up  
 

Week 2 Step Up Arrangements Primary 1 

Mon 17/8/20               9.30 – 1.50pm All Pupils  
Tues 18/8/20              9.30 – 1.50pm All Pupils 
Wed. 19/8/20             9.30 – 1.50pm All Pupils 
Thurs. 20/8/20           9.30 – 1.50pm All Pupils 
Fri. 21 /8/20                9.30 – 1.50pm All Pupils 
 

P1 pupils will need to be collected at 1.50pm and will not be transported by bus home.  This 
arrangement will allow for a softer start/end of the day and a chance to talk to the teachers if 
necessary. Nursery staff will be on hand to meet the children on these days in the playground so 
that they have some familiar faces meeting them and supporting them into their new classes.  

Nursery Plans – August Return  

Every family will be offered 600 hours childcare. 
 This will be in 5 x 3hr10min sessions 

 Morning – 8.35am – 11.45am 

 Afternoon 12.30 – 3.40pm 

 Families will be offered either mornings, afternoons or a mixture of both depending on what they 
indicated they wanted prior to lockdown 

 We hope to return to the planned 1140 model as soon as we can.  

 
Flexible drop off will be in operation to accommodate the difference in school and nursery times. 
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Return to School Protocol – August 2020  

 IMPORTANT INFORMATION FOR ALL PUPILS, PARENTS and CARERS. 

Our return to school will not be normal. We all have a very significant part to play in remaining 
vigilant and continuing to manage the risks of COVID-19. The medical advice is that the virus has 
not gone away. Much risk assessment has been undertaken to ensure a safe return to school. To 
ensure the safety of our school community and the wider community of Insch, all parents, staff and 
pupils have a responsibility to following the guidance set out below fully. Parents are to 
ensure any other adult/ family member who has school contact are familiar with this 
guidance.  In addition, I would appreciate where possible if you could take time to go through the 
guidance below with your children so that they are fully aware of our expectations to ensure a safe 
return to school for pupils and staff. 

Please read and retain this guidance for your reference. It is lengthy but it is vital we all understand 
how the return to school will operate if we are to keep the virus supressed in our local setting.  

 
1. Environmental cleaning, personal hygiene, ventilation, 1-way system.  

 
 A rigorous approach to environmental cleaning will be implemented to prevent the spread of 

the virus.  

 Pupil belongings brought into school will be restricted to: coat/jacket, bag with juice bottle 
(Water only), reading book, indoor shoes. Pupils are not to bring in pencils etc. Pupils will 
be provided with individual stationery packs. No toys/ trading cards etc are to be brought to 
school. P1 can bring Bertie Bear. Bags are to be kept in the floor.  

 Clean clothing should be worn daily. Every effort should be made to wear clean school 
uniform – If this is not possible then plan black, grey, white colours can be worn. Keep to 
school colours only and wear dark black/ grey shoes. No bright colours.  

 Children and staff are encouraged to tie hair back. 

 Windows throughout the school will be open to ensure ventilation.  

 Internal doors are to remain open to reduce touch points.  

 A one-way system is in operation throughout school to reduce congestion for all. Children 
will be taught to use this.  

 Sharing of resources between pupils will be minimised and cleaned after use. 

 Classes have been decluttered and will remain clutter free to ensure thorough cleaning of 
surfaces daily.  

 
2. Enhanced personal hygiene must be practised. This includes:  

 
• Pupils and staff will be given time to clean their hands regularly throughout the day with soap 

and warm, running water or sanitiser, when they arrive at school, return from breaks, change 
rooms and before and after eating.  

• Pupils and staff will sanitise hands on entry/ exit to the school building. Pupils can use their 
own hand sanitiser if they wish but this must not be shared by touch.  
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• There will be arrangements to support our youngest children and those with complex needs 
who may need assistance.  

• Sensitive skin – those with sensitive skin can use the gentle soap in the classrooms which 
has been specifically purchased.  

 
3. Good respiratory hygiene must be practised. Children, young people and staff will:   

 
• Catch coughs/sneezes with tissues or elbow and catch it and bin it. 

• Avoid touching their faces, nose and mouth. 

• Keep windows/doors open to aid ventilation.  

