
Template risk assessment concerning the hazard:

Transmission of Coronavirus (COVID-19) on the school site
(in the context of the full opening of schools planned for September 2020)

Bovington Academy
Version: 4.0 (2020-10-27)

Original assessment date: 09/07/20

Review date: to be reviewed regularly by the Principal in the lead up to and following from the full opening
of the school.  Scheduled reviews to be no less than on a weekly basis up to 30 September 2020 with
additional reviews to follow from any relevant update of government or Trust guidance and any relevant
incident occurring in school.

Review dates Summary of key changes

Review date 1 Update to take into consideration September 2020 Full Opening – July 13th 2020

Review date 2 Update to take into consideration changes to Government Guidance – August 25 th

2020

Review date 3 Update to consider return to school and up-to-date infection rates – September 14th

2020

Review date 4 Update to take into consideration changes to the GOV.UK Guidance for Full
Opening and Trust advice on essential visits – October 27th 2020

Review date 5 Update to take into consideration changes to the GOV.UK Guidance for Full
Opening – December 30th 2020

Review date 6 National Lockdown - school closure 5th January 2021

Review date 7 Update to take into consideration DFE Guidance for schools: coronavirus
(COVID-19) - February 22nd 2021

Introduction and general risk assessment

This risk assessment specifically addresses the hazard of transmission of Covid-19 on the school site in the
particular context of the plans for full reopening from September with reference to guidance issued by the
government on 2 July 2020 and subsequently updated with the latest version dated 22 February 2021.1

Those affected by the risk are pupils, staff and visitors to the school site.

In assessing the unmitigated risk and the amended risk after implementation of control measures, the
following risk matrix is used.

1 Available from:
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools


Assessment of the unmitigated risk

In assessing the unmitigated risk it has been taken into account that generally across the country the level
of incidence of the disease is very significantly lower than it was at its peak in April 2020.  Consideration
has also been given to the level of incidence in the local authority area within which the school is situated.
Accordingly, the likelihood of transmission of Covid-19 on the school site without mitigating measures is
considered to be LIKELY (4)
The severity of any such transmission has to be considered with reference to the fact that while the great
majority of incidents of the disease have relatively low level and short term impacts to health, in a small
but not insignificant minority of cases the disease has very significant impact on health, beyond the
short term, and can even be fatal. Accordingly, without mitigating measures the severity is assessed as
EXTREME (5).

The unmitigated risk is therefore assessed as 4 x 5 = 20

System of controls and assessment of the mitigated risk

The updated government guidance issued on 22nd February 2021 confirmed the system of controls to be
applied by schools.  These have been incorporated in the detailed assessment contained in this document.

Prevention:

1. Minimise contact with individual who are required to self-isolate by ensuring they do not attend the
school

2. Ensure face coverings are used in recommended circumstances
3. Ensure everyone is advised to clean their hands thoroughly and more often than usual
4. Ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach
5. Maintain enhanced cleaning, including cleaning frequently touched surfaces often, using standard

products such as detergents
6. Consider how to minimise contact across the site and maintain social distancing wherever possible.
7. Keep occupied spaces well ventilated

In specific circumstances:

8. Ensure individuals wear the appropriate personal protective equipment (PPE) where necessary.
9. Promote and engage in asymptomatic testing, where available

Numbers 1 to 5 & no.7  must be in place in all schools, all the time.

Number 6 must be properly considered and settings must put in place measures that suit their particular
circumstances.

Number 8 applies in specific circumstances.

Response to any infection:
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10. Promote and engage with the NHS Test and Trace process.
11. Manage confirmed cases of coronavirus (COVID-19) amongst the school community.
12. Contain any outbreak by following local health protection team advice.

Numbers 8 to 12 must be followed in every case where they are relevant.

On the basis of full implementation of the control measures set out in this document, the risk is considered
to be controlled to an extent such that the likelihood of transmission of the disease on the school site is
assessed to be POSSIBLE (3)

With the full opening of schools, it may not be possible to have the same extent of measures in place, as
was possible in the summer term 2020, that enabled those most vulnerable to the disease to avoid coming
on to the school site (e.g. by working from home in the support of remote learning).  Subject to possible
updated guidance from the government and other relevant bodies (e.g. the NJC for Local Government
Services) the possibility of vulnerable staff working on the school site needs to be factored into the risk
assessment.  Even with risks to such staff of working on site managed as carefully as possible, their
attendance on site means the severity measure of the assessment will remain high. Accordingly, the
severity measure is assessed to be EXTREME (5).

The mitigated risk is therefore assessed as: 3 x 5 = 15

Risk factor Control measures Action:
by whom /
when

Action:
completed /
ongoing /
outstanding

● Attendance on
the school site of
individuals who
are currently
infected with
Covid-19 and
attendance on
site of those
extremely
vulnerable to the
disease

1. Promote measures to reduce the likelihood of members of
the school community contracting Covid-19 outside the
school setting.

1.1 Communications to pupils, parents and staff to reinforce
public health advice that they should follow outside the
school setting.

Action:
● Letter to be sent to parents in March before children return to

school outlining updated government guidance
● Updated risk assessment to be circulated to all staff for

consultation
● Updated risk assessment sent to all in-school union reps
● Parents to wear face coverings when waiting or coming onto

school site to collect EYFS/KS1 pupils and siblings - information
distributed in March letter

● Information re LFD tests for all families with school age children
to be distributed in March letter

1.2 In relation to travel to attend school, advise that wherever
possible, people should avoid public transport and car
sharing (other than with fellow household members).

1.3 Staff and children to travel to school on foot, bicycle or own
car where possible

Parents to be referred to:
https://www.gov.uk/guidance/coronavirus-covid-19-safer-trav
el-guidance-for-passengers

Action:
● Resend link to parents providing amendment to guidance

1.4 Staggered start arrangements as set out in note 3, point 1
are intended to help promote safer travel to school
arrangements (e.g. by helping to avoid busiest travel
periods).

