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INTRODUCTION  

The purpose of this document is to provide all schools in Renfrewshire with operational guidance which will 
support their planning for the safe and successful return of children, young people and staff in August. This 
is based on Scottish Government guidance published on 30th July, and where appropriate, is contextualised 
according to local circumstances.  
 
This operational guidance is part of a wider suite of guidance documents with the others covering: 

• Curriculum 

• Learning and teaching 

• ASN 

• Blended learning 

All health and safety documents are  held within Children’s Services Health and Safety COVID-19 Information 
Page on RENFO. 
 
To support your planning for the safe return of pupils and staff to school, appended to this guidance is an 
optional checklist of key considerations which you may find helpful.  
 

BACKGROUND  

Following the national lockdown we developed our local recovery plan ‘Build Back Better’.  
 
The main objective of the phased plan is to support the safety, wellbeing, resilience and successful transition 
back into establishments for all children and young people, with emphasis on our most vulnerable children 
in the first instance.  
 
We are continuing to focus on equity and excellence and building on what we have already achieved 
together. Given our ambition to build back better from the COVID crisis we are using the learning from these 
months in order to extend and expand the ways we can improve outcomes for all learners.  
 
The recovery plan is in in three phases: 
 

 

 

 

 

 

We are now in the renew phase.  

Respond

Immediate

Context: Lockdown

Aim: Safeguarding, 
supporting wellbeing and 
access to learning for all

Recover

Short-term

Context: Phased lifting of 
lock down

Aim: Support wellbeing and 
successful transition back 
into establishments for all

Renew

Medium-term

Context: All children & young 
people return

Aim: Support wellbeing, 
resilience and create 

conditions to maximise 
attainment and achievement 
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The following guidance is based on national guidance and scientific evidence that the return of all pupils and 
staff to school is safe at this point in time.  
 
Where this guidance states that schools:  
 
 

• “should” do something, there is a clear expectation, agreed by all key partners, that it should be 
done.  

• “may” or “may wish” to do something, the relevant sections have been included as examples of 
relevant practice that can be considered if appropriate.  

 

PRIORITIES  

The response to the pandemic – learning and working remotely for such a lengthy period of time – will pose 

significant challenges as we return to school/early years settings.   It is critical that we put mechanisms and 

processes in place to ensure the effective engagement and enjoyment of pupils and staff in the life and work 

of their schools and school communities, with a strong focus on overall health and wellbeing of all.  

The renew phase has the aim of supporting wellbeing, resilience and creating conditions to maximise 

attainment and achievement – this is in the wider context of Renfrewshire Council’s absolute commitment 

to raising attainment for all while narrowing the poverty related attainment gap. That was, is and will remain 

a key priority.  

WELLBEING OF  STAFF  

It is important that we all take time to consider whether and to what extent the pandemic and/or the 
response to it has affected our health and wellbeing. 
 
There are a range of online resources available for staff to support their health and wellbeing, a few are 
detailed below. Please ensure these are widely shared: 
 

Support Link 

Educational Psychology advice on how schools can support staff 
wellbeing on return to school 

REPS Folder 

Employee Counselling Service   https://www.timefortalking.co.uk/ 

Learn courses (Mental Health/Relaxation and Mindfulness/Resilience) https://bit.ly/30QK0pm 

GTCS wellbeing resources https://bit.ly/30V1fpP 

GLOW Renfrewshire Health & Wellbeing page https://bit.ly/2CXCUrm 
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STAFF  WHO HAVE BEEN SHIELDING  OR CL INICALLY VULNERABLE  

A number of staff have either been formally shielding or deemed to be clinically vulnerable as a result of 
coronavirus. The Scottish Government has confirmed that shielding will be paused from 1st August. Those 
shielding will receive a letter from the Scottish Government outlining changes and what they mean for 
them.  
 
Scottish Government advice is that staff who are shielding or who are clinically vulnerable can now return 
to work.   However, this will only take place once a COVID age risk assessment has taken place between 
your staff and yourself and advice has been sought from our occupational health providers to ensure that 
all appropriate health and safety measures are in place to give assurance for the safe return to work of 
your staff.   
 