 
4. Consistent Groups Schools are encouraged to maintain children and young people in 

consistent groups throughout the school day wherever possible.  

 
• Staggered start and end times and breaks and lunchtimes will support a reduced group of 

pupils in the playground and lunch area. Please keep to these times.  

• Staggered times will remain in place for the time being to reduce congestion.  

• 2m physical distancing should be maintained between adults and adults, and adults and 
children/young people who are not from the same household, wherever possible.  

• The advice from the COVID-19 Advisory Sub-Group on Education and Children’s Issues is 
that, subject to other risk mitigations being in place, there is no requirement for physical 
distancing between children and young people of any age in schools.  

• Pupils are not to use the outdoor play equipment at the start and end of the day. 
Multiple groups are not to use it simultaneously. Pupils will be supervised to sanitise hands 
before and after use at break/ lunchtimes in smaller group numbers.  

 
5. Drop off/pick up  

 
The arrangements for parents/carers to drop off and collect children and young people is important. 
Large gatherings of adults in the playground must be avoided and physical distancing between 
adults and children of different groupings must be maintained. It is important that all parents and 
carers are very clear about these new procedures.   
 

• Parents must not enter the school playground or buildings unless absolutely required and 
invited by school staff to do so at a previously arranged time.  

 Please adhere to the staggered drop off/pick up times or locations, so that not all children 
and young people arrive onsite at one time;  

 Use the access point closest to your child’s entrance door; 
• Make every effort to arrive just in time for the staggered start time; 
• Pupils should not be hanging around the school playground; 
• For those with siblings starting at different times, we encourage you to walk round the block 

before re-entering at a quieter time, if possible.  



5 
 

Insch School Vision: Reach for the Stars  
Our Values: Aiming High, Being Safe, Showing Respect, Valuing our Community 

 

 Parents/ carers must allow their child to enter the playground on their own and stand well 
back from the school gate. Do not gather outside the school and adults must maintain 
distancing of 2m, as far as practicable, when dropping off their children.  

 An active travel approach is encouraged for all pupils who live in the village. Please leave 
your car at home and walk or cycle to school. Cycles or scooters are not to be ridden in the 
playground.  

 For those who must arrive by car, parents/carers please park further away from the school 
and then walk with their children to avoid congestion. PARENTS ARE NOT TO PARK 
THEIR CAR ANYWHERE ALONG ALEXANDER STREET OR MARTIN ROAD. Keep the 
area outside school free from congestion.  

 Car-sharing with children and young people of other households should be discouraged;  
 Allowance will be given to parents of our new P1 pupils for the initial settling in period. If 

parents of any of our younger Additional Needs Pupils require to access the playground, 
please contact school and consideration will be given to this.  

 
 

6. Face coverings  The position on face coverings in schools is as follows:  

• Face coverings should not be required for most children (other than those clinically advised 
to wear one)  

• Where adults cannot keep 2m distance and are interacting face-to-face for a sustained 
period (about 15 minutes or more), face coverings should be worn. 

• Anyone (whether child, young person or adult) wishing to wear a face covering in school 
should be enabled to do so. Evidence suggests that face coverings do not provide significant 
protection for the wearer, rather they primarily reduce the risk of transmission and help 
suppress the virus.  
 

• Should the prevalence of the virus in the population start rising, nationally or in parts of 
Scotland, schools may wish to encourage the wearing of face coverings, especially among 
adults and older young people in secondary schools.  

• The impact of wearing a face covering for learners with additional support needs including 
any level of hearing loss, or for learners who are acquiring English and rely on visual cues, 
will be carefully considered and discussed with parents and the supporting the child.  

 
7. PPE  

• Routine activities: No PPE is required when undertaking routine educational activities in 
classroom or school settings.  

• Personal Care The use of PPE by staff within schools should be based on a clear 
assessment of risk and need for an individual child or young person, such as personal care, 
where staff come into contact with blood and body fluids or lift children and young people.  

