Day to Day Procedures for Parents & Carers
Updated March 2021
A Parents and Carer’s Guide for, Year 3, Year 4, Year 5 and Year 6
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A message from the government:

It is the government’s plan that all children and young people, in all year groups, will return
to school and college full time from Monday 8th March. The prevalence of coronavirus
(COVID-19) has decreased since schools and colleges restricted their opening to most
pupils in March, the NHS Test and Trace system is up and running and we understand more
about the measures that need to be in place to create safer environments in schools. The
scientific evidence shows that coronavirus (COVID-19) presents a much lower risk to
children than adults of becoming severely ill, and there is no evidence that children transmit
the disease any more than adults. Of course, there will still be risks while coronavirus
(COVID-19) remains in the community, and that is why schools and colleges will be asked
to put in place a range of protective measures.
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Monitoring and assessing:
 A full site audit and risk assessment has been taken by the Headteacher, Site Manager, and Governor of Safeguarding to ensure that the
site has minimised the risk of transmission to the best of our ability. Adjustments to policy, procedures and routines have been made to
ensure that social distancing is adhered to at all time during the school day. Signage and floor markings have been implemented to remind
and enforce these measures.
 Monitor the health of your family members at home. If you are able, take your child’s temperature each day before they come to school.
If your child, or anyone in your family displays symptoms of coronavirus (the main ones being: a high temperature – this means they feel
hot to touch on chest or back; a new and continuous cough; any changes in taste and smell), contact the school via phone 01749
343250/email (stpauls@educ.somerset.gov.uk) or Class Dojo and keep your child at home. The guidance for ‘suspected symptoms’ should
be followed: you will need to apply for a ‘Covid-19’ test and if positive, should self-isolate for 7 days – the rest of the household should
isolate for 10 days. Call 999 if symptoms worsen.
We will need to see a ‘negative result’ (via text/email) if wanting to return before the 7-day isolation period.
 If pupils/staff members develop symptoms of Coronavirus during the school day, they will be assessed, isolated immediately in a ventilated
area and sent home. The guidance for ‘suspected symptoms’ should then be followed (see above).
 Where the child, young person or staff member tests positive, the rest of their Year Group will be sent home and advised to self-isolate for
10 days. The other household members of that wider class or group do not need to self-isolate unless the child, young person or staff
member they live with in that group subsequently develops symptoms.
 We ask that parents do not congregate or linger at the school gates, again to avoid congestion and to adhere to social distancing guidance.
We also encourage the use of face coverings when entering the school premises. 
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Social Distancing:
 Daily start and end times between year groups will be staggered, as well as the provision of separate gates for children who walk to or
from school alone, in order to reduce congestion at some key points. Gate open 8:30am and then again 2:45pm
Families with siblings at different arrival/departure times, please aim to arrive at 8:45am and pupils can remain with class teachers until
all siblings have been dismissed.
Year group
Year 3
Year 4
Year 5
Year 6

Drop off time
8:35am to 8:45am
8:45am to 8:55am
8:35am to 8:45am
8:45am to 8:55am

Collection time
2:50pm
3:00pm
2:50pm
3:00pm

Parents of siblings

8:45am drop off

3:00pm

Gate location
Top Field Gate
Top Field Gate of if child is walking alone they can use Blue Front Gate
Top Field Gate or if child is walking alone they can use Blue Front Gate
Top Field Gate or if child is walking alone they can use Blue Front Gate
Cornhill – Library Door from carpark
Top Field Gate

Please note we will review the collection arrangements regularly to ensure they are working effectively,
and we are happy with the safety precautions in place. Please be aware we will make amendments to timings if we feel it is necessary.