Where a member of staff has concerns, I would ask that they discuss these matters with our occupational 
health provider and also seek advice from their GP or health care provider. Thereafter, and where they are 
able to return to work, an individual risk assessment will be carried out 
 
Staff with underlying health conditions may have greater anxiety in returning to work. In order that HR 
(Operations and Health and Safety) fully support the safe return to work of all these employees, the risk 
assessment form incorporating the COVID age assessment tool has been revised.  The COVID age tool gives 
a traffic light system in relation to an employee’s health, based on the responses given to the questions 
posed and allows easy identification as follows: 
 

1. Red - where there will be a requirement to refer the employee to Occupational Health 
2. Amber - where further discussion may be required, based on the responses given 
3. Green – employee can safely return to work, with PPE (if appropriate) and social distancing 

measures and good hand hygiene are applied 
 

Should you require any support in undertaking the task then please contact Linda Mullin, Principal HR & 
OD Adviser on linda.mulllin@renfrewshire.gov.uk 
 

 SPECIAL  CONSIDERATION FOR CERTAIN G ROUPS  

Scottish Government advises that special consideration is given to certain groups: 
 

• children, young people and staff who are clinically extremely vulnerable (shielding); 

• children and young people with Additional Support Needs; 

• anxious children, young people, families and staff; and 

• minority ethnic children, young people and staff 
 

Points for consideration are included in the operational checklist appended to this guidance. 
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DEPLOYMENT OF ADDIT IONAL STAFF  

We have recruited additional staff across all sectors to support the return to school. This additional staffing 
will support any absences in addition to support our most vulnerable children and young people. Further 
detail will be shared with each school. 
 
In primary and secondary schools, Pupil Equity Funded (PEF) teachers and those funded through Scottish 
Attainment Challenge (SAC) should continue to provide targeted intensive support to groups of pupils as 
appropriate.  
 

INFRASTRUCTURE & HEALTH AND SAFETY  

Risk assessments and guidance documents in relation to infrastructure and health and safety have been 
developed and shared.  These have been reviewed in line with new guidance and where changes have been 
made these have been highlighted yellow to allow ease of reference when updating localised versions.  
Documents distributed to date are listed below for reference and are held within Children’s Services Health 
and Safety COVID-19 Information Page on RENFO for establishments to access.   
 

Health & Safety Document(s) Reference 
Risk assessment for individual staff • Corporate Guidance on COVID Age tool 

Risk Assessment for individual pupils • ASN Briefing   

• Challenging Behaviour Risk Assessment Guidance 

Risk Assessment for Educational Establishments to cover:- 
Reducing Potential Exposure 
Physical Distancing 
Hygiene & Protection 
Infection Control 
Managing Sickness in Educational Establishments 

• Template Establishment Risk Assessment 

• Template Workplace Assessment 

• Supporting Hygiene Measures and Covid Related 
Supplies Guidance 

• Business Continuity Planning Arrangements  

• Guidance for workplace First Aiders 

HAZID (Hazard Identification) 
 

• Template Corporate H&S HAZID  

Cleaning  
 

• Environment & Infrastructure Classroom Caddy 
Guidance 

Transport • Transport Risk Assessment 

 
Should you require any support in relation Infrastructure e.g. janitorial or cleaning functions then please 
email soft-fm@renfrewshire.gov.uk.   
 
For Health and Safety then please email csresources@renfrewshire.gov.uk 
 
FIRE EVACUATION  
 
When undertaking fire test drills or procedures where the whole school is evacuated, schools should 
consider muster points and whether these need to be altered to ensure a greater degree of separation. Local 
fire risk assessments should be updated to reflect any changes to change of muster points. 
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CROSSING PATROL ARRANGEMENTS 
 
Environment and Infrastructure have advised that the school crossing patrol service will be delivered in 

major safety locations but there will be a limited service beyond this. We will share the detail of this as 

soon as it is available.  

 

CONTING ENCY PLANNING  

BUSINESS CONTINUITY  
 
In the event of an establishment lockdown 
 
Business Continuity Planning Arrangements document should be reviewed and updated.  To allow support 
of key objectives: 
 

• To support schools and early years establishments prepare for lockdown situations;  

• To support schools and early years establishments develop and deliver home learning and online 
remote learning platforms; and 

• To support the reinstatement of schools and early years establishments.  
 

In the event of a localised lockdown, chrome books and other forms of support will be available to borrow 
for those who do not have access to a device and/or the internet.  
 
