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PENZANCE BALLET SCHOOL 

SUNDOWNER 
SENNEN TR19 7AX 

 

PROCEDURE: COVID-19 SITE MANAGEMENT  
 

Date Adopted: Date of last review:  To be reviewed next 
before/on: 

19th August 2020 31/8/2020 31/9/2020 

PURPOSE AND STATEMENT: 

Penzance Ballet School is committed to ensuring the health and wellbeing of all students, 

staff and volunteers and will continue to follow the advice of the UK Government, NHS, 

Public Health England and our local Health Protection Team. 

The current (summarised) advice is: 

− Educational settings are currently re-open for select year groups, and opening for 

all year groups in September 

− OOSS can open from the beginning of the school summer holidays  

− Social distancing is 2m (or 1m+ if 2m is not possible or with risk mitigation) 

− Anyone who is showing symptoms of a cough and/or fever are to self-isolate for 

10 days and request a test. 

− Anyone with confirmed COVID-19 or contact by track and Trace are to self-isolate 

for 14 days 

 

When Penzance Ballet School can provide in-person classes and workshops we intend to 

do so. 

 

DISTRIBUTION: 

− To ensure distribution to all permanent and freelance staff, venue management 
staff 

− To distribute appropriate sections to parents and customers as needed 
 

REVIEW AND MONITORING OF PROCEDURE: 
Penzance Ballet School will continue to review and update this procedure as more 
information becomes available. 

Monitoring is part of management procedure and will be enforced by all staff. 

THE PROCEDURE IS BASED ON THE BELOW PRINCIPLES: 
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− The welfare of Penzance Ballet School students, staff and volunteers is 
paramount  

− All staff and volunteers are responsible for ensuring this procedure is followed 

− It is the role of every Penzance Ballet School stakeholder to minimise the risk of 
spreading COVID-19 

− Penzance Ballet School is committed to following the advice of the UK 
Government, NHS and Public Health England 
 

In addition to the procedures put in place by our venues for arrival and departing from 

class and use of communal areas and facilities, Penzance Ballet School is working ensure 

safety during the Covid-19 outbreak within our classes based on the current government 

guidance:  

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

during the coronavirus (COVID-19) outbreak, (OOSS Guidance) and   

Working safely during coronavirus (COVID-19) for providers of grassroots sports and 

gym / leisure facilities. 

 

SITE MANAGEMENT: 

All current social distancing measures will be implemented throughout this procedure. 

Contact point for all matters relating to Covid will be Rachel Puddiphatt 07952 993 444, 

penzanceballetschool@gmail.com 

Minimising Contact with individuals who are unwell 

1. To attend classes, parents must complete a health questionnaire at the start of 

term to confirm no one in the household has any symptoms or has been told to 

self-isolate and must agree to inform Penzance Ballet School if any of the 

information they supply changes before each class. 

2. We will check with each student upon arrival to ensure they are well and not 
experiencing any symptoms of Covid-19. Any student with a fever or other 
symptoms will be immediately isolated and must be collected by their parents. 

Physical Distancing 

1. We will limit class sizes to ensure effective distancing is adhered to. 
Max Teacher : Student Ratio = 1:6  Classes of no more than 6 students will be 
supervised by 1 teacher.  These students will remain in their class bubbles and will 
not mix between classes. 

2. Teachers will maintain a distance of >2m from students.  This means that teachers 
will be able to teach several classes.  This also means that hands-on corrections 
won’t be possible, but teachers will do their best to communicate corrections 
effectively in a safe way.  Teachers will not raise their voices (e.g. over the music) 
but will try to communicate at speaking volume at all times, if needed, 
microphones will be used. 

mailto:penzanceballetschool@gmail.com
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3. We will use floor spot markers as a visual aid to students to encourage physical 

distancing during each class.  These markers will be placed with a minimum 

distance between them of 2m and more where possible.  Where students are in 

the same school bubble, they will be placed next to each other (still distanced) in 

the dance class. 

4. Pre-school classes are not being resumed at this time as it would not be 

desirable/possible for the teacher to ensure >2m distance from the children 

(before their 5th birthday, children are not required to socially distance). 

5. Dynamic sequences with large movements or combinations that travel across the 
floor, will be minimised to control the movement of droplets throughout the 
room.  Where we undertake travelling work, we will ask students to travel one at 
a time and alternate from each corner to avoid any student following in the air-
pathway of another student.  Moving in a circle or following in a line will not be 
allowed. 