 Parents and Carers will not be permitted into the school building, a clear one-way system has been implemented around the school grounds
(see One-way system page 8), with visible signage to enforce this. If specific consultation is needed between a parent/teacher, please call
the main office on 01749 343250 to speak with a member of the office team, or Classdojo if less urgent. You will drop your child off at the
drop off point for your year group, and the child will be directed straight to their classroom. We will make this greeting as warm and
welcoming as possible for your child, whilst still maintaining a safe distance. A member of staff is available on duty every morning and at
the end of the school day.
 If we have some new pupils, they will be directed to their classrooms by their Teacher or Teaching Assistant to ensure social distancing
whilst moving across the grounds to their classroom. Our older pupils will have visual prompts, as well as members of staff encouraging
and reminding them of this.
 Tables in classrooms have been measured to ensure that pupils are not facing each other. The external walkways (much wider) will be used
for entering and exiting the classroom, rather than the internal corridors. Pupils will only need to use these when going to the toilet – this
will be done on an individual basis (wherever possible) and will be monitored by an adult for our younger pupils. Signage/markings will be
visible to remind pupils of social distancing.
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 Toilets are allocated to bubbles and will be cleaned regularly throughout the day.



 Break times and lunch times have been planned so that all pupils can be socially distanced. We have staggered these times so that each
‘bubble’ (see ‘bubble’ section below) only mixes with the pupils in their year group. They will have their own allocated time and space
within the school to let off steam in a socially distanced way. Pupils will be reminded of the ‘rules’ before playing and safe imaginative
games/activities will be suggested by the teacher before going out. Pupils will be monitored by their teacher, who will encourage them to
stay 1m+ apart and avoid touching each other.

BREAK AND LUNCH TIMETABLE:
Year group

Breaktime

Location for Break

Lunchtime (Eating)

Lunchtime (Outside)

Location for Lunchtime

Year 3

10:25am - 10:40am

Year 3/4 Playground

12:20pm-12:40pm

11:50am – 12:20pm

Year 3/4 Playground

Year 4

10:45am - 11:00am

Year 3/4 Playground

12:05pm-12:25pm

12:25pm – 12:55pm

Year 3/4 Playground

Year 5

10:25am - 10:40am

Year 5/6 Playground

12:20pm-12:40pm

11:50pm-12:20pm

Year 5/6 Playground

Year 6

10:45am - 11:00am

Year 5/6 Playground

12:05pm-12:25pm

12:25pm-12:55pm

Year 5/6 Playground

 During lunchtime, the pupils will eat their pack lunch (hot meals not currently available) in their classroom, at their own desk or outside if
the weather is good. If having a FSM school lunch, this will be in the form of a ‘grab bag’ packed lunch and will be delivered to the child’s
classroom – their table will have been wiped and hands washed in preparation. They will eat in their ‘bubble’, socially distanced, and will
have some time outside, playing within their ‘bubble’. The grab bag will be then thrown away by the pupil.
 Staff will also be strictly adhering to the social-distancing guidance. Where possible, will remain socially distance apart from another; will
refrain from touching pupils' workspaces/resources and will use the one-way system. When addressing pupils, teachers will be avoiding
close face-to-face discussion and talk from behind/beside a pupil. We have also created several staffrooms to reduce the staff mixing in.
year groups. Our Staff meetings are taken virtually. 
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Bubbles:
 Provisions have been put into place so that these Year Group social ‘bubbles’ will still be socially distanced within that ‘bubble’. Each
‘bubble’ has a designated space within the school – for work and play.
Each ‘class bubble’ will have their Designated Teacher and Teaching Assistant, who will lead them through their learning and will be
within their ‘bubble’.

- parents’ duty to secure that their child attends regularly at school where the child is a registered
pupil at school and they are of compulsory school age;
- schools’ responsibilities to record attendance and follow up absence;
- the availability to issue sanctions, including fixed penalty notices in line with local authorities’
codes of conduct.

