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We are delighted to be welcoming all of our Richmond School & Sixth Form students back in 
September. The government has provided detailed guidance on how we can carry this out as safely as 
possible, which can be read by following this link:

Guidance for full opening: schools - GOV.UK

The guidance sets out the public health protocols the school must follow. This includes:

How contacts are reduced will depend on the school’s circumstances and will (as much as possible) 
include:

We are also required to revisit and update our risk assessment, a copy of which will be available on our 
website for parents/carers and students to read before term commences. The risk assessment will be 
available on the COVID-19 tab on our website.

As well as this, there is a system of controls or principles we must cover, but the way we implement 
these is flexible depending upon our unique circumstances. The government states that school leaders 
are best placed to understand the needs of their school and balance delivering a broad and balanced 
curriculum with the measures needed to manage risk.

significant variations of subject combinations and student groupings this has been a challenge, but one 

If your son/daughter is starting with us in September for the first time, don’t worry about them finding 

� a requirement that people who are ill [with Covid-19 symptoms] stay at home;

� robust hand and respiratory hygiene;

� enhanced cleaning arrangements;

� active engagement with NHS Test and Trace;

� formal consideration of how to reduce contacts and maximise distancing between 
those in school wherever possible and minimise potential for contamination so far as 
is reasonably practicable.

� grouping children together;

� avoiding contact between groups;

� arranging classrooms with forward facing desks;

� staff maintaining distance from students and other staff as much as possible.

Welcome
from the
Headteacher

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools


these is flexible depending upon our unique circumstances. The government states that school leaders 

We have spent considerable time working through the government guidance and North Yorkshire 
County Council risk assessments to ensure we can operate as safely and effectively as possible, 
without compromising the quality and diversity of education that we offer. As a secondary school with 
significant variations of subject combinations and student groupings this has been a challenge, but one 
we believe we have met effectively and in the best interests of both students and staff.
 
The fundamental approach the government recommends is one of ‘bubbles’. This is where year groups 
(or in the case of Sixth Form, Year 12 and Year 13) are grouped together and the contact they have with 
students in other year groups is minimised. Within the year groups, we will also implement public 
health advice and encourage distancing as much as possible (students must be 2m away from adults 
but can mix more closely - without touching - with their peers within their year group).

This booklet provides you with an insight into how we intend to keep everyone as safe as possible, 
whilst recognising that no environment can be completely risk-free. Please feel free to contact us 
should you have any questions.
 
If your son/daughter is starting with us in September for the first time, don’t worry about them finding 
their way around. Lots of staff will be on-hand to show them the way; it will actually be easier for this 
year’s Year 7 than our previous cohorts, due to them being based in one year group key area rather 
than all over the school.
 
Thank you for your continued support, and for talking all of this through with your son/daughter so 
he/she is as prepared as possible for a long-awaited return.
 
Best wishes,

Jenna Potter
Headteacher



How will students get to school?

What happens when students
arrive at school?

The best thing to do is walk where possible.

Full details regarding school transport can be found on our website.
 
richmondschool.net/key-information/transport/

On arrival at school, students should go to their muster point as outlined below. There are clear signs 
for each muster point. 

On Monday 7th September Year 7 students will be directed to the Restaurant, where there will be a 
table per Tutor Group. As part of their induction day they will be shown where their muster point is. 

On Monday 7th September Year 12 should meet in the Sixth Form quad as usual. 

On arrival at the muster point students must line up in their tutor groups at the appropriate numbered 
point. Tutors will meet the students at this point to ensure an orderly and safe entry to school. The 
tutor group numbers will be shared with families before the return to school. 

Year 7 - Sports Hall - North Side

Year 8 - Sports Hall - South Side

Year 9 - Clarke Hall patio - West Door

Year 10 - Restaurant patio 

Year 11 - Design & Technology Block - South Side

Year 12 - Sixth Form Quad

Year 13 - Sixth Form - Front of Sixth Form patio

https://www.richmondschool.net/key-information/transport






What changes have been 
made in school to support staff 
and student safety?

Creating year group areas and teaching zones

We have roomed our timetable so that, wherever possible, students can be kept in a designated 
part of the school for their lessons. The zones for each year group are shown below.

