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Academy Routines – Covid-19 Provision 
 

The Academy has had to adapt its routines to ensure that we are keeping students 
and staff as safe as possible and so that we comply with the government guidance 
for the full reopening of schools. A full copy of the guidance can be found by following 
this link: 
 

https://www.gov.uk/government/publications/actions-for-schools-during-the-
coronavirus-outbreak/guidance-for-full-opening-schools 
 
This guidance should be read in conjunction with our risk assessment which can be 
found on the Academy’s website: 
 
http://www.sandwellacademy.com/Uploads/documents/Useful%20Documents/Sandwell
%20Academy%20Risk%20Assessment%20COVID19.pdf 
 
The main protective measures are: 
 

 Keeping students in year group ‘bubbles’ to reduce the risk of infection  

 Zoning of the Academy to keep year group bubbles separate from each other.  

 Minimising contact between individuals and maintaining social distancing 

wherever possible 

 Staff to keep their distance from students and other staff as much as they can, 

ideally 2 metres from other adults. Staff 2 metre distancing between each other 

and students or 1 metre plus with mitigating measures. All teachers and other 

staff can operate across different zones and year groups in order to facilitate the 

delivery of the school timetable.  

 Extensive cleaning regime during day and each evening with additional 

measures to be undertaken by staff/students in specialised venues used by 

multiple bubbles 

 Strong emphasis on personal hygiene/cleaning hands thoroughly more often 

than usual  

 Ensuring good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ 

approach 

 Staggered start and finish to the day and limited Session 3 

 High levels of guidance, supervision and controls on movement around the 

Academy 

 High expectations on staff and students to be familiar and comply with the “new 

normal” 

 Supportive and caring environment for staff and students 

Face Masks 
 
At the time of writing, Public Health England does not (based on current evidence) 
recommend the use of face coverings in schools. They are not required in schools 
as students and staff are mixing in consistent groups, and because misuse may 
inadvertently increase the risk of transmission. There may also be negative effects 
on communication and thus education. Although the Academy is duty bound to 
comply with this recommendation, we will continually review their use and act swiftly 
on any changes to government guidance. 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
http://www.sandwellacademy.com/Uploads/documents/Useful%20Documents/Sandwell%20Academy%20Risk%20Assessment%20COVID19.pdf
http://www.sandwellacademy.com/Uploads/documents/Useful%20Documents/Sandwell%20Academy%20Risk%20Assessment%20COVID19.pdf
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Timing of the Academy Day 
 

 
Arrival at Academy (Please see 
notes on staggered start) 

 8.10am Year 11 and Sixth 
Form 
8.15am Years 9 & 10 
8.20am Years 7 & 8 
 

Session 1a (including break 15 mins)                        8.30am - 10.05am 
 

Session 1b                                                                     10.10 am - 11.30am 
 

Year Group PT                                                               11.35am – 11.50am 
 

Session 2a (including lunch 40 mins)                         11.55am - 1.55pm 
 

Session 2b                                                                      2.00pm - 3.20pm (Staggered 
dismissal – please see notes on 
End of Day) 
 

Session 3 (Monday to Thursday only 
for Years 10,11 and 13 during the 
first half of the Autumn Term – please 
see notes on Session 3)                      

 3.30pm to 5.00pm (Staggered 
dismissal) 
 

 
The register is closed at 8:30am. Students arriving to their venue after 8:30am 
are marked as late. 
 
A staggered dismissal will begin from 3.10 pm. 
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Travel to the Academy 
  

Public Transport 
 
Many students use public transport to travel to the Academy. Please refer to the 
latest government guidance on public transport.  
 

https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-
passengers  
 
Students travelling to and from the Academy represent the school and are expected 
to behave in an exemplary manner. The Academy will work supportively with all 
transport providers where unacceptable behaviour is reported. Serious 
misdemeanors may result in disciplinary action for bringing the Academy’s 
reputation into disrepute. 
 
Parents bringing students by car 
 
In the interests of students' safety, parents are not permitted to come on to the 
Academy site to drop off students. 
 
When dropping off please observe the following for safety reasons: 
 

 Do not drop off students, park or turn your cars around in the entrance to the 
Academy.   This is illegal and could be dangerous to those on foot. 

 Do not drop off students, park or turn your cars around on the tarmac area 
directly in front of the gates in Halfords Lane corner. It must not be used as a 
pick up/drop off area by parents and students.  Any vehicle left in this area 
will be clamped and removed.   

 Parents need to make themselves aware of the yellow markings on the road 
outside the Academy and park in a safe place.    