Intimate care:
 Staff timetables have been produced so that there is at least 1 First Aider on site at all times of the day. If First Aid is required, relevant staff
have been trained on revised protective measures; including the use of PPE, isolation procedures and preventative routines. Our First aid
policy has been amended in light of this.
 Our ‘intimate care’ facilities have been assessed and adjusted to ensure that we have included measures that will considerably reduce the
risk of transmission; including ventilation, PPE and a thorough cleaning process.
 If pupils are poorly or develop any symptoms of Coronavirus during the school day, they will be moved to a well-ventilated isolated room
(PFSA room), allocated within the main Reception building. They will remain separate with a member of staff, until their parent comes to
collect them. The child will be escorted to their parent at the school gate.
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Hygiene and cleaning:
 During the lockdown period, every part of St Paul’s has gone through a ‘deep clean’ process – ensuring all areas are suitable for re-instatement. We
have installed additional washing facilities for the children outside classrooms.
 To reduce the risk of cross contamination or transmission, each pupil will have all of the tools and resources they need for the day, allocated to their
seating area, before they return. Pupils must not bring in extra resources but can bring in a bag if needed.
 Each pupil will have a tray containing all of their equipment, so there will be no need for ‘handing out’. Teachers will ensure that any prompt
sheets/additional resources will be prepared and delivered to pupils’ tray the day before (at the latest) and left there until pupils need to access them.
 If a child brings in a packed lunch from home, it will sit under their desk and will only be handled by themselves.
 We will be carefully planning lessons that require little/no intervention from an adult. Where significant assistance is needed, teachers will support
from a social distance. For our older pupils, self-marking will be encouraged.
 All frequently touched surfaces (i.e. equipment, door handles, work surfaces and toilets) used during the day will be cleaned throughout the day.
Teachers/Teaching Assistants will ‘wipe’ these ‘touch surfaces’ at regular intervals, but a ‘deeper clean’ will take place each evening as well.
 Internal doors will be kept open, to avoid physical opening and closing of doors and external classroom doors will be kept open (wherever possible) to
ensure good ventilation of classrooms. Windows will be kept open at all times during the day.
 We will always have sufficient soap in every toilet and ‘hand washing’ breaks have been timetabled into the day (on entry; before and after break;
before and after lunch, on exit) as well as whenever necessary (e.g. after using the toilet). We have ‘sanitising stations’, but pupils are permitted to
bring their own hand sanitiser if parents choose to provide this.
 We will have a good supply of disposable tissues and will reinforce the ‘catch it, bin it, kill it’ approach in each classroom.
 Government advice states that face coverings should not be worn in any circumstance by those who may not be able to handle them as directed (for
example, children) as it may inadvertently increase the risk of transmission. Any face coverings worn by children, must be removed by the wearer before
entering the classroom and thrown away. The wearer must then clean their hands.
 We are advising our parents to wash the clothes of their returning children in the normal way.
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One-way system:
 Our site manager and the School Leadership Team has planned and produced a ‘one way’ system for moving around the school site. This
has been clearly marked and cordoned, to ensure that individuals, where possible, do not pass each other. Signage has been produced to
remind and enforce this system.
 All parents and older siblings with children will enter from the top gate and follow the path to the left of the copse. 
 At key points different groups will be directed to drop off/pick up their children – see map
 Children who walk to or from school alone can either use the front blue gate or the top field gate
 No parents or older siblings collecting or dropping off children can enter via the front blue gate as this creates a ‘bottle neck’
 We have put in place a temporary school office at the start of the day by the Parent Shelter for your convenience and safety. 
