
 

 

COVID-19 PROCEDURES  
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TO PROTECT OURSELVES AND EACH OTHER FROM 

CORONAVIRUS INFECTION IN OUR PRE-SCHOOLS 

July 2020 

WHY ARE THESE PROCEDURES IMPORTANT? 

We have developed these procedures and are taking this situation very seriously for the following reasons: 

- Our highest priority is ensuring the safety and health of our children and staff. 

- Following these procedures will dramatically reduce the chances of infection at our pre-schools. 

- If too many of our staff get sick, we will have to close our pre-schools again. 

If too many children get sick and we are not taking the right precautions, the government will close 

our pre-schools again. 

Staff and parents need to apply the sort of best practice and reasonable way of thinking in this document 

where a situation arises that we have not thought of. These procedures will only be effective if everyone is 

doing them. Staff who do not make every effort to adopt these procedures will be subject to disciplinary 

action which may result in dismissal. We would like to have the exact same rules for all of our pre-schools 

but there may have to be exceptions.  

We provide care for children and babies, so it is challenging to apply strict physical distancing of 1.5m 

between each child.  Over and above what the education and health authorities require of us, we can only 

do what is practical. We will aim for physical distancing for all adults in our schools as far as possible. 

If you are finding that some of the procedures are not practical or do not have the desired impact, please 

inform your Principal and we will reassess. All staff and parents must check with your Principal before you 

decide to NOT do any of the following and she must agree to it by WhatsApp or email before you do so. 

SOME MORE INFORMATION ABOUT THE CORONAVIRUS 

- The symptoms of Coronavirus/COVID-19 are: fever, dry cough and tiredness.  

- Some patients may have difficulty breathing, loss of sense of taste and smell, aches and pains, 

nasal congestion, sore throat or diarrhoea. These symptoms are usually mild and begin gradually.  

- Some people become infected but only have very mild symptoms.  

- Most people recover from the disease without needing hospital treatment. Around 1 out of every 5 

people who gets COVID-19 becomes seriously ill and develops difficulty breathing.  

- Older people, and those with underlying medical problems like high blood pressure, heart and lung 

problems, diabetes, or cancer, are at higher risk of developing serious illness. However, anyone can 

catch COVID-19 and become seriously ill.  

- Even people with very mild symptoms of COVID-19 can transmit the virus. 

- People of all ages who experience fever, cough and difficulty breathing should seek medical 

attention. 

- Masks limit the transfer of the virus between people. We mainly wear a mask to protect those 

around us from the virus if we are infected but not showing any symptoms. 

- It has been recommended to not wear jewellery when in public places as metal can harbour the 

virus for longer periods. 

Source: World Health Organisation (www.who.int) 

 

http://www.who.int/


 

 

 

FOR STAFF ARRIVING AT AND LEAVING PRE-SCHOOL  
 

On arrival - all Staff must (in this order): 
1. Immediately apply hand sanitiser at the front door/gate.  

2. Have their temperatures taken by the Thermoscanner. Any high temperatures must be reported to 

the Head Teacher and Principal immediately. 

3. Go straight to their locker to put their bags away and cell phones in a sandwich bag in their locker 

without touching anything else or even going to the toilet. 

4. Remove their travel masks and hang them on the mask line. 

5. Proceed to the bathroom to wash their hands with soap and water for 20 seconds. Dry hands by 

shaking them dry. 

6. Put on their face mask (and plastic visor if required). 

7. Check the level of their classroom hand sanitiser and refill it for the day. 

8. Open their classroom windows to ensure maximum air flow. 

9. Disinfect their class tables, chairs, door handles and window latches with a cloth and a litre of water 

mixed with 4 teaspoons of bleach *1. 

10. Only then actively engage for the first time with children and fellow staff. 

NB - Procedures 1-6 must also be followed if you have left the school property during the day. 

When leaving the school property - all Staff must (in this order): 
1. Wash your hands with soap and water in the bathroom once your shift has finished for the day (or if 

for some reason you need to leave the school property during the day). Also use the toilet at this 

point rather than later before you leave. 

2. Hang your school mask on your hook (if available) or out of reach of children. Your school masks 

and visors should at all times remain on the school property. You have been issued with two masks 

so that if one gets dirty you can wash it at school and hang it dry at school while you use the other 

one. 

3. Use washed hands to carefully remove your travel mask from the mask line and secure it on your 

face. 

4. Get your bags and cell phones out of your locker. 

5. Leave the school premises immediately without touching any surfaces other than the front gate. 

STAFF PROTECTION DURING THE DAY 
 

Throughout the day - all Staff must: 

• Wash your hands with soap and water in a bathroom at least once an hour.  

• Only use hand sanitiser supplied by Peak Child and only when you are alone in class with your 

children and unable to go to the bathroom to wash your hands. We are prioritising regular hand 

washing over the use of hand sanitiser. 

• Hug and touch children much less than you normally would. 

• Stay in their own areas and the playground.  

• Not go into other teacher’s areas. 

• Wear masks at all times other than when taking a tea or lunch break. The less you touch your mask 

the safer you will be. 

• Wear disposable gloves when changing nappies and then throw away the gloves. 

• Clear classroom rubbish bins at the end of each day and take the contents to the big black bin 

outside. 

  



During tea/lunch breaks – all Staff must (in this order): 
1. Wash your hands with soap and water in a bathroom just before you take your break. 

2. Only enter the break area once anyone else has left the area.  

3. Enter the area and remove your mask (and visor if you are wearing one). 

4. Apply hand sanitiser and get your phone from your locker keeping it in the sandwich bag, then rub 

the bag with a light film of hand sanitiser if you want to use it during your break. 

5. Use your own cutlery and crockery that you have brought from home. Do not share cutlery or 

crockery with any other staff members. 

6. Sanitise the handle of the kettle before and after you use it. 

7. Wash your hands again in the bathroom at the end of your break before returning to your 

classroom. 

*1 https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/cleaning-disinfection.html 