6. Teachers will monitor breathing rates and include appropriate rest breaks. 
7. If first aid or medical intervention is required, teachers will wear PPE where social 

distancing needs to be reduced. 
8. We will keep a log of students and staff and timings of each class and any 

instances of physical distance breaking for test and trace.  We will keep this 
information for 21 days as required by OOSS guidance. 

Enhanced Cleaning & Handwashing 

1. Teachers and Volunteers are expected to follow other Penzance Ballet School 
procedure, social distancing and NHS guidelines to avoid spreading the virus 
including washing hands before/after eating and reporting any potential 
symptoms/confirmed diagnoses as a matter of urgency. 

2. Teachers will arrive 10 minutes before class to ensure the studio is cleaned and 
ready for use.   Teachers and volunteers will immediately wash their hands for the 
prescribed 20 second period upon arrival at the site. They will also do this 
between every class.  

3. The timetable has been adjusted to ensure 15 minutes between all classes where 
groups/bubbles change to allow for cleaning and airing.     

4. At the YMCA, housekeeping staff will be responsible for all cleaning before the 
start of and after the end of Penzance Ballet School sessions.  Where several 
Penzance Ballet School classes run in succession, our teachers will clean high 
touch areas such as barres and door handles and floors between each Penzance 
Ballet School class.  YMCA will provide cleaning materials/mops. 

1. At the Leisure Centre, site managers will be responsible for all cleaning before the 
start of and after the end of Penzance Ballet School sessions.  Where several 
Penzance Ballet School classes run in succession, our teachers will clean all touch 
areas such as barres and door handles and floors between each Penzance Ballet 
School class.  The Leisure Centre will provide cleaning materials/mops. 

5. Teachers will ensure good respiratory hygiene by promoting the ‘catch it, bin it, 

kill it’ approach.  They will ensure tissues are available in each class.  
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6. Parents may supply their own PPE equipment (i.e. masks) for their children, but it 
is not the responsibility of teachers to ensure it is used or worn correctly. It is not 
to be worn during physical activity. 
 

Toilet Usage 

1. As the toilets are provided by the venues for communal use, cleaning of these will 
be the responsibility of the venue.   

2. Teachers will ensure children have used the toilet before entering the class. 
3. If sessions are longer than an hour in length, there will be a staggered break to 

wash hands and visit the toilet. Increased handwashing will be encouraged. 
4. In the YMCA, student will not have to observe the one way system to visit the 

toilet.  Teachers will ensure that a parent is available to supervise.  We will ensure 
that at least one parent remains on site during these classes to facilitate toilet use, 
or make a suitable arrangement with reception staff. 

5. In the Leisure Centre, students will be allowed to use the toilet facilities one at a 
time. 

6. Breaks, moving to different spaces and the use of corridors and bathrooms will be 
closely monitored to ensure social distancing is always upheld. This will be through 
staggered breaks, toilet supervision and a respecting the one-way corridor system. 

Air Circulation 

1. Teachers will ensure all classes are ventilated as much as possible, including 
opening doors and windows to encourage air flow and/or ensuring air 
conditioning is fully functioning. 

Floorwork & Use of Props 

2. Floorwork is not recommended at this time.  Where we undertake floorwork (e.g. 
PBT classes) students will be asked to bring their own mat to use.  Floors will be 
cleaned at the end of the session and before the next group. 

3. Where use of props is required (e.g. PBT classes) students will be asked to bring 
their own props (e.g. balls, Thera-bands) to use.  When pre-school classes resume 
each family will have the use of a bag of props which not be shared. 

4. Teachers will not be able to hold lost property.  Any lost property will have to be 

disposed of at the end of the class. 

Arrival & Departure  

1. Where possible, class start and finish times have been staggered to minimise 
contact between arrivals and departures.  

2. Parents are asked to try to arrive 5 minutes before class and to be prompt to 
collect at the end of class. 

3. At the YMCA, parents are asked where possible to drop their children off either 
from their car and watch them enter the building, or hand them over to us at the 
café entrance. Parents should wait in their car, or in a socially distanced way in the 
carpark or café and we will handover children at the café entrance at the end of 
their session.  Parents of children under 8 will be able to wait in the Boardroom, 
respecting social distancing. 
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4. At the Leisure Centre only 1 adult should accompany a child to and from their 
class, they should wait outside the building during the session.  

5. At the YMCA Students (over 11) should wear a mask to the building and within the 
building.  The mask can be removed in the studio and should not be worn for 
class. 