Year 7 Humanities area - Clarke Hall second floor 

English area - Clarke Hall third floor 

Maths & Modern Language area - Clarke Hall third floor

James Tate lower, middle & third floor 

Science Rooms - James Tate third floor

Sixth Form Building

Zone Classrooms

Year 8

Year 9

Year 10

Year 11

Sixth Form

The following map shows the year group zones visually. 

Specialist teaching that requires specialist rooms will still take place, meaning that students will 
leave their zones to access specialist lessons. This has been carefully planned using external 
access to rooms and to avoid clashes between students. This involves subjects such as Art, Dance, 
Drama, DT, IT, Media, Music and PE. 



Year 7 - 15:24

Year 8 - 15:28

Year 9 - 15:26

Year 10 - 15:30

Year 11 - 15:26

Sixth Form - 15:28

Altering the timings of the day

The start and finish times in school largely remain the 
same. We will be staggering the finish time slightly to 
bring students out in a safe and orderly manner and 
avoid mixing the year groups; so if your child walks home 
or is collected, please note they may be just a few 
minutes ahead of schedule. Our planned staggered end 
times are as follows:

Within the school day, we have rearranged timings slightly to allow for staggered lunches and 
breaks. The new timings will be given to students on their first day back at school so they can keep 
them in their planner for reference.

Installing hand sanitiser stations and cleaning schedules 

Each student is expected to bring a small bottle of hand sanitiser with them in to school every day.  
This forms part of the expected equipment list. We do have hand sanitiser stations in school at key 
locations. A programme of hand sanitising will be part of our daily routine and has been developed 
in-line with government guidance; an overview of this can be seen below. We do not have enough 
sinks to use hand-washing alone, but students will be encouraged to continue to prioritise this 
when visiting the toilet. 

When should I sanitise my hands?

On arrival at school before tutor time

� If you get a school or public bus then you should 
sanitise your hands before removing your face covering. 

� At the muster point, your tutor will ensure you sanitise 
your hands before entry to the school or college 
building. 

At the start of each lesson

Before you eat at break and 
lunch

You should wash your hands 
thoroughly, with soap and water, 
for 20 seconds after visiting the 
toilet. 



All students in Years 7 - 13 will eat lunch on site. 

Students will eat with their year group on a staggered rota and then have access to a designated 
outdoor area, or vice versa. Students may bring a packed lunch if they wish, and can eat this in the 
Restaurant or Bistro depending on their year group.

Year groups will have sole access to the Restaurant but have a designated area to use. This is to 
ensure that facilities can be cleaned between use. 

Initially the Year 7 students will have a longer lunch break so we can support them more closely and 
help get them used to secondary school life. 

Please ensure that students have money on their ParentPay account to cover the cost of food. If you 
have any questions about finance for school dinners, please contact finance@richmondschool.net

The length of break and lunch remain unchanged - 20 minutes for break and 30 minutes for lunch. 
However, in order to ensure that students do not mix with students outside of their year group, 
access to facilities and outside space will be staggered. 

We have a detailed cleaning schedule that focuses on areas that are 
touched frequently, and specialist rooms that will be used by more 
than one year group in a day.

Government guidance says students from different year groups can 
use the same toilet, but we have allocated toilets in each year group 
zone as an extra control measure. Again, students will be provided 
with the details of this on their first day back.

How will students’ break and
lunch be affected?

� Students in Years 7-11 will have break and lunch in the Restaurant. 

� Year 12 students will have break in the Bistro and lunch in the Restaurant. 

� Year 13 will have their break and lunch in the Bistro. 





What will happen in lessons?

Classrooms have been set up in-line with guidance so that students are facing forwards and the 
teacher can maintain a two-metre distance. Aside from this, lessons will be taught as normal in the 
standard classroom; in more practical subjects where equipment is required, an appropriate cleaning 
regime has been put in place. When students have to leave their zone for specialist teaching facilities, 
rooms will have been cleaned in between different year groups.

The guidance allows us to have year group assemblies and we will introduce these when we feel it 
is most appropriate to do so.

Will the students still 
have assemblies?



What about face coverings?