 
Thandi Executive Coaches Service 
 
Thandi Executive Coaches provide an independent coach service that travels to the 
Academy each day. The coach service is for students who have pre-booked and 
paid for places in advance of the academic year.  For more information please visit 
the Thandi website www.thandicoachesuk.com 
 
Although Thandi provide an independent service to parents, the Academy has an 
agreement with them that they can drop off students on the Academy site. This is for 
safety reasons. The change for September is that once the coach has arrived at the 
Academy, students must remain seated until they are told to disembark by a member 
of the Academy staff. This is to ensure that students move in a staggered and 
controlled way.  
 
General  
 
Students who intend to bring a bicycle to Sandwell Academy should make contact 
with Mr Hall (Pastoral Manager) to agree a contract of use, prior to bringing bicycles 
on to the Academy site. 
 
Sixth Form students are not allowed to bring cars or mopeds on to the Academy site.   

https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers
https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers
http://www.thandicoachesuk.com/
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Arrival and movement around the Academy 
 
Zoning of the Academy and Year Group Bubbles 
 
As per the Government guidance, the Academy has been divided into seven 
separate zones, each with their own dedicated entrances/exits and toilet 
facilities. This is to ensure that Year Groups are kept in separate ‘bubbles.’ (A copy 
of the Zone map can be found on page 14 of this booklet.) Every evening, Zones will 
be fully cleaned to allow year groups to be taught in a different Zone on a different 
day, depending on the facilities within the Zone, e.g. Art Rooms, Science Labs, etc. 
Students will not be allowed to leave a classroom without permission or move 
between Zones. 
 
Arrival at the Academy 
 
Before the start of the day, students must ensure that they know which Zone they 
will be in for the day. On the back of their timetable there is a map which will show 
which rooms are in which Zone. Parents are asked to check this with their child. This 
is critical as it will effect which 
school gate the child uses on that 
day. Signs on the Academy 
fencing identify which gate 
should be used for which Zones. 
For example, if you are in Zone A 
you will need to use the right 
hand gate. If you are in Zone E 
you will need to use the left hand 
gate next to the Gatehouse. 
 
There will be a staggered start to 

the day to ensure high levels of 

supervision and to control 

movement around the Academy. Students need to move sensibly and listen 

carefully to instructions. All staff will work supportively with students to foster a safe 

and caring environment.    

When students arrive at the Academy they will be required to remove face coverings 

before entering the site as per the Government Guidance. If they are reusable, they 

must be stored safely in a sealable plastic bag. If they are single use they must be 

disposed of safely in the bin provided. Gloves must also be removed for hygiene 

reasons. 

Students should then proceed to the 
correct zone and enter the building 
through the identified entrance which 
will be found near the door. Students 
will be required to queue at the 
relevant Zone entrance observeing 
the 2 metre social distancing 
reuirement where possible. 
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Due to restrictions, students cannot wait in the Restaurant at the start of the day. 
Instead, students will go straight to their venues on arrival. They will not be allowed 
to congregate in corridors or outside classrooms due to social distancing 
requirements. 
 
There will be no use of the cloakrooms for storage so students will need to take all  
their belongings with them to lessons.  
 
 
As students will be carrying their belongings with 
them during the day, they should not bring any items 
to the Academy that may distract them or others 
from learning. As such, only items related to 
Academy lessons should be brought to the 
Academy. 
 
 
 
 
There are sanitising stations positioned around the site, and 
students must ensure they practise rigorous hand-hygiene on 
arrival and departure. 
 
 
 
 
 
Movement around the Academy 
 
During the week, each year group will be restricted to 
movement within a single Zone, with special 
arrangements for break and lunch. This may change 
daily so that students can continue to be taught a 
broad curriculum in a subject specific venue. There is 
a detailed map available for each zone that identifies 
entrances, venues, toilets, lunch arrangements and 
exits.  These maps can be found on the Academy 
website:  
http://www.sandwellacademy.com/page/sept-video 

 
The Academy bell system will be in operation to 
manage safe movement for both staff and 
students. Staff will move to their next lesson on the 
first bell as they are required to keep a 2 metre 
distance from students and other staff. Students will 
move on the second bell. A one-way system is in 
place with students and staff required to walk on the 
left-hand side of corridors. SMT and Pastoral staff will 
be on duty in corridors to ensure the safe movement 
of students and staff.  
 
