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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 latest announcements and guidance for the 

coronavirus (COVID-19) pandemic.  

The Trust approach from the commencement of the pandemic and through to the end of the 

2019/20 academic year focused on ensuring that our students/pupils continued to receive a good 

quality of education provided by our dedicated teams through the use of online lessons, homework 

and activities as well as a hub provision for students/pupils of key workers and for disadvantaged 

children.  As the situation improved, we returned year groups in line with the government advice, 

local intelligence and what we as educators believed was right for our students/pupils.   With the 

prevalence of coronavirus (COVID-19) decreasing and NHS Test and Trace system now operational, 

it is VIAT’s plan that all students/pupils, in all year groups, will return to school full-time from the 

beginning of the Autumn Term.  The Trust has reviewed and updated its RA following a review of 

the additional risks and control measures required to enable a return to full capacity from the start 

of the new academic year. 

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/pupils, staff, visitors and contractors;

• To continue to shield staff and students/pupils with critical underlying health

conditions as recommended by health professionals 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/pupils;

• 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 System of controls 

The set of preventative actions that each school within the Trust will follow: 

• Minimise contact with individuals who are unwell by ensuring that those who have

coronavirus (COVID-19) symptoms, or who have someone in their household who

does, do not attend school;

• Where recommended, use of face coverings in corridors and non-teaching

environments, such as busy offices;

• Regular and thorough hand hygiene and/or hand sanitiser;
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• Good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach; 

• Enhanced cleaning through collective ownership, including cleaning frequently 

touched surfaces often, using standard products such as detergents and bleach; 

• Minimise contact between individuals and maintain social distancing wherever 

possible; 

• Where necessary, wear appropriate personal protective equipment (PPE). 

1.4 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. 
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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/Students 

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.  Office areas and desks should 
have all surfaces, including desk 
tops/shelves as clear as possible. 
Cleaning of these should take place 
regularly by the user. 

• 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 or 
cordoned off for use. 

• No hot desking for staff or, where not 
possible, mandatory cleaning of surface 
before use. 

• Staff shared equipment, such as, but not 
limited, to photocopiers, kettles and 
fridges should be cleaned before and 
after use following the cleaning 
guidelines. 

Y Y M 
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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 

• 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 
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 remain in place 
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/lockers where 
cloakrooms do not allow for adequate 
social distancing. Lockers must not be 
used. 
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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 

• 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 
contact or 
droplets 

Staff 
Pupils/Students 

Visitors 
Contractors 

COVID-19 can be 
transmitted through 
person to person 
contact from an 
infected person 

• Wash hands regularly. 
• Use hand sanitiser where washing 

facilities do not exist. 
• Maintain where possible a 2-metre 

distance between individuals. 
• Staggered bubble movement in and 

from school will be in place where 
possible. 

• 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). 

Y Y M 

Page 5 of 69



/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 

• School transport will not be provided or 
used until a further school 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. 

• 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 bubbles or year groups to reduce 
risk of transmission if an outbreak were 
to occur. 

• Maximum bubble size for pupils up to 
and including Key stage 2 will be 
individual class size. Isolation method. 
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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 

• Maximum group numbers for Key stage 
3,4 and 5 will be whole year group size. 
Self-distancing method. 

• 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. 

• Staff to maintain 2 metre distance from 
students where possible. 

• Staff to maintain 2 metre distance from 
each other where possible. 

• Books and other materials may be taken 
home, however sharing resources should 
be avoided. 

• School text books used should be 
returned and quarantined for 72 hours 
before reuse. 

• Toilets will no longer be allocated to 
specific student groups; however, toilet 
cleaning regimes will be enhanced to 
include frequent cleans throughout the 
day. 

• Assemblies will take place online or in 
group sizes that adhere to the social 
distancing rules.  There should be no 
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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 

large gatherings for celebrations or 
productions. 

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

• Peripatetic lessons or out of school 
tutoring will be reinstated where 
possible and if not remain virtual/online. 

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

• School kitchens will be open and 
provision of food to pupils and those 
eligible for free school meals. 

• Encourage games that show social 
distancing whilst outside. 

• 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. 

• Offices will ideally comply with 
enhanced distancing.  Where this is not 
possible, it is advised that face masks are 
used. 
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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 use and bring their own travel 
cup for drinks.  Staff must be responsible 
for the cleanliness of all cups/mugs in 
office areas. 

• 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/appropriate observe 2 metre 
distancing/face masks. 

• 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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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/Students 

Contractors 

Confirmed case 
increases risk of transfer 

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

• Designated toilet which will be 
appropriately cleaned after 
student/pupil/staff member left. 

• 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. 

• Student/ Pupil / staff member sent 
home for 10 days and 14 days for any 
siblings/family members that attend 
VIAT premises. 

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

• Mandatory engagement with NHS Test 
and Trace process or issue of ‘NHS Test 
Kit’ following consultation with 
COO/H&S Advisor. 

• Classrooms and areas for students / 
pupils / staff members where there has 
been contact, to receive extra cleaning. 

• Medical / designated area cleaned 
straight after student/ pupil / staff sent 

Y Y M 
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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 

home, sign on door to remain until area 
clean. 

• All staff can access support on NHS Test 
and Trace through the HR team. 

