
Introduction
At the beginning of the pandemic, little did we 
know about how our lives would be affected and 
how we would have to adapt to the changing 
environment. King James Academy’s response 
to these unprecedented challenges has been 
both prudent and pragmatic throughout and we 
finished the last academic year in the strongest 
possible way. 

I am delighted that we can look forward to 
welcoming back all the students and teachers to 
school at the start of September. Alongside our 
aims to provide an excellent educational 
provision, KJAR is also known for the 
outstanding quality of pastoral care – the welfare 
of our pupils is our number one priority. 

This document seeks to reassure those within 
our school community that we will reopen with 
vigour and purpose, but provide a safe and 
secure environment for all. The document 
provides an overview of how the school will 
operate and also how we plan to deal with a 
number of potential scenarios.

As you can imagine, forward planning has 
been complex and challenging and my thanks 
goes to the  staff who have contributed a huge 
amount of time, thought, and energy into 
producing this document.

No doubt there will be further challenges 
ahead, but KJAR is blessed with a dedicated 
team of highly professional and talented staff 
and we will respond positively to the ‘new 
normal’. Above all, this document reaffirms 
our commitment to provide the best possible 
learning environment for your children, whilst 
looking after their welfare, and continuing to 
uphold our core values.

The excitement is growing and we can’t wait 
to get everyone back to KJAR, but in the 
meantime I hope that you continue to enjoy 
the summer.

Gordon Farquhar
Headteacher

Introduction



Start of Term

Y5 Y6 Y7 Y8 Y9 Y10 Y11

Mon 7/9 Full day Home tasks Full day Home tasks Home tasks Year 10 JKR should 
arrive at 12.15 and 
will be finished by 
1.30pm

Yr 10 JHN amd Yr 10 
KGH should arrive at 
1.30pm and will be 
finished by 2.45pm

Yr 11 should arrive at 
1.30pm and will be 
finished by 2.45pm

Tues 8/9 Full day Full day Full day Year 8 students 
should arrive at 
12.15 and will be 
finished by 1.30pm

Year 9 AJE, BME and 
CDM should come 
into school at 9.50am 
and will be finished 
by 11.05am

Year 9 JSH and JES 
should come into 
school at 11.10am 
and will be finished 
by 12.15am

Full day Full day

Wed 9/9 Full day Full day Full day Full day Full day Full day Full day

When do we come back to school?
The arrival times of the year groups are as per the below table:

What happens at the start of next term?
The Government statement made on 2 July provided guidance on the 
likely conditions for reopening in September. KJAR is planning for all 
pupils to return at the start of next term based firmly on this guidance. 
The key message we take from this is: “It is our plan that all pupils, in 
all year groups, will return to school full-time from the beginning of the 
autumn term.” (Source: Guidance for Full Opening: Schools, GOV.UK, 
27 July 2020).



Bubble/
Group

Start Time Finish Time Entrance point Delivery Model &
Location

Toilets & 
Handwashing

Play area Lunch

Year 5 0820 1505 Year 5 entrance 
Junior Site

6 forms
Year 5 classrooms

Year 5 Area Year 5 playground
Staggered breaks and 
lunch

Junior site - hall
Staggered breaks and 
lunch

Year 6 0840 1525 Middle gate
Junior Site

6 forms
Year 6
Classrooms

Year 6 Area Year 6 
playground
Staggered breaks and 
lunch

Junior site - Drama 
Studio
Staggered breaks and 
lunch

Year 7 0820 1505 Senior Site 
Pavilion

6 forms
H Block /English

Pavillion Tennis Courts Pavilion & 
Room B10 (53)

Year 8 0820 1505 Senior Site via 
the Royston 
Leisure Centre

5 forms
G Block/
Maths and Geog 

G Block Football pitch behind 
C block

Senior site hall

Year 9 0840 1525 Senior Site main 
entrance

5 forms
MFL/History

Top of B Block Tennis Courts near 
6th form

Exam Room
B Block

Year 10 & Year 
11

0830 1515 Entrance - Senior 
Site

Yr 10 - 3 forms
C Block
Yr 11 - 4 forms
J Block

A corridor
6th form centre

Basketball Court near 
C Block

6th form

School Overview
What will be the school routine?
As far as possible we will follow a normal school timetable, start and finish times have had to be slightly staggered and each year 
group has their own entrance point, toilets, handwashing, play area and lunch area, as per the below table:



Zone Overview
Senior Site

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.