The West Partnership are also developing guidance on contingency planning.  This will be shared once it is 
available. 
 
BLENDED LEARNING  
 
The blended learning models of delivery paper outlines expectations should we need to implement this 
model.  
 

PHASED RETURN  

All establishments will open on Wednesday 12th August 2020 following the two in-service days for staff on 
Monday 10th and Tuesday 11th August.  
 
Arrangements for the phased return of children and young people are outlined below: 

 
ELC classes 
 
Wednesday 12th August         Deferrals and pre-school start back 
 
Thursday 13th August                   Ante pre-school in addition to deferrals and pre-schoolers   
 
Friday 14th August              Eligible 2 year olds, meaning all eligible children now attending  
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Primary Schools 
 
Wednesday 12th August              P1 & P7 return to school  
 
Thursday 13th August                   P2, P3 & P4 return to school in addition to P1 and P7 
 
Friday 14th August                        P5 & P6 return to school meaning whole school now attending 
 
 
 
Secondary Schools 
 
Wednesday 12th August               S1 & S6 return to school 
 
Thursday 13th August                   S4 & S5 return to school in addition to S1 & S6 
 
Friday 14th August                        S2 & S3 return to school meaning whole school now attending 
 
Mary Russell School and Riverbrae School 
 
Wednesday 12th August     Only primary pupils return 
 
Thursday 13th August                   Primary and secondary pupils return 
 
It should be noted that there may need to be individual arrangements discussed with parents whose children 
have specific ASN. This might mean an extended phasing back period for some children and young people. 
You will know your children best and be able to organise this in consultation with parents. 

 

DROP  OFF  AND PICKUP 

The arrangements for parents/carers to drop off and collect children and young people require careful 
consideration, to ensure that large gatherings of people can be avoided and physical distancing between 
adults and children of different groupings is maintained. 
 
As pupils return, schools should work with their school community to implement and reviews plans. 
 
All plans in place should be communicated clearly to parents/carers.  
 
Parents should not enter school buildings unless required. Some approaches that you may consider include 
the following:  
 

• staggered drop off/pick up times or locations, so that not all children arrive onsite at one time as long 
as this does not reduce the overall amount of learning time in school for children and young people;  

• if the school has additional access points, consideration may be given to whether it would be 
beneficial to open these to reduce congestion;  
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• consideration may be given to where children go as they arrive at the facility. This could include 
heading straight to their group’s designated learning space/classroom, which could be indoors or 
outdoors;  

• if parents or carers are dropping off younger children, they should be discouraged from gathering 
outside the school and should maintain distancing of 2m, as far as practicable, when dropping off 
their children; 

• for those arriving by car, parents may be encouraged to park further away from the school and then 
walk with their children to avoid congestion, or alternatively use active travel routes where feasible. 
Car-sharing with children of other households should be discouraged;  

• where learning spaces can be accessed directly from outside, this may be encouraged to decrease 
interactions between individuals in circulation spaces;  

• Particular consideration should be given to the arrangements for parents of children with additional 
support needs or disabilities, who may normally drop their children off within the school building, 
and those who arrive at school using school transport, including taxis. 

 

PHYSICAL  DISTANCING BETWEEN CHILDREN IN PRIMARY SCHOOL S  

On the basis of the scientific advice, and subject to all other risk mitigation measures set out in this advice 
being appropriately implemented, there is no requirement for physical distancing between children in 
primary schools.  
 
 

PHYSICAL  DISTANCING BETWEEN CHILDREN IN SECONDARY SCHOOL S  

Secondary schools should encourage distancing where possible between young people particularly in the 
senior phase.  
 
Distancing should be implemented in a proportionate way. Importantly, schools should ensure that the 
specific approaches adopted do not introduce capacity constraints and/or prevent a return to full-time 
learning in school.  
 