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

Confirmed 
COVID-19 in 
school 

Staff 
Pupils/Students 

Visitors 
Contractors 

Confirmed case 
increases risk of transfer 

• HT to follow Trust Escalation Procedure. 
• Group/bubble to be sent home for 10 

days to self-isolate, including staff, and 
14 days for any siblings / family 
members that attend VIAT premises. 

• Deep clean of classroom and area. 
• Disposal of PPE (stored for 72 hours in 

double bag and then put is waste). 
• Letter home to parents of group/bubble. 
• Engagement with local health protection 

team. 
• Trust notified. 

Y Y M 

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

Staff or 
Pupils/Students 
with underlying 

conditions being at 
greater risk 

Increased risk of 
hospitalisation or death 

• Shielding paused August 1. Staff and 
students/ pupils can return to school. As 
can those who have family members 
who are shielding. Some pupils no longer 
required to shield but who generally 
remain under the care of a specialist 
health professional may need to discuss 

Y Y L 
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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 

their care with their health professional 
before returning to school (usually at 
their next planned clinical appointment). 
You can find more advice from the Royal 
College of Paediatrics and Child Health at 
COVID-19 - ‘shielding’ guidance for 
children and young people. 

• A small number of students /pupils will 
still be unable to attend in line with 
public health advice because they are 
self-isolating and have had symptoms or 
a positive test result themselves; or 
because they are a close contact of 
someone who has coronavirus (COVID-
19) 

• Clinically vulnerable staff and students/ 
pupils are advised to return to school. 
Advice for those who are extremely 
clinically vulnerable can be found in the 
guidance on shielding and protecting 
people who are clinically extremely 
vulnerable from COVID-19.  Staff sitting 
in this category may work remotely or be 
placed in one of the safest on-site roles 
to achieve social distancing.  

•  Section 6 of RA to be completed.  
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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 

Mental health 
Staff 

Students/Pupils 
Increased risk of 
distress or absence 

• Staff and students / pupils have been 
invited back in to school prior to Autumn 
Term to prepare them in advance for the 
return.  

• Development of student / pupil guides 
explaining setup, rules, changes etc. 

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

and welfare checks. 
• OH referral and guidance where needed. 
• Wellbeing lessons for children/students. 
• Circulation of support lines for 

students/pupils. 
• Regular contact with vulnerable groups. 

Y Y M 

 

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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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 continuing with a variety of measures for collection and drop-off for 
pupils, for both vehicle and pedestrian traffic to manage flow across our schools. 
Plans will be communicated to parents / staff by each 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. 

• 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 

Y Y M DfE Travel to 
School Advice 
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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 

distance on exiting their vehicles. 
• 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 
where possible. 
 
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 “bubble” 
group passes by. 

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

 
We will keep the school site well ventilated and 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 

Y Y M DfE 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 

around the school to ensure compliance with social distancing and DfE guidelines. 

Staff and 
Administration 

Staff rooms will be reconfigured to ensure social distancing is maintained, or 
removed from use. 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. 
 
All support staff will be back in school unless directed by the Headteacher or 
CEO/COO.  Office staff work areas will comply with the 2 metre rule and ventilation 
where possible.  Staff will be expected to be responsible for desk / office area 
cleanliness. 

Y Y M DfE Guidance 

Teaching 
Room 
Configuration 

To reduce contact between staff and students the children will keep separate (in 
bubbles) the size of the class, the isolation method, and they will maintain social 
distancing between individuals where ever possible.  However, we recognise that 
younger children will not be able to maintain social distancing at all times, so it is 
acceptable for them not to distance within their bubble group. 
 

Y Y M DfE 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 

The plan for each school is outlined on the supplementary ‘Local School Additional 
Risk Assessment’. 
 
Our schools will rearrange teaching spaces wherever possible to ensure that the 
desks face front, students sit side on not facing each other. The teacher should 
maintain a 2 metre distance where possible, however, 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.  
  
Large gatherings, such as assemblies, will be restricted to no more than one bubble 
group.  There will be no large meetings, productions or assemblies. 
 
Unneeded teaching furniture, e.g. desks and chairs, has been removed from the 
teaching areas so that no space is lost. The school environments underwent an H&S 
clear up in the form of an end of year de-clutter in preparation for the autumn  
return of increased pupil and staff numbers.  
 
Floors are marked where necessary with 2 metre markings to remind staff and 
students of the required distancing measures. 

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. 

Y Y M COVID-19: 
cleaning of non-

healthcare 
settings 
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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 

• 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, 
will be monitored. Places where children congregate, outdoor story telling areas, 
planted areas and 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 hot food through our new provider, Cucina. 
 
Pupils will access lunch within their ‘bubble’ and at different times, if needed, with 
seating areas appropriately cleaned between groups. 
 
Each school will observe enhanced social distancing during lunch and break times 
wherever possible. 

Y Y L  

Toileting and 
Hand Washing 

Handwashing will be compulsory for all staff and children as soon as they walk into 
a building.  Sanitiser will be available if handwashing is not possible. 
 
‘Bubble’ lead will build in toileting time, bearing in mind the need to maintain social 
distancing.  
 
Staff will take small groups at one time. 
 

Y Y M  
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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 

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. 

Picking up 
from School 

Our schools are continuing with a variety of measures for collection and drop-off for 
pupils, for both vehicle and pedestrian traffic to manage flow across our schools. 
Plans will be communicated to parents/staff by each school. 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 

Y Y M DfE Travel to 
School Advice 
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outside the  gates, as they may block the entry of others trying to maintain their 
social distance. 