 At the end of the day, you can use any exits around the school.
Please note we will review the collection arrangements regularly to ensure they are working effectively, and we are happy with the safety precautions in place. Please be
aware we will make amendments to timings if we feel it is necessary.
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Arrangement in school:
Learning resources
For individual and very frequently used equipment, such as pencils and pens, staff and pupils will have their own items that are not shared.
(all equipment has been provided by school). Classroom based resources, such as books and games, can be used and shared within the class
bubble; these will be cleaned regularly, along with all frequently touched surfaces. Resources that are shared between classes, such as
sports, art and science equipment will be cleaned frequently and meticulously and always between bubbles or rotated to allow them to be
left unused and out of reach for a period of 48 hours (72 hours for plastics) between use by different bubbles.
Collective Worship & Celebration Worship
There will be no traditional whole school Collective Worship these will be replaced by a Virtual Collective Worship, which will be watched by children in multiple
classrooms. We are keeping an open mind about Whole school events, like sports day but all should be aware that, even at this early stage, full-scale events
look unlikely for the rest of the year. If we have some dry weather at 1:15pm on a Friday, we will have a socially distanced Celebration Worship outside.
Reading Books
Reading books can still be brought home, however on their return to school they will be placed in a box and left for 72 hours before returning to the shelves. If
your child has a reading book at home, please return on the first day back in September.
Coats and bags
As children have their own facilities in or close to their individual classrooms coats and bags can be left in their normal places. Please keep items brought into
school to a minimum as much as possible.
The importance of fresh air
Windows and doors will be left open as much as possible to aid ventilation. Teachers will plan many outdoor learning activities and therefore it is essential that
the children come suitably dressed for all weather possibilities.
After School Sport Clubs
There will be a reduction in the number of clubs in this term and where additional clubs are run ‘in house’ by school staff they will be restricted to children
from a single year group only. See the office for more details. Currently we are running only OUTDOOR clubs and if poor weather, as we cannot use the hall
the club will be cancelled.
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School office
School offices will remain closed to personal visitors. Parents should do all they can to ensure that children have all that they need for the day (e.g. packed
lunches) at the start of the day and if there is an instance where their child needs to be collected at a different time, they should telephone the school to make
arrangements. Staff will then arrange to meet parents with their child in the open air. In the morning and at the end of the day, a mobile Reception will be
available under the parent shelter on the playground. All other communication should be done by Dojo, telephone or e-mail as far as possible.
Communication
Communication with parents is really important to us. Due to the current restrictions we would request that meetings with members of staff are by prior
arrangement only so that social distancing and safety precautions can be put in place. If you would like a phone conversation or a face to face meeting, please
Dojo the member of staff or telephone the office 0749 343250 to support making these arrangements. Please keep face to face conversations to a minimum,
when dropping off or collecting.
Behaviour
An addendum to our behaviour policy was formulated in April 2020 when the first groups of children returned to school and remains in place. In the addendum
we have had to change some of our expectations around pupils' behaviour and make these clear to all. In these times of heightened risk to our health, it is
important that children and staff are aware that unhygienic behaviour is taken very seriously. Our St Paul’s Values, and ethos remain unchanged, and children
are expected to aim to uphold them.
In addition to our St Paul’s school rules; children must be aware of the new requirements in the addendum namely that they must:

