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It is the Governments plan that all pupils, in all year groups will return to school full-time from the beginning of the autumn term. The Government’s current guidance is set out in 5 

key areas. These are: 

 Actions for school leaders to minimise the risk of transmission in their school 

 School Operations 

 Curriculum, behaviour, and pastoral support 

 Assessment and accountability 

 Contingency planning to provide continuity of education in the case of a local outbreak 

Most schools will have either continued to support Key workers and vulnerable children during the lock down, and others will have reopened their doors from the 1st June onwards. 

With circumstances changing and the NHS track and trace system up and running, the government are clear about the measures that are needed to create safer environments within 

schools.   

 

There won’t be a ‘one size fits all’, you will be best placed to understand the needs of the school and communities. The systems of controls set out by the government are to provide a 

set of principles to help manage and effectively minimise the risks. For further information see guidance for full opening of schools.  

 

Public Health have advised that all schools should review their health and safety risk assessments and draw up plans for the Autumn term that address the risks identified using the 

system of controls set out below, These are an adapted from the system of protective measures that was used for the summer term. Essential measures include: 

 A requirement that people who are ill stay at home.  Any member of staff required to be absent due to any Covid related illness will not be subject to the Managing Absence 

Policy.  For clarity, no absence taking due to a positive diagnosis, shielding for health purposes either for self , or household members, testing under track and trace, or self-

isolating  due to potential exposure will be used as part of any formal attendance/absence process. 

 Robust hand and respiratory hygiene 

 Enhanced cleaning arrangements 

 Active engagement with NHS Track and Trace 

 Formal consideration of how to reduce contact and maximise distancing between those in school wherever possible and minimise potential for contamination so fare as is 

reasonably practicable 

 

How contacts are reduced will depend on the school’s circumstances and will (as much as possible) include: 

 Grouping children together 

 Avoiding contact between groups 

 Arranging classrooms with forward facing desks 

 Staff maintaining distance from pupils and other staff as much as possible 

 

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


 

As part of the planning for full return, it is a legal requirement that schools should revisit and update the risk assessments (building on the learning to date and the practices already 

developed), to consider the additional risks and control measures to enable a return to full capacity. Ensuring that what is implemented should be sensible and proportionate control 

measures which follow the health and safety hierarchy of control to reduce the risk to the lowest reasonably practicable level.  

With regular monitoring to ensure that arrangements in place are: 

 Effective 

 Working as planned 

 Updated appropriately considering any issues identified and changes in public health advice 

Once risk is assessed the systems of controls must be worked through, adopting measures in a way that addresses the risk identified in the assessment, works for the school and 

allows to deliver a broad and balanced curriculum for pupils, including full education and care support for those pupils who have SEND.  

 

Systems of controls 

These are a set of actions grouped into ‘prevention’ and ‘response to any infection’.  

Prevention: 

1. 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. 

2. Clean hands thoroughly more often than usual 

3. Ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach 

4. Introduce enhanced cleaning, including cleaning frequently touched surfaces often, using standard products such as detergents and bleach 

5. Minimise contact between individuals and maintain social distancing wherever possible 

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

 

Numbers 1 to 4 must be in place in all schools, all the time. 

Number 5 must be properly considered, and schools must put in place measures that suit their particular circumstances. 

Number 6 applies in specific circumstances. 

Response to any infection: 

7. Engage with NHS Test and Trace process 

8. Manage confirmed cases of coronavirus (COVID-19) amongst the school community 

9. Contain any outbreak by following local health protection team advice 

 

Numbers 7 to 9 must be followed in every case where they are relevant. 

 



 

Instructions for completion – the aim of the risk assessment is to evaluate the hazards associated with COVID-19, what can be done to remove them or 

minimise the level of risk by adding control measures, as necessary. Please complete all sections and use Red (high risk), amber (medium risk) and green 

(low risk) as your rating. 

 

Potential Risk Risk Who might 
be 

harmed? 

Minimum control measures to reduce risks to an 
acceptable level 

School Risk Response / Mitigation School 
Risk 

Rating 

Date 
Assessed 

Covid-19 Staff having 
appropriate 
knowledge 
on virus, 
transmission, 
and risk 

 

Employee, 
pupils, 
agency 
staff, 
member of 
the public 

 

1a) All staff to keep themselves updated and follow the 
latest Government  and national Public Health 
England/NHS guidelines via 
https://www.gov.uk/coronavirus 
https://www.nhs.uk/conditions/coronavirus-covid-19/ 

 

1a) Guidance issued to all staff during phased return to work.  
All staff currently on rota have received training on the safety 
procedures that have been put in place to protect “bubbles” in 
school. 
Training delivered to all staff in regards to the full reopening 
of schools in September. The training dates are 15th and 16th 
July.  
Assigned Covid Health and Safety lead in the Executive Team 
– completed WHO training on the transmission and risk of 
COVID-19 as well as other respiratory diseases. Updated 
training around the new variant will take place on 04.01.21. 
 
All staff and students instructed to wear face coverings in 
communal areas, unless exempt.  Parents and carers informed 
– this has been in place since the start pf September 2020 and 
continues to apply to all staff, students and authorised 
visitors. 
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Transmission 
of Covid-19 
via arrival at 
setting 
 

Increased 
transmission 
of virus on 
arrival at 
school 
setting 
 

Employee, 
pupils, 
agency 
staff, 
member of 
the public 
 

2a) Consider how children/young people arrive at the 
education or childcare setting, and reduce any 
unnecessary travel on coaches, buses or public 
transport. 
 
 
 
 
2b) When parents/carers are dropping off / collecting 
their children from school there should be clear signage 
in place that encourages social distancing and alerts 
individuals to Covid-19 and risks of transmission. 
 
 
 

2a) Some students use public transport and there is a 
temporary school bus service in operation.  All students have 
been instructed to wear face coverings and SLT have worked 
closely with the bus companies and with parents to address 
incidences where students have failed to comply.  
Guidance has been given to students and parents to suggest 
alternative modes of travel are used: walking, cycle, car drop-
off.  
Face masks are provided for all pupils who do not have a face 
mask. These can be disposed of on arrival in a lidded bin. 
 
2b) Signage tells parents/carers that they cannot enter school 
and this has been communicated to parents and carers 
through letters home. All staff who want to invite a visitor to 
school have to have the request signed off by either the 
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2c) Parents/carers should be discouraged from 
gathering at school gates. 
 
 
 
2d) A clear demarcation line is in place around the 
reception area to protect staff (to reduce the number of 
parents/carers within this area). This demarcation 
requires parents/carers to remain 2metres away from 
the reception desk area. 
 
 
2e) Where a walking bus is required to continue at this 
time ensure social distancing is encouraged. 
 
 

Principal or Senior Vice Principal.  Rooms where social 
distancing cannot be maintained have been taken out of use.  
Any visitor who attends without an appointment is not 
allowed entry to the building, or to see a member of staff, 
apart from the police, or other official enquiries.  
 
KS3 and KS4 have staggered starting and finishing times.  
KS3: 8.30am – 2.45pm. KS4: 9.00am – 3.15pm. Each year 
group has a different entrance/exit clearly signed. 
Transitioned entry in September means all pupils received 
clear guidance as to their entrance and exit. This information 
has also been communicated to parents.  
8.30am – Year 7: Quad between ADT and English 
Year 8: Quad between English and PE, or Sports Hall if raining. 
Year 9: Main Hall through fire exits in the car park.  
9.00am – Year 10: Quad between ADT and English 
Year 11: Quad between English and PE 
At finishing times year group ‘bubbles’ will be dismissed in a 
staggered fashion. Parents have been informed that leaving 
the school site may be delayed on some days.  In order to 
comply with 1265, an additional 20 minutes will be added 
onto each day.  Currently staff are directed to work until 3pm.  
This will be extended to 3.20pm and the time re-allocated 
from meeting time.   
 
During the phased return in January 2021, key worker 
students, vulnerable students and digitally disadvantaged 
students will all start school and finish at the same time, 
regardless of year groups to make it easier for parents and 
carers.  This will be reviewed depending on attendance 
numbers. 
 
 
2c) Parents have been advised not to congregate together and 
should maintain social distancing. SLT presence has been 
increased at the start and end times to ensure this takes place.  
 