SW
3rd Mar

SW
3rd Mar

SW
3rd Mar

SW
3rd Mar

SW
3rd Mar

✓Completed

✓Completed
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2. Measures to minimise the likelihood of members of the
school community who are currently infected coming on to
the school site.

2.1 The school has informed parents/carers, children, employees
and visitors not to enter the school if they are displaying any
symptoms of Coronavirus

2.2 Parents/carers not allowed on school site for meetings
2.3 Visitors onto the site will be avoided unless their attendance

is for an essential requirement; if absolutely necessary they
need to adhere to social distancing, hand washing, wear a
face mask, LFD test where available – see school protocol,
Trust protocol and visitor agreement

2.4 The Principal will oversee a list of the type of visits
considered to be essential. For each category of visit
identified in the list will be shown which of the Academy’s
staff are authorised to arrange for a visitor to attend.

2.5 Authorised staff who are making arrangements for visits will
ensure that reception staff are provided with details of
expected visitors. The details for reception to include
identification of who the relevant contact person is within the
academy to be called on the arrival of the visitor(s) to escort
them onto the site and arrange ongoing supervision as
appropriate.

2.6 Before being allowed beyond reception visitors will be
required to; Confirm their understanding of the government’s
guidance concerning the nature of Covid-19 symptoms; the
circumstances where they would be expected to remain in
isolation (i.e. when they or another household member have
symptoms or where they have been instructed to isolate by
NHS Test and Trace; Confirm that they are not aware of any
reason why they should currently be self-isolating; Apply
hand sanitizer or wash hands in accordance with government
hygiene guidelines; sign the Visitor Agreement

2.7 The visit organiser will ensure that arrangements are in place
to minimise the rooms/areas accessed by the visitor, subject
to the nature of the visit. Where the visit involves moving to
different areas of the premises, arrangements should be put
in place for the visitor(s) to apply hand sanitizer or wash
hands on entry to each new area.

2.8 Face coverings to be worn when moving from room to room
and in other circumstances as considered appropriate.

Action:

● School protocol to be sent to all visitor prior to visit for
information and then to be signed, returned and retained at
the office as part of the track and trace system

Clear and regular communication to parents, pupils and staff to
reinforce self-isolation protocols, including the expectation that those
with symptoms or living in a household with someone else who has
symptoms must not come on to the school site.  To include letters
home, reminders in class, posters around the school site.
Communications to parents should refer to relevant government

CWW
8th Mar
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guidance2 to ensure they are ready and willing to book a test
and self-isolate.

2.9 Correspondence sent home to parents with details of what to
do if their child, or someone in the household, is symptomatic

Action:

● Order additional tests for use
● Remind parents of the revised self isolation period of 10 days

from the day after the individual in the household tested
positive

● Information re LFD tests for all families with school age
children to be distributed in March letter

3. Avoid/minimise contact with third party visitors to the
school site:

3.1 Avoid all visitors to the site unless they are providing an
essential requirement.

3.2 Parents/carers dropping off items for children should leave
these at the main entrance for staff to collect

3.3 Face to face meetings, where essential and cannot be
carried out via video conferencing, will not be permitted in a
small room where social distancing cannot be applied

3.4 All rooms where meetings take place to be well ventilated
and thoroughly cleaned once visitor(s) leave

3.5 Premises’ contractors will be managed in accordance with a
separate premises maintenance risk assessment written
specifically for this time

Action:
● Inform office staff

3.6 Do not approach delivery staff, allow packages to be left on
the floor at reception

Action:
● Inform office staff

4. Manage attendance on site of those who are extremely
vulnerable to the disease:

4.1 Maintain up to date details of staff/pupils who have higher
vulnerability to the disease3. For staff/pupils in high risk
groups where it is possible for them to work at home with
insignificant detriment to the school’s operations this should
be agreed.  Where this is not possible, individual risk
assessments to be conducted and regularly reviewed to take

CWW
Ongoing

SW
3rd Mar

SW
3rd Mar

CWW
4th Mar

CWW
4th Mar

3 The Aspirations Academies Trust considers that in addition to those staff who meet the government’s definition of ‘clinically
extremely vulnerable’ (i.e. those who have been subject to ‘shielding’) and ‘clinically vulnerable’, staff who are of a BAME group
and/or are male aged 55 and above also have higher vulnerability to Covid-19 and therefore should also have an individual risk
assessment undertaken.

2 ‘Stay at home’ guidance for households with possible or confirmed C-19 infection:
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-
coronavirus-covid-19-infection

Advice on getting tested: https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested

Test and Trace guidance :
https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works#people-who-develop-symptoms-of-coronavirus
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account of developing guidance issued by the government
and other relevant bodies (e.g. NJC for Local Government
Services).4 The risk assessment will inform if risk can be
controlled sufficiently for the employee to work on site.
Advice to be sought as necessary from the Trust’s HR team.

4.2 All staff who are classified as CEV or who have received a
shielding letter from their GP must work from home until at
least 31st March 21 when new guidance will be provided and
the situation reviewed

4.3 Staff showing symptoms of the virus to be given sufficient
time off to recover following illness in addition to the
guidelines on self-isolation

4.4 Any pregnant member of staff must work from home from 28
weeks’ gestation or with underlying health conditions at any
point of gestation

Action:
● Identify any staff/pupils that would be classified as clinically

vulnerable or extremely clinically vulnerable as per pg. 10 of
latest government guidance. Arrange meetings, virtually
where unsafe to attend school, and complete individual risk
assessments.