If students travel by bus, they are required to wear face coverings. They should dispose of these on 
arrival at school or seal them away if they are reusable. The use of face coverings within school is 
currently not required unless there are local restrictions or the headteacher deems it necessary in 
communal areas. Inappropriate use of face coverings can risk spreading infection if not used properly. 
Furthermore, communication is key for effective teaching and learning and face coverings can 
seriously hamper this so the government continues to not recommend their use in the classroom. As 
we have carefully set up our school in pods, limited movement indoors and allocated outdoor areas 
for breaks, face coverings are not required on a compulsory basis. However, students and staff can 
wear face coverings whilst moving around school should they wish. We will, of course, keep our risk 
assessment under review and respond to any changes in our local community.

We expect high standards from our students, and in this post-lockdown world this is more important 
than ever. We will continue to place the greatest emphasis on recognition and positive 
encouragement, but where behaviour does not meet our standards we will follow this up with 
appropriate action.  Initially, there will be no C4 facility as this would involve mixed year groups. 
However there will be an enhanced C3 detention programme and students whose behaviour creates 
significant disruption to learning or compromises the health and safety of others will be removed 
from lessons and supervised separately. In extreme circumstances, we will issue fixed term 
exclusions and ask parents/carers to take their son/daughter home immediately. Our behaviour policy 
is available to read on our website. richmondschool.net/about-us/documents-legal/  

Are there any changes to
behaviour management policies?

Yes, students need to wear their full school uniform and there is no 
requirement to wash this any more often than usual unless you 
want to. It is vitally important that students wear the correct colour 
tie for their year group to help with identifying students in such a 
big school and thus minimising contact between different groups 
of students. Here is a reminder of the tie colours for 2020-2021.

Do students have to wear 
school uniform?

Year 7 - Gold

Year 8 - Striped

Year 9 - Navy

Year 10 - Blue

Year 11 - Red

Sixth Formers should wear 
appropriate clothing in line with 
our existing expectations.

https://www.richmondschool.net/about-us/documents-legal/


Yes, physical education is vitally important for students’ mental health, wellbeing and fitness. The PE 
department will be focusing on outdoor and individual sports wherever possible. Please remember 
we expect every child to participate in PE and appreciate your support on this matter. Changing 
facilities will be available within school, so students should bring their PE kit in their bag as normal 
on the days that they have PE.

Will students still take part in
physical education?

As is always our expectation, students should bring all of the personal equipment 
they need to learn every day. A full list of equipment is available on our website.

richmondschool.net/key-information/uniform/  

Lockers will not be in operation in September, due to the need to reduce student 
movement around the site. The removal of lockers also means that corridors are 
wider leading to enhanced student and staff safety. 

Can students bring equipment
into school?

https://www.richmondschool.net/key-information/uniform/


We appreciate you supporting us with our control measures and not coming into school without a 
pre-arranged appointment. Please contact your son or daughter's Tutor or Pastoral Manager in the 
first instance if you have anything you'd like to discuss with us.

Can parents/carers come into
school?

The autumn term is usually a busy one for us, with open evenings for both Year 6 and Sixth Form, 
‘Welcome To’ evenings, our presentation evening, concerts and much more. At the moment, these 
events are on hold or being planned virtually. We will keep you informed about how these events and 
other important contact points such as parents’ evenings will proceed.

What about whole school events?



If a student is unwell, you should follow the standard absence procedure which is to ring 01748 
850111 before 8.30am. 

If a student displays symptoms of COVID-19, they should not come to school until a test has been 
taken and a negative result received. More information about symptoms and what to do can be 
found here: 

nhs.uk/conditions/coronavirus-covid-19/

If COVID-19 is suspected or confirmed, please notify the school as soon as possible so we can 
implement test and trace procedures. 

If a student becomes unwell at school, we will contact you to take them home. If there is evidence 
of COVID-19 symptoms, we will implement our risk assessment measures to keep the student and 
others safe. 

Thank you in advance for your cooperation if we need to contact you to support with test and trace, 
or with self-isolation measures.

What if a student is unwell?

If the school is required to close again to all but key worker’s children and vulnerable children, we will 
contact you with more detailed information at the time.

What will happen if we are
affected by a local lockdown?

https://www.nhs.uk/conditions/coronavirus-covid-19/
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We look forward to seeing
you all in September.