Emergency 
and 
Evacuation 
Planning 

Our schools’ emergency fire evacuation plans take into account, traffic in corridors, 
social distancing at muster points, remaining in bubbles and keeping 2 metres apart 
from other bubbles. (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.  Routine fire drills will 
take place as normal throughout the academic year. 

Y Y M  

First Aid First Aid requirements and provision is in place and follows Government guidance 
regarding PPE. 

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. 
 

Y Y M PHE School 
Cleaning Advice 
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Each student to wipe down their workstation. 

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 
cleaned first with warm soapy water. Surfaces will then be cleaned with normal 
disinfectant products normally used. 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, circulation 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. 

Y Y M PHE School 
Cleaning Advice 

Additional 
cleaning 

Each school has been deep cleaned prior to the pupils returning and additional 
cleaning will be prioritized when needed. 

Y Y M  
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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 
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. 

Y Y M  

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 
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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). 
Visitors and Governors will be required to wear a face mask if on school 
premises. 

Y Y M  

Where PPE 
should be 
used 

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

• 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 

Y Y M Use of PPE 
equipment 
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schools will maintain a minimum of 5 units of each item for the event of an 
emergency. 

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 
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 

Y Y M  
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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. 

• Request to engage with NHS Test and Trace will be issued OR an NHS Test 
Kit will be issued if the individual is unable to attend a testing facility. 

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 degrees 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 

Y Y M  
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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 children 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 

Home working 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 taking protective 
measures if displaying COVID-19 symptoms.  In such circumstances, teaching staff 
may be requested to provide online lessons in line with the approach taken last 

Y Y L  
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academic year. 
 
Virtual meetings will take place with these staff on a regular basis by the 
Headteacher. 

Start of each 
day 

At the start of each day, the school lead will remind 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, CEO or Director of School Improvement. 
 
Each school will work closely with staff regarding the return to full opening and try 
to accommodate any personal difficulties/arrangements. However, staff will be 
expected to ensure arrangements are in place for this return to take place.  Unpaid 
leave will be the last resort where alternative plans cannot assist. 

Y Y M  

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 

Y Y L  
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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. 

Staffing risk 
assessments 
(inc. BAME) 

Schools will continue to undertake risk assessments (See Section 6) 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. 
• Medically vulnerable (inc. BAME). 

Y Y M  

Clinically 
Extremely 
Vulnerable 
(shielding 
staff) 

In a small amount of cases some staff may still be required to shield due to their 
medical condition – this is evidenced by an official medical letter dated post the 
updated government guidance. In these situations, the member of staff may be 
able to work from home if appropriate including provision of online lessons. 
Continued advice from Public Health England and the Government should be 
followed in regard to 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: 

Y Y L  
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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 
 

Clinically 
Vulnerable 
(inc. 
pregnancy) 

Staff who are classed as clinically vulnerable and clinically extremely vulnerable are 
not required to shield. Staff in this category are advised to take care in observing 
stringent social distancing. Clinically vulnerable staff will be offered, where 
possible, the safest available on-site roles staying 2 meters away from others 

Y Y M  

Page 29 of 69

https://www.gov.uk/government/publications/preparing-for-the-wider-
https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-schools-from-1-june/planning-guide-for-primary-schools
https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-schools-from-1-june/planning-guide-for-primary-schools
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/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/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-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
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
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
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
https://www.gov.uk/coronavirus


/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 

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 

Staff with 
family 
member 
shielding 
(Clinically 
extremely 
vulnerable) 

There is no requirement for them to take shielding measures themselves. They 
should follow stringent social distancing measures.   
 
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-
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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: 
https://www.gov.uk/COVID-19 
 

Staff with 
family 
members who 
are clinically 

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 

Y Y M  
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vulnerable 
(inc. 
pregnancy) 

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 
 

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 

Y Y M  
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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 10 days. Each school and its 
employees will follow the guidelines from Public Health England with regards to 
self-isolation and testing (NHS Test and Trace). 
 
Staff must ensure they understand the NHS Test and Trace process and how to 
contact their local Public Health England health protection team. Schools must 
ensure that staff members and parents/carers understand that they will need to be 
ready and willing to book a test and self-isolate if required. 

  
Anyone who displays symptoms of coronavirus (COVID-19) can and should get a 
test. Tests can be booked online through the NHS testing and tracing for 
coronavirus website, or ordered by telephone via NHS 119 for those without access 
to the internet. Staff will be able to get assistance from the HR team to book an 
appointment if needed.  Test packs will only be issued in circumstances whereby 
the HT in consultation with the CEO/COO believe it is right. 
 
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 

 
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 minimize 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 
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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: 
 

• Our schools contact parents to confirm arrival times and entrance to be 
used, in order to prevent queuing outside the school.  

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

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

• Where possible students should walk to the School entrance maintaining 
social distancing guidance. 

Y Y M DfE Travel to 
School Advice 

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 

Y Y M DfE Guidance 
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where possible. 
 
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 and 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. 

Staff and 
Administration 

Staff rooms will be reconfigured to ensure social distancing is maintained or 
removed from use. We will ensure the space between staff members is 2 metres. 
Staff are encouraged to take refreshments in the dedicated office areas. 
 
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 

Y Y M DfE Guidance 
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communal items are stored. Staff are responsible for the cleanliness and hygiene 
of office areas, desks etc. throughout the day.  We will ensure that everything is 
cleaned at the end of the day.  To enable this to happen, desks, shelves etc. must 
remain clear. 
 