Teaching Zones
Years 5 through 9 will be taught in 
groups which do not change. Each 
year group has a set area, each class 
group has a room within that area. 
Teachers move to the group, with the 
exception of where there is a need for 
a specialist classroom. Students will 
do PE in an outdoor space and will 
come to school in their PE kits on that 
day to avoid the use of changing 
facilities.

Year 10 and 11 will have the majority 
of their lessons in their designated 
area but will more to specialist rooms 
for Science (where necessary), Art, 
Technology and Computer Science/IT.

These rooms will only be used by 
students in the Key Stage 4 bubble. 
(Whilst this sounds like a large 
number, this is 120 students 
combined).

Movement around school will be 
signposted, making clear which year 
groups can access which areas.



Fire Alarm Procedure
SENIOR SITE

Staff and students should follow the existing fire alarm procedures. 

However, Years 7-11 should line up in form groups at the following locations. There will be markers indicating where to stand. 
Students will be shown where to go on the first day of term.  

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.

https://drive.google.com/drive/u/0/folders/1ZpBIS6JleLPC0PsW1fnvKrtvGLfn5uUH


Our students are continually praised by members of the public and local 
community for the way that they look and how they represent the school. Our 
uniform is important and sends a clear message to everyone demonstrating that 
our students have pride in their school and appearance.

● White collared shirt or revere neck blouse
● Navy knitted ‘V’ neck sweater with Academy motif, compulsory item for Year 7 

and optional for Years 8 to 11
● Navy/gold tie with Academy logo, compulsory item depending on your shirt style, 

see bullet point 2 above (no tie required with revere neck blouses)
● Years 8 to 11 Navy blazer with Academy motif,  compulsory item for Years 8 to 11 

and optional for Year 7. For the first half term, some students may wish to 
wash their full uniform on a daily basis, therefore, blazers are not 
compulsory.  This will be reviewed at half term

● Plain grey skirt, divided grey skirt or plain grey trousers (not multi-grey, coloured or 
black and not cords, jeans or leggings or other forms of stretch material)

● Students may choose to wear plain, dark grey tailored knee length shorts
● Grey, white or black socks; black or grey tights
● Coats should be suitable for all weather conditions and not extreme fashion items.
● Black leather/faux leather school shoes (lace-up, Velcro, zip or buckle fastening) 

NOT trainers, trainer style shoes or canvas shoes.
● Heels to be no higher than 1 or 2 cms. 
● Knee length boots and trainers are not allowed

School Uniform: Important Information for Parents        
Please check the information below and make sure you are buying the correct uniform for your child.

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.

Uniform: Years 7-11
What should students wear to school?



PE Kit

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.

On the days that pupils have PE they should come into school in 
their PE kit, to help reduce the use of the changing rooms.

Pupils will also need spare PE kit to change into after a lesson if 
there has been wet weather.

Pupils will need to wear the appropriate kit for the activity they have for PE that day.  Year 5/6 PE timetable is on 
the next slide.  Year 7-11 PE activities and groups will be emailed to them on the 3rd September.

Football & Rugby

● Long navy/gold socks
● Navy shorts or navy KJAR 

tracksuit bottoms
● KJAR PE white t-shirt or plain 

white t-shirt
● KJAR multisports jumper
● Football boots
● Shin pads to be put on at the 

start of football lessons if 
requested by the PE teacher

Gum shields are not necessary at the 
moment.

Netball

● Trainers
● White socks
● Navy shorts or navy 

KJAR tracksuit 
bottoms/leggings

● KJAR white t-shirt or 
plain white t-shirt

● KJAR multisports 
jumper

Health, Fitness & 
Exercise

● Trainers
● White socks
● Navy shorts or 

navy KJAR 
tracksuit 
bottoms/leggings

● KJAR white t-shirt 
or plain white 
t-shirt

● KJAR multisports 
jumper

Wet Weather

Could pupils 
please bring 
spare PE kit 
to change into 
after a lesson 
if there has 
been wet 
weather.