 
 
 

http://www.sandwellacademy.com/page/sept-video
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When moving around the Academy the one-way 
system should be adhered to at all times; within 
zones these are identified by markings on the floor.  It 
is also important that all students act upon any signs 
and barriers they 
come across when 
moving around 
their zones.  At no 
point should 
students cross 
through taped 
areas as these 
lead to other 
zones. 
 
 
 

Lessons, PT, breakfast, lunch, dismissal and Session 3 
 
Lessons 
 
There will be a seating plan for every lesson which must be 
strictly adhered to. Every teaching venue will also have an 
area marked out at the front to indicate where the teacher 
will stand. This is to help teachers maintain a 2 metre 
distance and other staff where possible. 
 
Students are required to remain in their seats at all times 
and will be sat side by side facing the front where possible. 
Teachers will have restricted movement in the classroom 
and have been advised to avoid face to face contact and 
minimise time spent within 1 metre of anyone.  
 
 
Students must bring their own equipment, including a pen, pencil, ruler and pencil 
case. For individual and frequently used equipment, such as pencils and pens, it is 
recommended that staff and students have their own items that are not shared. In 
the event a student is without stationery, teachers will have a limited supply to sell 
to students, as items cannot be returned once used. Parent Pay accounts will be 
charged accordingly. 
 
Please note that if you have PE or Dance you should come to school wearing your 
full Academy sports kit to avoid the need for changing.  
 
Personal Tutor Sessions 
 
In normal circumstances, a tutor group includes students from different year groups; 
however, to keep students in Year Group bubbles, we have created a set of 
temporary tutor groups which are based on year groups. Please be aware that we 
will return to mixed-year tutor groups as soon as possible, at which time, your child’s 
Personal Tutor (PT) may change. In the meantime, you should direct all enquiries to 
the assigned PT, in the first instance.  You can expect a call from your child’s PT 
within the first two weeks in September. This call will be to make initial contact, 
discuss your child’s needs and how best the PT may contact you in the future. When 
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mixed-year PTs resume, we will arrange for parents to meet in person with the new 
PT who will, in most cases, be your child’s PT throughout the rest of their time at the 
Academy. 
 
PT rooms will change each day depending upon which Zone the year group is in, so 
it is essential students keep a copy if their timetable with them at all times. 
 
Breakfast and Lunch 
 
There will be a 15 minute break during Session 1a and students will be escorted to 
either the Theatre or the Restaurant, based on where they are being taught that day. 
Food will not be available to purchase, but students are welcome to bring their own 
food to consume during this break.  
 
We have created two separate venues to allow for thorough cleaning and disinfecting 
between Year Group sittings. Between each sitting, venues must be completely 
cleared to allow for full cleaning. 
 
There are one-way systems in place and students will be seated by staff in a set 
format to ensure staff and student safety. 
 
Lunches will also be served in the Restaurant and the Theatre. A wide selection of 
cold foods will be available in September. This will be reviewed regularly. Please see 
below for detailed information about meals. As usual, students will have 20 minutes 
to eat and then have a further 20 minutes outside. Two separate outdoor spaces 
have been allocated for this purpose, one for students having lunch in the Theatre, 
the other for those in the Restaurant. 
 
End of Day 
 
Students will be dismissed one 
at a time and exit the building via 
the Zone exit following the one-
way system. However, if 
students have Session 3, they 
will remain in the room until they 
are released by a member of 
staff to move to their Session 3 
venue. There will only be a 10 
minute break at 3.20pm before 
Session 3 starts, as students 
cannot access the Restaurant.  
 
Session 3  

 
Session 3 will start on Monday 7 September 2020. However, please note that due 
to the current government guidance and restrictions for schools; Session 3 for the 
first half term will be restricted to years 10, 11 and 13 with the aim of up-
scaling our provision when restrictions are eased.  
 
Students are required to sign up to Session 3 activities through MCAS. Please follow 
the “How to Sign up for a Session 3 using MCAS” which is available on the Academy 
website.  
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For full details of times, types of activities and related arrangements for the Autumn 
Term, please see the Session 3 Timetable. If students are unsure about an activity, 
they should speak to their Personal Tutor in the first instance. 
 
In order to maintain year group bubbles, Session 3 venues will be in the same Zone 
that the year group were taught in that day. 
 
Session 3 Transport 

 
Students should make suitable arrangements for travelling home after Session 3. 
For students that use Thandi Executive Coaches a service will be available from 
5.05pm as demand requires.   
 
It is essential that Session 3 travel arrangements are made in advance. It can be 
difficult to make transport arrangements for students during the school day and this 
may result in parents having to collect their child.  
 