● Keep in regular contact with those classes as CEV and
ensure staff are safe and well

4.5 In conjunction with 4.1, assess staffing requirements to
identify if measures are necessary to bring in additional
support for the school to operate effectively and safely.  Refer
to guidance on ‘supply teachers and other temporary or
peripatetic teachers’ referred to in the DfE ‘full opening’
document (footnote 1).

Action:
● Identify any staff/pupils that would be classified as clinically

vulnerable or extremely clinically vulnerable as per pg. 10 of
latest government guidance. Arrange meetings, virtually
where unsafe to attend school, and complete individual risk
assessments.

4.6 Consider the needs of pupils who have been identified as
having higher vulnerability to Covid-19 or live in a household
with someone who does.  The government guidance referred
to in footnote 1 sets out that the majority of these pupils
should be able to return to school in September but notes
some may need to discuss their care with their health
professional before returning. Remote learning should be
provided for pupils who cannot return due to clinical or public
health advice.

4.7 Communication with parents/carers who are particularly
vulnerable to the disease to advise caution on coming on to
the school site.

Action:
● Identify any staff/pupils that would be classified as clinically

SW/SR
1st Mar

SW
Ongoing

SW/SR
1st Mar

✓Completed

✓Completed

✓Completed

4 As at 25th February 2021, the following guidance is relevant to those identified as clinically extremely vulnerable who have been
subject to ‘shielding’
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/gui
dance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19

Furthermore, section 7 of ‘Staying alert and safe (social distancing)’ sets out the government’s general position concerning those
identified as clinically vulnerable, including pregnant women.  This guidance is available from:
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing

The guidance for the full reopening of schools (see footnote 1) also has relevant details in the section ‘School workforce’.
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vulnerable or extremely clinically vulnerable as per pg. 10 of
latest government guidance. Arrange meetings, virtually
where unsafe to attend school, and complete individual risk
assessments.

SW/SR
1st Mar

✓Completed

Risk factor Control measures Action:
by whom /
when

Action:
completed /
ongoing /
outstanding

● Spread of
infection of
Covid-19 on
school site

Measures taken in
relation to (A) above
should minimise the
number of infected
individuals coming on
to site but will not
eliminate the
possibility of this
happening.

General measures
identified against (B)
are to minimise the
likelihood of any
infected individual
who is on site
infecting others at
school.

The general
measures in (B) are
cross-referred to
more detailed
measures below.

1. Reinforce expectations of good hygiene: See note 1 for
details

2. Site cleaning measures: See note 2 for details

3. Management of access/egress to site including
arrangements for the start/end of the school day: See note
3 for details

4. Management of classroom environment: See note 4 for
details

5. Manage movement around school site and use of
communal areas, e.g. dining area, playground, toilets, staff
room: See note 5 and note 6 for details

6. Manage cases of individuals on site who are showing
symptoms of Covid-19: See note 7 for details

7. Manage response to any infection: See note 8 for details

8. Always keep occupied spaces well ventilated by opening
windows, doors or vents.

● Risk of infection
in the course of
travel undertaken
as part of school
operations (e.g.
school trips, staff
attending off-site
training,
meetings, etc.)

1. No travel is to be undertaken as part of school operations unless
approved by SLT member as absolutely essential with risk
factors appropriately considered.  Refer to guidance on
‘Educational visits’ referred to in the DfE ‘full opening’ document
(footnote 1).

Action:
● Inform staff that no trips to take place until at least T5 (April

2021) unless deemed absolutely essential
● Any trips deemed essential to be fully risk assessed before

commitment made; take into consideration no large groups
congregating in public places, no use of coaches or public
transport and pre-visit must be carried out

2. No off site staff training to be undertaken unless deemed to be
essential with risk factors appropriately considered.

Action:
● Inform staff and CPD Manager that only online training to

take place unless approved by Principal/Vice-Principal

3. School minibus pick up and drop offs to be arranged to include

SW
5th Mar

SW
5thMar
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pupils of the same bubbles where possible – if not possible,
clear distinction should be made in seating arrangements.
Children sit in the same seats each day where possible. Adults
wear face shields/coverings as potentially higher risk of
contamination. Children over 5-years-old to wear face masks if
parents request. The minibus to be cleaned between journeys,
use of hand sanitiser upon boarding and disembarking,
organised queue and boarding adhering to social distancing,
staff instructed not to pick up children displaying symptoms,
hands free thermometer to be taken on the minibus in case it is
needed. Windows to be opened to provide ventilation.

Action:
● Minibus risk assessment to include COVID-19 addendum
● Staff supervising or driving minibus to be made aware of

safety measures
● Children to be organised via phase bubble where possible,

dependent on numbers
● Parents informed of safety measures in line with update

guidance  22nd February 2021

SW
3rd Mar

SW
3rd Mar

● Extent of
Covid-19
infections in the
local area/region

1. Plans for the full opening of schools are made in the expectation
of the extent of Covid-19 in the community being greatly lower
than was the case when lockdown measures were implemented
by the government.

Action:
● Regularly check PHE for transmission in the locality and

update risk assessment;
- as at 2nd March; 58 cases per 100k in Dorset; 48 cases

per 100k in the Bovington, Wool & Lulworth area

SW
Ongoing

Note 1:  Referring to Risk Factor (B)

Control measure: Reinforce expectations of good hygiene

Action:
by whom /
when

Action:
completed /
ongoing /
outstanding

Regular re-enforcement of the following guidance through communications home,
reminders in class, posters in prominent places, etc.

Wash hands regularly using soap and water for at least 20 seconds adopting hand
washing technique recommended by NHS; signage is located adjacent to each
wash station or sink to remind children to wash hands and how to do this effectively

In addition to regular washing of hands, hands to be washed in at arrival in school,
when children return from breaks, when children change rooms, advance of meal
time and before/after using toilet facilities/after transition around the school

Use alcohol-based hand sanitiser if soap and water is not available.

