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 COVID-19 Risk Assessment 

1. Introduction

1.1 Purpose of this document 

The COVID-19 Risk Assessment (RA) document has been put in place by Valley Invicta Academies 

Trust (VIAT) in response to the Government’s announcement for education and childcare settings 

to prepare for wider opening from 1 June 20201. 

From the week commencing 1st June 2020, if the decision by the Government on 28 May 2020 is for 

schools in England to wider open for the specified year groups, the primary schools within the Trust 

will reopen to children in Year R, Year 1 and Year 6.  This is in addition to the children across all our 

schools that have already been attending the VIAT Learning Hub over the past 10 weeks, such as 

vulnerable children and those with parents/carers who have essential worker status. 

From the week commencing 15th June 2020 the secondary schools in the Trust will continue to 

operate with the Virtual Learning Schools that has taken place since commencement of lockdown 

but will offer appointments for Year 10 and Year 12 students to meet with key school staff 

personnel.  Some diagnostic assessment may take place if this is deemed appropriate and safe.  this 

Students that have attended the VIAT Learning Hub will transfer to their respective educational 

settings from 1st June 2020. 

1.2 Principles 

The guiding principles: 

• To follow and operate within the guidance set out by the Government, Department

of Education, Public Health England and Kent County Council;

• To ensure the safety of all students, staff, visitors and contractors;

• To continue to shield staff and students with underlying health conditions and until

an effective vaccination is developed;

• To continue to operate a model of learning that provides the greatest provision of

education to our students;

• To enable our school leaders to adapt plans locally to ensure contextual relevance;

• To be open and transparent with our plans and risk assessment with our local

community and relevant stakeholders.

1.3 Review 

The RA will continue to be reviewed and updated in line with guidance and advice from the 

Department of Education, Public Health England, the Health and Safety Executive, and Kent County 

Council.  The RA will be monitored by the Executive Team and School Leaders with regular updates 

provided to the Trust Board.  Whilst the Trust does not have a recognition agreement in place with 

Trade Unions, we welcome any constructive feedback on our COVID-19 RAs. 

1 Actions for education and childcare setting to prepare for wider opening from 1 June 2020. COVID-19 (COVID-19): implementing protective 

measures in education and childcare settings
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/Section 2: COVID-19 Generic Risk Assessment 

Hazard / Risk Who is at Risk? How can the hazards 
cause harm? Control Measures 

Are Control Measures 
Sufficient Y/N/NA 

What is the risk 
rating now – VH, 

H, M, L? In place Adequate 

Spreading 
COVID- 19 from 
surfaces (fomite) 

Staff 
Pupils 

Visitors 
Contractors 

COVID-19 can survive 
on surfaces, the length 
of time varies on the 
type of surface 

• Wash hands regularly.
• Use hand sanitiser where washing

facilities do not exist.
• Regular cleaning of surfaces throughout

the day with a focus on high usage areas
such as desks and doors, play equipment
and toys.

• Wipes or suitably COSHH assessed
cleaning products provided for staff in
between cleaning rounds.

• Remove soft toys or complex toys.
• Equipment that can’t be regularly

cleaned to be removed or be in a space
that is not allowed to be used.

• No hot desking for staff.
• Staff shared equipment, such as, but not

limited, to photocopiers, kettles and
fridges should be cleaned before and
after use following the cleaning
guidelines.

• Where photocopying is essential for
distribution the copies should be
handled with gloves, equally when
loading the copier, gloves should be
used.

• Contractors/cleaners to ensure surfaces
are cleaned, reporting any areas

Y Y M 

Page 2 of 50



/Section 2: COVID-19 Generic Risk Assessment 

Hazard / Risk Who is at Risk? How can the hazards 
cause harm? Control Measures 

Are Control Measures 
Sufficient Y/N/NA 

What is the risk 
rating now – VH, 

H, M, L? In place Adequate 

requiring further cleaning to the 
caretaker or Director of Estates. 

• Where safe, doors to remain open to
allow access through without contact.
Fire doors, however, must not be
propped open unattended.

• One-way systems to be established
where possible.

• Individual school equipment to be issued
and remain in a position that children
can access individually and not be
shared; for example, sections of
textbooks to be photocopied rather than
books being handed out.

• Coats, bags and lunches to be kept with
child not in cloakroom where
cloakrooms do not allow for adequate
social distancing.

• All children, staff and visitors to wash
hands upon arrival in school (if this is not
possible – hand sanitiser to be used).

• Daily change of clothing for all staff and
children.

Spreading 
COVID-19 from 
person to person 

Staff 
Pupils 

Visitors 

COVID-19 can be 
transmitted through 
person to person 

• Wash hands regularly.
• Use hand sanitiser where washing

facilities do not exist. 
Y Y M 
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/Section 2: COVID-19 Generic Risk Assessment 

   

Hazard / Risk Who is at Risk? How can the hazards 
cause harm? Control Measures 

Are Control Measures 
Sufficient Y/N/NA 

What is the risk 
rating now – VH, 

H, M, L? In place Adequate 

contact or 
droplets 

Contractors contact from an 
infected person 

• Maintain where possible a 2-metre 
distance between individuals. 

• Staggered drop off and collections for 
pupils and parents to reduce contact. 

• Parents to receive guidance on social 
distancing from the school specific for 
their environment. 

• Unless there are mitigating reasons only 
one parent per family to and from 
school. 

• No parents or non-essential visitors 
beyond school reception area and all 
drop off points. 

• Where appointments must take place, 
they must be pre-booked to allow for a 
planned, safe meeting to take place.  All 
other meetings to take place online 
(Microsoft Teams / Zoom). 

• School transport will not be provided or 
used until a further risk assessment has 
been conducted. 

• Mandated daily change of fresh clothing 
for all personal (staff, students) 

• Contractors to be by appointment and to 
follow school guidelines on cleanliness 
and social distancing. 

Page 4 of 50



/Section 2: COVID-19 Generic Risk Assessment 

   

Hazard / Risk Who is at Risk? How can the hazards 
cause harm? Control Measures 

Are Control Measures 
Sufficient Y/N/NA 

What is the risk 
rating now – VH, 

H, M, L? In place Adequate 

• Parents collecting children should 
maintain social distancing. 

• If bringing siblings who are not in school 
those children must not be allowed to 
run around outside the school. 

• Upon collection children and parent/ 
guardian should leave the property as 
quickly as possible. 

• All communication to be electronic or on 
posters. 

• Restrict exposure by clustering children 
into groups (hubs, cocoons, pods) and 
maintain groups together to reduce risk 
of transmission if an outbreak were to 
occur. 

• Maximum of 15 pupils/students in any 
group. 

• Refresh and restructure the timetable to 
keep the group protected. 

• Desks spaced at 2 metre intervals where 
possible, with students’ side on, not 
facing each other. 

• No reading books /library books or other 
material to be sent home. 

• Clearly identified toilets / handwashing 
facilities for each group with numbers 
closely controlled. 
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/Section 2: COVID-19 Generic Risk Assessment 

   

Hazard / Risk Who is at Risk? How can the hazards 
cause harm? Control Measures 

Are Control Measures 
Sufficient Y/N/NA 

What is the risk 
rating now – VH, 

H, M, L? In place Adequate 

• Assemblies where able will be virtual, in 
their existing group room or postponed. 

• Computers / laptops or specialist 
equipment should be wiped down 
before and after use. 

• Peripatetic lessons or out of school 
tutoring remains virtual/online. 

• Break and lunch will be taken within the 
group, this will be at desks or outdoors 
when appropriate and staggered to 
maintain distance between groups. 
Packed lunches will be provided. 

• Encourage games that show social 
distancing whilst outside. 

• Where food is provided it will be in grab 
bag/packed lunch form that can be 
brought to the group. 

• Staffrooms will either be closed or 
restructured to enable staff to keep 2m 
apart to stop spread between hubs, 
where there is suitable space to do so 
this could be outdoors. 

• Office staff will ideally remain working 
from home where possible.  If not 
possible, Office staff offices will comply 
with the 2m rule and ventilation. 
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/Section 2: COVID-19 Generic Risk Assessment 

   

Hazard / Risk Who is at Risk? How can the hazards 
cause harm? Control Measures 

Are Control Measures 
Sufficient Y/N/NA 

What is the risk 
rating now – VH, 

H, M, L? In place Adequate 

• Staff will not sit directly opposite each 
other. 

