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1. PURPOSE

This guidance document sets out Rhondda Cynon Taf’s approach to open schools whilst applying consistent 

measures to protect staff, pupils and visitors in accordance with guidance under regulation 7A of the Health 

Protection (Coronavirus Restrictions) (Wales) Regulations 2020.

The guidance is specific to the phased re-introduction of learners back into schools on the 29th June.

The guidance sets out practical measures for school staff to use in the various school environments in which 

they work and is intended to be used in conjunction with signage/specialist equipment and the exemplar 

school guidance videos made available to schools. 

Each section covers particular ‘spaces’ within the school site and any spaces not included below specific to a 

school building, such as a Learning Resource Centre (Library), will need to be assessed and similar principles 

applied to ensure compliance with the social distancing rules.

This guide to re-occupying school buildings is intended to support school staff in placing signage provided by 

RCT and in maintaining social distancing rules in schools, and should be read in conjunction with other RCT 

guidance documents.

This is purely a guidance document and clearly all schools are different.  Schools should employ social 

distancing measures and installation of signage appropriate to their own school site.
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2. KEY THEMES

2.1 Headteachers must:
Ensure a suitable risk assessment for Covid-19 is undertaken and implement any necessary controls. To 
ensure the risk is reduced as far as reasonably practicable they will need to:

• Take reasonable measures to ensure a 2m physical distance is maintained between all staff and learners, 
whenever possible.

• Provide hand sanitiser/wipes/ handwash arrangements in appropriate locations e.g. at the entrance to 
school buildings and at entrances to classrooms.

• Not exceed the maximum number of pupils / staff in each classroom, office, staffroom, kitchen  
and toilet area.

• Ensure an enhanced cleaning regime is introduced for the school.

• Ensure a clear desk policy is maintained by staff and pupils.

• Ensure staff and pupils do not cross on stairs/in corridors – use one way travel wherever possible.

• Restrict use of lifts to 1 person (and a carer) at a time.

• Mark out 2m exclusion zones in appropriate locations.

• Use staff room / Kitchen areas for individual beverages only with no food preparation.

• Implement staggered start/finish times for pupils to avoid gatherings at the start/end of the school day.

• Communicate effectively with staff, parents and pupils and ensure they adhere to the regulations and 
any site specific rules.

• Ensure staff are symptom free before attending work.

2.2 Staff must:
• Ensure pupils are symptom free before attending school.

• Maintain a 2m distance between themselves and colleagues/pupils wherever reasonable and practicable 
to do so.

• Regularly wash hands with soap for a min. of 20 seconds.

• Make use of hand sanitiser/wipes as appropriate if hand washing facilities are not available.

• Adhere to the maximum number of staff in office, kitchen and toilet areas. 

• Adhere to the clear desk policy and ensure workstations/equipment are cleaned/sanitised before re-use.

• Use common sense when moving around the school site and be courteous to colleagues when waiting to 
enter spaces/use equipment.

• Encourage pupils to follow the above rules at all times.
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3. RECEPTION AREAS

• Where possible, visitors should arrive only by 
appointment and the organiser should make 
arrangements with reception staff to achieve 
the smallest turn around time possible.

• Use of temperature sensing equipment may be 
required.

• Clear plastic (or existing glass) protective 
screens must be used to separate staff and 
visitors and allow for safe interaction.

• Areas must operate on a one in/one out basis 
and if possible, the use of one way systems.

• Where possible a separate waiting area should 
be provided.

• Use of floor and wall signage both internally 
and externally will help to remind staff and 
visitors of distancing requirements.

• Doors may be propped open (subject to advice 
on fire restrictions) to allow for better visibility 
and reduced contact with door handles.

• Sanitiser should be provided at reception 
counters.

• Appropriate exclusion zones marked out.

• Encourage visits via remote connection/ 
working where this is an option.

• School clerk/receptionist must keep a record of 
all visitors and their arrival/departure times. 

• Electronic sign in devices to be taken out of 
use.

• Staff should sign in and out using their own 
individual pens, to avoid risk of contamination 
via shared pens.
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https://youtu.be/_B0EYp7Y3tk


DROP OFF
• Parents dropping off children must maintain 2m 

distance from other families wherever possible.

• Markers will be spray painted on the ground to 
help parents queue up and remain 2m apart 
(floor signs in the images are indicative only,and 
should not be used outdoors).

• Staff will welcome families one at a time.

• Parents should be asked not to enter the building, 
and must not congregate together.

• Where possible, learners should go directly to 
their classroom to avoid moving around the 
building.

• Schools should arrange for pupils arriving on foot 
/ cycle / via parental vehicle to arrive at separate 
times to the school buses.

PICK UP
• Afternoon pick up arrangements will vary 

depending on the school site layout.

• Schools will need to make reasonable 
arrangements to ensure the 2m social distancing 
rule is maintained wherever possible.

• Schools should implement staggered pick 
up times to prevent parents and learners 
congregating.

• Schools should arrange for pupils departing on 
foot / cycle / via parental vehicle to depart at 
separate times to the school buses.

