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This booklet contains important information for staff, parents 

and for parents to share as appropriate with their child / 

children. Please take the time to read this carefully  
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1. Introduction 



 
 

This guide is for use by staff, parents and to help prepare children for when they attend 

Playscheme.  It is informed by a rigorous review of our risk assessments and the measures 

we need to take to help keep staff and children as safe as possible whilst we acknowledge 

we cannot eliminate all risk.  

As we entered step 4 of the roadmap this summer, careful consideration of both government 

and university guidance led us to relax some of the measures we have had in place for the 

last year.  It is always our priority to ensure the safety of children, staff and families whilst 

continuing to support development and progress.  Therefore, we had consideration of the 

following government guidance: 

 Actions for early years and childcare providers during the coronavirus (COVID-19) 

outbreak (19 July 2021) 

 SEND and specialist settings: additional COVID-19 operational guidance (applies 

after Step 4) (19 July 2021) 

 Use of PPE in education, childcare and children’s social care (20 July 2021) 

 What parents and carers need to know about early years providers, schools and 

colleges during COVID-19 (19 July 2021) 

 COVID-19: cleaning in non-healthcare settings outside the home (19 July 2021) 

 Guidance on protecting people who are clinically extremely vulnerable from COVID-

19 (21 July 2021) 

 Coronavirus (COVID-19): safer travel guidance for passengers (19 July 2021) 

 Travel abroad from England during coronavirus (COVID-19) (19 July 2021) 

 Red, amber and green list rules for entering England 

 Protective measures for holiday or after-school clubs and other out-of-school settings 

for children during the coronavirus (COVID-19) outbreak (23 August 2021) 

In addition to this we have been guided by university policy and guidance.   

 Covid-19 Recovery (July 2021) 

 Covid-19 Travel Policy and Process (July 2021) 

Our primary aim is to provide an environment that is as safe as we can possibly make it for 

staff and children where children can flourish and have a fun time at Playscheme. Working 

together we can help children adjust to the changes and ensure Playscheme and our 

settings continue to be a warm, welcoming place to be where their safety and emotional 

well-being needs are being cared for.  It is also a priority that with any measures we relax, 

we can still ensure the continued operation of our services and therefore reduce the 

disruption to parents.  This guidance is to be followed from 13th September 2021 onwards. 

As government guidance changes, we will continue to review our risk assessments and 

therefore our practice in as timely a manner as possible. We will continue to communicate 

with you when changes occur. 

We welcome your feedback and if there are any areas that we have not covered that you 

would like further information on please email: 

childcareservices@nottingham.ac.uk 
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2. Social Distancing  

As of the 19thJuly social distancing measures were removed and therefore reduced 

capacities on space is also no longer required.  However, to ensure our service remains 

operational we will retain some social distancing measures. 

Bubbles remain in place to protect children in each building, whilst staff are allocated to a 

specific bubble, we may on occasion have to adjust this, for example when a staff member is 

absent, another staff member from their extended bubble can step in.  

Playscheme will operate as a bubble led by two practitioners from Childcare Services and 

will be held in the Forest School during October.  This allows staff to work with this group of 

children in a safer situation due to the cross over bubbles.  Due to the age of children 

attending Playscheme staff will be able to encourage safer distancing between children and 

children and between staff and children.  The Playscheme has been limited to 12 children for 

October.    

Staff and children  

We will support children in developing safe behaviours in Playscheme. We will still be 

discouraging children from hugging and kissing their friends and will support them to find 

new fun ways of interacting without the close physical contact that occurs during hugging 

and kissing. Children will be able to play alongside each other, work on shared projects 

together, and will continue to experience the full experience of Playscheme.  If a child needs 

a cuddle, first aid, sun cream applying, support with toileting and more, staff will engage with 

children and support them as needed.   