• Staff to bring in own food. 
• Staff to use and bring their own travel 

cup for drinks. 
• Physical staff meetings should be 

avoided and utilise digital solutions first 
to avoid transmission between groups. 
Where an essential meeting must take 
place 2m distancing will be enforced. 

• Where children are being supported 
with medical or special needs, PPE must 
be put-on and disposed of each time.  
Discarded PPE must be double bagged 
and stored for 72hrs before being 
disposed of in the usual fashion. 

• In the event of a fire usual fire 
evacuation procedures will apply, 
assembly points will where possible 
observe 2 metre distancing. 

• For any situation arising requiring CPR, 
phone an ambulance and use 
compression only CPR until the 
ambulance arrives wearing PPE 
provided. 
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/Section 2: COVID-19 Generic Risk Assessment 

   

Hazard / Risk Who is at Risk? How can the hazards 
cause harm? Control Measures 

Are Control Measures 
Sufficient Y/N/NA 

What is the risk 
rating now – VH, 

H, M, L? In place Adequate 

Suspected pupil 
or staff member 
with COVID-19 

Staff 
Pupils 

Contractors 

Confirmed case 
increases risk of transfer 

• Pupil or staff member isolated in medical 
room or equivalent designated space. 

• Sign on door to ensure staff are aware. 
• Staff to use provided PPE within the 

medical/designated room setting and 
where contact at less than 2 metres is 
needed. 

• Pupil / staff member sent home for 7 
days (or until negative test result) 

• Pupil / staff member to be issued letter 
to take home outlining steps. 

• Classroom and area pupil / staff member 
have been in contact with to receive 
extra clean. 

• Medical / designated area cleaned 
straight after pupil / staff sent home, 
sign on door to remain until area clean. 

• All staff can access testing through the 
HR team. 

• Any PPE used must be doubled bagged, 
safely stored for 72hrs before disposal 
through normal waste. 

Y Y M 

Confirmed 
COVID-19 in 
school 

Staff 
Pupils 

Visitors 
Contractors 

Confirmed case 
increases risk of transfer 

• HT to follow Trust Escalation Procedure. 
• Group/Hub/Pod to be sent home for 14 

days to self-isolate, including teacher 
and or TA. 

Y Y M 
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/Section 2: COVID-19 Generic Risk Assessment 

   

Hazard / Risk Who is at Risk? How can the hazards 
cause harm? Control Measures 

Are Control Measures 
Sufficient Y/N/NA 

What is the risk 
rating now – VH, 

H, M, L? In place Adequate 

• Deep clean of classroom and area. 
• Disposal of PPE following KCC guidance 

(stored for 72 hours in double bag and 
then put is waste). 

• Letter home to parents of 
group/hub/POD 

• Trust notified. 

Government 
shielded pupils or 
staff have an 
elevated risk of 
contracting 
COVID-19 

Staff or pupils with 
underlying 

conditions being at 
greater risk 

Increased risk of 
hospitalisation or death 

• Shielded staff and pupils to remain 
working from home (unless the shielded 
staff member exerts their right to work, 
in which case a further risk assessment 
will be conducted). 

• Clinically vulnerable staff and pupils will 
be advised to work at home. A clinically 
vulnerable person who cannot work at 
home will only be asked to come into 
work if they can be placed in one of the 
safest on-site roles. 

Y Y L 

Mental health 
Staff 

Students 
Increased risk of 
distress or absence 

• Teachers have time to plan as well as 
respond to home learning 

• Review of teaching plan to 
accommodate persona circumstances 

• Regular communication to all staff 
• Sharing of support lines 
• Reassure staff, regular communication 

and welfare checks. 

Y Y M 
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/Section 2: COVID-19 Generic Risk Assessment 

   

Hazard / Risk Who is at Risk? How can the hazards 
cause harm? Control Measures 

Are Control Measures 
Sufficient Y/N/NA 

What is the risk 
rating now – VH, 

H, M, L? In place Adequate 

• OH referral and guidance where needed 
• Wellbeing lessons for children/students 
• Circulation of support lines for students 
• Regular contact with vulnerable groups 

 
 

RESIDUAL RISK RATING ACTION REQUIRED 
VERY HIGH (VH) Strong likelihood of fatality / serious injury occurring The activity must not take place at all.  

You must identify further controls to reduce the risk rating. 
HIGH (H) Possibility of fatality/serious injury occurring You must identify further controls to reduce the risk rating. 

Seek further advice, e.g. from H&S Officer 
MEDIUM (M) Possibility of significant injury or over 3-day absence occurring If it is not possible to lower risk further, you will need to consider the risk against the benefit. Monitor risk 

assessments at this rating more regularly and closely. 
LOW (L) Possibility of minor injury only No further action required. 
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/Section 3: Primary Phase Re-Opening 

   

Issues VIAT Approach 

Are Control 
Measures Sufficient 

Y/N/NA 

What is the 
risk rating 
now – VH, 

H, M, L? 

Additional 
Guidance 

In place Adequate 

General Where there is any doubt about what action to take, our schools will consult the 
relevant legislation for Health and Safety and the guidance from Public Health 
England & HM Government in relation to COVID-19. This is of particular importance 
when the restrictions are eased or increased. 

Y Y M DfE Guidance 

Health and 
Safety 
Compliance 

We will ensure that all health and safety statutory compliance checks have been 
undertaken before opening, such as fire alarm testing, water hygiene inspections.   

Y Y L  

Pupil Arrival Our schools are introducing staggered collection and drop-off for pupils, for both 
vehicle and pedestrian traffic. We have communicated each school plan to parents. 

 
Our Schools will nominate staff to manage the arrival of pupils. Considerations 
that we are putting in place include: 

• Parents will be encouraged to adopt the same parking arrangements as 
undertaken in supermarkets – that wherever possible a space is 
maintained between the next car and when not possible that the 
remain in their vehicle until the other car is vacated and passengers are 
greater than 2 metres away. 

• Our schools will contact parents to confirm arrival times to prevent 
queuing outside the school, or inside the school gates. 

• Our schools will ensure that clear signage explains how parents should 
queue. This will include reminder notices, markers placed on the ground or 
fixed to fences or barriers. These signs will be checked every morning to 
ensure that they are still in place. 

• We will ensure that children arrive in vehicles maintaining social 
distance on exiting their vehicles. 

Y Y M DfE Travel to 
School Advice 
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/Section 3: Primary Phase Re-Opening 

   

Issues VIAT Approach 

Are Control 
Measures Sufficient 

Y/N/NA 

What is the 
risk rating 
now – VH, 

H, M, L? 

Additional 
Guidance 

In place Adequate 

• Parents will be reminded to wait until the pavement space is clear. 
• We will remind parents by school email or messaging to not congregate or 

wait outside the gates, as they may block the entry of others trying to 
maintain their social distance. 

Movement 
around the 
School 

The overriding principle is to reduce pupil movement around the school as much 
as possible and we feel the best way to achieve this is to keep pupils in the same 
room, unless it is necessary to leave the room. It is our aim to avoid passing 
another group, or staff on a circulation route. One-way flows will be established. 
 
Our Schools will consider: 

• If internal and external access routes are too narrow, it may be necessary 
to nominate staff to escort pupils around the school. Staff intending to 
move pupils, should wait inside their teaching rooms until the way 
appears clear, and be prepared to stop and wait while another group 
passes by. 

• Our schools will implement timing changes to reduce the chances of 
groups meeting each other when moving around the school. 

 
We will keep the school site well ventilated. Prop doors open, where safe to do so 
(bearing in mind fire safety and safeguarding). This is to limit any risk of cross-
contamination from using door handles and aid ventilation. Ensure the doors are 
closed when unoccupied to comply with fire safety measures. 
 
Each teacher / TA will be responsible for their ‘bubble/group’ and movement 
around the school to ensure compliance with social distancing and DfE guidelines. 

Y Y M DfE Guidance 
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/Section 3: Primary Phase Re-Opening 

   

Issues VIAT Approach 

Are Control 
Measures Sufficient 

Y/N/NA 

What is the 
risk rating 
now – VH, 

H, M, L? 

Additional 
Guidance 

In place Adequate 

Staff and 
Administration 

Staff rooms will be reconfigured to ensure social distancing is maintained. We will 
ensure the space between staff members is 2 metres.  
 