PE Kit
On the days that pupils have PE they should come into school in 

their PE kit, to help reduce the use of the changing rooms.
Pupils will also need spare PE kit to change into after a lesson if 

there has been wet weather.

Year 5 and Year 6 students will be escorted to the Year 5 and 6 playgrounds by their form teacher or 
previous class teacher. 
PE Timetable
Autumn 1

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.



Attendance
Attendance
Government guidance is clear that all pupils should return to school unless there 
are exceptional circumstances. The risk to children of becoming severely ill from 
COVID-19 is very low and we know there are negative, and sometimes lasting, 
health and educational impacts for pupils who are out of school settings for long 
periods. It is with this in mind that the Government’s guidance states that pupils 
will be expected to attend school/setting, as normal, come September. 

A small number of pupils will still be unable to attend because they are 
self-isolating and have had symptoms or a positive test result themselves, or 
because they are a close contact of someone who has COVID-19.

Student Illness
Students must not be sent into school if  unwell for both Covid-19 and any other 
illnesses/symptoms.

We ask that parents take care to assess their child’s health each morning before 
leaving for school. Please take their temperature. If they display any of the 
symptoms displayed below please do not send them into school. Any pupil 
arriving at school and developing a temperature of 37.7C or above will be sent 
home. 

The most common symptoms of Covid-19 are:
● A new, continuous cough
● Fever/high temperature (37.7C or greater)
● Loss of, or change in, sense of smell or taste (anosmia)

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.



Arriving at school

KJAR has been divided into Zones, where only certain year 
groups are permitted to go. Each area has  designated toilet and 
hand washing facilities. There are no shared areas across 
year/key stage bubbles.

Students should arrive at school at the time allocated for their year 
group. Each year group has a staggered arrival time, making arriving on 
time very important!  

Students should then make their way to their designated area wash their 
hands. There are markings on the floor (2m apart) which students should 
use as a guide for social distancing.

The first task upon entering school will be to wash their hands.

Please be mindful that the school office will not be available to receive any 
forgotten school items.  Please phone the school if there any concerns 
throughout the day between 9.00 and 3.00pm.

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.



Arriving at school

From September students will be permitted to ride their bikes and 
scooters to school.  The following table outlines where students can 
securely lock their bikes and scooters.  These areas will be out of 
bounds during the school day.

Year 5 Along the fence next to the gates at the Year 5 entrance

Year 6 In the bike and scooter shelter by the table tennis tables outside 
the entrance to the East Corridor

Year 7 Along the fence next to the Pavilion gates entrance on the 
senior site

Year 8 Along the side of G Block

Year 9 Senior Site quad

Year 10 & 11 Outside the Sixth Form Centre

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.



Frequently Asked 
Questions

Face masks - Guidelines are clear that in the current Covid situation within Hertfordshire 
masks are not required to be worn where control measures provide additional mitigation. 
We have such measures in place and as such staff and students will not be wearing 
masks. If you have an individual risk assessment which states you must wear a mask 
please contact the school office.
Mobile Phones - Students may bring in their mobile phones to school, however, we will 
not be collecting them in the normal way (Years 5&6).  Therefore, as students arrive at 
school they should turn their phones off and place them in their bags. All students that 
bring their mobiles phones into school do so at their own risk, KJAR does not take 
responsibility for any loss or damage. 
Lunchboxes - We would encourage students to bring a packed lunch to school in their 
own lunchbox.  This will be kept on their individual tables in their classroom. Those 
students who have opted for a packed lunch will have them delivered to the classroom.  
School lunches will be grab bag only, yrs 5-11 and will be eaten in designated bubble 
areas. 
Detention - There will not be any detentions from September.  Detention will be 
reintroduced when year groups can mix.
Cubby Holes - Are available for Year 5 and 6
Lockers - Lockers will not be available at the start of term.  Please ensure students 
arrive at school with a bag to carry their equipment, books and lunch.
Equipment/PE Kit - that is already in school lockers can be collected.  Please contact 
the school office to arrange this. 
Student Planners - There will be no student planners across all Year groups.
Hand Sanitiser - Students that wish to bring in their own hand sanitiser, may.
Water Bottles - We recommend that students bring in sufficient water for the day, in  a 
named water bottle.  This will help reduce the time needed throughout the school day to 
refill water bottles. There will be jugs of water available at break and lunch.