4. MORNING ‘DROP OFF’ & 
AFTERNOON ‘PICK UP’ 
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click here to view the video

https://youtu.be/-P8MhrqHhAs


• The advised maximum number of staff/learners 
in a classroom should not be exceeded – Pupils 
must be at least 2m apart.

• Hand sanitiser and wipes should be available 
at the entrance to the classroom. Sanitiser 
wipes and used tissues should be disposed of 
in a dedicated foot operated pedal bin with an 
automatic closing lid.

• Outdoor spaces should be used for learning 
wherever possible.

• Desk occupation should be allocated to individual 
pupils to achieve the appropriate space/
distance between learners and avoid any cross 
contamination.

• The pupil sitting furthest away from the 
classroom entrance door should enter the 
classroom first to avoid passing other pupils.

• Consider allocating each child with their own set 
of stationery or requesting they bring their own 
to school – such resources should not be shared.

• If desks need to be used by more than one person 
then the clear desk policy will be explicit in this 
and staff must clean desks after use.

• Use of screens between staff and learners is 
necessary if one-to-one support is required.

• Increase ventilation and number of air changes 
in rooms by opening windows and doors (where 
possible).

5. CLASSROOMS
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click here to view the video (SECONDARY)

click here to view the video (PRIMARY)

https://youtu.be/qabqG7w85WE
https://youtu.be/Q70NOMbp0Rc
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• Foundation phase areas should be set up using a 
mix of desks and activity areas at least 2m apart, 
and should not be set up using desks alone.

• Units / furniture can be used to create natural 
divides of areas within the classroom.

• The class should be split between outdoor and 
indoor areas to provide learners with a diverse 
learning experience.

• Many of the usual activities can still take place 
– e.g. story-telling, but ensure children are sat 2 
metres apart.

• Remove all sand play, playdough, dressing up 
outfits, soft toys and furnishings.

• Use toys / educational tools which can be easily 
cleaned between uses.

6. FOUNDATION PHASE AREAS
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• Staff/visitors/learners should not cross on stairs 
or in corridors– implement a one way travel 
system wherever possible.

• Staff will need to be alert at all times of social 
distancing ability being compromised in these 
areas.

• Good use of signage will help to remind staff and 
pupils of social distancing.

• Doors may be propped open (subject to advice on 
fire restrictions) to allow for better visibility and 
avoid contact with door handles / surfaces.

• Appropriate exclusion zones marked out.

• Windows and doors should be kept open to 
provide continuous air circulation where this does 
not present a risk to evacuation procedures in the 
event of a fire.

7. CIRCULATION SPACE & 
VENTILATION 
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• Toilets should operate on a one in one out basis.

• Where possible visibility of persons in the 
ancilliary toilet area should be achieved.

• Space for queuing / waiting should be identified.

• Install reminder signage regarding the importance 
of frequent and thorough hand washing.  

• Regular checks on the supply of sanitiser/soap 
should be undertaken.

• Appropriate exclusion zones marked out.

8. TOILETS 
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click here to view the video

https://youtu.be/93fe44KTFeQ


CLOAKROOM AREAS
• Cloakroom areas to be marked out as exclusion 

zones using tape/no entry signage where social 
distancing is not possible.

• Where social distancing can be achieved in 
cloakrooms, ensure that a pupil’s bag / coat does 
not come into contact with the coats / bags of 
their peers by ensuring hooks used are suitably 
distanced.

• Where possible, children to keep coats on back 
of their individual chair and keep bag under their 
own desk.

LIFTS
• To be operated as one in/one out basis (with a 

carer if required).

• Signage to be clearly visible.

• Queuing system to be utilised.

• Appropriate exclusion zones marked out.

9. CLOAKROOM AREAS & LIFTS
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CLEAR DESK POLICY
• No personal items/paperwork etc. are to be kept 

on desks at any time.

• Pedestals must be locked or secured with tape 
and no items put back and forth onto/from the 
desk. 

• Desks, keyboards and telephones must be wiped 
clean before and after use.

• Staff must not share desk phones and shall try at 
all times to use mobile phones.

SHARED EQUIPMENT
• MFD’s / photocopiers / printers and similar 

equipment should be operated on the basis of 
one user at a time.

• Space for queuing should be identified.

• Sanitiser should be made available.

• Appropriate exclusion zones marked out.

• Sanitiser wipes to be provided for cleaning before 
and after each use.

• Foot pedal operated bin to be available for safe 
disposal of used sanitiser wipes.

10. CLEAR DESK POLICY &  
SHARED EQUIPMENT
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• The advised maximum number of staff should 
not be exceeded.

• Staff must take reasonable measures to ensure 
a 2m physical distance is maintained between 
colleagues wherever possible.

• Only hot drinks to be made or cold drinking water 
from the dispenser.

• Drinks must only be made for the individual 
needing/wanting one.

• No food preparation is to be carried out in the 
space.

