Open evening; Staff Briefing



Friday 30th September 2011 
14.15 End of the school day (KS3 & KS5 only) dismissed as normal 
Tutors to clear the classrooms and corridors on their way out of the building. 

All SMT (and some TLR1’s) will have walkie talkies (channel 7)
KS3 to leave via the front of the building as normal. Detentions to take place as timetabled. 

KR, IK – student gate on Montague Waye 

RS, KB – by junction of Montague Waye and Waltham Road. 
CH, NMA, NB – Bus stop on Western Road near the medical centre 

RSA, ES, SB – by the junction of Waltham Road and Western Road. 

CM, MJ – By the main entrance to the school. 

JS – Clear the 6th form building then move on to the area near The Best One shop 

AL, NM – by Tip Top / newsagents on Western Road
SG – by The Best One, Western Road 
AB, AW – Bus stop by The Brilliant, Western Road 
AP, KT – Florence Road & by The Best One, Western Road

JN, GW – floating 

Staff will stop students from entering shops and advise them to go straight home. 

PC Malcolm Spoor will have at least 4 other police officers on duty to support the dispersal. 

All KS3 & KS5 tutors, LM’s & TA’s to escort students off site. Students in KS4 LBSC & seclusion to be dismissed via the sports centre gate. 

Y7 tutors on the student gate (outer) 

Y8 tutors in the area between the turnstiles and the main gate on Montague Waye. 

Y9 tutors to ensure that KS3 students leave via the front exit & clear the playground of KS3 by 14.25. 

14.15- 14.30 KS4 registration (KS4)

Detentions to take place as timetabled. 
14.30 – All KS4 Students dismissed via the recreational park by the sports centre.
NB; A selection of Drama students will be staying in DR1/2. This will be led by SH & KD. 

Y7 & Y8 tutors in the playground guiding students towards the sports centre and advising students to go straight home. 

Y9 tutors in the area between the playground and the mentoring suite monitoring student movement and advising students to go straight home. 

The school building to be clear of students by 14.40. 
AP, EC, OM, TS;
Rear gate leading to the recreational park

KT, FR, PD; 

Rear gate leading to the recreational park

Once the all KS4 students are out, lock the gate and walk through the park towards Greenfields Children’s Centre and around to Montague Waye and back round (if need be) to Florence Road. 
Y11 & Y10 TLR’s and tutors to ensure that KS4 students leave via the rear entrance. Please spread yourselves across the route. 

Recreational Park/Western Road/Montague Waye; PC Malcolm Spoor, PSCO’s/ SSO’s
KR, IK – student gate on Montague Waye 

RS, KB – by junction of Montague Waye and Waltham Road. 

CH, NMA, NB – Bus stop on Western Road near the medical centre 

RSA, ES, SB – by the junction of Waltham Road and Western Road. 

CM, MJ – By the main entrance to the school. 

AL. NM – by Tip Top / newsagents on Western Road

SG, JS – by The Best One, Western Road 

AB, AW – Bus stop by The Brilliant, Western Road 

AP, EC, OM, TS – Florence Road & by The Best One, Western Road

KT, FR, PD, JM, MW – The Recreational Park , Florence Road gate; once the students have cleared move up Florence Road

AMc, NH - The Recreational Park, Recreational Road gate, once the students have cleared move up Recreational & Montague Road

CC, LV – Car park area by the Mentoring suite 

JN, GW – floating 

Staff will stop students from entering shops and advise them to go straight home 

14.45

Set up (directed time)
This is directed time for all staff who normally teach (and those on NCP’s) up to 3.45pm. Staff to prepare rooms/areas which are to include students work; power points or video’s; experiments; interactive activities etc 

TA’s time will be directed by AP. SID time will be directed by LM. Admin will be directed by HJ & PB. All other non-teaching staff are to be directed by their respective LT’s. 
Car parking

All staff will need to move their cars to the playground.  The car park behind the mentoring suite and the underground car park must be cleared of all staff cars by 15.00
Visitors will be able to park in the following areas; Underground car park (overspill – 36 places) / MUGA – 100 spaces / Sports centre/Art – 50; 10x 6th formers for car parking attendants.
Entrance will be down the side of the sports centre. Please do not leave your car in any other area of the school. The caretaking staff will be on hand to guide staff. Please park your car along the fence that backs onto the gardens. Do not park any cars along the wall of the library. Visitors will not be parking on the playground. 

15.30

 
SMT & Lead teachers to inspect areas 

15.45 – 17.00  
Staff break 

A hot food buffet from The Brilliant Restaurant will be served in KS3 LBSC from 15.45 to 16.45. Please stagger your arrival. Staff are asked not to take food beyond the LRC so that the aroma of food does not drift around the school building.  
17.00 (directed time)

 
All staff (apart from TLR8, 12,13 – they are to be in the 6th from building) to report to the hall. Please arrive promptly; Briefing by GW
17.00   
Tour guides & helpers arrive; TLRPP registers students (6th form foyer). 17.10; Briefed by NB on the importance of the evening and the role that they have to play.  