Mitigations that schools should consider are outlined below. These also feature in the operational checklist 
and risk assessment:  
 

• encourage children and young people to maintain distance where possible, particularly indoors – this 
does not have to be strict distancing of 2m if this is unachievable but encouraging children and young 
people not to crowd together or touch their peers is recommended; 

• discourage social physical contact (hand to hand greeting/hugs); 

• use all the available space in classrooms, halls, libraries or social spaces to promote distancing where 
possible; 

• adjust class space if required, and where possible, to maintain spacing between desks or between 
individual young people; 

• seat young people side by side and facing forwards, rather than face to face; 

• avoid situations that require young people to sit or stand in direct physical contact with others; 

• where children and young people need to move about within the classroom to perform activities (for 
example to access a shared resource) this should be organised to minimise congregation around the 
point of access to the shared resource; 
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• where staffing within the school allows it, consider altering class sizes and composition to intensify 
support for young people and create more space. For example, where there are 3 maths sets in a 
year group (one set with 30 pupils, another with 20 pupils and another with 10 pupils) class size and 
composition may be altered to improve the spread of pupils and create 3 sets of 20 pupils; and   

• young people in the senior phase may require to spend time in college environments – guidance for 
colleges has been published.  

 
Secondary schools should consider which of these possible mitigations are achievable in their 
establishment, bearing in mind that this distancing is an additional, precautionary step, which goes 
beyond what is recommended in the current scientific advice on the re-opening of schools. 
 
 

PHYSICAL  DISTANCING AND MINIMISING CONTACT FOR ADULTS  

Two metre physical distancing between adults, and between adults and children and young people who are 
not from the same household should be maintained. This includes non-staff adult visitors to the school eg 
contractors, deliveries etc.  
 
Adult visitors to schools should be strictly limited only to those that are necessary to support children and 
young people or the running of the school and arrangements should be communicated clearly to staff and 
the wider school community.  
 
Schools should plan how shared staff spaces are set up and used to help staff to distance from each other. 
The number of people in staff rooms at any one time should be limited to ensure distancing can be 
maintained.  Mitigation should include handwashing and consideration must also be given to wiping down 
hard and soft furnishing before and after use. 
 
To ensure the safety of everyone, you should try to ensure that large groups of staff are not congregating 
where possible. 
 
Schools should consider if meetings can be held a different way e.g. remotely.  If not, appropriate mitigation 
should be considered for face to face meetings e.g. physical distancing. 
 
 
 

PHYSICAL  DISTANCING BETWEEN ADULTS AND CHILDREN  

Maintaining 2m distancing between adults and children whenever possible will help mitigate risk, but it is 
acknowledged that this is not always possible or desirable, particularly when working with younger primary 
school children or children with additional support needs who may require personal or intimate care.  
 
For the early stage (P1-P2), schools may consider making use of ELC models of managing children’s 
interactions and other mitigations, where appropriate, particularly where adopting a play-based approach. 
Detailed guidance for ELC settings is available.  
 
Face coverings are permitted to be used by anyone who wishes to wear one.  
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Where adults cannot keep 2m distance and are interacting face-to-face for a sustained period (egg for 15 
minutes or more), face coverings should be worn.  Face coverings will be available for staff in all schools.   
 
Face masks / visors will be made available for those carrying out personal care duties or where risk 
assessment identifies a need. 
 
With regard to movement of NCCT teachers between classes and across settings, this is permitted but should 
be minimised wherever possible. Schools should be encouraged to follow SNCT and LNCT guidance on how 
flexibility of time over a 2 or 4 week period may help to reduce movement of staff across classes.  
 
 

MINIMISING CONTACTS (GROUPING S)  

In line with the scientific advice, in both primary and secondary settings, wherever possible, efforts should 
be made to keep children and young people within the same groups for the duration of the school day.  
 
Schools should make efforts to keep groups of children and young people apart from other groups where 
possible.  
 
For example, in S1 and S2, secondary schools should keep children in the same two groupings for all subjects 
(practical and non-practical). 
 
In open plan settings and double bases with large numbers of children or young people (for example multiple 
classes in one open plan space) consideration should be given to ensuring clear demarcation and separation 
between the areas in which different groups learn.  
 
Schools should consider how to reduce the movement of groups across different parts of the school estate 
where possible.  
 
The approach taken to configuring groups should be risk-based and adapted to the specific circumstances of 
the school. The general approach should be to keep groups consistent where practically possible, taking into 
account the feasibility of doing this while delivering a broad, meaningful curriculum and promoting children 
and young people’s health and wellbeing.  
 