Parents and carers 

We welcomed parents and carers back onto the premises from 23rd August.  However, we 

are retaining social distancing with parents at drop offs and collections.  As parents and 

carers enter the building, they are asked to wear a face mask and to retain a minimum 1 

meter distance from others.  We ask that drop offs and collections for Playscheme occur in 

the Forest school area and that the hand overs are prompt.  Additional information can be 

shared via childcare services email, Microsoft Team’s meetings and parent zone.  For drop 

offs and collections we ask that only one parent or carer attends.  If more than one parent or 

carer arrives we will have to ask one to remain at a distance.   

Visitors and contractors 

Visitors and contractors are allowed on the premises if required but kept to a minimum.  

They will are required to wear a face covering and maintain a minimum of 1 meter distance 

from others as well as to carry out hand sanitising. 

 

3. Drop off and collection of children 

We welcome parents and carers back for Playscheme.  There are some measures in place 

to continue to protect the children and staff but we are pleased to see you again. 

Opening hours 

Our Playscheme opening hours are 8.30am to 5.30pm.  We ask that you drop off between 

8.30 and 9.30am so as not to disrupt the activities planned for the day.  Playscheme closes 



 
 

at 5.30pm so please ensure you have collected by 5.30pm to allow staff shifts to end on 

time.  A number of our staff have caring responsibilities and have out of work commitments.   

Face coverings 

We ask that you wear a face covering if you need to enter the premises.  We understand 

that some people may be exempt from face coverings but ask all others follow this safety 

measure.  Please do not send your child to nursery in a face-mask or with a face covering as 

this will not be allowed within our settings. Staff will not be wearing face coverings however 

we are continuing to support children to develop good personal hygiene practices and safe 

behaviours. 

Distancing 

Whilst on the premises we ask that you remain a safe distance from others.  Staff will remind 

you of this as required.  This is required when in the units and whilst waiting to enter the 

units or buildings. Whilst dropping off and collecting from the Forest School area we do not 

expect you to wear a face covering but you may if you wish to.  We will however still expect 

you to maintain a distance from staff and other children as they are not people you would 

normally see on a regular basis.  

Playscheme drop offs and collections 

For October Playscheme we will be operating from the Forest School area.  Drop offs and 

collections will be at the Forest School gate outside the Playcentre.  Please ensure that 

when arriving by car you avoid parking in front of this gate.  Our daycare parents have also 

been asked to do the same but please take care when walking on the driveway due to 

parked cars.  We ask that Playscheme are dropped off between 8.30 and 9.30am to assist 

with reducing busy drop offs and collections as well as to limit the disruption to the 

Playscheme activities.  Please hand over your child’s belongings and lunch at the Forest 

School gate. 

 

4. Illness and Covid-19 testing 

DO NOT attend Playscheme if you (including Childcare Services staff) and/or your child has 

any coronavirus symptoms. Please telephone the Playcentre and let us know so that we can 

monitor attendance carefully. Testing is available to anyone with symptoms so you must 

organise a Polymerase Chain Reaction test (PCR test) as soon as symptoms appear. 

Children can also have a PCR test and you must organise this if your child has any Covid-19 

symptoms. It is very important to keep childcare services informed if your child has 

developed symptoms and/or if you have booked a test, you can do this by emailing 

childcareservices@nottingham.ac.uk at any time including evenings and weekends to allow 

us to monitor any situations across our service. This ensures that we can organise deep 

cleaning and assess if any other individuals are affected.  We also ask you to email any 

confirmed results of the PCR test as soon as possible.  We will not accept Lateral Flow 

Tests (LFT) for symptomatic cases as per government guidance.  

If your child is not going to attend Playscheme please telephone us as soon as possible to 

let us know with an explanation of why they will be absent.  