-----------------------------------------------------------------------------------------------------------------
Open Evening begins

17.30 
Gates open 


Tours start from the 6th form atrium 

17.50 
Warning bell rung; tour guides to bring guests to the main hall 

17.58 
Doors shut to the main hall (350 guests max) 


Tours to continue during the speech. 


Staff and students to stay in their respective areas. 

18.00 
Hall 

Lights dimmed and School film to be played. (6mins)

(2 mins) NB to; 

· Welcome guests to FHS and the Open evening and to introduce himself as the DHT. 

· Ask guests to turn off mobile phones

· Explain to visitors that they will be met by 6th formers after the HT’s speech to continue / or start their tour of the school. 

· Introduce GW 
HT Speech (1) – (22 minutes)

GW will advise visitors that they will be met by 6th formers. Visitors to leave the hall via the doors that lead to the playground. 

18.30 
HT Speech (1) ends 

Tour guides to meet guests by the covered area in the playground and continue/start tours 
Hall to be cleared and prepared for the second speech. (Facilities staff will support) 

18.50
Warning bell rung; tour guides to bring guests to the main hall 

18.58 
Doors shut to the main hall (350 guests max) 


Tours to continue during the speech. 


Staff and students to stay in their respective areas. 

19.00 Hall
Lights dimmed and School film to be played. (6mins)

(2 mins) NB to; 

· Welcome guests to FHS and the Open evening and to introduce himself as the DHT. 

· Ask guests to turn off mobile phones

· Explain to visitors that they will be met by 6th formers after the HT’s speech to continue / or start their tour of the school. 

· Introduce GW 
HT Speech (2) – (22 minutes)

GW will advise visitors that they will be met by 6th formers. Visitors to leave the hall via the doors that lead to the playground. 

19.30 ends 

Tour guides meet guests by the covered area in the playground and continue/start tours. 
20.20
Warning bell rung

20.30 
Evening ends 

All guests to be offsite by 20.50

21.00 Evening ends (end of directed time) 
-----------------------------------------------------------------------------------------------------------------
Areas open/closed for the Tours 
6th form building; All classrooms & library to be closed. The reception/foyer will be used as the starting and finishing point for tours. 
	Main Building; Ground floor 
	SMT - AP

	G1 & G2
	H&SC, T&T, PSHE/SV, House System

	G4
	Business studies

	G3, G9,G10, MU1, A3, A4, LBSC’s 
	Rooms closed 

	G5, G6, G8,G9
	Science 

	Library 
	N/A 

	MU2
	Music

	A1, A2, A5, A6
	Art 

	Mentoring suite 
	Social Inclusion 


	Main building; First floor 
	SMT - KJ

	F1, F11, F2, F10 
	Mathematics (KS3,4,5) 

	F6,F7,F8
	Science

	F9, F4,F3 
	Rooms closed 


	Main building; Second floor 
	SMT - KJ

	S5, S4
	Geography 

	S8 
	Psychology / Sociology 

	S9,S2
	History 

	S1, S6
	Room closed 

	S7
	RE

	S3
	SEN; Additional support

	S8
	Economics / Gov & Politics 


	B Block 
	i/c CC

	B1, B2,B3,B4,B5,B6
	English (KS3,KS4.KS5)

	B12, B13,B14
	MFL/EAL

	DR1, DR2
	Drama


	B15, B16
	ICT

	B7, B8, B9, B10,B11
	Rooms closed 


	Sports centre 
	i/c – SW, LV & JA

	Astro 
	P.E

	MUGA, Dance studio (1st floor), changing rooms
	Closed 

	Studio 
	P.E

	Main hall 
	P.E

	Fitness suite 
	P.E


Main Gate; 

KT (during speeches to monitor the 6th form reception)

 AW, MJ, JM, welcome guests and direct them to the 6th form reception
Meet & Greet; JN, AL, GW, NB
6th Form reception; Tours; NM i/c
Tours will start and finish from the 6th form reception. 

All tour guides will be Y12/13 (200).  
CM, JS, RS to be responsible for the Tour guides; Important to ensure that guests are met after the HT speeches to continue/start the tours. 
Helpers 

All helpers will be Y8 or Y11 only (some L3 only subjects will be using KS5 students) 

LT’s are responsible for the student helpers during the evening.  Students who attend not in full school uniform, will be sent home. 
Main Hall

GW, NB, AB, JN, AL, 
NM (during speeches; after the speeches to co-ordinate guides to continue tours)

Staffing 

Staff will be with their departments and led by LT’s unless otherwise directed. 

LT’s to monitor the classrooms in their areas. 
There will be refreshments made available to staff throughout the evening at the following venues; 

Main Staff room 

   6th form staff room 

         B Block kitchen 

PE staff room 


Car parking KBA i/c; 

All staff cars to be parked in the school playground (including those in the underground car park. Visitors will be able to park by the sports centre, underground car park, overspill, MUGA (visitors will be advised that there is restricted parking available). 

There will be no parking by the Astro (outside the mentoring suite) to keep the walk way clear. 
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