 

General Information 
 
Academy Meal Provision 
 
The Academy adopts a healthy lifestyle approach to the provision of food. Due to 
the current restrictions, a selection of cold lunch options will be available, including 
Halal and a vegetarian alternative.  Lunch costs range between £2.80 and £4.00. All 
food is prepared each day on the Academy site.   
 
The Academy suggests £3.50 for lunch as a suitable daily allowance.   
 
The Academy always aims to keep the price of ‘healthy option’ items, i.e. vegetables, 
salad and fruit, as low as possible to encourage students to eat a balanced diet.   
 
The Academy operates a cashless system for food purchases. Parents are asked to 
ensure that their child’s account always has sufficient funds to enable them to 
purchase appropriate food and drink.  This should be done online in advance via 
ParentPay or PayPoint.  Please allow at least 24 hours if paid via ParentPay or 48 
hours via PayPoint for the money to reach your child’s account.   
 
Packed Lunches 
 
All students are welcome to bring their own packed lunches to Sandwell Academy 
and will join the other students in the Lunch Venues.   

A good packed lunch contains: 

 A starchy food, such as bread, rolls, pitta bread, naan bread, potatoes, rice, 
noodles.  These foods are good for children to fill up on.  

 A good source of protein, iron and zinc such as meat, fish, beans or eggs.  

 A good source of calcium such as milk, cheese, yoghurt or fromage frais.  

 One portion of fruit and one portion of vegetables or salad to provide all the other 
vitamins and minerals.  A piece of fruit could be a 100% juice or piece of fresh 
fruit, dried fruit or tinned fruit in fruit juice.  A vegetable could be a fresh vegetable 
such as carrot sticks, salad or a vegetable dish.  

 Nuts are not to be brought on the Academy site.  
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In line with the Academy’s Healthy Option stance please remember that sweets 
and fizzy, high sugar or high caffeine drinks (including energy drinks) are not 
allowed in the Academy. 
 
Financial Support 
 
Families qualifying for Free School Meals will receive £3.50 per day to purchase 
lunch.  The cashless system ensures that confidentiality is maintained.  
 
Trips 
 
When Academy trips and visits are to take place parents will receive appropriate 
information concerning meals prior to the date of the visit or trip.   
 

Arrival for Year 7 and Year 12 First Day 
Thursday 3 September 2020 
 
Year 7 Induction day 
 
Please arrive at the Academy for 8.20am, wearing full school uniform. Remember to 

bring equipment, including a pen, pencil, ruler and pencil case. For individual and 

frequently used equipment, such as pencils and pens, it is recommended that staff 

and students have their own items that are not shared. In the event a student is 

without stationery, teachers will have a limited 

supply to sell to students, as items cannot be 

returned once used. Parent Pay accounts will be 

charged accordingly. 

When you arrive on site, please go the left hand side 
of the Amphitheatre and enter the building via the 
Community Entrance.  There, you will be directed to 
the Sports Hall. Coats and bags should be taken with you.  Duty staff will be available 
to assist you.   
 
You must bring a packed lunch as you have not yet had your biometric print taken 
for the cashless payment system and the Academy is currently unable to accept 
money. A packed lunch will be provided for students in receipt of Free School Meals. 
This also applies on Friday 4 September. 
 
There will be a staggered dismissal from 3.10 pm.  Staff will either escort you to the 
relevant coaches or off site to be collected. Please also refer to the Induction Day 
film on the website. 
 
A separate Induction Day letter will also be sent with more details about the day. 
 
Year 12 Induction day 

 
Please arrive at the Academy for 12.00 pm, wearing office dress. Remember to bring 

your own stationery. For individual and frequently used equipment, such as pencils 

and pens, it is recommended that staff and students have their own items that are 

not shared. In the event a student is without stationery, teachers will have a limited 
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supply to sell to students, as items cannot be returned once used. Parent Pay 

accounts will be charged accordingly. 

On arrival please go the left hand side of the Amphitheatre and enter the building via 
the Community Entrance.  There, you will be directed to the Theatre. Coats and bags 
should be taken with you.  Duty staff will be available to assist you.  Please also refer 
to the Induction Day film on the website. 
 
You must bring a packed lunch as you have not yet had your biometric print taken 
for the cashless payment system and the Academy is currently unable to accept 
money. A packed lunch will be provided for students in receipt of Free School Meals. 
This also applies on Friday 4 September. 
 