Stay at least 1m+ apart from each other wherever possible (staff will be taking a commonsense approach);

Use their own specific equipment (including resources) and not share any of these;

Not share any food, drinks, cups or water bottles;

Work, eat and play in our designated year group, and minimise contact with children from other groups (including in the playground, anywhere on the
school site and on our way to and from school)

Move around school as instructed by our teacher/adult and avoiding other people

Never cough, sneeze or spit towards another person; catch all coughs and sneezes in a tissue and throw it away (catch it, bin it, kill it), then wash our
hands

Wash hands frequently (including whenever we are asked to), with soap and water for 20 seconds (e.g. by singing happy birthday twice) or with hand
sanitiser if soap and water are not available;

It is essential that the children listen to and follow instructions at all times and adhere to the guidelines set by the government and the school. This is
required inside school and outside during breaks and lunches. Any child who is unable to do this is risking the safety of themselves, other children and
staff and we will ask parents to collect them immediately.
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A risk assessment will then be completed to determine whether is it safe to have the child back in school. If we deem a child to be unsafe to have in
school, we will work with parents to arrange provision the child can access safely.

School lunches
We are currently not offering hot lunches; lunches are a ‘grab bag’ cold packed lunch. We hope to return to hot dinners in the Autumn Term. If parents are
unsure about whether they are entitled to free school meals and need to pay or not, they should contact the school office. We are aware that many families’
situations have changed due to the COVID-19 pandemic and therefore if you could now be entitled to free school meals and the pupil premium funding please
contact the school office and we will support you with this.
We have arrangements in place to ensure that during lunch time separation between ‘bubbles’ is maintained. Children will always have the chance to wash
their hands within the classroom before eating.
Packed lunches
Please ensure your child has all the cutlery they need, and their meal is easy for them to manage on their own.
Availability of water on site
All pupils should have their own school water bottle that is untouched by other children or staff. No water fountains are
currently available at school. Water is available in school to refill children’s own water bottles. Disposable plastic cups may
also be available that should be thrown away after use.
School uniform
It is an expectation that all children will wear the approved school uniform. We expect our children to take great pride in
their school and this is reflected in the way they dress for school. We understand that during the lockdown children may
have grown and parents/carers have been unable to purchase new uniform/shoes. While we are still waiting for shops to
re-open, we will be understanding of these difficulties. Please keep to school colours. We do have spare school uniform in
the school reception – all free.
PE Days
We encourage the children to wear, to school, their PE Kits on their dedicated PE lessons day with a sweatshirt/school jumper.
Monday = Year 3

Tuesday = Year 6

Wednesday = Year 5

Thursday = Year 4
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Curriculum for reconnection
Whilst we are confident that many children will quickly ‘bounce back’ after the lockdown we are aware that there will be some
children returning who have experienced bereavements amongst friends or family or who have experienced anxiety or stress
during this time. We have planned to begin our updated PSHE/RSHE curriculum so that work in all year groups centres on health,
relationships and wellbeing.
Collective positive mindset – contextualising the lockdown
Since the recent lockdown, children have had access to Remote Learning from our website. Our staff will remain calm and
measured in March knowing that whatever the situation we have the staff with the best knowledge and experience of how to
teach, support and help our children in ‘closing the gap’ where required. We will not make our children worry unnecessarily or
make them think that things are worse than they are and where issues present themselves our language will reflect our
established ‘growth mindset’ philosophy – ‘you can’t do it yet’.
Assessment
Our teachers will make adaptations establishing ‘what has to be learned’ rather than sticking rigidly to our usual long term plans.
Class teachers will use their own expertise to establish starting points for each class and will likely have to take ‘a step back’ in order to help children then move
forward with confidence but each child and class will be different. In schools this way of assessing what should be taught next is known as ‘formative
assessment’, that is the judgements teachers make on a day-to-day basis during class work which allow them to assess attainment and progress. To strengthen
routines, relationships and resilience it is important that, in a measured supportive way, teachers and children get back to established ways of working rather
than spending too long on a formal testing regime, especially when children’s confidence will be low.
Broad and balanced curriculum.
Although there are some restrictions in place (e.g. singing in large groups) we fully intend to continue with our normal ambitious and broad curriculum in all
subjects from the start of the autumn term. We will make use of existing flexibilities to begin at appropriate starting points for all our children and this may
mean that not all subjects are taught every term.
Pupils with additional needs.
We are aware that for some children with additional needs, returning to school after lockdown may cause additional anxiety or stress. Children with additional
needs will be supported by us to ensure a smooth transition when returning to school. All the staff have been working with our families to support children in
their transition back into school. In some cases, children with additional needs may require a risk assessment to be completed.
Staff will continue to be responsive to the needs of individual pupils and additional support will be provided where necessary. Small group or 1:1 support may
take a different form this term so that adults and children remain safe, for example, sitting side by side, staff and pupils working at a greater distance from each
other, and working in different parts of the school building. Staff who are in close contact with individual children may wear PPE.
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Children or staff suspected of having COVID-19
In line with DfE guidance in the case of a suspected infection the school will:


engage with the NHS Test and Trace process.
We ask that parents and staff inform the school immediately of the outcome of any test;



manage confirmed cases of coronavirus (COVID-19) amongst the school community. The school will text or e-mail parents with a notification of a confirmed
infection including which ‘bubble’ this may affect. We will not share the names or details of people suspected of having or conformed to have coronavirus;



contain any outbreak by following local health protection team advice. For the avoidance of doubt the new advice says that we ‘must send home those people
who have been in close contact with the person who has tested positive, advising them to self-isolate for 10 days since they were last in close contact with that
person when they were infectious.
‘Close contact’ now means:
 face to face contact with an infected individual for any length of time, within 1 metre, including being coughed on, a face
to face conversation, or unprotected physical contact (skin-to-skin);
 proximity contacts - extended close contact (within 1 to 2 metres for more than 15 minutes) with an infected individual;
 travelling in a small vehicle, like a car, with an infected person.





