
MORNING ARRIVAL PROCEDURE 

1. Teachers on duty should be at the gate already by 6h30, equipped with a clipboard with the 

class register as well as formal forms to be completed if a learner has a temperature higher 

than 37.7⁰ or answered “yes” to any of the questions. 

2. All other teachers should also be at school at 6h30. 

3. Learners should stand behind the markers on the ground outside the gates. 

4. No mask, no entry. If possible, stop the parent and ask him/her to return the learner with a 

mask as well as extra masks in his/her bag. 

5. If the learner arrived with public transport, he/she can not enter the school premises 

without a mask. Rather phone the office or the third teacher on duty must go to the office 

and collect a mask for the learner. The case must be reported to the Administrator. She will 

contact the parents and inform them of the consequences of the neglect. The school can not 

place the rest of the staff and learners at risk by letting a learner enter without a mask. 

6. Take each learner’s temperature and record it on the class list. 

7. Ask all the relevant questions. If all the answers are “no” then the box must be ticked with a 

right tick “ √” but if one of the answers is “yes”, the tick box must be ticked with “x”,  

8. Immediately the learner must be accompanied by the third teacher to the isolation room 

where the learner must wait while the parents are contacted. 

9. The third teacher must complete the indicated form and return it to the receptionist. She 

will contact the parents to collect the learner and afterwards hand the form to the 

Administrator. She MUST keep the form and follow up on the case as well as inform the 

DOE regarding the incident, the follow up and the outcome.  

10. When the parents arrive, the learner must be collected by the receptionist from the isolation 

room. 

11.  The learner can only return if he/she has a doctor’s note stating the cause of the illness or 

symptoms.  

12. Such a learner will be marked absent. 

13. All learners doing the screening process must also sanitize their hands at the gate screening 

site. 

14. Learners are encouraged to stay around the assembly area but keep their social distance. 

This will make it easier to control the social distance, not removing masks and cell phone 

abuse. If there is a teacher in the classroom, a learner may ask permission to stay in the 

classroom but no learner is allowed to be inside a classroom if there is no teacher to 

invigilate. 

15. Gates must be locked at 7h15 when formal classes start. 

16. Clipboards and thermometers must be returned to the office. 

17. Learners arriving late must enter through the front office and the receptionist will do the 

screening process. 

 