 
2d) Buzzer required to gain access and glass screen in place to 
ensure no respiratory contact between receptionist and 
visitors. Further buzzer door to gain any access to the 
building. Full hand sanitising and PPE station in place for 



 

visitors/parents visiting with an appointment. A visitor will 
not be given access to the building unless the Senior 
Receptionist has the Principal/Senior Vice Principal 
authorisation.   
 
Covid expectation cards are given to all authorised visitors. 
 
Authorised meetings with external visitors take place in 
specific areas of school where social distancing can be 
maintained. This means smaller meeting spaces are now out 
of use. As far as possible all meetings will be held virtually.  
 
 
2e) N/A 
 
ADDITIONAL NOTE: No visitor to school will be allowed 
access to the building without a prior appointment.  Any 
appointment made will require a sign-off from either the 
Principal or Senior Vice Principal.  Request forms have been 
created, signage is in place for unexpected visitors and 
receptionists trained on dealing with unexpected visitors and 
new protocols for guests entering the school site.  In extreme 
circumstances this will include police assistance.  

Effectively 
implementing 
infection 
protection 
and control 
 

Staff and 
Children/ 
Young People 
being unable 
to adhere to 
social 
distancing 
therefore 
increasing 
the 
transmission 
and spread of 
Covid-19 
 

Employee, 
pupils, 
agency 
staff, 
member of 
the public 
 

To help ensure that the risk of virus spread for both 
staff and children is as low as possible, education and 
childcare settings should: 
 

 3a) Minimising contact with individuals who 
are unwell by ensuring that those who have 
coronavirus symptoms, or who have someone 
in their household who does, do not attend 
childcare settings, schools or colleges 
 
 
 

 3b) Cleaning hands more often than usual - 
wash hands thoroughly for 20 seconds with 
running water and soap and dry them 
thoroughly or use alcohol hand rub or 
sanitiser ensuring that all parts of the hands 
are covered 
 

3a) Safety protocol and training has been put in place in the 
event that a staff member or child develops symptoms.  
 
SLT have significant experience in this practice and in the 
instances of positive cases and have worked closely with 
PHE and HPT to ensure accurate information is followed and 
shared. 
 
PPE and assigned COVID room is in place for the supervision 
of students who develop symptoms. Clear signage in toilets 
to inform pupils of symptoms and direct them to the 
appropriate place and person. 
 
 
3b) Staff and students sanitise hands upon arrival, before 
and after break, before and after lunch and before leaving the 
building under staff supervision. Sanitising stations have 
been created to service each year bubble.  
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 3c) Ensuring good respiratory hygiene by 
promoting the ‘catch it, bin it, kill it’ approach 
 

 3d) Cleaning frequently touched surfaces often 
using standard products, such as detergents 
and bleach 
 
 
 
 
 

 3e) Minimise contact between individuals and 
maintain social distancing wherever possible 

 
 3f) Ensure pupils are seated side by side and 

facing forward, rather than face to face or side 
on. 

 
 3g) Stagger lunch times, break times, and the 

movement of pupils around the school, to 
reduce large groups of children gathering 
 

 3h) try to follow the staying alert and safe 
social distancing guidance 
 
 

 3i) Follow key national guidance:  
https://www.gov.uk/government/publications/staying
-alert-and-safe-social-distancing  
 
The Gov have (21st Oct) updated their guidance on face 
coverings in Education to reflect latest announcements 
about the Local COVID alert Levels. 
 
This affects secondary schools in all regions subject to 
Covid Tier 2 or 3 restrictions. 
 
 With immediate effect, for areas that are currently 

in or move to a local COVID alert level of ‘High’ or 
‘Very High’, Astrea’s position is that face coverings 
MUST now be worn by adults (staff & visitors) and 
pupils Y7 and above when moving around indoors, 

There are additional sanitising stations in all communal 
areas and on stair-wells. All stations are checked twice daily. 
The school has significant supplies in stock. 
 
3c) Clear signage around ‘catch it, bin it, kill it’ in school and 
lidded bins in place to limit spread of the virus. 
 
3d) The site team have a rigorous cleaning programme in 
place. 
 
3e) All students in Y7, Y8, Y9 have an individual working 
area and individual equipment.  Rooms are cleaned by the 
site team in the morning and at the end of the day.  
 
Seating plans are displayed in each classroom and SLT 
monitoring ensures these are rigorously followed to allow 
reliable track and test.  Copies of these plans are held by the 
Executive Team at home to ensure swift reaction time when 
cases are identified. 
 
Students in KS4 move between classes.  At the end of each 
lesson, desks are individually wiped down with anti-bacterial 
wipes before any movement of staff and students.  These 
classrooms are also cleaned by the site team in the morning 
and at the end of the day.  
 
All class sizes are in line with government advice and are 
exclusive to the year group ‘bubble’.  Bubbles range from 190 
to 240 students. 
 
Where possible reduced staff movement has been planned; 
all staff required to move have been given a trolley.   
 
Members of staff who feel that movement from classrooms is 
causing them concern have the opportunity to be re-roomed 
to ensure well-being.   
 
3f) Where is it is not impossible to fit 30 children into a 
classroom and allow a 2 metre distance for the teacher, the 
number of children has been reduced to fit the size of the 
room. Classrooms have been laid out to ensure all children 

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing
https://www.gov.uk/government/publications/face-coverings-in-education/face-coverings-in-education#general-approach-to-face-coverings
https://www.gov.uk/government/publications/face-coverings-in-education/face-coverings-in-education#general-approach-to-face-coverings


 

such as corridors and communal areas where social 
distancing is difficult to maintain.  

 Please note, it will not usually be necessary to wear 
face coverings in the classroom due to protective 
measures already being in place.  

 This does not apply to younger children in primary 
schools and in early years’ settings. 

  In primary schools where social distancing is not 
possible (in areas outside of classrooms between 
members of staff or visitors, for example in 
staffrooms) wearing face coverings in these 
circumstances is mandatory.  

 Staff should be supported by Head teachers and not 
discouraged.  See HSE website   

 All settings should continue to reinforce key COVID-
19 messages as sometimes when face coverings are 
worn other measures tend to reduce and people can 
feel a false sense of security, causing them to 
socially distance less and reduce the number of 
times they wash their hands.  

  
https://www.gov.uk/government/publications/face-
coverings-in-education/face-coverings-in-education 
  
Exemptions 
 
 Some individuals are exempt from wearing face 

coverings. This applies to those who: cannot put on, 
wear or remove a face covering because of a 
physical or mental illness or impairment or 
disability speak to or provide assistance to someone 
who relies on lip reading, clear sound or facial 
expression to communicate 

 

are facing forward and a 2 metre area has been signalled to 
show teachers where best to stand. 
 
3g) All year groups have a specific staggered break and lunch 
time and are released from classrooms by a member of the 
senior team once it is safe to do so. No pupil is able to access 
break or lunch without being ‘released’ from the classroom. 
In order to ensure all staff  have a break of 15 minutes and a 
lunch-time of at least 30 minutes, the lesson timings have 
been changed, therefore lesson 2 and lesson 3 are extended 
to allow each year group to have their lunch and for staff to 
have a break.  This means some split lessons, but is the only 
feasible solution. 
 
Instances where a student internally truants and breaches 
Covid-safety rules results in an internal lock-down where 
normal school movement is not allowed until the student 
complies with the reasonable safety request. 
 
3g) Clear guidance is displayed and a one-way system has 
been implemented. All lunch and break times are staggered. 
 
3h) Guidance has been shared with staff, pupils, parents and 
carers via letters home and student ‘bubble’ assemblies.  
 
3i) Access to face coverings 
It is reasonable to assume that staff and young people will 
now have access to face coverings due to their increasing use 
in wider society, and Public Health England has made 
available resources on how to make a simple face covering. 
 
Where students have either forgotten, or not been able to 
access a face covering they are given a disposable face mask.  
This is addressed as a priority when students enter the 
school building.  There is an additional SLT presence at 
break-time and lunch-time and this is swiftly addressed.  The 
school has updated its contingency supplies. 
 