Avoid touching your face/eyes/nose/mouth with unwashed hands.

Cover coughs and sneezes with a tissue then throw it in the bin (or cough/sneeze
into the elbow if tissue is not immediately available). Every room to be well stocked
with tissues and posters on display

No shared use of cups, crockery, musical instruments that are blown etc.

Children to bring in their own named water bottles; water fountains to be taped
off/disconnected

Staff to wear full PPE when providing intimate, social or medical care needs; if
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working with pupils who cannot control behaviour which creates a greater risk of
transmission of Covidf-19

Action:
● Staff to ensure hand washing at key moments within the day

Provide additional hand washing facilities to the usual welfare facilities if a large
spread out site.

Regularly clean the hand washing facilities and check soap and sanitiser levels.

Action:
● Communicate with caretaker/cleaner responsible for enhanced cleaning and include

on daily schedule

Provide suitable and sufficient rubbish bins for hand towels with regular removal
and disposal.

Action:
● Check lidded* tissue bins in all classrooms/communal areas *lidded bins not

provided, but bags are regularly emptied
● Check supplies of soap, hand sanitiser, paper towels are in sufficient supply
● Communicate with caretaker/cleaner responsible for enhanced cleaning and include

on daily schedule

Sites will need extra supplies of soap, hand sanitiser and paper towels and these
should be securely stored.

Action:
● Check supplies of soap, hand sanitiser, paper towels are in sufficient supply
● Communicate with care taker responsible for enhanced cleaning and include on

checking supplies are fully stocked at intervals throughout the day

Restrict the number of people using toilet facilities at any one time e.g. use a
welfare attendant.

Action:
● Inform staff that systems need to be in place to limit the numbers of children in the

toilet at any time
● Staff should accompany younger children and those with additional needs that may

need support to supervise washing of hands
● Staff to inform children to adhere to social distancing where possible whilst queuing

for the toilets
● Communicate with caretaker/cleaner that toilets should be cleaned throughout the

day and include on daily schedule

Enhance the cleaning regimes for toilet facilities particularly door handles, locks and
the toilet flush.

Action:
● Communicate with caretaker/cleaner that toilets should be cleaned throughout the

day and include on daily schedule

All staff
Ongoing

CWW
1st Mar

SW/CWW
4th Mar
DA
Ongoing
CWW
1st Mar

DA
Ongoing

SW
3rd Mar

All staff
Ongoing

All staff
Ongoing
CWW
1st Mar

CWW
1st Mar

✓Complete
d

✓Complete
d

✓Complete
d

✓Complete
d

✓Complete
d
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Note 2:  Referring to Risk Factor (B)

Control measure: Site cleaning measures

Action:
by whom /
when

Action:
completed /
ongoing /
outstanding

Daily cleaning

Arrange additional cleaning to take place during the course of the school day, particularly:

● Toilet/bathroom facilities (particularly door handles, locks, the toilet flush and taps)
● Regularly clean common contact surfaces in reception and common areas e.g.

telephone handsets, desks, door handles, handrail, table tops particularly during
peak flow times.

● Areas used for eating must be thoroughly cleaned at the end of each break, including
chairs, door handles, vending machines and payment devices.

● More frequent cleaning of rooms or shared areas that are used by different groups
● Children must not be in close contact with cleaning fluid; these must also be stored

out of reach of children
● Encourage children to wash hands thoroughly after using the toilet

Action:
● Communicate with caretaker/cleaner that toilets should be cleaned throughout the

day and include on daily schedule
● Place cleaning equipment into adult toilets so that staff can clean after use
● Wipes and cleaning equipment placed in each classroom/office/communal area for

use

Use standard cleaning products to clean and disinfect frequently touched objects and
surfaces, including:

● Banisters

● Classroom desks and tables 

● Door and window handles 

● Furniture 

● Light switches 

● Reception desks

● Teaching and learning aids 

● Computer equipment (including keyboards and mouse)

● Sports equipment 

● Outdoor playground equipment

● Toys

● Telephones 

● Fingerprint scanners

Action:
● Communicate with caretaker/cleaner that toilets should be cleaned throughout the

day and include on daily schedule
● Wipes and cleaning equipment placed in each classroom for use

Remove rubbish daily and dispose of it safely.

Action:
● Communicate with caretaker/cleaner that toilets should be cleaned throughout the

day and include on daily schedule

CWW
1st Mar

DA
4th Mar

CWW
1st Mar
DA
4th Mar

CWW
1st Mar

✓Complete
d

✓Complete
d

✓Complete
d
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Cleaning if there has been a suspected case of Covid-19 on site:

The following will be reviewed if there is any change to the government guidance relating to
the cleaning of non-healthcare settings available from:
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-se
ttings/covid-19-decontamination-in-non-healthcare-settings

Clean and disinfect and disinfect surfaces the person has come into contact with, including:

● Objects which are visibly contaminated with body fluids

● All potentially contaminated high-contact areas (e.g. bathrooms, door handles,
telephones, grab-rails in corridors and stairwells)

You don’t need to specifically clean public areas they have passed through briefly (e.g.
corridors) which are not visibly contaminated with body fluids.

When cleaning hard surfaces and sanitary fittings, use either:

● Disposable cloths, or

● Paper rolls and disposable mop heads

When cleaning and disinfecting, use either

● A combined detergent/disinfectant solution at a dilution of 1,000 parts per million
available chlorine

● A household detergent, followed by a disinfectant with the same dilution as above

● An alternative disinfectant, that’s effective against enveloped viruses

Make sure all cleaning staff:

● Wear disposable gloves and apron

● Wash their hands with soap and water once they remove their gloves and apron

If there's a higher level of contamination (e.g. the individual has slept somewhere) or
there's visible contamination with body fluids, it may be necessary to provide cleaning
staff with a surgical mask or full-face visor, disposable gloves and apron. The local
health protection team's risk assessment will let you know if you need this equipment.