We will not accept children who have been given paracetamol suspension prior to coming to 

Playscheme unless this is prescribed for a non-covid related illness that does not pose a 

health risk to other children and you bring the bottle with the prescription label clearly visible.  
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5. Medication and accidents 

If you need to hand over medication, an administration of medication form is circulated to all 

parents via email with booking forms. Please hand over the medication and the completed 

form to the person receiving your child. We will provide you with any accident forms relating 

to your child and confirm any administration of medication that has occurred. Where we 

provide hard copies for you, you are not required to sign during the Covid-19 pandemic. We 

also circulate a previous incident form that all parents will need to complete where a child 

has had an accident or received an injury outside of our setting. Please hand this to staff at 

drop off or email to childcareservices@nottingham.ac.uk before your child attends.  

 

6. The Playscheme experience 

We are offering October Playscheme as a Forest School experience.  This means children 

will be given opportunities to learn safe tree climbing, rope swinging and handling of tools.  

We light fires for cooking activities and encourage safe exploration of the areas flora and 

fauna.  There will be craft and wood working using resources from the area and 

opportunities to relax in dens and the hammock.   

Please ensure that your child is provided with the following: 

 Long sleeve top (light weight if warm weather) 

 Long leg trousers (light weight in warm weather) 

 Layered clothing that can be removed or put on as needed (long sleeve, top, 

cardigan or jumper and outer clothing) 

 Suitable full shoe and waterproof footwear (walking boots, wellingtons, waterproof 

trainers, no sandals) 

 Hat (summer or winter depending on weather) 

 Scarf and gloves if weather is cold 

 Sunscreen if weather is hot 

 Waterproof coat/ jacket (thickness depending on weather) 

 Waterproof trousers if you have them but not essential 

 Spare clothing for accidents 

 Lunch and water bottle (please ensure that the lunch has cool packs as no 

refrigeration is available in the Forest School) 

We will provide morning and afternoon snacks with access to fresh drinking water all day.  

Please provide a water bottle for us to refill for your child.  

Our Forest School area has plenty of natural shelter and has canopies put up by us to 

provide additional sheltered areas for eating and resting.  Therefore, we can stay in the 

Forest School through most weathers.  On cold days we will provide warm drinks and warm 

snacks and hot days we provide plenty of cold drinks and refreshments.  Children will be 

able to access the toileting facilities in the Playcentre located on the ground floor.      

 

7. Mealtimes and hand washing 

Meals provided will be morning and afternoon snacks as well as plenty of drinks. You 

continue to provide a packed lunch for your child.  If you would like advice on what to put in a 
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lunch box please ask.  It will help to provide a cool pack in the lunch as there are no 

refrigeration facilities in the forest school.  We will however provide a storage space for the 

lunches through the day.   

Children will be washing their hands regularly throughout the day (when they arrive at 

Playscheme, start/finish an activity, before / after meals, after using the toilet and each time 

they sneeze/cough). Children will wash their hands for a minimum of 20 seconds in running 

water and use soap. We do not use bars of soap instead we use a liquid soap and paper 

towels for drying. We have hand moisturiser available where needed. Staff will carefully 

supervise children during hand washing to support their skills in doing this correctly. We also 

have hand-washing posters by the sinks as a visual reminder to children.  

 

8. Bathroom times 

Children will be allowed to independently use the bathrooms.  Staff will be supporting 

children to develop good personal hygiene practices and role model these behaviours. Staff 

will continue to observe the bathrooms whilst in use supporting these personal hygiene 

practices. 

We are still not be able to sluice children’s clothing or wash it. Where your child has a 

toileting accident or requires a change of clothing, we will double bag their clothing and put 

this in your child’s bag to take home. Please check your child’s bag each day! 

 

9. Staff / children developing coronavirus symptoms in the setting 

Where staff develop symptoms they will be sent home immediately and as noted earlier 

apply the same day for a coronavirus test. They will follow government guidance. The Senior 

will step in where required.  Children will be removed from the area immediately and another 

manager / designated person will ensure that the area is thoroughly cleaned before the 

bubble can be returned (equipment sanitised or removed where this is not possible).  