• Suspected COVID-19: Gloves, aprons and a fluid-resistant surgical mask should be worn 
by staff if a child or young person becomes unwell with symptoms of COVID-19 and needs 
direct personal care.  
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8. Staying vigilant and responding to COVID-19 symptoms  

As a school community we all have a responsibility to stay be vigilant for the symptoms of COVID-
19, and understand what actions we must take if someone develops them, either onsite or offsite. It 
underlines the importance of self-isolation and testing for everyone with symptoms. The most 
common symptoms are:  
 

 new continuous cough  
 fever/high temperature  
 loss of, or change in, sense of smell or taste (anosmia).  

 
Note: A new, continuous cough means coughing for longer than an hour, or three or more coughing 
episodes in 24 hours. If you usually have a cough, it may be worse than usual. 

It is essential that people do not attend school if symptomatic, but instead self-isolate (along 
with their household) and follow guidance on NHS Inform and from Test and Protect. If in doubt, 
stay at home.  
 
Any family returning from abroad must notify school beforehand and adhere current self-isolation 
periods.  
 
All children, young people and staff must know that they must inform a member of staff or 
responsible person if they feel unwell with symptoms of COVID-19. Schools may need to ensure a 
responsible adult is there to support an affected individual where required.  
 
If a primary school aged pupil were to become unwell with symptoms of Covid 19, parents/carers 
will be contacted immediately and asked to make arrangements to pick the child or young person 
from school.  National guidance for households with possible COVID-19 infection including testing 
and self-isolation will be followed. There will be direct liaison between school and our local HPT 
(Health Protection Team, Grampian Health Protection Office) who will support and guide any further 
action required.  
 

9. Outbreak Management  

The management of outbreaks of infectious disease in schools is led by local Health Protection 
Teams (HPTs). The procedures for outbreak management are well established.  
 
If schools have two or more confirmed cases of COVID-19 within 14 days, or an increase in 
background rate of absence due to suspected or confirmed cases of COVID-19, they may have an 
outbreak. In this situation, the school will promptly make contact with our local HPT and 
Aberdeenshire Council. If there is an increase in respiratory illness, school will also be alert to the 
possibility that this could be due to COVID-19 and contact our local HPT for further advice.  
 
If an outbreak is confirmed, schools would work with their local HPT to manage it. Actions that 
schools/local authorities may need to be involved in include (but are not restricted to):  

 attendance at multi-agency incident management team meetings;  
 communications with children, parents/carers and staff;  
 providing records of school layout / attendance / groups; and  
 implementing enhanced infection, prevention and control measures.  

 
The HPT will make recommendations to the incident management team on self-isolation and on 
testing of children and staff and the arrangements for doing this. Any discussion of possible school 
closures would take place between schools, local authorities and local HPTs.  
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As a school, records will be maintained to support outbreak control measures, e.g. children, young 
people and staff attendance, details of pupil groups, visitors to schools, and clinically 
vulnerable/extremely vulnerable children and young people who are attending school.  
 

10. School Transport      What school transport will look like 

 Dedicated school transport will be treated as an extension of the school estate.  

 Vehicles will be subject to enhanced cleaning especially frequently touched surfaces. 
 Windows or skylights will be left open when possible to improve air circulation. 
 Drivers will usually wear a face covering. 
 At some pick-up locations, pupils may be required to stand back when the vehicle arrives to 

allow the driver to exit the vehicle and open the passenger door. 
 Front seats will not be used, to enable pupils to distance from the driver, except 

buses/coaches fitted with a screen. 
 Pupils may be assigned their own seat which they should always use or they may be 

directed to a designated seating area to sit with pupils of a similar age or year group. 
Siblings may also be asked to sit together. 

 Pupils travelling on school buses/coaches do not need to wear face coverings, unless 
clinically advised to do so, but they may be worn if preferred.  

 Pupils travelling on school taxis and private hire cars must wear a face covering unless 
medically exempt and failure to do so may result in your child being refused travel. In the 
case of pupils with additional support needs there is a presumption that they will be unable 
to wear a face covering. 

 School stagger times: pupils arriving/leaving early for their staggered start/end times will be 
accommodated in the playground or in the main hall at the end of the day. There is no need 
to change school transport times.  
 

Steps that parents or carers can take to help 

 Do not allow your child(ren) to travel if they or a member of your household have symptoms 
of COVID-19. If children display symptoms you should arrange for a test. 