Wash any possibly contaminated fabric items, like curtains and beddings, in a washing
machine on at least a 60-degree cycle. Clean and disinfect anything used for transporting
these items with standard cleaning products.

Launder any possibly contaminated items on the hottest temperature the fabric will tolerate.

If items can’t be cleaned using detergents or laundering (e.g. upholstered furniture), use
steam cleaning or quarantine the object for at least 5 days.

Dispose of any items that are heavily soiled or contaminated with body fluids.

Keep any waste from possible cases and cleaning of those areas (e.g. tissues, disposable
cloths and mop heads) in a plastic rubbish bag and tie when full.

Place these bags in a suitable and secure place away from children and mark them for
storage. Wait until you know the test results to take the waste out of storage.

If the individual tests negative, put the bags in with the normal waste.

If the individual tests positive, then you'll need a safe and secure place (away from
children) where you can store waste for 72 hours.
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If you don't have a secure place, you'll need to arrange for a collection for ‘category B’
infectious waste from either:

● The local waste collection authority (if they currently collect your waste)

or

● A specialist clinical waste contractor

Action:
● Identify a dedicated area to isolate pupils or staff showing suspected symptoms of

Covid-19 - meeting room due to ventilation and ability to supervise from a safe distance

Ensure adequate supplies of cleaning resources including relevant items of PPE.

Action:
● Check sufficient stock of PPE
● Organise in grab bags so that equipment is readily available at short notice if and when

needed

SW
1st Mar

CWW
4th Mar

✓Complete
d

Note 3:  Referring to Risk Factor (B)

Control measure: Management of access/egress to site including arrangements for
the start/end of the school day

Action:
by whom /
when

Action:
completed /
ongoing /
outstanding

1. Implement staggered start and finish times to reduce numbers arriving at any one
time and thereby reduce congestion and contact.  This measure is also intended to
support wider public transport arrangements.

Action:
●

Phase Timings Location - drop off Location - pick up

Year 5 & Year 6 8.40am/3pm Main gates Main gates

Year 3 & Year 4 8.45am/3.05pm Main gates Main gates

Year 1 & Year 2 8.50am/3.10pm Main gates Classrooms

Reception 8.45/3.05pm Reception side gate Reception side gate

Siblings 8.50am - 3.10pm Classrooms Classrooms

● Check one-way system in place to ensure safe drop off and pick up of children by
parent/carers

2. Establish and clearly communicate rules for the school community (including
parents doing drop offs) to observe at the beginning and end of school day to
support social distancing and the safe removal of face coverings worn on the
journey to school (in accordance with the requirements set out in the ‘full opening’
guidance referred to in footnote 1). Parents/carers not to enter school property at
drop off/ at pick up when parents can access school site, requests for face masks to
be worn by everybody

Action:
● Letter to be sent to parents in March 21 before full opening outlining update

government guidance; include flowchart of communication
● Reminder letter to be sent to parents before return to school in March; include request

for parents to wear face masks on school site, importance of keeping social distancing
and leaving school site quickly and safely

3. Monitor site entry/departure points to best ensure social distancing – consider

SW
1st Mar

SW
3rd Mar

SW
3rd Mar

✓Complete
d
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changing the number of entry/departure points in use, either increase to reduce
congestion or decrease to enable monitoring with fewer staff.

4. Ensure clear signage explains how parents/carers should queue; this should
include reminder notices, markers placed on the ground or fixed to fences/barriers.
Signage should be checked every morning and afternoon to ensure it is still in place

Action:
● SLT to monitor effectiveness of drop off/pick up procedures and adapt where

necessary

5. Staff monitoring entry/departure points to query any arrival clearly showing
symptoms, advising those individuals to step aside to enable safe and socially
distanced communication away from others arriving/departing.

6. QR code displayed so that parents and visitors can scan for track and trace
purposes

7. Parents/carers should be reminded to leave the area as soon as they have dropped
off their child, following the one-way system and keeping social distancing

Action:
● SLT to monitor during drop off and discretely discuss and concerns  with parent

8. Arrangements for reception areas that are not screened to be reviewed to ensure
that safe social spacing can be ensured or otherwise screening put in place.

Action:
● Limit numbers of staff in the main office to a maximum of 3 / display signs on doors

9. Sanitise hands before using entry systems that require skin contact e.g. fingerprint
scanners and office staff to use anti-bac spray to clean after use

Action:
● Check entry systems and instruct office staff of the importance of this
● Ensure hand sanitiser is available
● Display signs by the entry screen instructing visitors to hand sanitise before use

10. Require all to wash or clean their hands before entering or leaving the site.

Action:
● Check sanitiser available at main reception; office staff to check periodically and refill
● Inform office staff that they must instruct all visitors to the school to gel hands on entry

11. Allow plenty of space (where possible, two metres) between people waiting to enter
the site.

Action:
● Office staff briefed to inform all visitors to the school to wait outside for collection

SLT
Ongoing

SLT
Ongoing

SW
5th Mar

CWW
4th Mar

CWW
Ongoing

CWW
4th Mar

Note 4:  Referring to Risk Factor (B)

Control measure: Management of classroom environment/Extended provision

Action:
by whom /
when

Action:
completed /
ongoing /
outstanding

1. Allocate pupils to groups (‘bubbles’) with reference to guidance in the DfE Guidance
for schools: coronavirus (COVID-19) as part of a strategy to minimise contacts and
mixing and maintain distance between individuals.