Where a child starts to show any of the symptoms associated with coronavirus, the child will 

be taken immediately to our isolation area.  This is located in the Forest School by the gate 

for collection.  They will have with them their coat, bag and anything that needs to go home 

with them. Staff will wear the appropriate PPE such as aprons, gloves, face masks (only to 

be used where social distancing of 2m is not possible), eye protection (where a child has a 

cough and/or is vomiting) and other items that may be needed. All staff have been inducted 

and assessed in the safe donning and doffing of PPE. Parents will be notified immediately 

and asked to collect their child as soon as is possible. Parents will be asked to take their 

child for a PCR test and must not return to Playscheme until a negative PCR test result is 

provided. Proof of this will be required before we allow a child to re-enter our services. 

Please email the test results to childcareservices@nottingham.ac.uk at the earliest 

opportunity.  

Children will be fully supported by staff as appropriate. Strategies are in place to minimise 

the risk of cross infection and we recognise that if a child is unwell they will need additional 

support.  

All Childcare Services staff have been asked to bring a spare set of clothing to leave at work. 

If they need to go into isolation with a child, they can change their clothing, putting their worn 

clothing into a plastic bag, double bagging this to take home. Staff will put this in their locker 
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until their shift ends. After thoroughly washing their hands they can then return to their 

bubble. Any PPE used in isolation and cleaning materials are double-bagged, put into the 

designated storage area for 72 hours before putting into the bins. 

Positive PCR test 

If your child gets a positive PCR test result, NHS Test and Trace will contact you, using the 

details you registered when ordering the PCR test. You and/or your child will be asked a 

series of specific questions designed to identify who your child has been in close contact 

with. Being in an education or childcare setting with someone who has tested positive for 

COVID-19 will not necessarily mean a person is identified as a close contact.  You will be 

asked to provide the contact details, if you know them, of any of the individuals – or their 

parents or guardians – who have been identified as close contacts. NHS Test and Trace will 

then get in touch with these close contacts and provide appropriate instructions or advice 

(see below).  Please ensure you share the contact details of the Playcentre. 

Close contact 

Anyone identified as a close contact is legally required to self-isolate and must not attend 

their education or childcare setting (the only exception is if they are participating in a daily 

contact testing trial). Anyone identified as a non-household close contact by NHS Track and 

Trace must self-isolate until 10 days after the date of their most recent contact with that 

person. If they live in the same household, and are advised by NHS Track and Trace, they 

must self-isolate until 10 days after the date of that person developing symptoms or, if that 

person was asymptomatic, the date of their test.  NHS Test and Trace will notify you of the 

day on which the self-isolation period ends. 

Identified close contacts are also advised to take a PCR test. If the test result is negative, 

they must still complete the full self-isolation period, as the test will not detect all positive 

cases. If the result is positive, they will need to self-isolate for a further 10 days – and NHS 

Test and Trace will contact them to identify any close contacts. 

From 16 August, if the close contact is under 18, they do not have to self-isolate (in line with 

the policy for fully vaccinated adults) but will be asked to take a PCR test immediately, other 

than for very young children identified as non-household contacts, and they will not need to 

self-isolate while awaiting the results of the test. If the PCR test is positive, they will be 

required to self-isolate for 10 days from the date of the test. NHS Test and Trace will then 

get in touch to identify close contacts as described above. 

If your child has symptoms, they and other members of the household should self-isolate – 

and you should inform us. You should immediately order a PCR test for them. If the PCR 

result is negative, they and other members of their household can stop self-isolating (unless 

instructed to self-isolate for other reasons). If the PCR result is positive, they, other members 

of their household and any close contacts identified by NHS Track and Trace must self-

isolate until the date confirmed by NHS Track and Trace. 

Testing 

If you have used a Lateral Flow Device (LFD) test and your child has a positive result, they 

and other members of the household should self-isolate – and you should inform us. You 

should immediately order a confirmatory PCR test. If the confirmatory test is taken within two 

days and the result is negative, they and other members of their household can stop self-

isolating (unless instructed to self-isolate for other reasons). If the confirmatory PCR test is 

positive (or is taken more than two days after the LFD), other members of their household 



 
 

should self-isolate and any close contacts identified by NHS Track and Trace must self-

isolate until 10 days after the LFD test.   