Equipment that is used by several staff communally, such as kettles, photocopiers, 
walkie-talkies, etc, will be wiped down with spray disinfectant before and after each 
use. We will arrange for cleaning resources to be placed near to where communal 
items are stored.  
 
We will ensure that hand gel is available for use in every learning space and spray 
disinfectant and cloths. 
 
We will ensure that adequate provision is made for staff to wash their hands. 
Where this is not possible, hand gel will be provided. 
 
Support staff will continue to work from home wherever possible.  If not possible, 
office staff work areas will comply with the 2m rule and ventilation. 

Y Y M DfE Guidance 

Teaching 
Room 
Configuration 

To maintain social distancing in a teaching room, the number of children in that 
room will be limited to 15. The plan for each school is outlined on the 
supplementary ‘Local School Additional Risk Assessment’. 
 
Our schools are rearranging teaching spaces to ensure that from the point where a 
child sits, there is no other child sitting near them. It is not necessary to space the 
actual desk or table 2 metres apart, as that would severely reduce the number of 
pupils able to be accommodated in the room. 
 
Where a table would normally accommodate four or more pupils, we will position 

Y Y M DfE Guidance 
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/Section 3: Primary Phase Re-Opening 

   

Issues VIAT Approach 

Are Control 
Measures Sufficient 

Y/N/NA 

What is the 
risk rating 
now – VH, 

H, M, L? 

Additional 
Guidance 

In place Adequate 

one workstation diagonally opposite to another to create the longest distance from 
where the pupil sits. 
 
We will include/allocate sufficient space and distance for the teaching staff in the 
classroom. 
 
Unneeded teaching furniture, e.g. desks and chairs, will be removed from the 
teaching area so that no space is lost. 
 
We will mark the floor with 2m quadrants to illustrate the required space for the 
children. 

External Play 
and Sports 

Sports and external play are essential for children and young people and will 
becomes a significant part of the day for pupils and staff. We will: 

• Segregate external hard and soft play areas with tape or cones to keep 
groups of children apart. 

• Stagger break times where practical. 
• We will ensure that that play space is not too crowded to be 

unmanageable. 
• We will ensure that sufficient staff members are nominated to remind 

children that they should not be in too close contact with each other. 
• As a general principle, external outdoor equipment will not be used 

unless the school is confident that it can be appropriately cleaned 
between groups of children using it. We will avoid letting large groups 
use it. 

 
If in use, external play equipment, including sports, playground games markings, 

Y Y M COVID-19: 
cleaning of non-

healthcare 
settings 
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/Section 3: Primary Phase Re-Opening 

   

Issues VIAT Approach 

Are Control 
Measures Sufficient 

Y/N/NA 

What is the 
risk rating 
now – VH, 

H, M, L? 

Additional 
Guidance 

In place Adequate 

will be monitored. Places where children congregate, outdoor story telling areas, 
planted areas, dedicated gardens will have staff to oversee the use. If not possible, 
these will be taped off and not used. 

Catering Our schools are providing packed lunches as requested by parents. 
 
Lunches will be collected by the nominated ‘bubble’ leader and taken to the class. 
 
Each school is observing the social distancing regulations and safe spaces will be 
allocated to ensure that children can eat their lunch safely. 
 
For students that qualify for Free School Meals and are not in attendance, the 
current arrangements via the Government provision will continue. 

Y Y L  

Toileting and 
Hand Washing 

Handwashing will be compulsory for all staff and children as soon as they walk into 
a building. 
 
‘Bubble’ lead will build in toileting time, bearing in mind the need to maintain social 
distancing.  
 
Staff will take small groups at one time. 
 
Where sinks exist in teaching rooms, children will be encouraged to wash their 
hands, on arrival and just before they leave the room. 
 
Hand sanitizer will be available in every room and topped up daily 

Y Y M  

Picking up 
from School 

Our schools are introducing staggered collection and drop-off for pupils, for both 
vehicle and pedestrian traffic. We have communicated each school plan to parents. 

Y Y M DfE Travel to 
School Advice 
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/Section 3: Primary Phase Re-Opening 

   

Issues VIAT Approach 

Are Control 
Measures Sufficient 

Y/N/NA 

What is the 
risk rating 
now – VH, 

H, M, L? 

Additional 
Guidance 

In place Adequate 

Our Schools will nominate staff to manage the departures of pupils. 
Considerations that we are putting in place include: 

• Parents will be encouraged to adopt the same parking arrangements as 
undertaken in supermarkets – that wherever possible a space is maintained 
between the next car and when not possible that the remain in their vehicle 
until the other car is vacated and passengers are greater than 2 metres 
away. 

• Our schools will contact parents to confirm departure times to prevent 
queuing outside the school, or inside the school gates. 

• Our schools will ensure that clear signage explains how parents should 
queue. This will include reminder notices, markers placed on the ground or 
fixed to fences or barriers. These signs will be checked every morning to 
ensure that they are still in place. 

• We will ensure that children depart in vehicles maintaining social 
distance on exiting their cars. 

• Parents will be reminded to wait until the pavement space is clear. 
 
We will remind parents by school email or messaging to not congregate or wait 
outside the gates, as they may block the entry of others trying to maintain their 
social distance. 

Emergency 
and 
Evacuation 
Planning 

Our school’s emergency fire evacuation plans remain but will take account of 
reduced staffing, traffic in corridors, keeping 2 metres apart at the muster points. 
(However, in an emergency such as an accident or fire, people do not have to stay 
2 metres apart if it would be unsafe to do so). All changes will be communicated to 
all staff, and if necessary, rehearsed. 

Y Y M  
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/Section 3: Primary Phase Re-Opening 

   

Issues VIAT Approach 

Are Control 
Measures Sufficient 

Y/N/NA 

What is the 
risk rating 
now – VH, 

H, M, L? 

Additional 
Guidance 

In place Adequate 

First Aid We will review our First Aid requirements for each rota, considering provision of 
first aiders. 

Y Y M St John 
Ambulance 
- COVID-19 
advice for First 

Aiders 

Daily cleaning 
during the 
Pandemic 

Because some people with COVID-19 either do not show symptoms (asymptomatic) 
or experience only mild symptoms, a more robust cleaning regime will be in place. 
 
Cleaning staff will wear washing-up style gloves and will be requested to change 
their work clothing on a daily basis.  Staff unable to meet this request will inform 
the site manager/caretaker/Headteacher and additional clothing will be purchased.  
 
Particular attention will be paid on touch areas such as bannisters, door handles, 
grab rails, taps and toilet handles. 
 
Each classroom will be provided with adequate cleaning products and equipment 
so that surfaces can be wiped down throughout the day 
 
Each student to wipe down their workstation. 

Y Y M PHE School 
Cleaning Advice 

Cleaning 
following a 
suspected case 
of Coronavirus 

Cleaners will wear disposable or washing-up gloves and aprons for cleaning an area 
following a suspected case of coronavirus. Once cleaning is finished, these will be 
double-bagged, then stored securely for 72 hours then thrown away in the regular 
rubbish. Cleaning staff will wash their hands before starting cleaning and after they 
have disposed of their used clothing. 
 
Cleaning will be administered using a disposable cloth. Hard surfaces will be 

Y Y M PHE School 
Cleaning Advice 
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/Section 3: Primary Phase Re-Opening 

   

Issues VIAT Approach 

Are Control 
Measures Sufficient 

Y/N/NA 

What is the 
risk rating 
now – VH, 

H, M, L? 

Additional 
Guidance 

In place Adequate 

cleaned first with warm soapy water. Surfaces will then be cleaned with normal 
disinfectant products you normally use. We will pay particular attention to 
frequently touched areas and surfaces, such as bathrooms, grab- rails in corridors 
and stairwells and door handles. 
 
If an area is believed to be at risk of more heavy contamination from a person with 
COVID-19 (such as an isolation room, the teaching room where the child was 
learning, circulations spaces, etc), cleaners will receive a higher level of cleaning 
PPE, to include a face mask, disposable apron and gloves. 
 
Once cleaning is finished, the PPE will be double-bagged, then stored securely for 
72 hours then thrown away in the regular rubbish. Cleaning staff will wash their 
hands after they have disposed of their used PPE. 

Additional 
cleaning 

Each school has been deep cleaned prior to the pupils returning. Y Y M  

Cleaning of 
toys, books 
and 
equipment 

Small items, soft toys and machinery will be avoided and removed from the learning 
environment where possible to minimize the requirement for cleaning. 
 