When a case is suspected in school the child will be immediately isolated from other pupils and staff. Staff supervising these
children should also try to ensure they remain two metres away while still aiming to provide the reassurance and care
particularly young children will need. Enhanced PPE is available for these staff and older children may be offered a mask. The
school will contact parents and request they collect their child from the school immediately.
We ask that parents whose child has been identified as having a suspected case of COVID-19 should seek immediate medical advice.
The guidance says ‘Anyone who displays symptoms of coronavirus (COVID-19) can and should get a test.’
If no test is undertaken then we expect children to self-isolate according to the Public Health England guidance here:
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19infection
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Households with a confirmed case of Coronavirus should follow the advice laid out by Public Health England here:
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance regarding isolation and should keep their school informed about their
planned date of return following isolation.
In the event of a local authority (South Somerset) wide lockdown similar to that in place in Leicester. The school would revert
to an enhanced version of the arrangements which were in place during the nationwide lockdown.
Wrap around care – Buddies @StPaul’s
We will be offering breakfast and After School Buddies club, our wrap around care club. This will now, all be in our school hall,
with areas sectioned off for each of our four year group bubbles.
Wherever possible we will try to keep children within their own bubbles with the same set of staff. However, this cannot be guaranteed, and parents should be
aware that children are likely to mix with a limited number of children outside their ‘bubble’ in Buddies.
We have made the decision that this was justifiable given that the alternative is no provision at all for working parents. The children will sanitise their hands
regularly and additional cleaning measures will be in place.
Booking is available up to an entire term, allowing you to select the days you require. Bookings and payments need to be made through ParentMail, by
Wednesday for the following week, to ensure a place for your child and adequate staffing levels. Please note Buddies is very popular and sessions do book up
in advance. Session prices are listed below:
Please enter our new
Morning Buddies
Monday – Friday 8:00 a.m. – 8:40 a.m. £2:00 per day
Buddies/Breakfast
entrance. Use the bell to
After School Buddies: Monday – Thursday – 3.00 p.m. – 5.30 p.m.
notify a member of staff.
3.00 p.m. – 4.00 p.m. £4.00 3.00 p.m. – 5.00 p.m. £6.00
Please only park in
3.00 p.m. – 5.30 p.m. £7.00
(£1.00 reduction for siblings)
visitor spaces and do not
drive through large blue
gates to rear staff
Please contact the office to request a registration form.
carpark – Thank you
We are unable to accept ‘DROP-INS’ and it is recommended that children book in the entire hour slots, if
possible.
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1)

Continuously monitor your child’s health and keep them at home if they show any symptoms of
Coronavirus. Follow the ‘suspected symptoms’ advice and let us know as soon as possible.
• a high temperature
• a new, continuous cough
• a loss of, or change to the sense of smell or taste
If any of these symptoms are evident do not send them to school, contact the school on 01749
343250 or email. Or send a message on Dojo to the class teacher or Mrs. Roberts

2)

Follow the social distancing guidelines when dropping/collecting your child and all
parents/carers should wear face coverings

3)

Do not let your child bring any unnecessary items to school – they will not need anything other than themselves and weather dependent
protection (coat… labelled sun cream…hat?)

4)

Engage with the NHS Test and Trace process so that cases can be identified, and action taken - this means if your child develops symptoms,
you should arrange for them to get a test and you should inform your school or college of the results of that test.

5)

Make sure we have your current contact details and please check the school dojo regularly for updates and notices.

6)

Read through this booklet with your child, so that they know what to expect and can look forward to coming back to school safely.

If you have any questions, please do not hesitate to call and speak to a member of the school team: 01749 343250 or email at
stpauls@educ.somerset.gov.uk – we are here to help and advise as best we can!
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