
COVID-19 and the opening of Albany campus
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We are eagerly looking forward to welcoming our learners, faculty and staff back to campus. At Windsor School we will always place the health and 
well-being of our community as our highest priority while also recognizing the indelible social and emotional benefits that an on-campus education 
brings. As we have seen in recent weeks, the coronavirus pandemic continues to be a very serious public health issue, both here in The Bahamas 
and around the world. The unpredictable nature of the pandemic and the evolving governmental response to it require that Windsor School adopts 
an approach that allows us to plan for as much on campus instruction as possible, while simultaneously preparing for more restrictive measures, 
should conditions require them. 

All decisions are guided by two essential priorities: supporting and protecting community health, and fulfilling the promise of our mission as a 
school committed to educational excellence. 

This plan is the result of the work of school leadership, physicians, health officials, and other independent schools in The Bahamas. At all times, we 
will calibrate our school operations to the health conditions at the time. Further updates will be provided to parents as we near the start of school. 

We have written detailed plans for three potential scenarios: 

A.  Full remote learning with school closed. 

B.  School fully open for all with enhanced cleaning, health and safety measures. 

C.  A hybrid of both of the above using a blended learning approach. 

Families play a vital role in maintaining the safety on campus. The number one safety measure is to keep a child home if they are sick. We 
understand that there are families with higher risk members in their households. As we work to create a safe and healthy learning environment 
on campus, the effectiveness of our efforts also depend heavily on our families and learners to continue to take precautions when not at school. 
We expect our learners and families to wear face masks when in public and at social gatherings where physical distancing is not possible, to avoid 
large social gatherings, to avoid unnecessary travel, and if engaging in higher exposure activities, to monitor household members for illness and 
practice self-quarantining when advised. We ask those of you with younger learners to discuss the importance of regular, thorough hand washing 
Successfully reopening schools will require continual collaboration between teachers, learners, and parents. Everyone has a critical role to play.

For accessibility, we have separated the relevant information into 6 sections, as shown below.

Section 1: General Health and Safety on Campus

Section 1b: Health and Safety of Learners - During School

Section 2: Campus Access and Safety Precautions

Section 3: The Cafeteria - Food and Water Provisioning

Section 4: Outdoor Space and Recreation Facilities

Section 5: Afterschool Activities, Trips and Clubs

Section 6: Online Schooling Systems

Section 1: General Health and Safety on Campus

As faculty, staff and learners return, Windsor School will comply with its duty to provide a safe and healthy environment for all during the coronavirus 
pandemic by taking a number of preventative measures including, but not limited to the following. 

C O M M U N I C AT I O N
Windsor School will be communicating health and safety procedures to all faculty, staff and learners; these outline how all persons should behave 
and the precautions they must adopt during the pandemic to keep them safe. This document forms the basis of further information. Windsor 
School will duly display appropriate health posters/information and notices around the school environment in visible and accessible print media. 
Classrooms and work spaces at Windsor School are to be set up to support social distancing, e.g. layout changes, appropriate signage, stickers, and 
floor markings to denote safe distances and traffic pathways in and around the campus facilities.

C H E C K I N G
Windsor School will be screening all persons upon arrival to the school to ensure they do not have a temperature of 38°C/100°F or greater. 
Any member of faculty, staff or learner with a temperature of 100°F or greater will not be permitted to enter the school building. A high initial 
temperature reading will be rechecked after a few minutes, with parents circling back around in the drop off-line. Subsequent high temperature 
readings will result in parents and guardians to take the learner(s) home, access to the school campus will not be granted.
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G U I D E L I N E S
Windsor School will be requiring all faculty, staff and learners to stay at home if presenting symptoms of infectious disease and/or are feeling 
unwell. Windsor School will also require faculty, staff and learners to practice effective social distancing while in and around the school environment 
and avoid nonessential contact with others such as hugs and handshakes. All persons on site must ensure that they wear face masks at all times; 
these must cover both the mouth and nose. All learners will be provided with face coverings for school use. However, persons are permitted to 
use their own face coverings and face shields. Non disposable face coverings are to be washed daily at 60°C/140°F. All faculty, staff and learners 
must ensure they sanitize their hands upon arrival to the school, entry to class and cafeteria. Washing hands regularly (more often than usual) with 
soap and water for at least 20 seconds (and using hand sanitiser gel provided around the school campus). Faculty, staff and learners are advised 
to not touch face, eyes, nose or mouth. Workstations and desks will be arranged with the maximum separation between them – where necessary 
transparent perspex screens will be fitted.

If a staff member or learner becomes unwell whilst on campus with coronavirus symptoms (eg: a new, continuous cough or a high temperature) 
parents will be informed to collect their child from school. Whilst awaiting collection, learners will be asked to wait in a designated area, away from 
others. The school asks families to follow government guidelines regarding travel in and around The Bahamas. Out of respect to our community, any 
learner returning from another country should quarantine for a period of two weeks before accessing the campus.