Children will be discouraged from exchanging or taking classroom aids from each 
other. The following expectations will be in place:  

• small metal and plastic items, such as building blocks, dolls, animal 
models, toys cars, etc. will be cleaned by immersing in a tub or 
bucket of weak disinfectant solution for half an hour. These should 
then be rinsed in clean water and left to drain overnight. 

• The use of any soft toys will be discouraged or will be timed to allow 

Y Y M  
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at least 24 hours to pass before being used again. 
 

Items made of wood present a greater challenge and therefore we will avoid the 
use of wooden toys/building bricks etc. 

Teaching 
Room and 
Surface 
Cleaning 

We will clean surfaces that children and young people are touching, such as toys, 
books, desks, chairs, doors, sinks, toilets, light switches, bannisters, more regularly 
than normal using spray detergent and disposable towels through the day which 
will be provided for each bubble. 

Y Y M COVID-19: 
cleaning of 

non-
healthcare 

settings 
guidance 

PPE in General 
School Use 

The guidance from HM Government states that based on current evidence, there 
is very little scientific evidence of widespread benefit from PPE. Therefore, we 
intend to practice good hand hygiene and social distancing to minimize the risk of 
infection. 

Y Y M HM Govt PPE 
Guidance 

Wearing of 
masks 

Our schools will prioritise the use of face masks for our vulnerable pupils. 
Where staff wish to use face masks this will be respected by our schools and 
they are welcome to wear them.  However, all individuals are responsible for 
the purchase and cleaning of their own masks. 
 
(The Government advice states that they do not need to be worn outdoors, in 
schools or by those who would find them difficult to wear such as young children. 
This is understood as saying that wearing a mask in normal school situations is not 
necessary). 

Y Y M  
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Where PPE 
should be 
used 

There are some circumstances where use of PPE, including a face mask, will be 
recommended: 

• Moving, isolating or supporting a child with symptoms of COVID-19. 
• Cleaning an area where a child with COVID-19 symptoms has visited. 
• Working with children whose care routinely already involves the use  

of PPE due to their personal care needs. 
 

Headteachers should consider the specific conditions of task, and comply with all 
applicable legislation, including the Health and Safety at Work etc. Act 1974. 
 
Each school has been provided with PPE centrally and will be responsible for 
notifying the Director of Estates in a timely fashion for replenishing stock. 
 
If for any reason PPE stock becomes unavailable, any child that requires care on a 
daily basis will be unable to attend within a bubble until equipment is sourced.  All 
schools will maintain a minimum of 5 units of each item for the event of an 
emergency. 

Y Y M Use of PPE 
equipment 

If a person 
becomes 
unwell, 
especially 
with 
COVID-19 
symptoms 

If a child, young person or member of staff becomes unwell with symptoms of 
COVID-19 while in our school we will communicate this to the Trust following 
the COVID-19 escalation process.  

 
We will ensure that the person is supported until they can be collected and 
taken home.  
They will not be left unattended. We will then ensure the following: 

• A chair for a member of staff will need to be 2 metres away, to maintain 

Y Y M  
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social distancing as the person cannot be left alone. 
• A face mask will be worn by the supervising staff member. If contact with 

the person is necessary, then gloves, an apron and a face mask will be worn 
by the supervising staff member. 

• A toilet will be allocated nearby, for the sole use of the unwell person 
and will not be used by anyone else until it has been thoroughly cleaned. 

• If a risk assessment determines that there is a risk of splashing to the 
eyes, for example from coughing, spitting, or vomiting, then eye 
protection will be sourced. 

• The areas that they have come from, e.g. classroom, kitchens, dining hall, 
toilets, circulation routes, will be closed off.  

• Other members of staff will ensure that no other personnel are on the 
route of the person as they exit the building. 

 
A room will be set aside for use as an isolation room. The room will be 
equipped with a sink, towel and hand soap. There will be a chair in there and if 
necessary, we would refer to the emergency services. 
 
After the sufferer has been collected: 

• We will also arrange for a deep clean and communicate with all relevant 
stakeholder to inform them of our immediate plans 

• Our Trust letter and follow up guidance will be issued to the person 
collecting the child. 

COVID-19 The Director of Estates will oversee the clean. 
 

Y Y M  
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Follow up 
cleaning 
arrangements 

During cleaning, cleaners will be reminded to pay special attention to where 
the person has sat or was lain down. Bedding, soft furnishings and towels will 
be carefully taken away and if possible washed on a 60 degs wash, with 
detergent. 
Any bathrooms, toilets and sinks, will be thoroughly cleaned. This includes 
taps, handles, toilet seats, dryers and soap dispensers. 
 
The school will inform parents and colleagues but stress the thoroughness of 
the cleaning that is taking place. 
 
In line with the advice of our Health and Safety Officer, our school will adhere 
to the updated  the RIDDOR guidance in the event of contracting COVID-19 in 
the workplace HSE - RIDDOR reporting COVID-19. 

Shift/rota 
working 

Our schools will consider the most appropriate operating model that suits 
their individual school circumstances. 

 
The Headteacher of each school will identify the staffing requirements whilst 
ensuring the school adheres to any social distancing requirement as dictated by 
the Government/Public Health England and the requirements by the Government 
to have certain cohorts of pupils back in school. 

 
Staying alert and safe (social distancing): 
https://www.gov.uk/government/publications/staying-alert-and-safe-social-
distancing/staying-alert- and-safe-social-distancing 

 
Government’s COVID-19 guidance and support: 

Y Y L See gov.uk 
guidance 
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https://www.gov.uk/COVID-19 
 

They will engage in early discussions with staff and review based on any union 
feedback to make the transition to a different way of working easier for all involved. 
The school will be following DfE guidance to reduce transmission risks. Our schools 
will ensure, that children and staff mix in small consistent groups and that those 
groupings stay away from other people and groups. 

Home working Staff that are able to work from home will continue to do so under the discretion 
of the Headteacher within each school.  Staff that are not attending site will 
continue to be required to work their contractual hours from home.  This will also 
include staff that are shielding. 
 
Virtual meetings will take place with these staff on a weekly basis by the 
Headteacher. 

Y Y L  

Start of each 
day 

At the start of each day, the school lead will remined staff of: 
• The 20 second handwashing rule; 
• Procedures staff should follow when in school, if they feel unwell at home 

or in the workplace; 
• Safeguarding arrangements; 
• Key policies and procedures; 
• Escalation process; 
• Bubble arrangements; 
• Ensure any questions concerns are addressed. 

Y Y L  

Staffing issues All our schools will operate within the Trust HR policies and procedures.  Any issues 
will be escalated to the HR team for advice in the first instance.  Escalation will be 

Y Y M  
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to the COO, CEO or Director of School Improvement. 
 
Each school will work closely with staff to ensure that plans and rota accommodate 
any personal difficulties/arrangements.  However, staff will be expected to ensure 
childcare arrangements are in place and that any requirements are shared between 
both parents.  Unpaid leave will be the last resort where alternative plans and rota 
flexibilities cannot assist. 

Meetings / 
hearings 

The Government/Public Health England continue to advise on any measures that 
need to be put in place within the workplace in relation to social distancing. 
However, the Headteacher for each school will identify what meetings are 
essential/necessary and which can continue to be put on hold in the short term. 
 
Where meetings are to take place, the school will ensure they follow 
Government/Public Health Guidelines including social distancing and adequate 
handwashing/sanitising facilities. Virtual meetings will continue to be used.  Where 
resistance to the meeting is met, meetings will be convened in large rooms (school 
halls) as a last resort. 

Y Y L  

Staffing risk 
assessments 
(inc. BAME) 

Schools will continue to undertake risk assessments in relation to infection 
control/social distancing/maintaining a safe working environment within the 
workplace for all HR related issues including: 
• When staff return to work from sickness 
• Pregnant workers 
• Staff with shielding family members 

Y Y M  

Clinically 
Extremely 
Vulnerable 

Shielding was introduced for those individuals who are clinically extremely 
vulnerable and was initially in place for 12 weeks. The government have advised 
that current shielding will continue until the end of June 2020. When the 

Y Y L  
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(shielding 
staff) 

government relaxes lockdown to allow people to return to work some staff may 
still be required to shield due to their medical condition. In these situations, the 
member of staff will not be required to attend school but can continue to work 
from home if appropriate. During this time shielding staff will remain on normal 
pay. Continued advice from Public Health England and the Government should be 
followed in respect of shielding. 
 