No students has been excluded from education on the 
grounds that they are not wearing a face covering, as these 
can be provided.   
 

https://www.hse.gov.uk/coronavirus/ppe-face-masks/face-coverings-and-face-masks.htm
https://www.gov.uk/government/publications/face-coverings-in-education/face-coverings-in-education
https://www.gov.uk/government/publications/face-coverings-in-education/face-coverings-in-education
https://www.gov.uk/www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own/face-coverings-when-to-wear-one-and-how-to-make-your-own
https://www.gov.uk/www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own/face-coverings-when-to-wear-one-and-how-to-make-your-own


 

No student has been denied catering services on the grounds 
that they are not wearing a face covering as with an SLT duty 
presence, these can be provided. 
 
Students and staff are able to safely remove face coverings 
where required in pedalled lidded bin in communal areas.   
 
Students have been informed through ‘bubble’ assemblies 
and form-time how to safely wear face coverings, including: 
cleaning hands before and after touching – including 
removing or putting them on – and the safe storage of them 
in individual, sealable plastic bags between uses. Students 
have been informed that where a face covering becomes 
damp, it should not be worn and the face covering should be 
replaced carefully.  Disposable masks can be provided by the 
school. 
 
Pupils have also been instructed not to touch the front of 
their face covering during use or when removing it and they 
must dispose of temporary face coverings in a ‘black bag’ 
waste bin (not recycling bin) or place reusable face coverings 
in a plastic bag they can take home with them, and then wash 
their hands again before heading to their classroom. 
 
Further guidance on face coverings 
• Safe working in education, childcare and children’s 
social care provides 
• Face coverings in education settings 
 
  

How to use fabric 
face coverings.pdf

 

clothing-masks-infogr
aphic---(web)-logo-who.png-min.pdf

 
 



 

Reducing 
transmission 
of Covid-19 
through 
effective hand 
washing  
 

Staff and 
pupils having 
sufficient 
opportunity 
through the 
school day to 
implement 
effective 
hand 
washing 
 

Employee, 
pupils, 
agency 
staff, 
member of 
the public 
 

4a) Follow Hand Washing protocol at appendix 1 below 
https://www.who.int/gpsc/clean_hands_protection/en
/ 
  
4b) Clean hands thoroughly more often than usual will 
help to kill the virus when it is on the skin.  
 
This can be done with soap and running water or hand 
sanitiser.  
 
Ensure that pupils clean their hands regularly, including 
when they arrive at school, when they return from 
breaks, when they change rooms and before and after 
eating.  
 
4c) Regular and thorough hand cleaning is going to be 
needed for the foreseeable future. Points to consider  
 

 Whether the school has enough hand washing 
OR hand sanitiser ‘stations’ available so that 
all pupils and staff can clean their hands 
regularly. 

 Supervision of hand sanitiser use given risk 
around ingestion. Small children and pupils 
with complex needs should continue to be 
helped to clean their hands properly. Skin 
friendly skin wipes can be used as an 
alternative. 

 Building these routines into school culture, 
supported by behaviour expectations and 
helping ensure younger children and those 
with complex needs understand the need to 
follow them.   

 
 

4a) Guidance has been shared with all staff and pupils – all 
pupils have been taught the principles of basic hygiene. Signs 
in all toilets and different toilet ‘blocks’ are allocated for each 
bubble. 
 
 
4b) Time built into teaching day to ensure hand washing is 
frequent and rigorously monitored.  
 
 
 
 
 
 
 
 
 
4c) Hand sanitisation stations in place and stock checked at 
least twice daily. Additional support given to children 
accessing Athena (SEN)and Eleos (Alternative Provision.) 
 
In order to ensure health and safety around hand 
sanitisation use, senior staff have been timetabled to monitor 
these ‘zones’ throughout the full day.   
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Intimate care 
and 
minimising 
the risk of 
Covid-19 
 

 Employee, 
pupils, 
agency 
staff, 
member of 
the public 
 

5a) The virus that causes COVID-19 is mainly 
transmitted through droplets generated when an 
infected person coughs, sneezes or speaks. These 
droplets are too heavy to hang in the air. They quickly 
fall on floors or surfaces. The advice for schools, 
colleges and childcare settings is to follow steps on 

5a) Clear protocols in place – advice shared with staff and 
clear signage in place for all visitors. 
 
5b) Any student or member of staff who feels unwell has 
been informed to go immediately to the Hygiene Room. A 
member of SLT is called, PPE in place: face mask, gloves, face 
shield, apron. Parents (for students) and next of kin (staff) 
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social distancing, handwashing and other hygiene 
measures, and cleaning of surfaces. 
  
b) The majority of staff in education settings will not 
require PPE beyond what they would normally need for 
their work. PPE is only needed in a very small number 
of cases, including: 
 

 Where an individual child or young person 
becomes ill with Coronavirus (COVID 19) 
symptoms whiles at school, and only then if a 
distance of 2 metres cannot be maintained.  

 Where a child or young person already has a 
routine intimate care needs that involves the 
use of PPE, in which case the same PPE should 
continue to be used.  

 
For more information about preventing and controlling 
infection, including when, how PPE should be used, 
what type of PPE to use and how to source it here. 
 
 
When PPE is used, it is essential that it is used properly. 
This includes scrupulous hand hygiene and following 
guidance on how to put PPE on and take it off safely in 
order to reduce self-contamination. 
 

immediately informed.  In the event that more than one 
room is required, two further rooms have been allocated as 
emergency rooms: the first aid room, and the adult catering 
classroom.  Both have hard surface flooring so can be kept 
hygienic. No one will be allowed to access these areas unless 
permission is given by the Principal or Senior Vice Principal.  
Students who require general first aid outside of covid will 
use the main office. 
 
Separate Exit is in place for students to be collected by 
parents/carers.  Clear system in place between SLT and site 
team to ensure when ‘symptom’ rooms are used they are 
immediately cleaned once vacated. 

Managing risk 
of an 
individual 
who displays 
symptoms  
 

 Employee, 
pupils, 
agency 
staff, 
member of 
the public 
 

All staff must ensure they understand the NHS test and 
Trace process and schools should know how to contact 
your 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: 
 

 6a)  book a test if they are displaying 
symptoms. Staff and pupils must not come into 
the school if they have symptoms and must be 
sent home to self-isolate if they develop them 
in school. All children can be tested, including 
children under 5, but children aged 11 and 

6a) All staff have been given clear guidance on Track and 
Trace and a clear management instruction to adhere to 
practice. 
 
This has been routinely followed by all colleagues and staff 
have been reminded each week during staff briefings to 
adopt a ‘better safe than sorry’ approach with an 
understanding that all staff will be supported and that any 
absence related to Covid will not form any part of the 
Absence Policy.  Where staff feel well enough they have been 
trained how to teach via Microsoft Teams. 
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under will need to be helped by their 
parents/carers if using a home testing kit 

 6b) provide details of anyone they have been 
in close contact with if they were to test 
positive for coronavirus (COVID-19) or if 
asked by NHS Test & Trace 

 6c) self-isolate if they have been in close 
contact with someone who develops 
coronavirus (COVID-19) symptoms or 
someone who tests positive for coronavirus 
(COVID-19) 

 
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. Essential 
workers, which includes anyone involved in education 
or childcare, have priority access to testing. 

The government will ensure that it is as easy as possible 
to get a test through a wide range of routes that are 
locally accessible, fast, and convenient.  

The government will release more details on new 
testing avenues as and when they become available and 
will work with schools, so they understand what the 
quickest and easiest way is to get a test.  

By the autumn term, the government aim that all 
schools will be provided with a small number of home 
testing kits that they can give directly to parents/carers 
collecting a child who has developed symptoms at 
school, or staff who have developed symptoms at 
school, where they think providing one will significantly 
increase the likelihood of them getting tested.  Advice 
will be provided alongside these kits.  

All parents and carers have been informed that any 
incidences of confirmed Covid-19 cases will require them to 
follow the Track and Trace process.  
 
SLT are experienced in reporting cases to Public Health 
England and Health Protection Team, and in ensuring that 
parents/carers of identified contacts are given accurate 
advice from PHE/HPT about self-isolation requirements. 
 
6b) Staff: Reminded each week during staff briefing and 
through specific training. 
 
Parents/Carers: Regularly informed of PHE requirements 
through letters home and advice on the website. 
 
6c) Staff: Reminded each week during staff briefing and 
through specific training. 
 