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. 
 
All support staff will be back in school unless directed by the Headteacher or CEO / 
COO.  Office staff work areas will comply with the 2 metre rule and ventilation, 
where possible. 

Teaching 
Room 
Configuration 

To reduce contact between staff and students the children will keep separate (in 
bubbles) the size of the class, the isolation method, and they will maintain social 
distancing between individuals where ever possible.  However, we recognise that 
younger children will not be able to maintain social distancing at all times, so it is 
acceptable for them not to distance within their bubble group.  Face coverings must 
therefore be used in busy areas. 
 
The plan for each school is outlined on the supplementary ‘Local School Additional 
Risk Assessment’. 
 
Our schools will rearrange teaching spaces wherever possible, to ensure that the 
desks face front, students sit side on not facing each other. The teacher should 

Y Y M DfE Guidance 
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maintain a 2 metre distance, where possible, however 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.  
  
Large gatherings, such as assemblies, will be restricted to no more than one bubble 
group.  Large assemblies, productions and group meetings will not be allowed until 
restrictions are eased. 
 
Unneeded teaching furniture, e.g. desks and chairs, has been removed from the 
teaching areas so that no space is lost. The school environments underwent an H&S 
clear up in the form of an end of year de-clutter in preparation for the autumn  
return of increased pupil and staff numbers.  
 
Floors are marked where necessary with 2 metre markings to remind staff and 
students of the required distancing measures. 

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 are providing hot food through our new provider, Cucina. 
 
Students will access lunch within their ‘bubble’ and at different times if needed with 
seating areas appropriately cleaned between groups. 

Y Y L  
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Each school will observe enhanced social distancing during lunch and break times 
wherever possible. 

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 take into account, traffic in corridors, 
social distancing at muster points, remaining in bubbles and keeping 2 metres apart 
from other bubbles. (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.  Routine fire drills will 
take place as normal throughout the academic year. 

Y Y M  

First Aid First Aid requirements and provision is in place and follows government guidance 
regarding PPE. 

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 

Y Y M PHE School 
Cleaning Advice 
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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. 

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 
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 

Y Y M PHE School 
Cleaning Advice 
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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 and additional 
cleaning will be prioritised when needed. 

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 

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. 
 

Y Y M  

Page 42 of 69

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/collections/coronavirus-covid-19-personal-protective-equipment-ppe
https://www.gov.uk/government/collections/coronavirus-covid-19-personal-protective-equipment-ppe


/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 

(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.) 

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. 

 
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. 

Y Y M Use of PPE 
equipment 

If a person If a student or member of staff becomes unwell with symptoms of COVID-19 Y Y M  
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becomes 
unwell, 
especially 
with 
COVID-19 
symptoms 

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 
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. 
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After the sufferer has been collected: 
 

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

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

• Request to engage with NHS Test and Trace will be issued OR an NHS Test 
Kit will be issued if the individual is unable to attend a testing facility. 

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 degrees 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. 

Y Y M  
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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 

Home working 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 taking protective 
measures if displaying COVID-19 symptoms.  In such circumstances, teaching staff 
may be requested to provide online lessons in line with the approach taken last 
academic year. 
 

Y Y L  
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Virtual meetings will take place with these staff on a regular basis by the 
Headteacher. 

Start of each 
day 

At the start of each day, the school lead will remind staff of: 
 

• The 20 second handwashing rule or use of hand sanitizer; 
• 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 regarding the return to full opening and try 
to accommodate any personal difficulties/arrangements. However, staff will be 
expected to ensure arrangements are in place for this return to take place.  Unpaid 
leave will be the last resort where alternative plans cannot assist. 

Y Y M  

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 

Y Y L  

Page 47 of 69



/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 

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. 

Staffing risk 
assessments 
(inc. BAME) 

Schools will continue to undertake risk assessments (See Section 6) 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) 

In a small amount of cases some staff may still be required to shield due to their 
medical condition – this is evidenced by an official medical letter dated post the 
updated Government guidance. In these situations, the member of staff may be 
able to work from home if appropriate including provision of online lessons. 
Continued advice from Public Health England and the Government should be 
followed in regard to 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 

Y Y L  
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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 

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 metres away from others, wherever possible. If they have to 
spend time within 2 metres of other people, each school will carefully assess and 

Y Y M  
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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 
 

Staff with 
family 
member 
shielding 
(Clinically 
extremely 
vulnerable) 

There is no requirement for them to take shielding measures themselves. They 
should follow stringent social distancing measures.   
 
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 

Y Y M  
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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 
 

Staff with 
family 
members who 
are clinically 
vulnerable 

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 in line with the Trust HR policies and 

Y Y M  
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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
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 

(inc. 
pregnancy) 

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 
 

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  
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/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 

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 10 days. Each school and its 
employees will follow the guidelines from Public Health England with regards to 
self-isolation and testing (NHS Test and Trace). 
 
Staff must ensure they understand the NHS Test and Trace process and how to 
contact their local Public Health England health protection team. Schools must 
ensure that staff members and parents / carers understand that they will need to 
be ready and willing to book a test and self-isolate if required. 