 Ensure your child(ren) sanitise their hands, either with soap and water or sanitiser, prior to 
boarding the vehicle to go to school. Pupils may carry sanitiser on the bus if they wish but 
should be careful not to spill it on the vehicle floor as this could cause a slip hazard. 

 Encourage your child(ren) to follow the “Catch it, kill it, bin it” health advice by carrying 
tissues and disposing of these responsibly. 

 Advise your child(ren) that they must not consume or share food or drink on school 
transport. 

 Remind your child(ren) that they should look after their belongings carefully and not leave 
anything behind on the bus.  Any face coverings found on the vehicle will be destroyed. 

 If your child travels in a taxi or private hire car, make sure that they are wearing a face mask 
before boarding the vehicle.  

 Most school transport times remain unchanged. Pick-up times are available from the 
operator.  

 
11. Music/singing  

Scientific and medical advice around how activities such as singing, talking at volume e.g. in theatre 
performance, or playing wind/brass musical instruments can be managed safely is still being 
developed. These activities will be avoided during the initial return to schools.  
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12. Clinically Vulnerable / Shielding pupils  

Specific consideration will be given to how to support children, young people and staff who are 
clinically vulnerable or have been shielding. Specific provision may also be required for those from a 
minority ethnic background and with additional support needs. Please contact school if this applies 
to you.  
 

13. Promoting attendance and reducing absence  

Some parents and carers may be concerned about their child returning to school, and consider 
withholding their child until reassurance is provided. In these circumstances, we will engage with 
those parents and carers to provide reassurance on any concerns, overcome any barriers to 
learning, and support attendance.  
 

14. Supporting the health and wellbeing of children and young people  

The wellbeing of all children, young people and staff will be our central focus when we reopen this 
term. Balancing efforts to address lost learning with children and young people’s social and 
emotional needs will be a priority at Insch School, as in all schools in Scotland.  
 

15. Contingency planning  

In the event of a national or local outbreak of the virus, there may be a need to introduce our plans 
for blended learning or close temporarily to help control transmission. Contingency plans in place as 
previously communicated.  
 
Insch School Contingency Plans:    Home/ School Blended Learning Options  

PLAN B: Model 1: 2m Social Distancing  

If 2 metre social distancing requirements were to be put in place for children, the plan for Insch 
School would be to operate at a third capacity. This would mean that pupils are split into 3 groups 
(red, blue or yellow) and would attend school one week in 3. This would look like this.  

 School may be closed initially to pupils on Fridays (Blended learning planning/ 
cleaning) 

Pupil 
Colour 
Group 

Week 1  Week 2  Week 3  Week 4  Week 
5  

Week 6  Week 7  Week 8  Week 9 
Week 

5/10/20 
Red W Step 

Up  
School  Home Home  School  Home Home  School  Home 

Blue Th Step 
up  

Home  School  Home Home  School  Home Home  School 

Yellow Fr Step 
Up 

Home Home School  Home Home  School  Home Home  

 

PLAN C: Model 2  1.5m Social Distancing  

This would mean that all pupils will attend school 2 days per week and operate and a half capacity. 

 Weekly Arrangement - School based teaching days  
Monday Red Group 
Tuesday Red Group 

Wednesday School may be closed initially to pupils on Wednesdays  (Blended learning 
planning/ cleaning) 

Thursday Blue Group 
Friday Blue Group 
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Parental Contact Details  
Now more than ever, it is essential that the school holds accurate contact details of mobile 
numbers that are in operation and an up to date email that is accessed through the school day.  
Parents are asked to ensure they are contactable by mobile and or email throughout the school day 
should we need to get in touch with you urgently.  
 
How to contact the school? 
 
Please contact school using the school email address. Telephone appointments can also be made 
via the school office should you wish to get in touch.  
 
Finally,  
As always, the ever-changing nature of the Covid-19 pandemic means that changes may occur. I 
will keep you informed in the normal manner of emails and newsletters.  
 
I hope the above has reassured and answered many of the questions I know you will have. Further 
guidance will follow from teachers with class details. Be assured that we understand this will be a 
tricky transition period for our school community, however, together we will continue to support one 
another through this and do the best for our young learners.  
 
Yours sincerely, 
Allison Conner  
Head Teacher  
Insch School 
 

 