2. The phase bubble will not interact with other bubbles within the school
3. Increase bubble from KS1 to EYFS & KS1 to ensure safe and effective

management at lunchtime
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4. All adults crossing bubbles indoors should maintain 2 metre distance from each
other and from children where possible and wear face coverings

Action:
● Update staff that bubbles will be arranged in phases and the systems in place to

ensure all are safe in school
● Inform parents that bubbles will be in phases and communicate what this will look like

in school

5. To support public health in the circumstances referred to in note 8, the school will
keep a record of pupils and staff in each group, and any close contact that takes
place between children and staff in different groups. This should be a proportionate
recording process. Schools do not need to ask pupils to record everyone they have
spent time with each day or ask staff to keep definitive records in a way that is
overly burdensome.

Action:
● Develop systems to maintain a detailed log to enable track and trace in the event that

a child or adult tests positive to Covid-19; communicate system and importance of this
system to staff

6. Whatever the size of the group, they should be kept apart from other groups where
possible. Encourage pupils to keep their distance within groups. Try to limit
interaction, sharing of rooms and indoor social spaces between groups as much as
possible.

7. Assess number of pupils to be using each classroom and arrange layout of room to:

● maximise social distancing between pupils
● minimise pupils facing one another; desks arranged in rows where possible
● maximise social distancing between staff and pupils

Action:
● Communicate with staff;  where appropriate and dependent on the age of the children,

pupils should be sat side by side and facing forwards rather than face to face or side
on

● Audit of classrooms before children return to school

8. Regular reminders in lessons of the rules relating to social distancing and hygiene
expectations

9. For individual and frequently used equipment, such as pencils and pens, staff and
pupils should have their own items that are not shared.

10. Apart from a book bag, reading books and lunchboxes, resources brought in from
home are not permitted, e.g. pencil cases to reduce the risk of transmission – PE
kits to be worn to school on PE days

11. Control measures in place if marking is taken home to prevent transmission
12. Reading books to be taken home and can be shared within bubbles; regular

quarantine should take place before books are returned to communal areas
13. No sand to be used if shared outside of bubble; play dough can be used if made

each day and kept for individual use
14. Resources that are shared between classes or bubbles, such as sports, art and

science equipment should be cleaned frequently and meticulously and always
between bubbles, or rotated to allow them to be left unused and out of reach for a
period of 48 hours (72 hours for plastics) between use by different bubbles.

Action:
● Check resources available for individual packs to be created for each child
● Consider contents of packs in EYFS
● Inform staff of expectations and reasons behind no sharing of resources
● Inform parents that children can come into school on PE days wearing PE kits
● Notify staff that books can be taken home  but strict quarantine systems must be in

place before books are returned to communal areas
● Communicate system of books to parents to reassure and explain how control

measures
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1st Mar
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3rd Mar

CWW
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SW/SR
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d
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d
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15. Pupils are reminded regularly that if they are feeling ill they should make a staff
member aware.

16. Assess and address specific needs and associated risks relating to individual pupils
who are more vulnerable to Covid-19 and/or pose a higher risk of transmitting the
disease.

Action:
● Identify any pupils that would be classified as clinically vulnerable or extremely

clinically vulnerable as per pg. 10 of latest government guidance. Arrange meetings,
virtually where unsafe to attend school, and complete individual risk assessments.

17. No large gatherings, e.g. assemblies, collective worship

18. Enhanced cleaning of classrooms rooms

19. All spaces should be well ventilated using natural ventilation (opening
windows/doors) This can be achieved by a variety of measures including:

- mechanical ventilation systems – these should be adjusted to increase the
ventilation rate wherever possible and checked to confirm that normal
operation meets current guidance and that only fresh outside air is
circulated. If possible, systems should be adjusted to full fresh air or, if not,
then systems should be operated as normal as long as they are within a
single room and supplemented by an outdoor air supply

- natural ventilation – opening windows (in cooler weather windows should
be opened just enough to provide constant background ventilation and
opened more fully during breaks to purge the air in the space). Opening
internal doors can also assist with creating a throughput of air

- natural ventilation – if necessary external opening doors may also be used
(as long as they are not fire doors and where safe to do so)

20. To balance the need for increased ventilation while maintaining a comfortable
temperature, the following measures should be used as appropriate:  opening high
level windows in preference to low level to reduce draughts; increasing the
ventilation while spaces are unoccupied (e.g.for examples, between classes, during
break and lunch, when a room is unused); providing flexibility to allow additional,
suitable indoor clothing; rearranging furniture where possible to avoid direct drafts

21. To reduce the risk of transmission within a setting, providers should aim to minimise
the number of different people each child comes into contact with. As such,
breakfast and after-school provision should keep children in small groups of no
more than 15 children with the same children each time wherever possible (do not
mix groups unless absolutely necessary) and at least one staff member, depending
on the type of provision or size of the group.

22. Where possible, children attending breakfast club and after-school provision should
be kept in the same bubble as during the school day to minimise the amount of
mixing and thus risk of infection.

23. Where it is not possible to group children in the same bubbles as they are in during
the school day, staff should seek to keep children in consistent groups, as far as
possible, and frequently review these groups to minimise the amount of ‘mixing’
(that is, the number of different people each child comes into contact with)

Action:
● Communicate with staff
● Inform parents of children attending breakfast club and after school provision

SW/SR
1st Mar

SW
3rd Mar
SW
3rd Mar

✓Complete
d

✓Complete
d
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Note 5:  Referring to Risk Factor (B)

Control measure: Manage movement around school site

Action:
by whom /
when

Action:
completed /
ongoing /
outstanding

● Minimise and control movement/congregation in corridors and other communal areas
such as playground, dining area and toilets, for example through:

o basing pupils in one classroom throughout the day with one particular teacher.

o groups should be kept apart; assemblies/collective worship to only take place
in classes.

o stagger break and lunch times and students to socialise only with those from
their own bubbles.

o groups should be kept apart and movement around the school site should be
kept to a minimum. Briefly passing in corridors or the playground is low risk,
but avoid creating busy corridors, entrances and exits.

o put line markings in place in areas where queuing is expected to give clear
indication of the appropriate measure for social distancing (where possible, 2
metres)

o Where possible, cease use of communal areas, e.g. by assemblies not taking
place, libraries and communal teaching/staff spaces being closed.  For those
communal areas continuing to be used control numbers entering the area at
any one time and clean between use

Action:
● Inform staff of expectations and systems

● Where possible, avoid closed doors (note, this is not possible for internal fire doors
and classroom doors should be closed when not in use).