  
Anyone who displays symptoms of coronavirus (COVID-19) can and should get a 
test. Tests can be booked online through the NHS testing and tracing for 
coronavirus website, or ordered by telephone via NHS 119 for those without access 
to the internet. Staff will be able to get assistance from the HR team to book an 
appointment if needed.  Test packs will only be issued in circumstances whereby 
the HT in consultation with the CEO/COO believe it is right. 
 
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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/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 

 

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 

 
 

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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/Section 6: COVID-19 Individual Staff Risk Assessment 

   

Guidance notes:  
1. The tool is intended to provide structure to a one to one conversation with a staff member to seek a pragmatic and safe working arrangement – it should be conducted within a collaborative “done with”, co-production 

approach with the staff member, and not a “done to” approach. A copy of the risk assessment should be shared with the staff member.  

2. In the unlikely event that the staff member and line managers disagree about the risk assessment – escalation should be to the HR team or H&S Officer in the first instance.  The CEO or COO will have the final decision.  

3. The risk assessment can be used in conjunction with but not replace occupational health assessments of pre-existing disabilities or plans. 

4. The risk assessment should be a rolling programme – and should be done again at least every time any family or household member is required to self-isolate, and the staff member should be told with clarity as to what 

happens immediately. 

5. Please refer to NHS advice on risk factors and the government advice on shielding staff or speak to HR. 

Risk Assessment: COVID-19 (Coronavirus): Staff Date:  

School:   

Staff Member Name:  Job Title:  

Assessment by:  Review Date:  

 

SECTION 1 

Current post involves (Please tick all appropriate boxes) 

Direct contact with pupils in primary setting  
Providing support to colleagues within the educational setting (e.g. 

catering, caretaking, cleaning, estates etc.) 
 

Direct contact with students in secondary setting  
Providing support to colleagues but not directly in the educational setting 

(e.g. support teams) 
 

 

SECTION 2 

Individuals underlying health condition category / other factors (Please tick all appropriate boxes) 

Previously notified as on 12 week shielding (very high-risk group)  
Pregnancy 

Please tick if over 28 weeks, under 28 weeks if pre-existing risks present 
 

Age (>65 years) 

Please tick if age is over 50 for BAME staff 
 Immunosuppression  

Diabetes  Pre-existing disability that impacts on respiratory morbidity  

Chronic lung disease  Impact of carers stress or concerns about family  

Chronic heart disease  Black, Asian and Minority Ethnic (BAME) background  
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/Section 6: COVID-19 Individual Staff Risk Assessment 

   

Cancer  
Gender 

(please tick if male BAME above 50) 
 

Is there a anyone that you live with who is “shielded” in according with the 

Public England schedule of conditions requiring shielding 
  

 

SECTION 3 

What arrangements are already in place or can be put in place from the list below to mitigate any risk? 

Interventions Current Position Additional Action to Reduce Risk 

Can this work be done at home?   

Could alternative work be undertaken 

at home or elsewhere across the 

school/trust (redeployment)? 

  

Can face to face interactions be 

limited? 
  

Have arrangements been made for 

remote working? 
  

PPE   

Access to swab testing and prioritising 

at-risk groups and their family 

members 

  

Has the individual had any sickness in 

the past linked to their health 

condition? 

  

Has the individual had a Vitamin D test 

showing deficiency? 
  

What arrangements are you going to 

put in place to ensure regular 

contact/wellbeing? 

  

Other considerations?   
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/Section 6: COVID-19 Individual Staff Risk Assessment 

   

SECTION 4 

Assessment (Please tick all appropriate boxes) 

Actions agreed as detailed above reduce the risks to the colleague  
Actions agreed as detailed above do not fully reduce the risk to the 

colleague / some concerns remain 
 

Manager to review and monitor  Seek further advice and support  

Residual risk rating score (please refer to risk rating key below) 
VERY HIGH (VH) 

 

HIGH (H) 

 

MEDIUM (M) 

 

LOW (L) 

 

Additional notes  

 

SECTION 5  

Review Record (Please update during any review and update risk assessment review date accordingly) 

Please outline any changes or any further action that needs to be taken.  

Please update the residual risk rating score following the review (please 
refer to risk rating key below) 

VERY HIGH (VH) 

 

HIGH (H) 

 

MEDIUM (M) 

 

LOW (L) 

 

 

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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/Section 7: COVID-19 Lettings Additional Risk Assessment 

   

Risk Assessment: COVID-19 (Coronavirus) Date: 30 September 2020 

Setting:  ALL VIAT Letting Facilities 

Assessment by: Chief Operating Officer Review Date: 5 October 2020 

 

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 

1. Non-compliance with government guidance Students 

Staff 

Lettings 

personnel 

General public 

COVID-19 spread/illness 

VIAT reputation 

Prosecution / fines 

Government guidance in relation to what 

sports, social and community spaces can 

be used and adhered to at all times. 

Y N 

2. Persons attending letting coming into contact 

with staff/pupils/students 

Students 

Staff 

Lettings 

personnel 

General public 

Staff and students may 

be exposed to unknown 

persons with Covid-19 

 

Persons should not attend if feeling 

unwell or showing any defined COVID-19 

symptoms including new continuous 

cough or temperature. Lettings will take 

place after school/weekend and not 

during the school day. Sufficient time 

between the end of school day and 

letting will be allowed to enable all 

pupils/staff to depart the site safely 

before the letting commences.  Hirer to 

be solely responsible for all government 

guidance during the letting including 

provision of hand sanitiser and any 

additional cleaning that may be required. 