6. Masks are not required within the Leisure Centre. 

TEACHER/VOLUNTEER PROCEEDURE: 

1. Teachers will be trained in Covid-19 procedures before the start of term 
2. Teachers and Volunteers are expected to follow other Penzance Ballet School 

procedures, social distancing and NHS guidelines to avoid spreading the virus 
including washing hands before/after eating and reporting any potential 
symptoms/confirmed diagnoses as a matter of urgency.  

3. Teachers will record class registers for all sessions and will ensure they have a 
contact number for parent/guardian for all students present. 

4. If first aid or medical intervention is required, teachers will wear PPE where social 
distancing needs to be reduced. Teachers will ensure that they have PPE 
equipment provided by Penzance Ballet School to be able to administer first aid. 

5. If physical distancing is significantly breached (i.e. for >30s) , teachers will log the 
breach and the people affected for contract tracing purposes. 

6. If teachers/volunteers teach at schools other than Penzance Ballet School, they 
will inform Penzance Ballet School for contact tracing purposes. 

STUDENT/PARENT PROCEDURE: 

We encourage all our students in the following: 

1. All students should arrive promptly for class. 
2. All students should sanitise their hands at the building entrance. We will check 

with each student to ensure they are well and not experiencing any symptoms of 
Covid-19. Any student with a fever or other symptoms must be immediately 
isolated and collected by their parents. 

3. Each student will have their own space at the barre and a space in the centre 
marked out with tape or a floor spot, and will be encouraged to adhere to physical 
distancing at all times. 

4. Students should try to bring as little as possible with them to class.  Whenever 
possible, they should arrive in uniform and bring suitable dance shoes in a clearly 
named bag. 

5. Students can bring their bags and water bottles to their barre position, where they 
can change shoes ready for class.  

6. Students must wear ballet shoes for the duration of their class. 
7. Students should bring their own named water bottle 
8. Students should be careful to ensure they have used the toilet before arriving for 

class. 
9. If a student is incapable of following new rules within the studio, Penzance Ballet 

School, as mentioned in our student behaviour policy, has the right to remove the 
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student from classes. This will be on a case-by-case basis and no refund will be 
offered. 

CONTRACT TRACING: 

1. Any student/teacher or family member who is tested positive for COVID-19 up to 
two weeks post class dates must immediately inform Penzance Ballet School. The 
class that is affected will immediately be notified including 
students/parents/teachers. Should this occur while classes are running, the class 
affected will be shut down, and spaces deep cleaned immediately follow 
government guidance “COVID-19: cleaning in non-healthcare settings”. 

2. We will be participating in the Covid-19 Contact Tracing Scheme.  The YMCA & 

Leisure Centre will hold our contact details (Penzance Ballet School) and we will 

take class registers as a record for NHS Track and Trace.   

3. We will keep a log of students and staff and timings of each class and any 
instances of social distance breaking for test and trace.  We will keep this 
information for 21 days as required by OOSS guidance. 

4. Each student’s information will be used and stored in accordance with our Privacy 

Policy, which has been updated to include NHS Track and Trace as a 3rd party with 

whom we may share information.  Please be aware that if requested by NHS Test 

and Trace – we may share all relevant students information to include parent 

name, child’s name, contact telephone number, and date/time present in the 

building.   

VENUE/SITE MANAGEMENT: 

Penzance Ballet School will be aware of procedures to be undertaken by their host 
venues. 

YMCA, Alverton Road Penzance: 

Penzance Ballet School contact will be Sandra/Carol/Hylda 01736 365016 

1. Hand Sanitiser is available at the entrance to the building – users of the building 

should sanitise their hands when arriving and departing. 

2. Yellow directional signs indicate the one-way system around the building.  To 

access either of the studios users should turn left on entering the café and follow 

the signs.  The Boardroom has temporarily been taken out of use and is now the 

route to the Dance Studio. 

3. Users are asked not to arrive too early for classes and at the end to vacate the 

room promptly as there is not space for people to gather while waiting. 

4. All commonly used areas are cleaned frequently, and tables & chairs will be 

sanitised between customers.   

5. Automatic taps have been installed in the toilets.  

6. Hand sanitiser & paper tissues will be available in all hire rooms   

7. Water Cooler - tumblers will not be left out for the water cooler – users should 

bring their own re-fillable bottles.  The Water cooler is sanitised regularly but 

reception will do this before use if asked. 
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8. The coffee shop is open - some tables have been removed leaving a total of 6 

seating areas (including the sofas).  It is possible to ring ahead to reserve a table in 

the café. Coffee shop customers are asked to keep to social bubbles when seated 

at tables and maintain safe social distancing at all times. 