Parents/Carers: Regularly informed of PHE requirements 
through letters home and advice on the website. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/


 

Schools should ask parents and staff to inform them 
immediately of the results of a test: 

 6d) if someone tests negative, if they feel well 
and no longer have symptoms similar to 
coronavirus (COVID-19), they can stop self-
isolating. They could still have another virus, 
such as a cold or flu – in which case it is still 
best to avoid contact with other people until 
they are better. Other members of their 
household can stop self-isolating. 

 6e) if someone tests positive, they should 
follow the ‘stay at home: guidance for 
households with possible or confirmed 
coronavirus (COVID-19) infection’ and must 
continue to self-isolate for 10 days from the 
onset of their symptoms and then return to 
school only if they do not have symptoms 
other than cough or loss of sense of 
smell/taste. This is because a cough or 
anosmia can last for several weeks once the 
infection has gone. The 10-day period starts 
from the day when they first became ill. If they 
still have a high temperature, they should keep 
self-isolating until their temperature returns 
to normal. Other members of their household 
should continue self-isolating for the full 10 
days. 

 
6f) If anyone becomes unwell with a new, continuous 
cough or a high temperature in an education or 
childcare setting, they must be sent home and advised 
to follow the COVID-19: guidance for households with 
possible coronavirus infection guidance. 
 
6g) 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 with appropriate adult supervision if required. 

 
6d) Staff: Reminded each week during staff briefing and 
through specific training. 
 
Parents/Carers: Regularly informed of PHE requirements 
through letters home and advice on the website. 
 
 
 
 
 
 
 
6e) Staff: Reminded each week during staff briefing and 
through specific training. 
 
Parents/Carers: Regularly informed of PHE requirements 
through letters home and advice on the website. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6f) Staff: Reminded each week during staff briefing and 
through specific training. 
 
Parents/Carers: Regularly informed of PHE requirements 
through letters home and advice on the website. 
 
 
6g) Designated room in place: Hygiene room.  In the event of 
more than one room being required: First Aid room and 
catering room.  (see 5b) 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance


 

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. 
 
6h) 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. 
 
6i) PPE should be worn by staff caring for the child 
while they await collection if 2 metres cannot be 
maintained (such as for a very young child or a child 
with complex needs). 
 
6j) In an emergency, call 999 if they are seriously ill or 
injured or their life is at risk.  
 
6k) Do not visit the GP, pharmacy, urgent care centre or 
a hospital. 
 
6l) If a member of staff has helped someone who was 
unwell with a new, continuous cough or a high 
temperature, they do not need to go home unless they 
develop symptoms themselves (and in which case, a test 
is available) or the child subsequently tests positive 
(see ‘What happens if there is a confirmed case of 
coronavirus in a setting?’ below). They should wash 
their hands thoroughly for 20 seconds after any contact 
with someone who is unwell. Cleaning the affected area 
with normal household disinfectant after someone with 
symptoms has left will reduce the risk of passing the 
infection on to other people. See the COVID-19: cleaning 
of non-healthcare settings guidance. 
 

 
 
 
6h) Emergency toilet next to Hygiene Room – kept out of 
daily use. 
 
 
 
 
 
 
 
6i) PPE in place already 
 
 
 
 
6j) Procedure in place 
 
6k) Guidance sheet created to be given to member of staff or 
child with suspected symptoms instructing them to contact 
111 and NOT go to a GP, pharmacy, urgent care centre, or 
hospital.  
 
6l) any member of staff who has been in contact with a 
possible case will be instructed to thoroughly wash hands 
and fully sanitise - the Principal will determine whether or 
not the member of staff should return home to avoid further 
potential contamination depending on the individual 
circumstances. 
 
 

Managing the 
risk of a 
confirmed 
case of 
coronavirus 
 

 Employee, 
pupils, 
agency 
staff, 
member of 
the public 
 

7a) Schools must take swift action when they become 
aware that someone who has attended has tested 
positive for coronavirus (COVID-19). Schools should 
contact the local health protection team. This team will 
also contact schools directly if they become aware that 
someone who has tested positive for coronavirus 

7a) There is a clear protocol in place to ensure that close 
contacts are swiftly identified following a positive test result.  
This has been completed on a number of occasions.  
 
7b) Following identification of close contacts of a positive 
case, parents, carers and staff who have been identified are 
instructed to self-isolate immediately.  PHE/HPT is contacted 
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(COVID-19) attended the school – as identified by NHS 
Test and Trace.  
 
7b) The health protection team will carry out a rapid 
risk assessment to confirm who has been in close 
contact with the person during the period that they 
were infectious, and ensure they are asked to self-
isolate. 
 
The health protection team will work with schools in 
this situation to guide them through the actions they 
need to take. Based on the advice from the health 
protection team, schools must send home those people 
who have been in close contact with the person who has 
tested positive, advising them to self-isolate for 10 days 
since they were last in close contact with that person 
when they were infectious. Close contact means: 
 

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

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

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

 
The health protection team will provide definitive 
advice on who must be sent home. To support them in 
doing so, we recommend schools keep a record of 
pupils and staff in each group, and any close contact 
that takes places between children and staff in different 
groups (see section 5 of system of control for more on 
grouping pupils). 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. 
 

to ensure dates of self-isolation are accurate and whether 
further bubble closure is required.  The trust, LA and 
parents/carers are informed that a positive case has been 
confirmed.  PHE have issued a standard letter and this is 
used to ensure the school community is kept informed of the 
positive case, the risks and ways to protect against the virus.     

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


 

A template letter will be provided to schools, on the 
advice of the health protection team, to send to parents 
and staff if needed. Schools 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 their 10-day 
isolation period they should follow ‘stay at home: 
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 result is positive, they should inform 
their setting immediately, and must isolate for 
at least 10 days from the onset of their 
symptoms (which could mean the self-
isolation ends before or after the original 10-
day isolation period). Their household should 
self-isolate for at least 10 days from when the 
symptomatic person first had symptoms, 
following ‘stay at home: guidance for 
households with possible or confirmed 
coronavirus (COVID-19) infection’ 

 
Schools should not request evidence of negative test 
results or other medical evidence before admitting 
children or welcoming them back after a period of self-
isolation. 
 
Further guidance is available on testing and tracing for 
coronavirus (COVID-19). 
 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/


 

 
If any cases are confirmed they must be reported on the 
Wellworker system through to Notts CC Health and 
Safety Team  
 
Further guidance from the Health and Safety Executive 
is available via the link below: 
https://www.hse.gov.uk/news/riddor-reporting-
coronavirus.htm 

 
 
 
 

Managing the 
risk of 
containing 
any outbreak 
of 
coronavirus 
 

  8) If schools have two or more confirmed cases within 
10 days, or an overall rise in sickness absence where 
coronavirus (COVID-19) is suspected, they may have an 
outbreak, and must 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. If schools are implementing controls from 
this list, addressing the risks they have identified and 
therefore reducing transmission risks, whole school 
closure based on cases within the school will not 
generally be necessary, and should 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 school 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 school if 
necessary, in line with routine public health outbreak 
control practice. 
 
 
 

8) Clear protocol in place and communicated to all staff. 
 
The Executive Team have experience of closing year group 
bubbles having been advised to do so by PHE/HPT. 
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Ongoing 
provision of 
food 

Children, 
staff not 
receiving 
meals whilst 
in school 

Employee, 
pupils, 
agency staff 

9) School Kitchens will fully open from the start of the 
autumn term with normal legal requirements will apply 
for food provision to all pupils who want it, including 
those eligible for benefits related free school meals or 
universal infant free school meals.  

If children who are eligible for benefits-related free 
school meals are required to stay at home due to 
coronavirus (COVID-19), they should be offered meals 
or food parcels which meet the school food standards. 
This can be offered on a daily or weekly basis and be 
collected from school. When parents are unable to 
collect, they can inform school that they have asked a 
friend or family member to collect it on their behalf. 

Kitchens must comply with guidance for food 
businesses on coronavirus 

Ensure food is available for pupils by contacting 
catering company or team regarding the full reopening 
of the kitchen.  

 

9) Clear plan in place with Aspens checked by SBM and 
Principal. 
 
During the phased return in January 2021, families who are 
entitled to FSM have been contacted and will be provided 
with food parcels. 
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Ongoing 
management 
of the estate 

 Employee, 
pupils, 
agency staff 

Ensure all pre-opening checks are completed and 
undertaken to make school safe.  