 

Arrival for All Year Groups’ First Day Only 
Friday 4 September 2020 
 

Please arrive at the allotted time for your Year Group, wearing full school uniform 

or office dress in the case of the Sixth Form. Remember to bring equipment, 

including a pen, pencil, ruler and pencil case. For individual and frequently used 

equipment, such as pencils and pens, it is recommended that staff and students 

have their own items that are not shared. In the event a student is without 

stationery, teachers will have a limited supply to sell to students, as items cannot 

be returned once used. Parent Pay accounts will be charged accordingly. 

Coats and bags should be taken into the Zone and remain with you in your venue. 
Duty staff will be available to assist you. 
 
Please note that the first day will start with a Personal Tutor Session for all year 
groups. 
 
Year 7 – ZONE F 
 
If your PT venue is in one of the Product Design 
Centres please approach the Academy from the 
Ampitheatre and enter the building through the 
external doors by reception. If your PT venue is one 
of the Study Rooms please approach the Academy 
from the back past the Theatre and Sports Hall using 
the external door by student reception.  
 
 
Year 8 – ZONE G 
 
Please approach the Academy from the 
Ampitheatre and enter the building through 
Cloakroom A. The Cloakroom will not be in use. 
Coats and bags should be taken into the Zone and 
remain with you in your venue. Duty staff will be 
available to assist you. 
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Year 9 – ZONE C 
 
Please approach the Academy from the Ampitheatre 
and enter the building through Cloakroom B. The 
Cloakroom will not be in use. Coats and bags should 
be taken into the Zone and remain with you in your 
venue. Duty staff will be available to assist you.  
 
 
 
 
Year 10 – ZONE D 
 
Please approach the Academy from the Ampitheatre 
and enter the building through the individual external 
doors for Business Learning Base, Independent 
Learning Base, Art and Library venues. Coats and 
bags should be taken into the Zone and remain with 
you in your venue. Duty staff will be available to 
assist you. 
 
 
 
 
Year 11 – ZONE A 
 
If your PT venue is in the PE Block, please enter the 
Academy from the back, past the New Science Block 
(externally), across the Hard Play and enter the 
building through the PE Block front doors. If your first 
lesson is in the Science Block, please enter the 
Academy from the Ampitheatre and through 
Cloakroom C. The Cloakroom will not be in use. 
Coats and bags should be taken into the Zone and 
remain with you in your venue. Duty staff will be available to assist you. 
 
 
 
6.1 – ZONE E 
 
Please approach the Academy from the back past 
the Theatre and Sports Hall and enter the building 
through the external doors opposite Cloakroom A. 
Coats and bags should be taken into the Zone and 
remain with you in your venue. Duty staff will be 
available to assist you. 
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6.2 – ZONE B 
 
Please approach the Academy from the back past 
the New Science block (externally) and enter the 
building through the doors opposite Art. Coats and 
bags should be taken into the Zone and remain with 
you in your venue. Duty staff will be available to 
assist you. 
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What to bring on your FIRST DAY 
 
All students must remember to bring:  

 

 This booklet 

 Last year’s portfolio and books (Students in Years 8,9,10 & 11) 

 Packed lunch or ensure your Restaurant Cashless Account is in credit 

 Appropriate equipment for lessons, a pen (blue or black), a red pen, 
pencil, ruler and eraser. 

 Scientific calculator, recommended models : Casio FX85GT+ or  
Logik LK83XP. 

 
Important! 
 
Remember to arrive at Sandwell Academy in the appropriate uniform and 
accordance with the Uniform Policy. 
 

 
If students have PE/Dance on their first day they must attend the 
Academy dressed in full Academy Sports kit (including tracksuit) to 
avoid the need for changing whilst at the academy. This will be case 
for all PE/Dance lessons whilst Covid-19 provision is in place. 

 

 
Please note that the Covid-19 arrangements that are in place will be constantly 
reviewed. All measures that have been put in place are for student and staff 
safety. Everyone is expected to follow the guidelines. We expect students to 
behave responsibly and will work supportively with them. Any student that 
compromises the safety of others, or breaches the new protocols, will be dealt 
with in accordance with the revised Behaviour Policy which is available in the 
Useful Documents page of the Academy website. 
 

 
Heads of Year 

 
If you have any queries, please ask for: 

 
Year 7 
Year 8 
Year 9 
Year 10 
Year 11 

Mrs Jones 
Mr Pugh 
Mr Lally 
Mrs Chapman 
Ms Humphries 

Sixth Form Mr Moore 
Year 12 Mrs Gill 
Year 13 Mrs Sharif 

 
Sandwell Academy telephone number: 0121 525 1700 