Examples that schools may draw on include:  
 

• in primary schools it may be appropriate to have groups organised according to full-class  
sizes;  

• where staffing within the school allows it, schools may consider altering class sizes and composition 
to intensify support for children and create more space;  

• for young people in secondary schools within the BGE, consideration may be given to keeping pupils 
in the same groupings across the curriculum.  

 
In particular, schools should avoid assemblies and other types of large group gatherings.  
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MOVEMENT OF  ADULTS BETWEEN SCHOOLS  

Movement between schools (e.g. of temporary/supply/peripatetic staff etc) should be kept to a minimum, 
where possible, until further notice.  
 
This includes attendance at school of those who visit, such as visiting teachers, psychologists, nurses and 
social workers.  
 
Recognising the importance of holistic support for children and young people to meet their needs, every 
effort should be made to secure these wider inputs through lower risk methods such as digital/virtual means 
or outdoor settings. However, it is accepted that this will not always be possible. 
 
 

MOVEMENT OF  PUPILS  B ETWEEN SCHOOLS  

Government guidelines at the moment advise that the movement of children and young people between 
buildings should be minimised – this will have an effect on consortium arrangements and children who 
attend ASN bases on a part time basis.  
 
Further details are available in the curriculum and ASN guidance documents respectively. 
 

MOVEMENT BETWEEN CLASSROOMS,  LEARNING AND SOCIAL  SPAC ES 

Movement of children, young people and staff between classrooms should be minimised wherever possible. 
Where this cannot be avoided, cleaning caddies will be available with materials to enable them to wipe down 
their own desk/chair/surfaces before leaving and, especially, on entering the room. This should be 
considered as part of overall hygiene strategies for schools.  
 
It is recognised that there will be movement between classes in secondary school and schools should work 

on the best way of managing this e.g. using one way systems.                             

PROMOTING  ATTENDANCE AND REDUCING  ABSENCE  

National guidance is clear that measures of compulsion for attendance should only be used as a last resort, 
once all other approaches to support attendance have been undertaken. These supports may include 
working with families who are experiencing anxiety about returning to school. 
 
We would expect school to work with families 
 
Additional codes are being developed by SEEMiS to support the recording and monitoring of attendance and 
absence, including specific codes relating to COVID-19. SEEMiS are currently working on implementing these 
codes for the start of session.  Guidance will be provided as soon as it becomes available. 
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SEEMIS have advised that new codes will replace those issued in March, therefore those issued in March 
should not be used. 
 
The National Parent Forum has produced guidance for parents on the return to school. 
 
 

USE OF  EQUIPMENT /RESOURCES  

Recommendations for the use of equipment are outlined below: 
 

• Children, young people and staff should be instructed to keep bags on the floor and not on their 
desks or worktops. Signage will be distributed to schools on Monday 10th August. Electronic Signage 
pack is also available. 

• Children, young people and staff can take books and other resources home, although unnecessary 
resource sharing including textbooks should be avoided, especially where this does not contribute to 
education and development.  

• Younger children have access toys and equipment that are easy to clean.  

• Resources such as sand, water and playdough should be used only by consistent groupings of children 
and should be part of relevant risk assessments; however, you may choose not to use these resources 
in the initial few weeks. 

• Children and young people should wherever possible be encouraged not to bring toys from home to 
the setting or to share their personal belongings, although it is appreciated that for younger children 
this may be difficult to prevent.  

 
Library books should be quarantined for 72 hours upon return to the library. School libraries should develop 
quarantine procedures for returned books and resources.  
 
Book drops and book trolleys can be used as they are easy for staff to wheel into a dedicated quarantine 
area and can be easily labelled.  
 
 
PRACTICAL ACTIVITIES, EXPERIMENTS AND INVESTIGATIONS  
 
Teachers may need to adapt their approaches to enable learners to carry out these activities in a safe way. 
SSERC has produced guidance on carrying out practical work in Sciences and Technologies for early, primary 
and secondary levels, including links to helpful resources which are included in the risk assessment.  
 
Education Scotland have prepared guidance on safe practice in physical education, which will be available in 
time for the return to school in August, and guidance on safe practice in home economics which will be 
available in the autumn. In advance of that Home Economics guidance being available we should continue 
to deliver this subject. Specific risk assessments on the use of kitchens should be developed and regularly 
reviewed as and when circumstances change.  
 
