
19 November 2020 

 

Dear Parents 

 

New arrangements for drop off and pick up at the front entrance 
 

As part of our ongoing review of our COVID-19 risk assessment and feedback from parents, we would like to 

make some changes to the drop off and pick up arrangements at the front pedestrian entrance.  

 

In order to alleviate congestion around the pedestrian entrance at the front of the school, we will be 

introducing a socially distanced waiting area for parents. The designated waiting area will be on the block 

paving outside of the hall and socially distanced spots will be on the ground. Parents are welcome to wait on 

one of these spots, 5 minutes before your child’s designated drop off or pick up time (please see the table 

below for details). A member of SLT will be on the gate to support with the new procedures and ensure that 

only the parents of one class bubble are lining up at any one time. 

 

In the morning at drop off, the children will be met by their class teacher at their start of day time who will 

take them into school via the side entrance. We kindly ask that once your child is in the line with their class 

teacher, you leave the school site immediately so the next class bubble of parents and children can begin 

waiting. If you have a sibling that you need to drop off at a later time, you will be asked to wait outside of the 

school gates until it is your waiting time.  

 

In the afternoon at pick up time, parents are able to wait 5 minutes before your child’s end of day time. Again, 

a member of SLT will be at the gate to support with the new procedures. The children will be brought out to 

parents via the side entrance and dismissed to parents who are waiting in the designated area on school 

grounds. If you have a sibling that you need to pick up at a later time, you will be asked to wait outside of the 

school gates until it is your waiting time.  

 

Class Drop off waiting 

time 

Start of day Pick up waiting 

time 

End of day 

Apple 8.25 8.30 2.50 2.55 

Holly 8.30 8.35 2.55 3.00 

Elm 8.35 8.40 3.00 3.05 

Birch 8.40 8.45 3.05 3.10 

Chestnut 8.45 8.50 3.10 3.15 

Maple 8.50 8.55 3.15 3.20 

Oak 8.55 9.00 3.20 3.25 

 

The changes to the procedures at the front of the school will take place from Monday 23rd November.  
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I would also like to take this opportunity to remind you of what we need from you in order to ensure we 

stay in line with our policy and procedure: 

 

 Please remain a clear 2m away from the family next to you at drop off and pick up. I understand 

this is challenging but it is necessary as I am sure you understand.  

 When waiting in the designated waiting area on school site at the front entrance, only one parent 

and their children are to line up on the designated spots. This is to limit the number of people in 

the line.  

 Please do not come to school early for drop off or pick up and do not wait after collecting your 

child. If you have to wait for another child please move away from the entrance gate so that the 

entrance remains clear.  

 Please ensure you wear a mask when dropping off and picking up unless you have a medical 

reason that makes you exempt.  

 

We really hope that the changes to the procedure ensure that everyone feels as safe as possible when 

dropping off and collecting their child from school.  

 

Many thanks for your continued understanding and support. 

 

Yours sincerely 

 
Helen Biles-Wood 

Interim Headteacher  
 