Y N 

3. Excessive numbers of people accessing 

facilities 

Students 

Staff 

Lettings 

personnel 

General public 

Participants in activities 

and other persons on 

site including Trust 

staff may become 

infected with COVID-19 

if social distancing is not 

maintained 

 

Hirer to confirm compliance with 

room/facility and government guidance 

on numbers. 

Hirer is to be given clear information on 

routes and direction of travel to maintain 

social distancing. 

Clear information on hirer expectation to 

fully comply with Government guidance, 

Y N 
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/Section 7: COVID-19 Lettings Additional Risk Assessment 

   

*Trust/School staff are 
not responsible for 
enforcing social 
distancing of persons 
attending lettings on 
school site. 

failure to do so will result in letting 

agreement being cancelled with 

immediate effect. 

Site team to monitor agreed 

arrangements. 

Site and facilities accessed and 

controlled so unauthorised 

persons cannot gain access to 

site. 

People not to arrive more than 

5 minutes prior to their session 

starting and not to congregate 

at the drive gate/car park/campus 

Parents are not allowed on site. 

4. Contamination of school facilities with COVID-

19 

Students 

Staff 

Lettings 

personnel 

General public 

Trust and school staff, 

students and visitors 

could become infected 

with COVID-19 from 

infected surfaces. 

Strict lettings agreements in place for 

use of school facilities. No Trust/school 

equipment to be used by hirers or 

persons attending sessions. 

School equipment not to be used by 

hiring to be locked/secured wherever 

possible. 

Touchpoints of any area(s) being 

let will be thoroughly cleaned 

after letting prior to staff and 

students accessing i.e. desks, chairs, 

handrails etc 

Hand sanitiser to be available on 

entering the facility provided by the 

hirer. Toilet facilities will be cleaned prior 

to school use a long with any touch 

points on the route. 

Y N 

5. Insufficient communication of information to 

hirer 

Students 

Staff 

Trust and school staff, 

students and visitors 

could become infected 

Trust Risk Assessment put on website. 

Clear information given to hirer on car 

parking and access to building, fire 

Y Y 
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/Section 7: COVID-19 Lettings Additional Risk Assessment 

   

Lettings 

personnel 

General public 

with COVID-19 from not 

understanding the local 

procedures. 

evacuation procedures, and access to 

first aid. 

6. No access to showers / designated toilet 

facilities 

Individuals 

taking 

part in letting 

activity 

Participants in activities  

may become 

infected with COVID-19. 

 

Persons attending lettings should arrive 

ready to participate, no changing and 

showering facilities will be provided. 

Toilet facilities to be cleaned in between 

lettings. 

Y N 

 

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 

1,2, 

3,4  

Mandatory for all ‘Lettings’ to have own Risk Assessment in place. 
ALL hirers of 3G facilities responsible for cleaning equipment, posts, 

handles of gates etc before and after letting. 

ALL hirers to allocate 5 minutes within booking time for the above and 

to leave within this time to assist flow in bookings. 

ALL hirers responsible for managing social distancing whilst using the 

facilities including limiting the number of spectators. 

ALL hirers not allowed on site before commencement of booking to 

enable the facilities to continue to be used during COVID-19 

restrictions. Lettings not to proceed unless cost benefit analysis and 

authorisation by CEO/COO. 

Hirer Upon booking Ongoing M 

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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/Section 8: COVID-19 Trustees, Governors, Contractors and Visitors. 

   

Risk Assessment: COVID-19 (Coronavirus) Date: 7 September 2020 

Setting:  ALL VIAT Settings 

Assessment by: Chief Operating Officer Review Date: 5 October 2020 
 

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 
1. Non-compliance with government guidance Students 

Staff 
Trustees 
Governors 
Visitors 
Contractors 

COVID-19 spread/illness 
VIAT reputation 
Prosecution / fines 

Government guidance. Y N 

2. Contamination of school facilities with COVID-
19 

Students 
Staff 
Trustees 
Governors 
Visitors 
Contractors 

Trust and school staff, 
students and visitors 
could become infected 
with COVID-19 from 
infected surfaces or 
visitors. 

Touchpoints of any area(s)  
will be thoroughly cleaned after visit. 
Hand sanitiser to be available on 
entering the facility provided by the 
school Toilet facilities will be cleaned 
after use. 

Y N 

 

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 

1,2, Governance meetings to take place via Zoom or until 
Government guidance / Public Health advice changes 
 
All visitors, Trustees, Governors, Contractors and VIAT 
staff that travel between sites will be mandated to wear 
face coverings until Government guidance / Public Health 
advice changes. 

Headteacher / CEO /COO Immediately Ongoing M 

DATE OF REVIEW:  COMMENTS: 
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/Section 8: COVID-19 Trustees, Governors, Contractors and Visitors. 

   

 

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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/Section 9: Open Events (COVID-19). 

   

Risk Assessment: COVID-19 (Coronavirus) Date: 7 September 2020 

Setting:  ALL VIAT Settings 

Assessment by: Chief Operating Officer Review Date: 5 October 2020 
 

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 
1. Non-compliance with government guidance Students 

Staff 
Trustees 
Governors 
Visitors 
Contractors 

COVID-19 spread/illness 
VIAT reputation 
Prosecution / fines 

Government guidance. Y N 

2. Contamination of school facilities with COVID-
19 

Students 
Staff 
Trustees 
Governors 
Visitors 
Contractors 

Trust and school staff, 
students and visitors 
could become infected 
with COVID-19 from 
infected surfaces or 
visitors. 