PHYSICAL ACTIVITY AND SPORT  
 
Guidance on organised outdoor sport for children and young people should be considered when planning 
and preparing for physical activity and sport.  
 
The guidance states that under current circumstance, PE should take place outdoors. 
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It is suggested that children and young people are encouraged to come to school in clothing that is 

appropriate for physical education and weather conditions to eliminate the use of changing rooms. Schools 

may wish to consider this. 

MUSIC LESSONS AND SINGING   

At the moment, the national guidance is that these activities should remain suspended in schools; however, 
lessons can still be carried out online. We will review this in September or as and when further guidance 
emerges.  
 

L UNCHTIME AND BREAKS  

It is recognised that break times will also require careful consideration. Schools may wish to consider 
staggered break and lunch times; however, this may not be possible in all schools. 
 
The Scottish Government has advised that staggering break and lunch times to an extent that they could 
reduce the overall amount of time children and young people can spend learning in school should be 
avoided. 
 
When children and young people return, a packed lunch will be available for purchase and for children who 
are entitled to a free school meal. There will be no hot food served initially. This will allow all establishments 
the opportunity to put processes and procedures in place which does not entail large groups queuing for 
lunch. For example, packed lunches may be brought to pupils or additional pick up points can be arranged. 
 
It is our intention to move to hot lunches in the near future but this initial period will allow establishments 
to make decisions regarding the flow of children and hopefully support lunchtime arrangements. 
 
Catering for breakfast provision will continue in schools where this was already in place. 

 

Morning break provision will no longer be provided in primary schools. 

 

Schools may wish consider gym/games halls as additional social spaces. 

 
 

PARENTAL  ENGAGEMENT  

An information leaflet has been produced for parents/carers by the central team and will be available for 
schools to distribute. This will allow families to understand what to expect in term one.  
 
Head Teachers should continue to engage with their parent councils and school community. Over the course 
of the pandemic, schools have developed new and innovative ways to engage with their school communities 
and this is something that individual schools should consider in the short-term. In the medium to longer-
term, possibly as part of a wider review of parental engagement strategies, platforms and protocols, we may 
update the recently launched engagement strategy to take account of increased use of digital technology. 
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SCHOOL  UNIFORM  

School uniforms/clothing and staff clothing should be washed/cleaned as normal. Any arrangements in place 
to support washing of school uniform and clothing should be continued.  
 
Cost of the School Day funding and PEF should be used to support families with school essentials such as 
uniform.  
 

EXTRA-CURRICULAR ACTIVIT IES  AND INTERNATIONAL  EXCURSIONS 

We provided a range of high-quality extra-curricular prior to the COVID crisis and these were hugely popular 
and beneficial to children and young people. We would encourage establishments in the immediate term to 
re-establish activities and UK residential excursions, where safe to do so, and in the medium-term we will 
consider if there is any learning from COVID which may allow us to improve this aspect of our provision.  
Schools should consider the need for out of hours cleaning when scheduling activities.  
 
Any new international trips should not be planned until advised that this is safe to do so. You should seek 
advice from the central resource team about any existing international trips 
csresources@renfrewshire.gov.uk 
 

OUT OF  SCHOOL  CARE  

In line with government guidance OSC will return to those establishments in which it was provided pre-
COVID from w/c 17th August, albeit the service may be delivered slightly differently in light of restrictions 
around cleaning etc.  
 
The provision of OSC is a critical part of support offered to families. Establishments should work positively 
and proactively with OSC providers and support them to deliver their services.  
 
Where you believe there may be potential challenges in the delivery of the service within your school, please 
speak to your Education Manager or Head of Service. 
 

BREAKFAST  CL UBS  

The broad range of breakfast club provision makes it challenging to be too prescriptive on the re-establishing 
of these; however, we will work with schools to get clubs up and running as soon as possible. 
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QUAL ITY  IMPROVEMENT FRAMEWORK  

Quality Improvement Framework activities between August and December will be adapted to align with the 
immediate recovery priorities. Your link Education Manager will be in contact with you on 10th August to 
provide detail about this and to make arrangements to visit the establishment. In the meantime, if you have 
any questions, please contact your link manager.  
 
 

We will all continue to work positively together as we ensure the future safe and successful delivery of 
education in Renfrewshire. The central education team is here to provide any help and support that you 

need. 