Additional advice on safely reoccupying buildings can 
be found in the Chartered Institute of Building Services 
Engineers’ guidance on emerging from lockdown 

Once the school is in operation, it is important to ensure 
good ventilation. Advice on this can be found in Health 
and Safety Executive guidance on air conditioning and 
ventilation during the coronavirus outbreak 

For further guidance on managing school premises 
during the coronavirus outbreak 

10) Guidance being followed with AMEY. Regular meetings 
with Principal and School Business Manager  
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Ventilation (From 5th Nov) 

Once the school is in operation, it is important to ensure 
it is well ventilated and a comfortable teaching 
environment is maintained. 

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 (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) 

Further advice on this can be found in Health and Safety 
Executive guidance on air conditioning and ventilation 
during the coronavirus outbreak and CIBSE coronavirus 
(COVID-19) advice. 

To balance the need for increased ventilation while 
maintaining a comfortable temperature, the following 
measures should also be used as appropriate: 

 opening high level windows in preference to low 
level to reduce draughts 

https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm
https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm
https://www.cibse.org/coronavirus-covid-19/coronavirus,-sars-cov-2,-covid-19-and-hvac-systems
https://www.cibse.org/coronavirus-covid-19/coronavirus,-sars-cov-2,-covid-19-and-hvac-systems


 

 increasing the ventilation while spaces are 
unoccupied (e.g. between classes, during break 
and lunch, when a room is unused) 

 providing flexibility to allow additional, suitable 
indoor clothing. For more information see School 
uniform 

 rearranging furniture where possible to avoid 
direct drafts 

 

Heating should be used as necessary to ensure comfort 
levels are maintained particularly in occupied spaces. 

Please note that increased ventilation may make school 
buildings cooler than usual over the winter months. 
While schools will want to maintain the benefits of their 
uniform, they may wish to consider allowing additional, 
suitable indoor items of clothing to be worn during the 
winter period in addition to the school’s current uniform. 
Where this occurs, schools should ensure that no extra 
financial pressure is placed on parents.   

Managing the 
ongoing 
cleaning of 
the school 
building 

Reducing the 
risk of 
contact 
infection 

Employee, 
pupils, 
agency 
staff, 
member of 
the public 
 

Points for consideration and implementing 

 11a) Putting in place a cleaning schedule that 
ensures cleaning is generally enhanced and 
includes: 

o More frequent cleaning of rooms / shared 
areas that are used by different groups 

o Frequently touched surfaces being 
cleaned more often than normal. 

 11b) Different groups don’t need to be allocated 
their own toilet blocks, but toilets will need to be 
cleaned regularly and pupils must be encouraged 
to clean their hands thoroughly after using the 
toilet.  

Public Health will publish revised guidance for cleaning 
in non-healthcare settings and advice on general 
cleaning required in addition to current advice on 

11a) Additional cleaning staff in place. Signage sheets on all 
toilets detailing times. All toilets cleaned at least 3 hourly.  
 
11b) Allocated year group toilets with cleaning schedules 
timetabled around staggered break or lunch times. All pupils 
to sanitise hands prior to and following lunch and break.  
Duty staff to encourage compliance. 
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COVID19 cleaning in due course. COVID-19: cleaning of 
non-healthcare settings guidance 

 
Provision of 
Uniform 

 Pupils & 
Parents 

12a) Encourage all schools to return to their usual 
uniform policies in the autumn term. Uniform can play a 
valuable role in contributing to the ethos of a school and 
setting an appropriate tone. 

12b) Uniforms do not need to be cleaned any more 
often than usual, nor do they need to be cleaned using 
methods which are different from normal. 

12c) Schools should consider how pupil non-
compliance is managed, taking a mindful and 
considerate approach in relation to parents who may be 
experiencing financial pressures.  

 

12a) Full uniform expectations in place. 
 
12b) Parents/carers informed to maintain general good 
hygiene and to ask for assistance if required.  
 
12c) Parents/carers who have not been able to afford 
uniform due to furlough or significant disadvantage have had 
uniform supplied free of charge.  
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Effective 
Contingency 
Planning for 
Outbreaks in 
the 
community 

 Employees, 
pupils, 
agency 
staff  
 

13a) If a local area sees a spike in infection rates that is 
resulting in localised community spread, appropriate 
authorities will decide which measures to implement to 
help contain the spread.  

13b) The DFE will be involved in decisions at a local and 
national level affecting a geographical area and will 
support appropriate authorities and individual settings 
to follow the health advice.  

13c)For individuals or groups of self-isolating pupils, 
remote education plans should be in place. These 
should meet the same expectations as those for any 
pupils who cannot yet attend school at all due to 
coronavirus (COVID-19). See section on remote 
education support. 

In the event of a local outbreak, the PHE health 
protection team or local authority may advise a school 
or number of schools to close temporarily to help 
control transmission. Schools will also need a 

13a) Followed as per guidance – regular contact with LA and 
Trust. 
 
13b) Followed as per guidance 
 
13c) Remote education plans are in place for all year groups.  
The preferred choice is for students to access live-streamed 
lessons delivered via Microsoft Teams. 
 
All students and their parents/carers have been informed 
how to access these lessons.  This advice has been 
communicated on several occasions and is available on the 
school website under the tab: Home Learning.  This includes 
a step-by-step video recorded by our Teams Champion.  
Students who are due to access learning from home in 
January 2021 have been informed this style of delivery is the 
most beneficial.  Students who do not have access to a device 
have been offered the chance to loan equipment and 
parents/carers will be able to collect these on 04.01.21.  
Students who do not have access to the internet have been 
identified as digitally disadvantaged and will be expected to 
attend school for face-to-face teaching. 
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contingency plan for this eventuality. This may involve a 
return to remaining open only for vulnerable children 
and the children of critical workers and providing 
remote education for all other pupils. 

In developing these contingency plans, we should look 
to: 

 13d) use a curriculum sequence that allows 
access to high-quality online and offline 
resources and teaching videos, and that is 
linked to the school’s curriculum expectations 

 13e) give access to high quality remote 
education resource 

 13f) select the online tools that will be 
consistently used across the school to allow 
interaction, assessment, and feedback, and 
make sure staff are trained in their use 

 13g) provide printed resources, such as 
textbooks and workbooks, for pupils who do 
not have suitable online access 

 13h) recognise that younger pupils and some 
pupils with SEND may not be able to access 
remote education without adult support, and 
so schools should work with families to deliver 
a broad and ambitious curriculum 

 
In order to ensure the safety of both staff and students, all 
virtual classes will be double staffed. 
 
Blended curriculum lessons are also available via the Home 
Learning page on the school website for students who wish 
to study at a different pace.  Printable and digital workbooks 
are in place to ensure students have everything they need to 
be successful, with a dedicated email address to send 
completed work. 
 
Parents and carers have been advised that students who do 
not attend virtually, or complete work will be contacted as a 
matter of urgency with the potential of home visits from 
either pastoral or senior staff. 
 
 
13d) Remote learning is explicitly linked to the national 
curriculum and planned schemes of learning. 
 
13e) Microsoft Teams teaching allows the most bespoke 
form of teaching and allows students and teachers to interact 
over subject content, knowledge and skills.  
 
Where appropriate, the online offer includes Oak Academy 
and other DofE approved resources. 
 
13f) A variety of tools including Microsoft Teams for face to 
face contact – all assessments will be completed regardless 
of school delivered or blended curriculum – all students will 
be given full coverage to be successful.  
 
13g) All required resources will be provided. Those allocated 
laptops to access provision have already received support 
and training. 
 
13h) Bespoke Athena provision is in place to provide 
personalised support. Students accessing Eleos will also have 
one-to-one contact with both pastoral and subject leaders. 
Children who are unable to attend from these provisions will 
have daily phone calls to provide additional reassurance and 
support.  



 

Education Specific Guidance 
 

Potential Risk Risk Who might 
be 

harmed? 