Action:
● Inform staff that external fire doors can be propped open, but must be closed behind

them on leaving the classroom; same with classroom doors
● Inform staff that internal doors must not be wedged open
● Inform staff that there must be ventilation in all classrooms

3. Keep under regular review the expectations about the use of face coverings by pupils
in years 7 and above in communal areas outside the classroom.5

● All staff to wear face masks if on gate duty in the morning
● All staff to wear face masks during pick up at the end of the day
● All staff to wear face masks in communal areas, including the staffroom throughout the

day
● Staff can wear face coverings/shields in class if they chose to do so
● Children are allowed to wear face masks in school upon parental request
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3rd Mar
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5 As per the government guidance referred to in footnote 1, if the area in which the Academy is based becomes
subject to a local lockdown or restrictions, face coverings should be worn by adults and pupils (in years 7 and above)
in areas outside the classroom when moving around communal areas where social distancing is difficult to maintain
(e.g. corridors).  Where a local lockdown or restrictions do not apply, the use of face coverings outside the classroom
is subject to local determination (other than specific circumstances such as set out in note 7, point 4 of this risk
assessment where PPE must be used).
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Note 6:  Referring to Risk Factor (B)

Control measure: Manage use of communal areas, e.g. dining area, playground,
toilets and staff room

Action:
by whom /
when

Action:
completed /
ongoing /
outstanding

1. Dedicated eating areas should be identified on site to reduce food waste and
contamination.

2. Hand cleaning facilities or hand sanitiser should be available at the entrance of any
room where people eat and should be used when entering and leaving the area.

3. Layout areas to best support social distancing and to avoid pupils facing one
another while eating.

4. Tables should be cleaned between each use.

5. All rubbish should be put straight in the bin and not left for someone else to clear
up.

6. All staff serving food should wear face masks/shields or follow advice given by the
catering company

7. All areas used for eating must be thoroughly cleaned at the end of each break,
including chairs, door handles, vending machines and payment devices (see note 2,
point 1).

8. Bubbles to access separate sections of the playground at any one time

9. Water fountains to be taped off – children instructed to bring in their own water
bottle clearly labelled with their name; disposable cups available for children who do
not have a water bottle

10. Everyone in the building to socially distance at all time; areas where this is not
possible should be closed off or used by limited staff

11. School offices are either reduced in occupation and desks positioned in order to
provide adequate separation or staff are moved to other areas to reduce contact

12.  Staff to participate in twice weekly testing using LFD testing and report results

Action:
● Inform MDS/lunchtime staff of expectations and procedures in place
● Check cleaning equipment is available for use after each sitting
● Inform staff so that they can prep children and ensure all children wash hands

before eating
● Staffroom can continue to be used, but arrange seating to adhere to social

distancing
● Limit numbers in offices; signs to be placed on doors
● Limit numbers on staffroom - children’s kitchen to be used as overflow
● Staff to wear face coverings/shields in all communal areas of the school and if

crossing bubbles
● Remind kitchen staff to wear face coverings/shields when serving food

CWW
4th Mar

CWW
4th Mar

SW
3rd Mar
CWW
4th Mar

✓Complete
d
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d

✓Complete
d

17 of 20



✓Complete
d

Note 7:  Referring to Risk Factor (B)

Control measure: Manage cases of individuals on site who are showing symptoms of
Covid-19

Action:
by whom /
when

Action:
completed /
ongoing /
outstanding

This was originally drafted with reference to the ‘Coronavirus (Covid-19: implementing
protective measures in education and childcare settings’ (issued by the DfE, 1 June 2020)
and also the ‘opening fully’ guidance referred to in footnote 1; Subsequently (from 28
August 2020) the government confirmed that the 1st June guidance had been withdrawn and
that the ‘opening fully’ guidance remained applicable. The DfE daily email of 8 September
referred to a new government guidance document available from the following link:
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_da
ta/file/918924/Symptomtic_children_action_list_SCHOOLS_FINAL_17-09.pdf

1. If anyone in school becomes unwell with a new, continuous cough or a high
temperature, or has a loss of or change in, their normal sense of taste or smell
(anosmia) they must be sent home and advised to follow government ‘staying at home’
guidance which sets out that they should self-isolate for at least 10 days and should
arrange to have a test (see footnote 2 for links to the relevant government guidance
documents).

2. School must ensure that staff members and parents/carers understand that they will
need to be ready and willing to;

- book a test (https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested) if
they or their child are displaying symptoms. Staff and children must not come
into school if they have symptoms, and must be sent home to self-isolate if they
develop them in school.

- provide details of anyone they or their child have been in close contact with if
they were to test positive for coronavirus or if asked by NHS Test and Trace

- self-isolate if they have been in close contact with someone who tests positive
for coronavirus, of if anyone in their household develops symptoms.

3. If a child is awaiting collection, they should be moved, if possible, to a room where they
can be isolated behind a closed door, depending on the age of the child and needs of
the child, with appropriate adult supervision if required. Ideally, a window should be
opened for ventilation. If it is not possible to isolate them, move them to an area which
is at least 2 metres away from other people.

4. If they need to go to the bathroom while waiting to be collected, they should use a
separate bathroom if possible. The bathroom should be cleaned and disinfected using
standard cleaning products before being used by anyone else.