C L E A N I N G  A N D  S A N I TAT I O N
Windsor School will actively work to reduce the risk of exposure to Covid-19 by cleaning and disinfecting in accordance with a substantial and 
meticulous sanitation plan. The school will be responsible for cleaning and disinfecting frequently touched objects and surfaces such as railings, 
handles, and desks. The school will follow a cleaning schedule and cleaning protocols. All persons on campus have a responsibility to follow 
instructions and guidelines on sanitation and cleaning with respect to their behaviours and in informing relevant staff of potential issues.

Faculty and staff will be asked to sign a COVID-19 Workplace Safety Policy, acknowledging the safety protocols as a condition of their employment. 

Section 2: Campus Access and Safety Precautions

Keeping our campus, and the learners within it, healthy and safe, is a priority for Windsor School. To keep interaction with members outside our 
learner body and staff to a minimum we will be limiting access to the campus and staggering drop off and pick up times. 

P I C K  U P  A N D  D R O P  O F F
During pick-up and drop-off, parents/guardians will be asked to remain in their vehicles whilst a handheld infrared thermometer is used to record 
the learner’s temperature. A temperature reading of 100°F/37.7°C will require the learner to retake the test after a few minutes, parents will be 
asked to ‘loop’ back around in the drop off-line. Subsequent high temperature readings will necessitate that the learner be taken home and they 
will not be permitted entry to the school. The aforementioned learner will be required to stay at home and monitor their health and symptoms. 
Continued communication between parents/guardians and school is necessary in order to facilitate return to campus.

Cohorts will be assigned a specific pick up and drop off time to avoid traffic congestion. We kindly ask that parents/guardians abide by these times, 
which will rotate based on an alphabetical (surname) system. Morning drop off times are as follows:

Early drop off: 7:40 am - 7:55 am

Middle drop off: 7:55 am - 8:10 am

Late drop off: 8:10 am - 8.25 am

Grades 6 to 8 will enter the campus at the end of the ring road closest to the exit (this is a newly formed area of the school and will be signposted). 
Grades 9 and 10 will enter the campus via the main school entrance through the welcome area. Grades 11 and 12 will enter the campus via the 
pathway to the left of the main entrance (following the signs to the sports facilities).

Afternoon pick up times - again, these times will rotate based on alphabetical rotation (details of which will be communicated to parents and 
guardians shortly).

Early pick up: 3:35 - 3:50 pm

Middle pick up: 3:50 - 4:05 pm

Late pick up: 4:05- 4:20 pm

During pick up, learners will remain in their homeroom until they are called by staff and faculty. Homeroom teachers will be encouraging learners 
to complete homework, study and reading until their pick up time slot. Learners are required to be ready to leave during their time slots (eg, bags 
packed with necessary books and materials from lockers).

Parents/guardians are asked to drive up to the ring road during their allotted time and ask for their learner to be called whilst remaining in their 
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vehicle. If the learner is not ready the parent/guardian may be asked to ‘swing around’ or park. Overflow parking is available and will be signposted. 
If a learner has an appointment/engagement during the school day that they must attend, the admin department must be notified in advance via 
email, please give 24 hour notice. In the event of an emergency please contact the admin department by phone so that the relevant classroom 
teacher can be informed. Upon arrival, please do not come into the school in person, learners will be sent out to meet parents/guardians at the 
front of the school.

PA R K I N G
Specific parking areas will be designated for faculty, staff and learner pickup, these areas will be clearly identifiable. Parking spaces are finite and we 
kindly ask that parents adhere to the pick-up and drop off times to avoid unnecessary congestion in the parking areas.

V I S I T O R  P O L I C Y
During this time, we encourage families to complete all school business electronically, via phone, email or video conference, if possible, as we will 
limit all visits to essential business. Fees and tuition should be paid online to limit face to face interactions for our admin staff. If you have questions 
about school-related issues, please contact the appropriate teacher or staff member via email to set up a phone or video conference if necessary. 
Teachers will be making contact with their classes, parents and guardians before the start of school.

L A R G E  G AT H E R I N G S
Events, such as parent-teacher conferences will continue, but will be delivered in a virtual manner, more details will be sent throughout the term. 
Our overarching goal is to maintain the wonderful events that have become part of our Windsor School culture while also adhering to safety 
guidelines as and when permitted/feasible.

B R E A K  A N D  L U N C H  T I M E S
During break and lunch each cohort will be assigned to a certain area in which they will eat and socialize amongst only their cohort. Cohorts will 
also be assigned a specific day/time in which they will have access to special facilities such as the basketball courts and field and activity play areas.