Minimum control measures to reduce risks to an 
acceptable level 

School Risk Response / Mitigation School 
Risk 

Rating 

Date 
Assessed 

Effective 
Timetable 
Planning  
  

Staff and 
children and 
young people 
being unable 
to adhere to 
social 
distancing 
therefore 
increasing 
the 
transmission 
and spread of 
Covid-19  
  

Employees, 
pupils, 
agency 
staff  

  

Settings are asked to refresh the timetable to actively 
support social distancing and minimise risk, 
considering the following: 
 

 14a) establish pupil numbers anticipated in 
each bubble 
 

 14b) establish staff available to deploy  
 

 14c) decide which lessons or activities will be 
delivered 
 

 14d) clear timetable provided for each bubble 
 

 14e) consider which lessons or classroom 
activities could take place outdoors 

 
 14f) consider how P.E. and music lessons will 

be taught 
 

 14g) consider the use of peripatetic and 
supply staff 

 
 14h) consider the induction & placement of 

ITT students 
 

 14i) consider start and end of the school 
session 

 
 14j) consider staggered drop-off and 

collection times 
 

 14k) consider lesson times 

14a) Maximum 240 in place 
 
14b) Staffing is already in place for January 
 
14c) Clear curriculum in place in line with national 
curriculum guidance 
 
14d) Timetable created 
 
14e) In place 
 
14f) PE: Social distanced curriculum planned 
Music: Fixed classroom at KS3 means bubble remains intact.  
Consideration given to ensuring droplets are not shared 
through singing in music, or 
coaching/communicating/cheering in sport. 
 
Remote learning: January 2021 - practical subjects will be 
delivered through project work. 
 
14g) No peripatetic staff have been employed since the re-
opening of school in September 2020.  No plans in place to 
future bookings.   
 
Supply staff have been kept to a minimum.  Three regular 
supply staff have been used and SLT have covered a 
significant number of lessons to reduce contact with external 
visitors.   
 
14h) Induction plan in place for all new starters. 
 
14i) Already stated in 14j 
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 14l) use the timetable and selection of 
classroom or other learning environment to 
reduce movement around the school or 
building 

 
 14m) stagger break times (including lunch), so 

that all children are not moving around the 
school at the same time 

 
 14n) consider what blended learning can be 

offered for a seamless education 
 

 14o) consider what ‘catch-up’ and the 
‘recovery curriculum’ will look like 

 
 14p) consider what breakfast club and/or 

after school club provision will look like and 
how this is communicated to families 
 

14q) Before and after school clubs (From 5th Nov) 

 Schools are able to work with external 
coaches, clubs and organisations for curricular 
activities where they are satisfied that it is safe 
to do so.  

 Where schools are offering extra-curricular 
activities (that is, before and after school 
clubs) they should only do so where it is 
reasonably necessary to support parents to 
work, search for work, or undertake 
training or education, or where the 
provision is being used for the purposes of 
respite care. 

 Activities such as active miles, making break 
times and lessons active and encouraging 
active travel help to enable pupils to be 
physically active while encouraging physical 
distancing. 

 

14j) Timetable allows minimum movement. All lesson times 
allow for staggered year group ‘bubbles’ break and 
lunchtimes. No year group are called for break or lunch until 
it is safe to do so.  
In order to reduce movement around the building all KS3 will 
be taught in mixed ability ‘bubbles’ in a single classroom:  
Year 7 will be taught in the humanities faculty; 
Year 8 in the maths faculty; 
Year 9 in the English faculty. 
 
KS3 practical subjects: PE is the only lesson where students 
are required to move, however some PE lessons will be 
classroom based studying nutrition and health.  All other 
practical subjects, e.g. science and art take place in their 
‘base’.   
Staff therefore move to the classroom as opposed to students 
moving around the building. Year 10 and 11 will move 
around the school and staff will follow a clear one-way 
system around the building – all staff and students have been 
fully trained and signage is in place with SLT duty monitors in 
place to assist. 
 
14k) New lesson timings in place to support staggered 
timings of the school day and reduce social interaction. 
 
14l) see 14k 
 
14m) Please see 14j 
 
14n) Please see 13c, 13d, 13e. 
 
14o) Catch-up plan is in place to support an identified cohort 
of students who are furthest behind peers.  Funding is being 
used to pay qualified school staff for student tutoring.   
 
 
14p) Breakfast club is in place for Athena and Eleos. All other 
extra-curricular clubs have been postponed, including Cadets. 



 

Effective 
Management 
of Classrooms  
  

Staff and 
children and 
young people 
being unable 
to adhere to 
social 
distancing 
and/or 
resources not 
being kept 
clean, therefo
re increasing 
the 
transmission 
and spread of 
Covid-19  
  

Employees, 
pupils, 
agency 
staff, 
members of 
the public  
  

Settings are advised to organise classrooms and other 
learning environments (e.g. workshops and science 
labs) in a manner that reduces more frequent and closer 
contact. Measures that settings could take include:   

 
 15a) Children to be seated at forward facing 

desks, sat side by side, with some distancing 
where possible  

 

 15b) Staff in secondary schools: maintain 
distance from pupils, stay at the front of the 
class and keeping reasonable distance 
from colleagues where possible.  

 

 15c) Staff in primary schools: avoid close face-
to-face contact and minimise time spent 
within 1m of anyone.  

 

 15d) All teachers and other staff can operate 
across different classes and year groups in 
order to facilitate the delivery of the school 
timetable, especially relevant to secondary.  

 15e) For individual and very frequently used 
equipment, such as pencils and pens, staff and 
pupils should have their own items that are 
not shared.   

 

 15f) Classroom based resources, such as books 
and games, can be used and shared within the 
bubble; these should be cleaned regularly, 
along with all frequently touched surfaces.  

 

 15g) Resources that are shared between 
classes or bubbles, such as sports, art and 
science equipment should be cleaned 
frequently, meticulously and always between 
bubbles.  

 

 15h) Improve ventilation, for example, by 
opening windows.  

 

 
 
 
 
 
15a) All classrooms are designed in line with government 
advice – Requests in place to alter science labs where this is 
currently not possible – one room is currently out of use. 
 
15b) As above, classrooms designed to allow 2m teacher 
delivery – floor markings in every classroom to allow teacher 
to socially distance and remain safe. 
 
 
15c) N/A 
 
 
 
 
15d) Please see 14j 
 
 
 
15e) All students have been given a personal stationary pack, 
including pens, pencils, rulers, dictionaries, calculators, white 
boards etc. 
 
 
15f) Please see above – where these are required, they are 
cleaned or out of use for 72 hours. 
 
 
 
15g) All shared equipment is either cleaned with anti-
bacterial wipes or kept out of use for 72 hours.  
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 15i) Take particular care in music lessons and 
PE lessons. These should be limited to small, 
consistent groups, outside where possible  

 

 15j) Remove unnecessary items from 
classrooms and other learning environments 
where there is space to store it elsewhere  

 

 15k) Remove soft furnishings, soft toys and 
toys that are hard to clean (such as those with 
intricate parts)  

 15la) Music, dance and drama can be 
undertaken in school so long as safety 
precautions are undertaken. Advice is 
provided in the full opening guidance for 
schools. 

 
In addition, childcare settings or early years groups in 
school should:  
 

 15lb) consider how to keep bubbles children 
together throughout the day and to avoid 
larger groups of children mixing  
 

 15m) consider how play equipment is used 
ensuring it is appropriately cleaned between 
groups of children using it, and that multiple 
groups do not use it simultaneously  

 
 15n) prop doors open, where safe to do so 

(bearing in mind fire safety and safeguarding), 
to limit use of door handles and aid 
ventilation  

 
 15o) accessing rooms/bubble areas directly 

from outside where possible  
  
 
 

15h) All classrooms have open windows unless wellbeing is 
affected.  Where cold weather requires some windows to 
close, classroom doors will remain open. 
 
 
15i) Social distancing and ‘bubble’ teaching will be in place 
 
15j) All furniture or equipment that is not required for 
learning will be stored in the FM warehouse.  
 
 
 
15k) N/A  
 
 
15la) All taught within year ‘bubbles’. 
 
 
 
 
 
 
 
 
 
15l) KS3 kept together at all times.  KS4: Y10 and Y11 have 
separate breaks and separate lunch spaces. 
 
 
15m) N/A 
 
 
 
15n) All doors that can remain open are kept open. Where 
health and safety is not compromised, doors are wedged 
open. Unless it is possible, fire doors will not be wedged open 
as magnetic  mechanisms are needed. 
 