Who is clinically extremely vulnerable: 
https://www.gov.uk/government/publications/guidance-on-shielding-and-
protecting-extremely- vulnerable-persons-from-COVID-19/guidance-on-
shielding-and-protecting-extremely-vulnerable- persons-from-COVID-19 
 
Section 2 of: 
https://www.gov.uk/government/publications/preparing-for-the-wider- opening-
of-schools-from-1-june/planning-guide-for-primary-schools 
 
DfE Guidance – Implementing protective measures in education and childcare 
settings: https://www.gov.uk/government/publications/COVID-19-COVID-19-
implementing-protective-measures- in-education-and-childcare-settings/COVID-
19-COVID-19-implementing-protective-measures-in- education-and-childcare-
settings 
 
Staying alert and safe (social distancing) guidance: 
https://www.gov.uk/government/publications/staying-alert-and-safe-social-
distancing/staying-alert- and-safe-social-distancing 
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Guidance on shielding and protecting people who are clinically extremely 
vulnerable from COVID-19: 
https://www.gov.uk/government/publications/guidance-on-shielding-and-
protecting-extremely- vulnerable-persons-from-COVID-19/guidance-on-
shielding-and-protecting-extremely-vulnerable- persons-from-COVID-19 
 
COVID-19 (COVID-19) guidance: 
https://www.gov.uk/COVID-19 
 

Clinically 
Vulnerable 
(inc. 
pregnancy) 

Those staff who are classed as clinically vulnerable (but not clinically extremely 
vulnerable) are at a higher risk of severe illness from COVID-19 but are not required 
to shield. Staff in this category are advised to take care in observing stringent social 
distancing and should work from home where possible. If clinically vulnerable staff 
cannot work from home, they will be offered where possible the safest available 
on-site roles staying 2 meters away from others wherever possible. If they have to 
spend time within 2 metres of other people, each school will carefully assess and 
discuss with them whether this involves an acceptable level of risk. 

 
Staying alert and safe (social distancing) guidance, including list of who is 
clinically vulnerable: https://www.gov.uk/government/publications/staying-
alert-and-safe-social-distancing/staying-alert- and-safe-social-distancing 

 
DfE Guidance – Implementing protective measures in education and childcare 
settings: https://www.gov.uk/government/publications/COVID-19-COVID-19-
implementing-protective-measures- in-education-and-childcare-settings/COVID-
19-COVID-19-implementing-protective-measures-in- education-and-childcare-

Y Y M  
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settings 
 

COVID-19 (COVID-19) guidance: 
https://www.gov.uk/COVID-19 

Staff with 
family 
member 
shielding 
(Clinically 
extremely 
vulnerable) 

There is no requirement for the rest of the family to adopt shielding measures for 
themselves. They should follow stringent social distancing measures and where 
those stringent social distancing measures cannot be adhered to, they should be 
supported in working from home. 
 
Where a staff member refuses to come into work due to shielding family members 
the Headteacher will seek advice and support from the HR team on how to 
manage this situation within line with the Trust HR policies and procedures. 
 
Who is clinically extremely vulnerable: 
https://www.gov.uk/government/publications/guidance-on-shielding-and-
protecting-extremely- vulnerable-persons-from-COVID-19/guidance-on-
shielding-and-protecting-extremely-vulnerable- persons-from-COVID-19 

 
DfE Guidance – Implementing protective measures in education and childcare 
settings: https://www.gov.uk/government/publications/COVID-19-COVID-19-
implementing-protective-measures- in-education-and-childcare-settings/COVID-
19-COVID-19-implementing-protective-measures-in- education-and-childcare-
settings 

 
Staying alert and safe (social distancing) guidance: 
https://www.gov.uk/government/publications/staying-alert-and-safe-social-

Y Y M  
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distancing/staying-alert- and-safe-social-distancing 
 

Guidance on shielding and protecting people who are clinically extremely 
vulnerable from COVID-19: 
https://www.gov.uk/government/publications/guidance-on-shielding-and-
protecting-extremely- vulnerable-persons-from-COVID-19/guidance-on-
shielding-and-protecting-extremely-vulnerable- persons-from-COVID-19 

 
COVID-19 (COVID-19) guidance: 
https://www.gov.uk/COVID-19 
 

Staff with 
family 
members who 
are clinically 
vulnerable 
(inc. 
pregnancy) 

A member of staff living with someone who is clinically vulnerable can attend 
work and should observe normal social distancing rules. 

 
Where a staff member refuses to come into work due to shielding family 
members the Headteacher will seek advice and support from the HR team on 
how to manage this situation within line with the Trust HR policies and 
procedures. 

 
Staying alert and safe (social distancing) guidance, including list of who is 
clinically vulnerable: https://www.gov.uk/government/publications/staying-
alert-and-safe-social-distancing/staying-alert- and-safe-social-distancing 

 
DfE Guidance – Implementing protective measures in education and childcare 
settings: 
https://www.gov.uk/government/publications/COVID-19-COVID-19-

Y Y M  
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implementing-protective-measures- in-education-and-childcare-settings/COVID-
19-COVID-19-implementing-protective-measures-in- education-and-childcare-
settings 

 
COVID-19 (COVID-19) guidance: 
https://www.gov.uk/COVID-19 
 

Staff refusing 
to return to 
work 

Some staff members may be experiencing high anxiety or fear over a number of 
issues including the possibility of infection and therefore refuse to return to work. 
In these circumstances, the school Headteacher will discuss these anxieties/fears 
with the member of staff and seek to reassure them of the measures that have 
been put in place to protect all members of the school community. 

 
Where a staff member refuses to come into work the Headteacher will seek 
advice and support from the HR team on how to manage this situation within 
line with the Trust HR policies and procedures. 

Y Y M  

Staff who 
develop 
COVID- 19 
symptoms 

If a member of staff develops symptoms of COVID-19 either at home or in the 
workplace they will be required to self-isolate for 7 days. Each school and its 
employees will follow the guidelines from Public Health England with regards to 
self-isolation and testing. This will include those members of staff who sign up and 
use the track and trace app, which may be introduced following the trial in the Isle 
of Wight and are told they had been in contact with someone who has symptoms. 
 
Staff will be able to book an appointment through the HR team for a test if 
required. 
 

Y Y M OH/Public 
Health  

Guidance 
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NHS Guidance: 
https://www.nhs.uk/conditions/COVID-19-COVID-19/ 

 
 

Government Guidance:  
https://www.gov.uk/COVID-19 
 
Public Health England: 
https://www.gov.uk/government/organisations/public-health-england 

 
Staff who live 
with someone 
with COVID-19 
symptoms 

If a member of staff lives with someone who develops symptoms of COVID-19 they 
will be required to self-isolate for 14 days.  
 
To minimise the risk of spreading COVID-19 in the workplace, the Headteacher of 
each school will remind staff of the need to advise the school if any member of their 
family starts to feel unwell with COVID-19 symptoms.  
 
The school and its employees will follow the guidelines from Public Health England 
with regards to self-isolation. 
 
NHS Guidance: 
https://www.nhs.uk/conditions/COVID-19-COVID-19/ 

 
Government Guidance: 
https://www.gov.uk/COVID-19 

 

Y Y M OH/Public 
Health  

Guidance 
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Public Health England:  
https://www.gov.uk/government/organisations/public-health-england 

 
 
 
 
 

Key: 
 

RESIDUAL RISK RATING ACTION REQUIRED 
VERY HIGH (VH) Strong likelihood of fatality / serious injury occurring The activity must not take place at all.  

You must identify further controls to reduce the risk rating. 
HIGH (H) Possibility of fatality/serious injury occurring You must identify further controls to reduce the risk rating. 

Seek further advice, e.g. from H&S Officer 
MEDIUM (M) Possibility of significant injury or over 3-day absence occurring If it is not possible to lower risk further, you will need to consider the risk against the benefit. Monitor risk 

assessments at this rating more regularly and closely. 
LOW (L) Possibility of minor injury only No further action required. 
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General Where there is any doubt about what action to take, our schools will consult the 
relevant legislation for Health and Safety and the guidance from Public Health 
England & HM Government in relation to COVID-19. This is of particular importance 
when the restrictions are eased or increased. 

Y Y M DfE Guidance 

Health and 
Safety 
Compliance 

We will ensure that all health and safety statutory compliance checks have been 
undertaken before opening, such as fire alarm testing, water hygiene inspections.   