5. PPE must be worn by staff caring for the child while they await collection if a distance
of 2 metres cannot be maintained (such as for a very young child or a child with
complex needs). More information on PPE use can be found from the following link: 
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-c
hildrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-setti
ngs-including-the-use-of-personal-protective-equipment-ppe

6. In an emergency, call 999 if they are seriously ill or injured or their life is at risk. Anyone
with Covid-19 symptoms should not visit the GP, pharmacy, urgent care centre or a
hospital.

7. Any member of staff has helped someone with symptoms and any pupils who have
been in close contact with them do not need to go home to self-isolate unless they
develop symptoms themselves (in which case they should arrange a test) or if the
symptomatic person subsequently tests positive or they have been requested to do so
by NHS Test and Trace or the local PHE health protection team.
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8. Everyone must wash their hands thoroughly for 20 seconds with soap and running
water or use hand sanitiser after any contact with someone who is unwell.

9. The area around the person with symptoms must be cleaned after the person with
symptoms has left to reduce the risk of passing the infection on to other people (see
note 2, points 4-12 relating to the cleaning of areas where there has been a suspected
case of Covid-19).

10. Ensure adequate availability of relevant items of PPE to staff who may need to use it
and that they have had instruction and have access to guidance on how to use it
correctly.

11. Promote and engage in asymptomatic testing

Note 8:  Referring to Risk Factor (B)

Control measure: Manage response to any infection

Action:
by whom /
when

Action:
completed /
ongoing /
outstanding

The following to be updated in line with any change to government guidance set out in the
document referred to in footnote 1.  Further government guidance issued in September for
schools is also a point of reference:
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_da
ta/file/918924/Symptomtic_children_action_list_SCHOOLS_FINAL_17-09.pdf

Where someone who has attended the site tests positive for Covid-19

● On being notified that someone who has attended the site has tested positive,
immediate contact will be made with the dedicated advice service reached by
calling the DfE Helpline on 0800 046 8687 and selecting option 1 for advice on the
action to take in response to a positive case.

● The advice service (or HPT if escalated) will work with the Academy to carry out a
rapid risk assessment and identify appropriate next steps. The local public health
team will also contact schools directly if they become aware that someone who has
tested positive for coronavirus (COVID-19) attended the school - as identified by
NHS Test and Trace.

● With support from the advice service (or HPT), identify close contacts of the
symptomatic individual.

● Based on advice from the advice service (or HPT), send home those people who
have been in close contact with the person who has tested positive, advising them
to self-isolate for 10 days from the day after contact with the individual who tested
positive

Close contact means:

● direct close contacts - face to face contact with a case for any length of time, within
1 metre, including being coughed on, a face to face conversation, or unprotected
physical contact (skin to skin)

● proximity contacts - extended close contact (within 1-2 metres for more than 15
minutes) with an infected individual

● travelling in a small vehicle, like a car, with an infected person

Note: The Advice Service (or HPT if escalated) will provide definitive advice on who must be
sent home.  To support them in doing so, the Academy will keep a record of pupils and staff
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in each group, and (subject to what can be achieved in a ‘proportionate recording process’)
any close contacts that take place between children and staff in different groups.

● A template letter will be provided to schools, on the advice of the health protection
team, to send to parents and staff if needed. Settings must not share the names or
details of people with coronavirus (COVID-19) unless essential to protect others.

● Household members of those contacts who are sent home do not need to
self-isolate themselves unless the child, young person or staff member who is
self-isolating subsequently develops symptoms. If someone in a class or group that
has been asked to self-isolate develops symptoms themselves within the 10-days
from the day after contact with the individual who tested positive should follow
guidance for households with possible or confirmed coronavirus (COVID-19)
infection.

They should get a test, and:

● if the test delivers a negative result, they must remain in isolation for the remainder
of the 10-day isolation period - this is because they could still develop the
coronavirus (COVID-19) within the remaining days

● If the test is positive, they should inform their setting immediately, and should isolate
for at least 10 days from the onset of their symptoms.

● If they have tested positive whilst not experiencing symptoms but develop
symptoms during the isolation period, they should restart the 10-day isolation period
from the day they develop symptoms. Other members of the household (including
any siblings) should self-isolate for 10 days from the day after the individual tested
positive, following ‘Stay at home guidance’ as referred to in footnote 2.

● Pupils will be welcomed back after a period of self-isolation without the need to
provide evidence of negative test results or other medical evidence, however where
a test was carried out, evidence will be sought if parents agree.

● In the majority of cases, schools and parents will be in agreement that a child with
symptoms should not attend school, given the potential risk to others. In the event
that a parent or guardian insists on a child attending school, schools can take the
decision to refuse the child if in their reasonable judgement it is necessary to protect
their pupils and staff from possible infection with coronavirus (COVID-19). Any such
decision would need to be carefully considered in light of all the circumstances and
the current public health advice

Containing any outbreak

● If the school has 2 or more confirmed cases within 10 days, or an overall rise in
sickness absence where coronavirus (COVID-19) is suspected, there may be an
outbreak, and the school will continue to work with their local health protection
team who will be able to advise if additional action is required.

● In some cases, health protection teams may recommend that a larger number of
other pupils self-isolate at home as a precautionary measure - perhaps the whole
site or year group. Whole school closure will not be considered except on the
advice of health protection teams.

● In consultation with the local Director of Public Health, where an outbreak in a
setting is confirmed, a mobile testing unit may be dispatched to test others who
may have been in contact with the person who has tested positive. Testing will first
focus on the person’s class, followed by their year group, then the whole setting if
necessary, in line with routine published health outbreak control practice.

● In case of the need of wider impacting self-isolation measurers, the school will
have contingency plans in place to continue education on a remote basis.
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