 
 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#music-dance-and-drama-in-school
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#music-dance-and-drama-in-school


 

15p) Music  

 
Settings need to recognise the additional risk involved 
within music or singing lessons/practice. Settings 
should consider how to reduce the risk, particularly 
when pupils are playing instruments or singing in small 
groups such as in music lesson.  
 
 
 Schools should consider guidance working safely 
during coronavirus (COVID-19): performing arts when 
deploying strategies. These might include:  

 
 physical distancing and playing outside 
wherever possible  
 

 limiting group sizes to no more than 15  
 

 positioning pupils back-to-back or side-to-
side  

 

 avoiding sharing of instruments and ensuring 
good ventilation.  

  

 
Singing, wind and brass playing should not take place in 
larger groups such as school choirs and ensembles, or 
school assemblies.  
  
Peripatetic teachers can move between schools but 
settings should ensure that they comply with school’s 
arrangements for minimising risk, including taking 
particular care to maintain distance from other staff and 
pupils.  

  
Further guidance from the Department of Education is 
available via the link 
below: https://www.gov.uk/government/publications/
actions-for-schools-during-the-coronavirus-
outbreak/guidance-for-full-opening-schools  
  

15o) Where possible, all year groups will enter their ‘bubble’ 
after lining up outside – for both entry- return from break and 
return from lunch  
 
 
 
15p) All music activities that cannot adhere to guidance have 
been temporarily suspended, e.g. drum and guitar lessons.  
Please also see 14f. 
 
 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/performing-arts
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/performing-arts
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
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools


 

 

Effective 
Management 
of Transport  

  

Increased 
transmission 
of virus on 
arrival and 
departure 
from school 
setting  

  

Employees, 
pupils, 
agency 
staff, 
members of 
the public  

  

Settings should consider the following with regards to 
the management of transport:  

 16a) Encourage parents to familiarise 
themselves with Coronavirus (COVID-19) 
Travel guidance for passengers, particularly if 
they require public transport.   

 16b) You should not travel at all if you or 
members of your household are experiencing 
any coronavirus symptoms.  
 

 16c) Encourage parents to explore all forms of 
transport before using public transport. 
Encourage parents, children and young people 
to walk or cycle to their education setting 
where possible, maintaining social 
distancing when approaching or passing other 
pedestrians.  

 

 16d) When children are cycling to school, 
ensure hands are washed before and after for 
at least 20 seconds or sanitised.   

 

 16e) Car sharing. If you have to travel with 
people outside your household or support 
bubble try to: share the transport with the 
same people each time, keep to small groups, 
open windows for ventilation, face away from 
each other, consider seating arrangements to 
maximise distance between people in the 
vehicle, wear face coverings and clean your car 
between journeys with standard cleaning 
products.  

 16f) Encourage parents to avoid busiest times 
and routes, if using public transport, 
encourage travelling at off-peak times, use 
quieter stations and stops, get off a stop early 
if it is less busy, walk for more of the journey, 
keep changes a minimum.  
 

16a) Information and advice shared with parents and carers. 
Help/Guidance sheet created and shared via direct 
communications on the Astrea App with letter from the 
Principal.   
 
16b) Information and advice shared with parents and carers. 
Help/Guidance sheet created and shared via direct 
communications on the Astrea App with letter from the 
Principal.   
 
 
16c) Information and advice shared with parents and carers. 
Help/Guidance sheet created and shared via direct 
communications on the Astrea App with letter from the 
Principal.   
 
 
 
 
16d) Please see 11b 
 
 
 
 
16e) Staff instructed to travel alone in cars unless they live in 
the same household - followed up with a notice on the staff 
platform. 
 
 
 
 
 
 
 
 
16f) Information and advice shared with parents and carers. 
Help/Guidance sheet created and shared via direct 
communications on the Astrea App with letter from the 
Principal.   
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 16g) School transport is limited to children 
travelling to school and their travel assistants 
where necessary. It is for a planned number of 
children and often carries the same children 
on a regular basis. Children are not required to 
wear face coverings on school transport. Wash 
hands thoroughly before and after travelling, 
ensure good hygiene -’catch it, bin it, kill it’ 
approach and avoid touching your face.  

 

 16h) Ensure transport arrangements cater for 
any changes to start and finish times – and this 
is communicated to all parents.  

 

 16i) Make sure any transport providers 
(minibus drivers etc) do not work if they or 
members of their household are displaying 
symptoms of coronavirus.   

 

 16j) Make sure transport providers, as far as 
possible, follow hygiene rules and try to keep 
distance from their passengers.   

 

 16k) When transporting children with 
complex needs, who may need support to 
access the vehicle or need help in fastening 
seatbelts, ensure this individual case is risk 
assessed in case the staff member requires 
PPE.   

 

 16l) Communicate revised travel plans clearly 
to contractors, local authorities and parents 
where appropriate (for instance to agree pick-
up and drop off times and points).   

 16m) Areas under local lockdown – travel into, 
out of and within areas under local lockdown 
should be for essential travel only, for 
example: to attend school or college or to 
accompany a child who is attending school or 
college where necessary and allowed. 
  

 
 
16g) Information and advice shared with parents and carers, 
Help/Guidance sheet created and shared via direct 
communications on the Astrea App with letter from the 
Principal.   
 
 
 
 
 
16h) Travel arrangements are out of the school’s control. 
 
 
 
 
16i) This is outside of the school’s control. 
 
 
 
 
16j) This is outside of the school’s control. 
 
 
 
 
16k) Not applicable at this time.  
 
 
 
 
16l) Information and advice shared with parents and carers. 
Help/Guidance sheet created and shared via direct 
communications on the Astrea App with letter from the 
Principal.   
 
 
16m) This information and advice will be shared with parents 
and carers if the need arises. 
 
 
 



 

 16n) Remind parents that if they use public 
transport, it is the law that they must wear a 
face covering when travelling in 
England unless exempt, ensure parents and 
children maintain social distancing where 
possible, minimise the amount of surfaces 
touched, face away from others, avoid loud 
talking, shouting or singing, consider taking 
hand sanitiser to support hygiene measures. 
Face coverings should also be worn in other 
enclosed spaces where it is difficult to maintain 
social distances for example, at stations, 
interchanges and in taxis and private hire 
vehicle. Face coverings should be kept in a 
plastic bag once removed and washed prior to 
re-use. It is important to wash or sanitise your 
hands after touching your face covering.  
 

 
  
16o) From 5th Nov 

 Children and young people aged 11 and over 
must wear a face covering on public transport. 
Face coverings should also be worn by pupils 
in year 7 and above when travelling on 
dedicated school transport to secondary 
school or college. This does not apply to those 
who are exempt. 

Travel in or out of local areas should be avoided, and 
parents, carers and staff should look to reduce the 
number of journeys they make - but travelling to deliver 
and access education is still permitted. 
 

 
16n) Information and advice shared with parents and carers. 
Help/Guidance sheet created and shared via direct 
communications on the Astrea App with letter from the 
Principal.  Face coverings are available at school for students. 
 

Effective 
Communicati
on to Parents 
and Carers  
  

Parents and 
carers having 
appropriate 
knowledge 
on virus, 
transmission, 
and risk 
within an 

Employees, 
pupils, 
agency 
staff, 
member of 
the public  
  

 17a) Make clear to parents and carers that 
anyone with symptoms of coronavirus cannot 
come into the education or childcare setting  
 

 17b) Make clear to parents and carers that 
pupils will be sent home to self-isolate if they 
develop symptoms of coronavirus in the 
education or childcare setting  

 

17a) Communicated to all parents and carers 
 
 
 
17b) Please see 7a and 7b  
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education 
setting  
  

 17c) Communicate allocated drop off points 
and collection times, and the process for doing 
so, clearly to parents and carers. This includes 
communicating protocols for minimising adult 
to adult contact (for example, which entrance 
to use)  

 17d) Make clear to parents and carers that 
they cannot gather at entrance gates or doors, 
or enter the site (unless they have a pre-
arranged appointment, which should be 
conducted safely)  
 

 17e) Ask parents and carers to inform the 
education or childcare setting immediately of 
the results of any COVID-19 tests, ensuring the 
collective understanding of the necessary 
protocols should the test results be positive 
(as outlined in Stay at home: guidance for 
households with possible or confirmed 
coronavirus (COVID-19) infection)  

 