Y Y L  

Pupil Arrival Our schools will ask for students to be dropped off outside the school. 
 

Our Schools will nominate staff to manage the arrival of pupils. Considerations 
that we are putting in place include: 

• Parents will be encouraged to adopt the same parking arrangements as 
undertaken in supermarkets – that wherever possible a space is 
maintained between the next car and when not possible that the 
remain in their vehicle until the other car is vacated and passengers are 
greater than 2 metres away. 

• Our schools will contact parents to confirm arrival times to prevent 
queuing outside the school, or inside the school gates. 

• We will ensure that students arrive in vehicles maintaining social 
distance on exiting their cars. 

• We will remind parents by school email or messaging to not congregate or 
wait outside the gates, as they may block the entry of others trying to 
maintain their social distance. 

Y Y M DfE Travel to 
School Advice 
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Movement 
around the 
School 

The overriding principle is to reduce pupil movement around the school as much 
as possible and we feel the best way to achieve this is to keep pupils in the same 
room, unless it is necessary to leave the room. It is our aim to avoid passing 
another group, or staff on a circulation route. One-way flows will be established. 
 
Our Schools will consider: 

• If internal and external access routes are too narrow, it may be necessary 
to nominate staff to escort pupils around the school. Staff intending to 
move pupils, should wait inside their teaching rooms until the way 
appears clear, and be prepared to stop and wait while another group 
passes by. 

• Our schools will implement timing changes to reduce the chances of 
groups meeting each other when moving around the school. 

 
We will keep the school site well ventilated. Prop doors open, where safe to do so 
(bearing in mind fire safety and safeguarding). This is to limit any risk of cross-
contamination from using door handles and aid ventilation. Ensure the doors are 
closed when unoccupied to comply with fire safety measures. 
 
Each teacher will be responsible for their ‘bubble/group’ and movement around 
the school to ensure compliance with social distancing and DfE guidelines. 

Y Y M DfE Guidance 

Staff and 
Administration 

Staff rooms will be reconfigured to ensure social distancing is maintained. We will 
ensure the space between staff members is 2 metres.  
 
Equipment that is used by several staff communally, such as kettles, photocopiers, 
walkie-talkies, etc., will be wiped down with spray disinfectant before and after 

Y Y M DfE Guidance 
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each use. We will arrange for cleaning resources to be placed near to where 
communal items are stored.  
 
We will ensure that hand gel is available for use in every learning space and spray 
disinfectant and cloths. 
 
We will ensure that adequate provision is made for staff to wash their hands. 
Where this is not possible, hand gel will be provided. 
 
Support staff will continue to work from home wherever possible.  If not possible, 
office staff work areas will comply with the 2m rule and ventilation. 

Teaching 
Room 
Configuration 

To maintain social distancing in a teaching room, the number of students in that 
room will be limited to 15. The plan for each school is outlined on the 
supplementary ‘Local School Additional Risk Assessment’. 
 
Our schools are rearranging teaching spaces to ensure social distancing 

 
We will include/allocate sufficient space and distance for the teaching staff in the 
classroom. 
 
Teaching furniture not required e.g. desks and chairs will be removed from the 
teaching area so that no space is lost. 
 
We will mark the floor with 2m quadrants to illustrate the required space for the 
students. 

Y Y M DfE Guidance 
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External Space External school space will be essential for breaks.  We will: 
• Stagger break times where practical. 
• We will ensure that that space is not too crowded to be 

unmanageable. 
• We will ensure that sufficient staff members are nominated to remind 

students that they should not be in too close contact with each other. 

Y Y M COVID-19: 
cleaning of non-

healthcare 
settings 

Catering Our schools will request that students bring a packed lunch.  Where this is not 
possible, the school will work with the catering provider to provide food through to 
the end of term.  New catering arrangements will be put in place from September. 
 
Each school is observing the social distancing regulations and safe spaces will be 
allocated to ensure that students can eat their lunch safely. 
 
For students that qualify for Free School Meals and are not in attendance, the 
current arrangements via the Government provision will continue. 

Y Y L  

Toileting and 
Hand Washing 

Hand sanitizer will be available in every room and topped up daily. 
 
Students will be reminded of handwashing and requirements to adhere to social 
distancing. 

Y Y M  

Picking up 
from School 

As per drop off. Y Y M DfE Travel to 
School Advice 

Emergency 
and 
Evacuation 
Planning 

Our school’s emergency fire evacuation plans remain but will take account of 
reduced staffing, traffic in corridors, keeping 2 metres apart at the muster points. 
(However, in an emergency such as an accident or fire, people do not have to stay 
2 metres apart if it would be unsafe to do so). All changes will be communicated to 

Y Y M  
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all staff, and if necessary, rehearsed. 

First Aid We will review our First Aid requirements for each rota, considering provision of 
first aiders. 

Y Y M St John 
Ambulance 
- COVID-19 
advice for First 

Aiders 

Daily cleaning 
during the 
Pandemic 

Because some people with COVID-19 either do not show symptoms (asymptomatic) 
or experience only mild symptoms, a more robust cleaning regime will be in place. 
 
Cleaning staff will wear washing-up style gloves and will be requested to change 
their work clothing on a daily basis.  Staff unable to meet this request will inform 
the site manager/caretaker/Headteacher and additional clothing will be purchased.  
 
Particular attention will be paid on touch areas such as bannisters, door handles, 
grab rails, taps and toilet handles. 
 
Each classroom will be provided with adequate cleaning products and equipment 
so that surfaces can be wiped down throughout the day 
 
Each student to wipe down their workstation. 

Y Y M PHE School 
Cleaning Advice 

Cleaning 
following a 
suspected case 
of Coronavirus 

Cleaners will wear disposable or washing-up gloves and aprons for cleaning an area 
following a suspected case of coronavirus. Once cleaning is finished, these will be 
double-bagged, then stored securely for 72 hours then thrown away in the regular 
rubbish. Cleaning staff will wash their hands before starting cleaning and after they 
have disposed of their used clothing. 

Y Y M PHE School 
Cleaning Advice 
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Cleaning will be administered using a disposable cloth. Hard surfaces will be 
cleaned first with warm soapy water. Surfaces will then be cleaned with normal 
disinfectant products you normally use. We will pay particular attention to 
frequently touched areas and surfaces, such as bathrooms, grab- rails in corridors 
and stairwells and door handles. 
 
If an area is believed to be at risk of more heavy contamination from a person with 
COVID-19 (such as an isolation room, the teaching room where the student was 
learning, circulations spaces, etc.), cleaners will receive a higher level of cleaning 
PPE, to include a face mask, disposable apron and gloves. 
 
Once cleaning is finished, the PPE will be double-bagged, then stored securely for 
72 hours then thrown away in the regular rubbish. Cleaning staff will wash their 
hands after they have disposed of their used PPE. 

Additional 
cleaning 

Each school has been deep cleaned prior to the pupils returning. Y Y M  

Cleaning of 
books and 
equipment 

Small items will be avoided and removed from the learning environment where 
possible to minimize the requirement for cleaning. 
 
Students will be discouraged from exchanging or taking classroom aids from each 
other.  

Y Y M  

Teaching 
Room and 
Surface 
Cleaning 

We will clean surfaces that students are touching, such as books, desks, chairs, 
doors, sinks, toilets, light switches, bannisters, more regularly than normal using 
spray detergent and disposable towels through the day which will be provided for 
each bubble. 

Y Y M COVID-19: 
cleaning of 

non-
healthcare 
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settings 
guidance 

PPE in General 
School Use 

The guidance from HM Government states that based on current evidence, there 
is very little scientific evidence of widespread benefit from PPE. Therefore, we 
intend to practice good hand hygiene and social distancing to minimize the risk of 
infection. 

 

Y Y M HM Govt PPE 
Guidance 

Wearing of 
masks 

Our schools will prioritise the use of face masks for our vulnerable pupils. 
Where staff wish to use face masks this will be respected by our schools and 
they are welcome to wear them.  However, all individuals are responsible for 
the purchase and cleaning of their own masks. 
 
(The Government advice states that they do not need to be worn outdoors, in 
schools or by those who would find them difficult to wear such as young students. 
This is understood as saying that wearing a mask in normal school situations is not 
necessary) 

Y Y M  

Where PPE 
should be 
used 

There are some circumstances where use of PPE, including a face mask, will be 
recommended: 

• Moving, isolating or supporting a student with symptoms of COVID-
19. 