Touchpoints of any area(s)  
will be thoroughly cleaned after visit. 
Hand sanitiser to be available on 
entering the facility and exit and points 
throughout school. 
Toilet facilities will be cleaned after use. 

Y N 

 

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 

1,2, Face masks compulsory. 
Booking system. 
Small groups (Yr 6 child with one parent/carer only). 
Reduced visit time. 
Restricted tour. 
Social distanced interaction with students or teaching 
staff. 
Staff to wear PPE Visors. 

Headteacher Immediately Ongoing M 
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/Section 9: Open Events (COVID-19). 

   

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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PHE South East Health Protection Team: Guidance for Childcare and Educational Settings in the Management of COVID-19 (Version 1.0 Date 03/06/2020)  

Suspected case in 
child or staff member 

Confirmed case in 
child or staff member 

2 or more confirmed 
cases in the same 

group/class 

COVID-19 Case Definition: 
(as of 18/05/20)

• A high temperature

• A new, continuous cough

• A loss of, or change to,
your sense of smell or
taste

Ensure child/staff 
member isolates at home 
for 10 days (day of onset 
PLUS 9 days).  The rest 
of the household need to 

isolate for 14 days. 

IF the CHILD 
is in the setting 
– Isolate away

from others
and send 

home. 

(Refer to PPE 
guidance if 

personal care 
is required 
within 2m) 

Ensure child/staff 
member isolates at home 
for 10 days (day of onset 
PLUS 9 days).  The rest 
of the household need to 

isolate for 14 days. 

Contact PHE SE HPT on 
03442 253861 to notify 
of cases so that we can 
support risk assessment 

and follow up. 

Contact PHE SE HPT on 
03442 253861 to notify 
of cases so that we can 
support risk assessment 

and follow up. 

Contact PHE SE HPT on 
03442 253861 to notify 

of single case so we can 
support risk assessment 

and follow up. 

Ensure children/staff 
isolate at home for 10 

days (day of onset PLUS 
9 days). 

The rest of the 
household need to 
isolate for 14 days. 

Clean and disinfect 
rooms the suspected 

case was using – ensure 
appropriate PPE (gloves 

and apron) are used. 

Advise the child/staff member 
get tested. 
Children

www.nhs.uk/coronavirus
or by calling 119 

Staff www.gov.uk/apply-
coronavirus-test to be prioritised 

as essential workers 

Advise that anyone with 
symptoms get tested 

Online via 
www.nhs.uk/coronavirus 

Clean and disinfect 
rooms the suspected 

case was using – ensure 
appropriate PPE 

(minimum gloves and 
apron) are used. 

 

If further suspected or 
confirmed cases occur 
within this group, they 

need to isolate for 10 days 
from the onset of 

symptoms. 

Any siblings also in the 
same setting (but a 
different, unaffected 
area) would need to 
isolate at this point. 

Result of test?

Negative for 
COVID-19: Case 
can return once 

well.  Contacts can 
stop self-isolating 
and carry on as 

normal. 

Positive for 
COVID-19: 

FOLLOW THE 
CONFIRMED 

CASE PROCESS 

Maintain the level of 
cleaning in these areas – 

even if not being used 
due to isolation 

protocols. 
 

Advise that all suspected 
cases get tested Online 

via 
www.nhs.uk/coronavirus The HPT will undertake 

an assessment to 
determine if any contacts 

in the setting need to 
self-isolate at home for 
14 days.  [The wider 

household will NOT need 
to isolate.] 

Cases & contacts can 
return once the isolation 

period is completed 

The HPT will undertake 
an assessment to 

determine if any contacts 
in the setting need to 

self-isolate at home for 
14 days.  [The wider 

household will NOT need 
to isolate.] 

Clean and disinfect 
affected rooms/areas – 
ensure appropriate PPE 

(minimum gloves and 
apron) are used. 

* Refer to cleaning
guidance available on 

www.gov.uk 

SE HPT will provide tools 
to support outbreak 

communications 

Call the HPT again if: 
• The situation worsens

considerably 
• There are any

hospitalisations or
complex cases 

• Any media interest
• Any other concerns

you feel you need
support with 

Cleaning: 
For detailed guidance refer to 
the guidance on 
https://www.kelsi.org.uk/news-
and-
events/news/primary/coronavir
us/guidance-for-full-opening-in-
september and www.gov.uk. 

Routine measures during 
COVID-19 pandemic should 
already be to outbreak 
standard. 

PPE should be worn for 
cleaning – minimum gloves 
and disposal apron. 

Consider using face mask and 
eye protection if risk is high – 
i.e. Cleaning areas where
there are visible bodily fluids.

Public areas (e.g., corridors – 
clean as normal). 

Surfaces that could be 
contaminated need cleaning 
and disinfection. 

All frequently touched surfaces 
(door handles, taps, table tops, 
keyboards, etc.) should also be 
cleaned and disinfected. 

Use disposable cloths or paper 
roll, disposable mop heads to 
clean hard surfaces (e.g., 
floors, sanitary fittings, chairs, 
tables). 

Use a combined detergent and 
disinfectant or use a two-stage 
cleaning process of detergent 
(household type cleaner) 
followed by a hypochlorite 
solution (1000ppm) e.g., 
diluted Milton.  [Check 
chemicals in use are effective 
against enveloped viruses]. 