9. A Screen has been installed in front of the reception desk to minimise contact.  

Card payments are preferred wherever possible, but cash is accepted.  

10. Sandwiches and cakes will be on sale – these can be reserved by phone in 

advance. Contactless Coffee is available– users are encouraged to bring their own 

re-useable cups and save 20p on the price of any hot drink. 

11. YMCA site managers will ensure the prominent display of hygiene posters (“catch 
it, kill it, bin it” and hand washing diagrams)  

12. YMCA site managers will provide hand sanitiser, tissues and bins in dance studios 
and ensure there are soap and paper towels and bins in bathrooms. 

13. YMCA housekeeping staff will be responsible for all cleaning before the start of 
and after the end of Penzance Ballet School sessions.  Where several Penzance 
Ballet School classes run in succession, Teachers will clean all touch areas such as 
barres and door handles and floors between each Penzance Ballet School class.  
YMCA will provide cleaning materials/mops. 

14. YMCA staff will follow their own site Covid-secure risk assessment guidelines 
(which will be shared with Penzance Ballet School) and other NHS guidelines to 
avoid spreading the virus including reporting any potential symptoms/confirmed 
diagnoses as a matter of urgency. 

15. YMCA will follow government guidance and participate in the Covid-19 contact 
tracing scheme.  The YMCA will hold our contact details (Rachel Puddiphatt, 
Penzance Ballet School, 07952 993 444 penzanceballetschool@gmail.com) and 
may share these contact details if requested by NHS Test and Trace – this will 
include name, telephone number, and date/time present in the building.  In line 
with their existing privacy policy YMCA will not share data with any other 
organisation or use it for any other purpose. 

 

Penzance Leisure Centre, St Clare, Penzance 

Penzance Ballet School contact will be Amy Palk 01736 874744 

2. Hand sanitiser stations are located in the reception, upstairs foyer and outside the 

gym/studio – users should sanitise their hands when arriving and departing 

3. Users of the building should keep to the right inside the building and when going 

up the stairs. 

4. The changing rooms are remaining closed.   

5. Toilets are open for use.  

6. The cafe and viewing galleries are closed so parents will need to wait off site. 

7. Water fountains are out of use – students should bring their own water bottles. 

8. Air conditioning will be switched on during all sessions for maximum air flow. 

9. Paper & spray or wipes will be available in studios for spot cleaning of high use 

areas between classes. 
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10. Instructions for Leisure Centre users can be viewed here:  

https://www.facebook.com/PenzanceLC/videos/1537793783065638/?__tn__=%2Cd%2C
P-
R&eid=ARA_yAuBtyNdrdFjx2amQhX6wvHhD2N64tmPxftotFho3zyKO4EIMDJgnACdkonOq
vB6a479XRLN43N7 

11. Leisure Centre site managers will ensure the prominent display of hygiene posters 
(“catch it, kill it, bin it” and hand washing diagrams)  

12. Leisure Centre site managers will provide hand sanitiser, tissues and bins in dance 
studios and ensure there are soap and paper towels and bins in bathrooms. 

13. Leisure Centre Staff will ensure the room divider is drawn across to split the studio 
before the start of classes. 

14. Leisure Centre site managers will be responsible for all cleaning before the start of 
and after the end of Penzance Ballet School sessions.  Where several Penzance 
Ballet School classes run in succession, our teachers will clean all touch areas such 
as barres and door handles and floors between each Penzance Ballet School class.  
The Leisure Centre will provide cleaning materials/mops. 

15. Leisure Centre staff will follow their own site Covid-19 Secure risk assessment 
guidelines (which will be shared with Penzance Ballet School) and other NHS 
guidelines to avoid spreading the virus including reporting any potential 
symptoms/confirmed diagnoses as a matter of urgency. 

16. Penzance Leisure Centre will follow government guidance and participate in the 
Covid-19 contact tracing scheme.  The YMCA will hold our contact details (Rachel 
Puddiphatt, Penzance Ballet School, 07952 993 444 
penzanceballetschool@gmail.com) and may share these contact details if 
requested by NHS Test and Trace – this will include name, telephone number, and 
date/time present in the building.  In line with their existing privacy policy the 
Leisure Centre will not share data with any other organisation or use it for any 
other purpose. 
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