• Cleaning an area where a student with COVID-19 symptoms has 
visited. 

• Working with students whose care routinely already involves the use  
of PPE due to their personal care needs. 

 

Y Y M Use of PPE 
equipment 
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Headteachers should consider the specific conditions of task, and comply with all 
applicable legislation, including the Health and Safety at Work etc. Act 1974. 
 
Each school has been provided with PPE centrally and will be responsible for 
notifying the Director of Estates in a timely fashion for replenishing stock. 
 
If for any reason PPE stock becomes unavailable, any student that requires care on 
a daily basis will be unable to attend within a bubble/class until equipment is 
sourced.  All schools will maintain a minimum of 10 units of each item for the event 
of an emergency. 

If a person 
becomes 
unwell, 
especially 
with 
COVID-19 
symptoms 

If a student or member of staff becomes unwell with symptoms of COVID-19 
while in our school we will communicate this to the Trust following the COVID-
19 escalation process.  

 
We will ensure that the person is supported until they can be collected and 
taken home.  
They will not be left unattended. We will then ensure the following: 

• A chair for a member of staff will need to be 2 metres away, to maintain 
social distancing as the person cannot be left alone. 

• A face mask will be worn by the supervising staff member. If contact with 
the person is necessary, then gloves, an apron and a face mask will be worn 
by the supervising staff member. 

• A toilet will be allocated nearby, for the sole use of the unwell person 
and will not be used by anyone else until it has been thoroughly cleaned. 

• If a risk assessment determines that there is a risk of splashing to the 
eyes, for example from coughing, spitting, or vomiting, then eye 

Y Y M  
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protection will be sourced. 
• The areas that they have come from, e.g. classroom, kitchens, dining hall, 

toilets, circulation routes, will be closed off.  
• Other members of staff will ensure that no other personnel are on the 

route of the person as they exit the building. 
 

A room will be set aside for use as an isolation room. The room will be 
equipped with a sink, towel and hand soap. There will be a chair in there and if 
necessary, we would refer to the emergency services. 
 
After the sufferer has been collected: 

• We will also arrange for a deep clean and communicate with all relevant 
stakeholder to inform them of our immediate plans 

• Our Trust letter and follow up guidance will be issued to the person 
collecting the student. 

COVID-19 
Follow up 
cleaning 
arrangements 

The Director of Estates will oversee the clean. 
 
During cleaning, cleaners will be reminded to pay special attention to where 
the person has sat or was lain down. Bedding, soft furnishings and towels will 
be carefully taken away and if possible washed on a 60 degs wash, with 
detergent. 
 
Any bathrooms, toilets and sinks, will be thoroughly cleaned. This includes 
taps, handles, toilet seats, dryers and soap dispensers. 
 
The school will inform parents and colleagues but stress the thoroughness of 

Y Y M  
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the cleaning that is taking place. 
 
In line with the advice of our Health and Safety Officer, our school will adhere 
to the updated  the RIDDOR guidance in the event of contracting COVID-19 in 
the workplace HSE - RIDDOR reporting COVID-19. 

Shift/rota 
working 

Our schools will consider the most appropriate operating model that suits 
their individual school circumstances. 

 
The Headteacher of each school will identify the staffing requirements whilst 
ensuring the school adheres to any social distancing requirement as dictated by 
the Government/Public Health England and the requirements by the Government 
to have certain cohorts of pupils back in school. 

 
Staying alert and safe (social distancing): 
https://www.gov.uk/government/publications/staying-alert-and-safe-social-
distancing/staying-alert- and-safe-social-distancing 

 
Government’s COVID-19 guidance and support: 
https://www.gov.uk/COVID-19 

 
They will engage in early discussions with staff and review based on any union 
feedback to make the transition to a different way of working easier for all involved. 
The school will be following DfE guidance to reduce transmission risks. Our schools 
will ensure, that students and staff mix in small consistent groups and that those 
groupings stay away from other people and groups. 

Y Y L See gov.uk 
guidance 
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Issues VIAT Approach 

Are Control 
Measures Sufficient 

Y/N/NA 

What is the 
risk rating 
now – VH, 

H, M, L? 

Additional 
Guidance 

In place Adequate 

Home working Staff that are able to work from home will continue to do so under the discretion 
of the Headteacher within each school.  Staff that are not attending site will 
continue to be required to work their contractual hours from home.  This will also 
include staff that are shielding. 
Virtual meetings will take place with these staff on a weekly basis by the 
Headteacher. 

Y Y L  

Start of each 
day 

At the start of each day, the school lead will remined staff of: 
• The 20 second handwashing rule; 
• Procedures staff should follow when in school, if they feel unwell at home 

or in the workplace; 
• Safeguarding arrangements; 
• Key policies and procedures; 
• Escalation process; 
• Bubble arrangements; 
• Ensure any questions concerns are addressed. 

Y Y L  

Staffing issues All our schools will operate within the Trust HR policies and procedures.  Any issues 
will be escalated to the HR team for advice in the first instance.  Escalation will be 
to the COO or CEO. 
 
Each school will work closely with staff to ensure that plans and rota accommodate 
any personal difficulties/arrangements.  However, staff will be expected to ensure 
childcare arrangements are in place and that any requirements are shared between 
both parents.  Unpaid leave will be the last resort where alternative plans and rota 
flexibilities cannot assist. 

Y Y M  
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In place Adequate 

Meetings / 
hearings 

The Government/Public Health England continue to advise on any measures that 
need to be put in place within the workplace in relation to social distancing. 
However, the Headteacher for each school will identify what meetings are 
essential/necessary and which can continue to be put on hold in the short term. 
Where meetings are to take place, the school will ensure they follow 
Government/Public Health Guidelines including social distancing and adequate 
handwashing/sanitising facilities. Virtual meetings will continue to be used.  Where 
resistance to the meeting is met, meetings will be convened in large rooms (school 
halls) as a last resort. 

Y Y L  

Staffing risk 
assessments 
(inc. BAME) 

Schools will continue to undertake risk assessments in relation to infection 
control/social distancing/maintaining a safe working environment within the 
workplace for all HR related issues including: 
• When staff return to work from sickness 
• Pregnant workers 
• Staff with shielding family members 

Y Y M  

Clinically 
Extremely 
Vulnerable 
(shielding 
staff) 

Shielding was introduced for those individuals who are clinically extremely 
vulnerable and was initially in place for 12 weeks. The government have advised 
that current shielding will continue until the end of June 2020. When the 
government relaxes lockdown to allow people to return to work some staff may 
still be required to shield due to their medical condition. In these situations, the 
member of staff will not be required to attend school but can continue to work 
from home if appropriate. During this time shielding staff will remain on normal 
pay. Continued advice from Public Health England and the Government should be 
followed in respect of shielding. 
 
Who is clinically extremely vulnerable: 

Y Y L  
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In place Adequate 

https://www.gov.uk/government/publications/guidance-on-shielding-and-
protecting-extremely- vulnerable-persons-from-COVID-19/guidance-on-
shielding-and-protecting-extremely-vulnerable- persons-from-COVID-19 
 
Section 2 of: 
https://www.gov.uk/government/publications/preparing-for-the-wider- opening-
of-schools-from-1-june/planning-guide-for-primary-schools 
 
DfE Guidance – Implementing protective measures in education and childcare 
settings: https://www.gov.uk/government/publications/COVID-19-COVID-19-
implementing-protective-measures- in-education-and-childcare-settings/COVID-
19-COVID-19-implementing-protective-measures-in- education-and-childcare-
settings 
 
Staying alert and safe (social distancing) guidance: 
https://www.gov.uk/government/publications/staying-alert-and-safe-social-
distancing/staying-alert- and-safe-social-distancing 
 
Guidance on shielding and protecting people who are clinically extremely 
vulnerable from COVID-19: 
https://www.gov.uk/government/publications/guidance-on-shielding-and-
protecting-extremely- vulnerable-persons-from-COVID-19/guidance-on-
shielding-and-protecting-extremely-vulnerable- persons-from-COVID-19 

 
COVID-19 (COVID-19) guidance: 
https://www.gov.uk/COVID-19 
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In place Adequate 

Clinically 
Vulnerable 
(inc. 
pregnancy) 

Those staff who are classed as clinically vulnerable (but not clinically extremely 
vulnerable) are at a higher risk of severe illness from COVID-19 but are not required 
to shield. Staff in this category are advised to take care in observing stringent social 
distancing and should work from home where possible. If clinically vulnerable staff 
cannot work from home, they will be offered where possible the safest available 
on-site roles staying 2 meters away from others wherever possible. If they have to 
spend time within 2 metres of other people, each school will carefully assess and 
discuss with them whether this involves an acceptable level of risk. 