R E S T R O O M  U S A G E
The number of learners allowed in a restroom at a given time will be limited to the number of facilities within the bathroom. Groups of learners will 
not be permitted to enter the restrooms simultaneously. If a learner is using the bathroom during class they must be given expressed permission 
by a teacher and proceed to the nearest bathroom. If it is over capacity they should wait at an appropriate social distance and not search for an 
alternative restroom.

Section 3: The Cafeteria - Food and Water Provisioning

In order to maximize safety, lunch will be served in the cafeteria and then learners will take the meal to their homeroom or designated space.   
Learners are requested to bring their own full bottle of drinking water to school daily. 

S I T T I N G S
Grade 6, 7 and Academy (sitting 1), grades 8, 9 and 10 (sitting 2), grades 11, 12 & staff (sitting 3). Sports academy learners are to eat first in the first 
sitting, ahead of others.

Suggested Timings: 

Sitting 1: 12.45-13.00;

Sitting 2: 13.00-13.15;

Sitting 3: 13.15-13.30.

F O O D  S H A R I N G  A N D  L I T T E R
Learners will not be permitted to share snacks, food, drinks, cutlery or condiments inside the cafe. All litter is the responsibility of the owner and the 
table as a collective, the waste management station will be clearly signposted. Learners who bring their own lunch will eat their lunch in the day’s 
designated areas of campus. Take away food and delivery of food will not be accepted at the school. Learners enter with their packed lunch in the 
morning, no drop offs or deliveries permitted. Learners will not be allowed to leave campus during lunch hours.
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Section 4: Outdoor Spaces and Recreation Facilities

Providing learners with recess and time outdoors remains a high priority. In order to maintain social distancing as much as possible, zones will be 
assigned to designated grades. Grades 6-8 will be assigned the zone on the west side of campus; grades 9-10 will be assigned the north eastern 
side of the quad; grades 11-12 will be assigned the south eastern side of the quad.

While outdoors, learners will still be required to wear their masks. They will be allowed to use play structures, which will be cleaned daily. The 
outdoor space will be divided into six designated areas, one for each cohort. Students will be assigned a different space and activity daily. Students 
will be allowed to play basketball in grade-level groups at times designated by their homeroom teacher. They will also be allowed to play soccer, 
frisbee, and other games, as deemed appropriate. 

Classroom teachers are encouraged to use outdoor spaces for instruction as appropriate for the day’s lesson. 

Students will not be allowed to socially congregate at drop-off and pick-up areas before and after school, or to congregate outside of classroom 
spaces unless supervised by a faculty member in a structured class period or activity.

Entry points to campus and the buildings have been labeled “Exit Only,” “Enter Only,” and hand sanitizing stations are present at all entry points. 
There will be added passing periods between classes, which allows more time and less rushing between classes. Hallways and other thoroughfares 
will be well marked for one-way traffic to allow for maximum physical distancing while learners are passing from place to place.

Before release from a classroom, there will be a cleaning time allocated to clean work areas, and to wipe down light switches and door handles. 
We are adding 25 hand sanitizing stations to give all learners access to hand-washing throughout the day. Every classroom and other key parts of 
campus are equipped with hand sanitizing stations.  We also suggest that learners carry their own small bottle of hand sanitizer to use if necessary. 
Lining up procedures will also be explained and each class will have a designated place to line up before following hand washing procedures and 
going back into school.

Additional staff has been hired to clean our campus and enhanced cleaning procedures will be put in place.  The entire campus will be cleaned daily, 
with high-touch, high-traffic areas cleaned during the day in accordance with our cleaning schedule.

Each classroom will have disinfecting materials for learners to use to clean their desk before each class period.  Bathrooms will be disinfected and 
sanitized regularly during the school day. Our indoor spaces have very good HVAC units and filters are replaced regularly. Hallways, and building 
entrances will all be one-way to aid with appropriate distancing.

Lockers have been moved into homerooms and they now require individual locks rather than the key code dial. Students should carry their belongings 
in their backpacks throughout the day. All rooms will be labeled for maximum capacity. In all classrooms, desks will be arranged to ensure maximum 
physical distance between all learners and the teacher. All furniture with soft coverings has been removed.

Certain areas will be off limits to learners and certain areas will be opened up to ensure maximum distancing. Staff will supervise recess and lunch 
break duties in 4 strategic areas (basketball x 1), Quad (x2) and field (x1) Two further members of staff inside the Cafe to facilitate lunch sittings. A 
map of areas available and where certain grades should go to line up/eat etc. will be distributed before term starts.

Albany grounds staff and contractors will only be permitted to campus outside of school hours. Waste facilities/trash cans will be placed in each 
area to prevent congregation.