Avoid splashes and spray 
when cleaning where possible. 

Waste:  Any COVID-19 related 
waste should be double-
bagged and stored for 72 
hours before usual disposal. 

Guidance for the Management of Potential COVID-19 Cases
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Operating Tiers 

 

 

Shaping Tomorrow’s Future Together 

 

There may be exceptional circumstances in which some level of restriction to education is required within VIAT schools due to the COVID-19 pandemic. In 
those situations, restrictions will be implemented in a four phased manner (see below), the key aim being to retain as much face-to-face education and 

direct access to teaching staff as possible. These operating tiers (DfE ‘tiers of restriction’) will ensure that extensive limitations on education are a last resort, 
and that priority is given to vulnerable children and children of critical workers for face-to-face provision in all cases.  Movement between the tiers will 

require a discussion with the Trust Executive before any final decision is taken. 
 

VIAT 1 – 4 COVID-19 OPERATING TIERS 
 
 
 
 

FULLY OPEN 

Schools will be fully open 
and providing all 

education face to face in 
classrooms and in 

accordance with the 
Trust Risk Assessment 
and School Local Risk 

Assessment.   

01 

PARTIALLY OPEN 

As a result of reduced 
staffing and/or potential 
COVID-19 cases within 

year groups and bubbles, 
hybrid provision with use 

of online lessons and 
face-to-face lessons in 

school by year group on a 
rota system. 

02 

LOCKDOWN + 
PROVISION 

Face-to-face provision for 
vulnerable and key 

worker 
children/students. All 

other provision provided 
online. Discretion to 

provide more provision 
on site for other 
groups/bubbles.  

03 

LOCKDOWN PROVISION 

School attendance 
limited to vulnerable and 
key worker children and 

students. Remaining 
provision online for all 

other groups. 

04 
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COVID-19 RELATED STUDENT/CHILD ABSENCE: A QUICK REFERENCE GUIDE FOR PARENTS/CARERS 
 

Shaping Tomorrow’s Future Together 

 

What to do if… Action Needed Return to School when… 

My child has COVID-19 
symptoms: 
• HIGH TEMPERATURE – this 

means you feel hot to touch 
and have a temperature 
above 38°C 

• A NEW CONTINUOUS COUGH 
– this means coughing 
frequently within an hour 
period or 3 or more coughing 
episodes in 24hrs 

• A LOSS OR CHANGE TO YOUR 

SENSE OF SMELL OR TASTE – 
this means you’ve noticed 
you cannot smell or taste 
anything 

DO NOT COME TO SCHOOL 

- Contact school to inform us 
- Self-isolate the whole household for 14 days 

- Get a test 

- INFORM SCHOOL IMMEDIATELY ABOUT TEST 

RESULT 

The test result comes back negative 

My child tests positive for COVID-
19 

DO NOT COME TO SCHOOL 

- Contact school to inform us 

- Agree earliest date for possible return. 
Minimum of 10 days 

- Self-isolate the whole household for 14 days 

- Bubble isolates/remote learning 

They feel better.  They can return 
after 10 days even if they have a 
cough or loss of taste/smells as 
these symptoms can last for several 
weeks 

My child tests negative for 
COVID-19 

CONTACT THE SCHOOL 

- Discuss when your child can come back to 
school (same day/next day) 

The test result comes back negative 

My child is ill with symptoms not 
linked to COVID-19 

FOLLOW USUAL SCHOOL ABSENCE POLICY AND 

REPORTING PROCEDURE 

After 48hrs following the last bout 
of sickness/diarrhoea if this is the 
cause of absence 

Someone in my household has 
COVID-19 symptoms 

DO NOT COME TO SCHOOL 

- Contact school to inform us 

- Self-isolate the whole household for 14 days 

- Household member to get tested 
- INFORM SCHOOL IMMEDIATELY ABOUT TEST 

RESULT 

The test result for household 
member comes back negative 

Someone in my household tests 
positive for COVID-19 

DO NOT COME TO SCHOOL 

- Contact school to inform us 

- Agree earliest date for possible return. 
Minimum of 14 days 

The child has completed 14 days of 
isolation 

NHS Test & Trace has identified 
my child has been in close contact 
with someone with symptoms of 
confirmed COVID-19 

DO NOT COME TO SCHOOL 
- Contact school to inform us 

- Agree earliest date for possible return. 
Minimum of 14 days 

The child has completed 14 days of 
isolation 

We/my child has travelled and 
has to self-isolate as a period of 
quarantine 

- Do not take unauthorised leave in term time 
- Consider quarantine requirements and FCO 

advice when booking travel 
- Returning from a destination where quarantine 

is needed agree earliest date of possible return. 
Minimum of 14 days from return date 

- Self-isolate the whole household 

The quarantine period of 14 days 
has been completed 

We have received medical advice 
that my child must resume 
shielding 

DO NOT COME TO SCHOOL 

- Contact school to inform us and provide copy of 
medical advice 

- Shield until you are informed that restrictions 
are lifted and shielding is paused again 

School/medical advice inform you 
that restrictions have been lifted 
and your child can return to school 

My child’s bubble is closed due to 
a COVID-19 outbreak in school 

DO NOT COME TO SCHOOL 

- Your child will need to isolate for 14 days 
Bubble isolates/remote learning 

School will inform you when the 
bubble will be reopened 
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