 
Staying alert and safe (social distancing) guidance, including list of who is 
clinically vulnerable: https://www.gov.uk/government/publications/staying-
alert-and-safe-social-distancing/staying-alert- and-safe-social-distancing 

 
DfE Guidance – Implementing protective measures in education and childcare 
settings: https://www.gov.uk/government/publications/COVID-19-COVID-19-
implementing-protective-measures- in-education-and-childcare-settings/COVID-
19-COVID-19-implementing-protective-measures-in- education-and-childcare-
settings 

 
COVID-19 (COVID-19) guidance: 
https://www.gov.uk/COVID-19 
 

Y Y M  

Staff with 
family 
member 
shielding 

There is no requirement for the rest of the family to adopt shielding measures for 
themselves. They should follow stringent social distancing measures and where 
those stringent social distancing measures cannot be adhered to, they should be 
supported in working from home. 

Y Y M  

Page 45 of 50

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/coronavirus


/Section 4: Secondary Phase Re-Opening 

   

Issues VIAT Approach 

Are Control 
Measures Sufficient 

Y/N/NA 

What is the 
risk rating 
now – VH, 

H, M, L? 

Additional 
Guidance 

In place Adequate 

(Clinically 
extremely 
vulnerable) 

 
Where a staff member refuses to come into work due to shielding family members 
the Headteacher will seek advice and support from the HR team on how to 
manage this situation within line with the Trust HR policies and procedures. 
Who is clinically extremely vulnerable: 
https://www.gov.uk/government/publications/guidance-on-shielding-and-
protecting-extremely- vulnerable-persons-from-COVID-19/guidance-on-
shielding-and-protecting-extremely-vulnerable- persons-from-COVID-19 

 
DfE Guidance – Implementing protective measures in education and childcare 
settings: https://www.gov.uk/government/publications/COVID-19-COVID-19-
implementing-protective-measures- in-education-and-childcare-settings/COVID-
19-COVID-19-implementing-protective-measures-in- education-and-childcare-
settings 

 
Staying alert and safe (social distancing) guidance: 
https://www.gov.uk/government/publications/staying-alert-and-safe-social-
distancing/staying-alert- and-safe-social-distancing 

 
Guidance on shielding and protecting people who are clinically extremely 
vulnerable from COVID-19: 
https://www.gov.uk/government/publications/guidance-on-shielding-and-
protecting-extremely- vulnerable-persons-from-COVID-19/guidance-on-
shielding-and-protecting-extremely-vulnerable- persons-from-COVID-19 

 
COVID-19 (COVID-19) guidance: 
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Y/N/NA 

What is the 
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H, M, L? 

Additional 
Guidance 

In place Adequate 

https://www.gov.uk/COVID-19 
 

Staff with 
family 
members who 
are clinically 
vulnerable 
(inc. 
pregnancy) 

A member of staff living with someone who is clinically vulnerable can attend 
work and should observe normal social distancing rules. 
Where a staff member refuses to come into work due to shielding family 
members the Headteacher will seek advice and support from the HR team on 
how to manage this situation within line with the Trust HR policies and 
procedures. 

 
Staying alert and safe (social distancing) guidance, including list of who is 
clinically vulnerable: https://www.gov.uk/government/publications/staying-
alert-and-safe-social-distancing/staying-alert- and-safe-social-distancing 

 
DfE Guidance – Implementing protective measures in education and childcare 
settings: 
https://www.gov.uk/government/publications/COVID-19-COVID-19-
implementing-protective-measures- in-education-and-childcare-settings/COVID-
19-COVID-19-implementing-protective-measures-in- education-and-childcare-
settings 

 
COVID-19 (COVID-19) guidance: 
https://www.gov.uk/COVID-19 
 

Y Y M  

Staff refusing 
to return to 
work 

Some staff members may be experiencing high anxiety or fear over a number of 
issues including the possibility of infection and therefore refuse to return to work. 
In these circumstances, the school Headteacher will discuss these anxieties/fears 

Y Y M  
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with the member of staff and seek to reassure them of the measures that have 
been put in place to protect all members of the school community. 

 
Where a staff member refuses to come into work the Headteacher will seek 
advice and support from the HR team on how to manage this situation within 
line with the Trust HR policies and procedures. 

Staff who 
develop 
COVID- 19 
symptoms 

If a member of staff develops symptoms of COVID-19 either at home or in the 
workplace they will be required to self-isolate for 7 days. Each school and its 
employees will follow the guidelines from Public Health England with regards to 
self-isolation and testing. This will include those members of staff who sign up and 
use the track and trace app, which may be introduced following the trial in the Isle 
of Wight and are told they had been in contact with someone who has symptoms. 
 
Staff will be able to book an appointment through the HR team for a test if 
required. 
 
NHS Guidance: 
https://www.nhs.uk/conditions/COVID-19-COVID-19/ 

 
Government Guidance:  
https://www.gov.uk/COVID-19 

 
 
Public Health England: 
https://www.gov.uk/government/organisations/public-health-england 

 

Y Y M OH/Public 
Health  

Guidance 
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Y/N/NA 
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In place Adequate 

Staff who live 
with someone 
with COVID-19 
symptoms 

If a member of staff lives with someone who develops symptoms of COVID-19 they 
will be required to self-isolate for 14 days.  
 
To minimise the risk of spreading COVID-19 in the workplace, the Headteacher of 
each school will remind staff of the need to advise the school if any member of their 
family starts to feel unwell with COVID-19 symptoms. The school and its employees 
will follow the guidelines from Public Health England with regards to self-isolation. 
 
NHS Guidance: 
https://www.nhs.uk/conditions/COVID-19-COVID-19/ 

 
Government Guidance: 
https://www.gov.uk/COVID-19 

 
Public Health England:  
https://www.gov.uk/government/organisations/public-health-england 

Y Y M OH/Public 
Health  

Guidance 

 
 

Key: 
 

RESIDUAL RISK RATING ACTION REQUIRED 
VERY HIGH (VH) Strong likelihood of fatality / serious injury occurring The activity must not take place at all.  

You must identify further controls to reduce the risk rating. 
HIGH (H) Possibility of fatality/serious injury occurring You must identify further controls to reduce the risk rating. 

Seek further advice, e.g. from H&S Officer 
MEDIUM (M) Possibility of significant injury or over 3-day absence occurring If it is not possible to lower risk further, you will need to consider the risk against the benefit. Monitor risk 

assessments at this rating more regularly and closely. 
LOW (L) Possibility of minor injury only No further action required. 
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/Section 5: COVID-19 Local School Additional Risk Assessment 

   

Risk Assessment: COVID-19 (Coronavirus) Date:  

School:   

Assessment by:  Review Date:  
 

Hazard / Risk Who is at Risk? How can the hazards 
cause harm? 

Normal Control Measures 
 

Are Normal Control 
Measures Y/N/NA 

In Place Adequate 
      

 

Additional Control Measures 
(to take account of local/individual circumstances including 

changes such as working practices, equipment, staffing levels). 

Action by Whom 
(list the name of the 

person/people who have been 
designated to conduct actions) 

Action by When 
(set timescales for the 

completion of the 
actions – remember to 

prioritise them) 

Action Completed 
(record the actual 
date of completion 

for each action listed) 

Residual Risk 
Rating 

     

DATE OF REVIEW:  COMMENTS: 
 

 

RESIDUAL RISK RATING ACTION REQUIRED 
VERY HIGH (VH) Strong likelihood of fatality / serious injury occurring The activity must not take place at all.  

You must identify further controls to reduce the risk rating. 

HIGH (H) Possibility of fatality/serious injury occurring You must identify further controls to reduce the risk rating. 
Seek further advice, e.g. from the H&S Officer 

MEDIUM (M) Possibility of significant injury or over 3 day absence occurring If it is not possible to lower risk further, you will need to consider the risk against the benefit. Monitor 
risk assessments at this rating more regularly and closely. 

LOW (L) Possibility of minor injury only No further action required. 
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