.

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.



Classroom rules have been displayed in each 
classroom. Students will be reminded of these rules 
at the start of every day. 

The consequences for not abiding by these 
rules will vary depending on the situation and 
severity of the event. However, they will range 
from a quiet reminder through to parents being 
contacted and if there are no alternatives, fixed 
term exclusion. 

KJAR will continue to use Go 4 Schools to record 
both positive and negative behaviour events. 

Rules and 
Expectations

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.



Rules and 
Expectations

Annex – COVID -19 Additional Information for KJAR behaviour policy
1. Context

This annex will be active from 7th September 2020 and will be reviewed by King James Academy on an ongoing basis. The information contained within this 
Annex supersedes any conflicting information that exists in the current behaviour policy until the point where the Academy, in conjunction with the Trust, 
choose to revert to the original policy.

2. Behaviour
On arrival to the Academy pupils will be briefed on specific expectations regarding behaviour. These revisions are in line with government guidance that 
reflect the new protective measures that have been introduced. These new rules and routines have been introduced to ensure safety for all.

Rules and Expectations
As always, we expect pupils to follow reasonable instructions from staff in school. This is particularly important at this time as not doing so could compromise 
the safety of them and others. Therefore, in addition to the current behaviour policy expectations the following rules will apply:

● Observe social distancing. Pupils are always expected to try to keep their distance from others. Exceptions to this include young children and 
children with special educational needs who may not be able to understand the need for social distancing and may also seek close interaction with 
their peers or adults to provide reassurance at a period of disruption to their routines - please refer to section 4 that addresses reasonable 
adjustments.

● Observe good personal hygiene. Pupils must wash hands thoroughly more often than usual as instructed by a member of staff. Pupils must also 
ensure that they manage their respiratory hygiene effectively. This includes sneezing and coughing, and pupils must ‘catch it, bin it and kill it’. 
Spitting is not allowed on the Academy grounds and will be sanctioned more seriously than it ordinarily would.

● Pupils must only interact with others in their learning group. Pupils must remain in their learning group and must not mix with others whilst in 
the Academy.

● One way systems around the school building. Pupils will be expected to follow guidelines and markings (with adult direction) to move around the 
school building. For example, a one-way circulation, or divider down the middle of a corridor to keep groups apart as they move through the school.

ments are in place on a case by case basis.

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.



Rules and 
Expectations

Annex – COVID -19 Additional Information for KJAR behaviour policy

3. Consequence and Rewards
The use of House points as the primary reward for behaviour will continue. 
Consequences continue to include negative points, and the removal of students from lessons. There will continue to be a member of staff ‘on call’ each 
hour to assist with behaviour management issues. 

Pupils who are unable to adhere to the rules and expectations (and in doing so compromise the safety and wellbeing of themselves and others) could be 
subject to an exclusion, and persistent breaches may result in a permanent exclusion.

4. Reasonable adjustments
Reasonable adjustments will be considered in the implementation of these new rules and expectations. Some children will return to school having been 
exposed to a range of adversity including bereavement and long-term anxiety. This may lead to an increase in social, emotional and mental health (SEMH) 
concerns. Additionally, where children have special educational needs and disabilities (SEND), their provision may have been disrupted during partial 
school closure and there may be an impact on their behaviour. 

The SEN and pastoral teams will work together to ensure that reasonable adjustments are in place on a case by case basis.

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.



COVID Code 
of Conduct

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.

Every member of the KJAR community has a part to play in our safe return to school and must do all they can 
to respect those around them. 