PCR tests can be booked online through the NHS Test and Trace website or by calling 119.  

PCR test results will be recorded with NHS Test and Trace automatically, but you should 

also communicate the result to us. 

Double vaccinated people are no longer legally required to self-isolate if they are identified 

as a close contact of a positive COVID-19 case.  Young people and double vaccinated 

individuals identified as close contacts will continue to be advised to take a PCR test, to 

detect the virus and variants of concern. Anyone who tests positive following the PCR test 

will still be legally required to self-isolate, irrespective of their vaccination status. 

Where there are 2 suspected cases of coronavirus and no test result has been received, 

and/or where a case has been confirmed, advice will be sought from Public Health England 

as to the appropriate action to take. We are required to inform Ofsted of any confirmed case 

of coronavirus.  We have also developed an Outbreak Management plan detailing what will 

happen if we have an outbreak of Covid in Childcare Services.    

 

10. Travel abroad and returning to the UK 

A completed ‘travel abroad and returning to the UK’ form is required to be completed by 

person’s who have travelled abroad, have returned to the UK or are due to return to the UK 

and are due to attend Childcare Services within 10 days of arriving in the UK. This form has 

been emailed to all staff and parents using our service. This form needs to be completed and 

sent by email to childcareservices@nottingham.ac.uk prior to your child returning to nursery. 

All quarantine guidance must be followed. Please refer to the latest government guidance 

regarding self-isolation requirements in England using the link below: 

https://www.gov.uk/guidance/coronavirus-covid-19-travel-corridors#countries-and-territories-

with-no-self-isolation-requirement-on-arrival-in-england 

 

11. Hygiene and cleaning  

Last year we invested in a Zoono Fogger for each building.  We carry out cleaning in each 

area of the buildings on a rolling 3 week schedule.  The Zoono Fogger delivers an anti-

microbial mist which kills 99.99% of germs on surfaces for up to 30 days.  It can be used on 

all surfaces, furnishings and equipment.  This allows us to reintroduce a more varied 

selection of resources for play and learning.   

Daily we carry out a midday cleans of all areas that are high traffic and high contact 

surfaces.  Whilst cleaning and sanitising of other surfaces and equipment after each use is 

no longer required, we still have facilities available for people to use.  For example, in the 

staff toilet areas, computers and furniture in offices and telephones, etc.  In Playscheme we 

will sanitise equipment in between use by children e.g., wood working tools, cooking 

equipment, craft tools). 

Our regular enhanced cleaning of bathrooms and playrooms and equipment also continues.    
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12. General  

We realise that the last year has not been the same as previous years and that many of the 

things we have done in the past have had to change. At the heart of this is our aim to put 

sufficient control measures in place to minimise disruption as much as is possible and to 

keep children, their families, staff and their families as safe as possible, whilst also ensuring 

the service can continue to operate.  Therefore, the relaxing of our measures have been with 

careful consideration of government and university policy and guidance.  Although 

Playscheme is not as it has always been at the moment, we are offering what we can whilst 

continuing to maintain our other services.    

We would like to thank the Childcare Services team for all their hard work and effort in 

reviewing almost every element of our practice for us to keep our services safe and 

operational. Their dedication and commitment to each other, to the children and their 

families and to the wider University is evident and without the team effort we would not have 

been able to remain open.   

We would like to thank parents who have emailed us with their thoughts that have helped us 

to identify some of the concerns that parents may have, and we hope that we have managed 

to address these within this booklet and that parents feel reassured that their child remains 

at the heart of our planning.  Our aim is to get closer to ‘normal’ operations and we will 

continue to review our practice.   

We welcome feedback so please share your thoughts with us as this can help shape 

practice going forwards.  

 

Gemma Wilshaw 

Childcare Services Manager 

 

 

 

 

 

 

 

 