Section 5: Afterschool Activities, Trips and Clubs

Windsor recognises the importance and benefits of extracurricular activities to Windsor learners, however our highest priority is the safety of our 
learners. We are very fortunate to have many indoor and outdoor areas within the Windsor Albany campus and we plan to make greater use of 
these diverse learning environments so learners can continue to explore, learn and discover.

O N  C A M P U S  -  E X T R A C U R R I C U L A R  C L U B S  &  A C T I V I T I E S
On campus clubs will meet virtually to prevent different cohorts from mixing. When after school clubs do begin, they will start at 4:15 pm, after the 
last pick up slot (for the regular school day) has ended. Until this time learners are asked to remain in home rooms and complete homework. Clubs 
and activities will be available via virtual lessons and shared at the start of the school year. Once Government regulations and Windsor’s health and 
safety protocols allow, future opportunities for clubs and extracurricular activities will be shared with the Windsor community.
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O N  C A M P U S  -  E X P E R I E N T I A L  L E A R N I N G  ( S T E P S ) 
STEP experiences will continue within the Albany campus with adjustments to scheduling to keep single year cohorts separate where possible. 
Grade 6 (Tuesday am), Grade 7 (Friday am), Grade 8 (Wednesday pm), Grade 9 (Tuesday pm), Grade 10 (Thursday pm), Grade 11 & 12 (Monday 
and Friday pm). Grade 11 will have the opportunity to continue their STEP classes or select a subject to study for Advanced Placement (AP). 
Opportunities for extended STEP learning from The Sanctuary and Albany beach will be available provided they meet the current Government 
guidelines. The same standards of care and all COVID-related health practices will apply.

O F F  C A M P U S  -  A C T I V I T I E S  &  F I E L D  T R I P S
All off-campus trips are currently suspended. Digital and virtual experiences will be offered (including webinars, discussion panels, guest speakers, 
field trips and art exhibitions). The situation will be continuously reviewed and adapted accordingly. All updates will be shared with the Windsor 
community. 

Section 6: Online Schooling Systems

Online resources are an essential part of learning and provide learners with access to learning materials anytime, anywhere and on any device. All 
learners at Windsor will have access to their tutors, learning materials and additional resources through a variety of methods.

T H E  O N L I N E  L E A R N E R
By Friday 4:00 pm all online class codes and pertinent information will be available on Google Classroom for the following week. Learners must 
ensure that they are logged in for their class and be ready for learning on time for every period. Learning and progress will be affected if they are not 
on time or present for class. Learners, please ensure that you have completed any set tasks, pre lesson learning or homework. It is important that 
you manage your workload and time. Keep distractions to a minimum, such as music, TV, mobile device use when you are learning - be responsible. 
Ensure you are in a comfortable learning environment - use headphones if background noise is an issue. Find a private space in your home. 
Attendance is compulsory - please communicate with the school and your tutor regarding planned absences or breaks in your learning. Take regular 
breaks from your screen. Stretch, walk and get some fresh air as and when possible. Set up your computer in an area with good light. Lights should 
be directed toward the side of or behind your line of vision. Make sure you have high speed internet service with antivirus and malware protection 
software to protect your systems. Consider a desk you can raise and lower to avoid the negative health effects of sitting for long periods of time. 
Use a comfortable, supportive, and perhaps ergonomic chair as you will likely be sitting for long periods of time. Have paper, pens, textbooks and 
notebooks on hand. Do not slump or round your shoulders as fatigue will quickly set in. Ensure your device is fully charged for the working day. Do 
not share class codes or login details.

T H E  O N L I N E  T E A C H I N G  A N D  L E A R N I N G  E N V I R O N M E N T
Respect the online environment and ensure you act upon teacher requests. Teachers need to gauge your progress and will ask for your contribution 
and feedback throughout the lesson. You should aim to work within the timeframes the teacher sets and feedback as and when required. All core 
and supporting learning material will be available via Google Classroom/Zoom. You should ensure you catch up with any lost learning. 

O N L I N E  L E A R N I N G  I N  H Y B R I D  C L A S S E S
As the government guidelines allow, classes will be delivered in school. All physical classes will offer a hybrid learning system to allow absent 
learners to attend lessons virtually from home. In the event that a learner cannot attend a physical class, learners should use the online class codes 
found in Google classroom to attend the class as it is taught. If learners are unable to attend classes virtually, they should use Google classroom to 
watch the recorded lessons which teachers will upload at the end of each school day. This system will allow learners to keep up with class work in 
the event of prolonged absence from school.

We hope that this information has been helpful and has eased any concerns that you may have had. Our highly trained team at Windsor is 
dedicated to providing the best possible level of teaching and learning in the safest way possible this fall.  Thank you for your attention. We look 
forward to welcoming you back to campus very soon!

With best wishes,

Dr. Mark Ott