The following guidance is crucial in achieving a safe and happy environment when we return to school:

● Good manners, courtesy and common sense must be displayed at all times
● Pupils must remain within their year group bubbles wherever possible
● Social distancing must be maintained when moving around the school, inside and outside
● Where an individual risk assessment has been completed some staff and students may be wearing face 

coverings, both students and staff have the right to wear face coverings without comment from others
● One-way systems around school must be observed at all times of the day
● Pupils must remember that staff are required to social distance from each other and from pupils. Nothing 

must be done to compromise this
● Good hygiene habits must be maintained throughout the day. Hand washing and sanitising must take 

place at every opportunity
● COVID-related bullying will be treated in line with our anti-bullying policy
● Pupils ignoring advice and guidance on moving around the school (one-way systems, entry and exit to 

buildings), compromising social distancing or the integrity of their year group bubble could be subject to 
an exclusion



Rules and 
Expectations

Social Distancing
Consistent groups reduce the risk of 
transmission by limiting the number of pupils 
and staff in contact with each other to only 
those within the group. Therefore students 
will remain in year group or key stage 
bubbles. Maintaining distinct groups or 
‘bubbles’ that do not mix makes it quicker and 
easier in the event of a positive case to 
identify those who may need to self-isolate, 
and keep that number as small as possible.

Students will be supported to maintain 
distance and not touch staff and their peers 
where possible (ideally 2 meters). Corridor 
areas have been marked out to help pupils 
visualize and maintain distancing. 

Rooms will be kept as well ventilated as 
possible (opening windows) or via ventilation 
units. Classroom doors will be wedged open 
to avoid handle contact (but can be closed at 
the discretion of the teacher) and cleaned 
after every session.

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.



Basic Equipment
Students must not share equipment 

with one another 

Basic Equipment
STUDENTS CAN NOT 
BORROW OR SHARE 
EQUIPMENT FROM EACH 
OTHER. 
To address this issue, we have 
listed the absolutely essential 
equipment that every student 
must have in school every day. 
This includes: black or blue pen, 
green pen, ruler, sharp pencil, 
rubber and pencil sharpener. 
Coloured pencils are also useful. 
We would also strongly 
recommend that every student 
purchases a pencil case. KS3 
and KS4 should also bring the 
recommended calculator. 

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.



Year 9

Arrival
Year 9 Entrance - Senior Site 

main entrance

8.40 Arrival at school

8.40-8.45 Wash hands - B Corridor Toilets

8.45 - 9.45 Period 1

9.50 - 10.50 Period 2

10.50 - 11.10
Break - Tennis courts next to the 
Sixth Form Centre.

11.10 - 12.10 Period 3

12.15 - 1.15 Period 4

1.15 - 2.05
Lunch - The exam room at the top 
of B Block (204)

2.05 - 3.05 Period 5

3.05 - 3.25 Form Time

3.25
Leave: Exit via Senior Site main 
entrance.

Lunch Timetable

9JSH
9AJE
9CDM

1.15 - 1.40

9JBE
9BME

1.40 - 2.05

Lunch: Year 9 will go to the 
exam room at the top of B Block 
to eat their lunch. Students 
should wash their hands 
before and after lunch. Year 9 
should enter and leave the 
school via the Senior Site main 
entrance.

Toilets: Year 9 will use the toilets in B Block.
Break: The tennis courts next to the Sixth 
Form Centre
Teaching Base: Top of B Block
Handwashing: Toilets on B corridor
Water: There will be jugs of water available 
throughout the day in Room 204 (the exam 
room) at the top of B Block.

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.

Having arrived at school all students will be guided to wash their hands in their designated areas and 
then make their way to their form rooms to start their day.



Year 9

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.

Year 9 Fire assembly point - Rugby pitch 
behind the Sixth Form Centre

Arrival
After arriving at 
school via the senior 
site main entrance 
students should 
make their way to 
the double doors on 
B corridor.



Year 9

HoY 9
Glen Crook

Mrs Smith (202)
Mr Judge (200)
Miss Dunham (203)
Mr Edwards (205)
Mrs Motte (206)

DRAFT - Please be aware that we are expecting further 
updates from DfE over the summer. Any updates will be 
communicated before the start of term.

There are plenty of markings both 
outside and inside the school to help 
remind students to try and keep their 
distance.

Pedestrian and Vehicle 
Drop-off - Senior Site
Students who are being 
dropped-off having walked to 
school or having been driven to 
school should enter via the 
Senior Site entrance/exit. 
Students who are walking 
home can be collected via the 
Senior Site entrance/exit. 
Students who are riding their 
bikes or scooters should enter 
via the Senior site.

Students should then make 
their way into school via doors 
on B Corridor where they can 
then wash their hands before 
going to their form rooms.