• Food and drink which needs refrigeration can be 
placed in the refrigerators but must be placed 
in and removed swiftly and removed from the 
kitchen area for consumption.

• Space for queuing should be identified.

• Regular checks on the supply of sanitiser/soap 
should be undertaken.

• Cupboards could be sealed so that no items can 
be held in the kitchen.

• Appropriate exclusion zones marked out.

11. STAFFROOM  
AND KITCHEN USE
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click here to view the video

https://youtu.be/UEuKTZXrpDY


• Where possible, children should eat at their 
designated desk (or outdoors, maintaining social 
distancing – weather permitting).

• Where dining at their desk, the desk should be 
cleaned prior to and after eating.

• Each pupil should bring their own packed lunch 
and no sharing of food is permitted.

• Packed lunch provision will be provided for pupils 
entitled to Free School Meals.

• All pupils should bring a filled water bottle to 
school. The refilling of water bottles will be 
managed and supervised by staff, as required.  

• Water fountains must not be readily available for 
pupils to use unsupervised.

12. PUPIL DINING ARRANGEMENTS
&  WATER PROVISION
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click here to view the video

https://youtu.be/3uBv1GKp-3U


Signage to be displayed in the following locations using signage as listed in Appendix A

• Specific equipment will also be provided as listed in Appendix A.

• Additional temporary clear plastic screens for reception counters.

• Suitable quantities of sanitiser/wipes.

Locations

Reception/waiting areas –signs 

Kitchens 

Toilets

Lifts

Staff notice boards and prominent 
locations on walls

Hand sanitiser stations

Hand washing locations

Floor distance/direction markers

Doors to identify direction of travel 

Hazard Marker tape to be used in 
front of lift doors to indicate distance 
spacing and in Entrance Foyers/
Receptions to keep back/queuing

Sign Type

A,B,C,D, F,H,I,J,K

A,B,C,E,J, M

A,B,C,E,J

D,J

A,E,K

 
F,J

E,

J

B,G,H,I,J

L

13. SIGNAGE & EQUIPMENT
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Welsh Government Operational guidance for schools:
https://gov.wales/operational-guidance-schools-and-settings-keep-education-safe-covid-19
 
Welsh Government guidance on learning over the summer term:
https://gov.wales/guidance-learning-over-summer-term-keep-education-safe

CONTACTS

Mike Murphy,  
Health and Safety Advisor
01443 425536 
mike.murphy@rctcbc.gov.uk 

Tim Britton,  
Head of Achievement (Primary) 
01443 744014
tim.britton@rctcbc.gov.uk

Sarah Corcoran,  
Head of Achievement and Wellbeing
01443 827500
sarah.corcoran@cscjes.org.uk

Andrea Richards,  
Temporary Service Director 21st Century Schools and Transformation
01443 744002
andrea.a.richards@rctcbc.gov.uk

14. FURTHER INFORMATION
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Type A
Covid posters to be 

erected in prominent 
locations around the 

building including school 
notice boards, staffroom, 

and communal areas;
         

Type B
Sign to be erected 

outside of kitchens, 
toilets and all/any small 

areas or rooms and 
reception areas 

   

Type C
Sign to be erected in 
prominent locations 
around the building 

including school notice 
boards, staffrooms/

kitchens, toilets, 
reception and communal 

areas
    

Type D
Sign to be erected 

outside of the lift and at 
appropriate entry/exit 

locations 
    

Type E
Sign to be erected in 
prominent locations 

around the building and at 
hand wash basins

Type F
Sign to be erected at all 

sanitiser locations

APPENDIX A – RCT APPROVED 
SIGNAGE & EQUIPMENT
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Type G
Signs to clearly 

indicate one way 
systems around 

schools including 
stairwells and on 
doors into rooms 
where one way in 

and one way out can 
be achieved

Type H
Signs to be erected 

at appropriate 
locations around the 

building to clearly 
indicate travel 

systems around 
school on doors and 
on walls in stairwells 

           

Type I
Floor sign to be 

placed at appropriate 
locations around the 

building to clearly 
indicate travel 

systems around 
school buildings

Type J
Floor signs to be 

placed at appropriate 
locations around 

the building to 
clearly indicate 

where safe distance 
queueing can take 

place around school 
buildings to access 

kitchens, classrooms, 
toilets, printers ,lifts, 
and reception areas

 

Type K
Sign to be placed at 

locations where wipes 
can be disposed of in 

appropriate bins 
  

Type L
Hazard tape to be 

used at appropriate 
locations around the 

building to clearly 
indicate travel 

systems around 
school site, no-go 

zones such as clear 
areas outside lifts, 

cloakrooms, and 
to separate travel 

directions in corridors 
and stairwells where 
one way travel is not 

possible.
 

Type M
Sign to be erected in 
kitchens/tea making 

facilities.
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Equipment

5L Sanitiser

White tac and double sided tape 
for placing signs

Clear plastic screens
for reception counters and one-to-one support, 
manufactured to site specific measurements
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This document is available in Welsh or English and 
other formats are available when requested 