 17f) If parents or carers of pupils with 
significant risk factors are concerned, discuss 
their concerns with them and provide 
reassurance of the measures that have been 
put in place to reduce risk in school  

 

 17g) Involve parents and carers, as 
appropriate, in discussions around health and 
safety decisions to help them understand the 
reasons for the measures being put in place  

 

 17h) Remind parents and carers about social 
distancing whilst on site and make sure that 
procedures are well signposted around the 
school grounds  

17c) Hygiene room has a separate entrance/exit and parents 
are not required to access the main building if they need to 
collect a symptomatic child  
 
 
 
 
 
17d) Please see 2b 
 
 
 
 
 
17e) Information communicated to parents and carers  
 
 
 
 
 
 
 
 
17f) Information communicated to parents and carers 
 
 
 
 
 
17g) Information communicated to parents and carers 
 
 
 
 
 
17h) Please see 2b 

Effective 
Management 
of Cohorts  
  

Staff and 
children and 
young people 
being unable 
to adhere to 

Employees, 
pupils, 
agency 
staff  
  

Keep cohorts together where possible and:  
  

 18a) ensure that children and young people 
are in the same bubble each day, and different 

 
 
 
18a) Clear plans in place to avoid bubble mixing – See 14j 
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social 
distancing 
therefore 
increasing 
the 
transmission 
and spread of 
Covid-19  
  

bubbles are not mixed during the day, or on 
subsequent days  
 

 18b) ensure that the same teacher(s) and 
other staff are assigned to each bubble and, as 
far as possible, these stay the same during the 
day and on subsequent days, recognising for 
secondary and college settings as well as PPA 
and Leadership Time there will be some 
rotation of staff  

 

 18c) ensure that wherever possible children 
and young people use the same classroom or 
area of a setting throughout the day, with a 
thorough cleaning of the rooms at the end of 
the day or properly cleaned between cohorts if 
shared. In schools and colleges, you may want 
to consider seating students at the same desk 
each day if they attend on consecutive days. 
Also consider seating pupils side by side and 
facing forwards, rather than face to face or 
side on, and consider moving unnecessary 
furniture out of classrooms to make more 
space  

 
Reduce mixing within education or childcare setting by:  
  

 18d) accessing rooms directly from outside 
where possible  

 

 18e) considering one-way circulation  
 

 18f) staggering breaks to ensure that any 
corridors or circulation routes used have a 
limited number of pupils using them at any 
time  

 

 18g) staggering lunch breaks - children and 
young people should clean their hands 
beforehand and enter in the bubble they are 
already in, bubbles should be kept apart as 

 
 
 
18b) Timetable is set and teachers will not change unless due 
to sickness absence. 
 
 
 
 
 
 
18c) Please see 14j 
 
 
 
 
 
 
 
 
 
 
 
 
 
18d) Please see 15o 
 
 
18e) One-way circulation in place 
 
 
 
 
 
 
18f) Please see 14j 
 
 
 
18g) Please see 14j 
 
 



 

much as possible and tables should be cleaned 
between each group.   

 

 18h) ensuring that toilets do not become 
crowded by limiting the number of children or 
young people who use the toilet facilities at 
one time  

 

 18i) noting that some children and young 
people will need additional support to follow 
these measures (for example, routes round 
school marked in braille or with other 
meaningful symbols, and social stories to 
support them in understanding how to follow 
rules)  
  

For shared rooms:  
  

 18j) use halls, dining areas and internal and 
external sports facilities for lunch and exercise 
at half capacity. If bubbles take staggered 
breaks between lessons, these areas can be 
shared as long as different bubbles do not mix 
(and especially do not play sports or games 
together) and adequate cleaning between 
bubbles is in place  
 

 18k) stagger the use of staff rooms and offices 
to limit occupancy  
  

Further guidance from the Department of Education is 
available via the 
link below:  https://www.gov.uk/government/publicati
ons/actions-for-schools-during-the-coronavirus-
outbreak/guidance-for-full-opening-schools   
  
   

 
 
 
18h) Specific year group toilets in place with additional 
cleaning rota  
 
 
 
 
 
 
18i) Students catered for 
 
 
 
 
 
 
 
18j) N/A 
 
 
 
 
 
 
 
 
18k) N/A 
 

Effective 
Cleaning and 
Hygiene in 
Classrooms  
  

Staff and 
children and 
young people 
being unable 
to adhere 

Employees, 
pupils, 
agency 
staff  
  

Settings should ensure the following protective 
measures are in place with regards to cleaning and 
hygiene:  
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to social 
distancing 
and/or resou
rces not 
being 
kept clean, th
erefore 
increasing 
the transmiss
ion and 
spread 
of Covid-19  
  

 19a) ensure that there are enough hand 
washing or hand sanitiser ‘stations’ available 
so that all pupils and staff can clean their 
hands regularly  
 

 19b) build routines of good handwashing and 
respiratory hygiene into school culture 
supported by behaviour expectations   

 19c) ensure more frequent cleaning of rooms 
and shared areas that are used by different 
groups  
 

 19d) ensure that surfaces that are touched 
more frequently are cleaned more than 
normal  

 

 19e) ensure toilets are cleaned regularly 
(different groups do not need separate 
facilities)   
  

Ensure that all adults and children:  
  

 19f) wash their hands when they arrive at 
school, when they return from breaks, when 
they change rooms and before and after 
eating  
 

 19g) young children and those with complex 
needs have supervision around the use of 
hand sanitiser to reduce risk of ingestion   

 

 19h) are encouraged not to touch their mouth, 
eyes and nose  

 

 19i) have enough tissues and bins available in 
school and that they are emptied regularly  

 

 19j) use a tissue to cough or sneeze and use 
bins for tissue waste (‘catch it, bin it, kill it’)  

 

19a) Designated hand sanitisation stations  
 
 
 
 
 
19b) Planned into school day 
 
19c) Please see 11a 
 
 
 
19d) Please see 11a 
 
 
 
19e) Please see 11a 
 
 
 
 
 
19f) Please see 4b 
 
 
 
 
19g) Athena (SEN) procedure in place 
 
 
 
 
 
19h) Signage in place – students and staff trained  
 
19i) Sufficient tissues and lidded bins in place with additional 
cleaning 
 
19j) Signage and training 
 
19k) N/A 
 



 

 19k) support younger children and those with 
complex needs with good respiratory hygiene   

 

 19l) complete individual risk assessments for 
pupils who spit uncontrollably or use saliva as 
a sensory stimulant (this is not a reason to 
deny these pupils face to face education)  
  

Further guidance from the Department of Education is 
available via the link below:   
https://www.gov.uk/government/publications/actions
-for-schools-during-the-coronavirus-

outbreak/guidance-for-full-opening-schools   
 

19l) N/A 
 

Effective Use 
of Outside 
Space  
  

Groups 
encountering 
one another 
increasing 
the risk of 
transmission 
and spread of 
Covid-19  
  

Employees, 
pupils, 
agency 
staff  
  

 20a) When timetabling, groups should be kept 
apart and movement around the school site 
kept to a minimum. While passing briefly in 
the corridor or playground is low risk, schools 
should avoid creating busy corridors, 
entrances and exits.   

 
 20b) Schools should also consider staggered 

break times and lunch times (and time for 
cleaning surfaces in the dining hall between 
groups).  

 
Physical activity in schools  
 
(From 5th Nov) 

 20c) Sports whose national governing bodies 
have developed guidance under the principles 
of the government’s guidance on team sport 
and been approved by the government are 
permitted. Schools must only provide team 
sports listed on the return to recreational 
team sport framework. Competition between 
different schools should not take place, in line 

20a) Please see 14j 
 
 
 
 
 
 
20b) Please see 14j and 4b 
 
 
 
 
 
 
 
 
 
 
 
20c) No competitions between schools to take place  
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with the wider restrictions on grassroots 
sport. 

  
 20d) Pupils should be kept in consistent 

groups, sports equipment thoroughly cleaned 
between each use by different individual 
groups, and contact sports avoided.  
 

 20e) Outdoor sports should be prioritised 
where possible, and large indoor spaces used 
where it is not, maximising natural ventilation 
flows (through opening windows and doors or 
using air conditioning systems wherever 
possible), distancing between pupils and 
paying scrupulous attention to cleaning and 
hygiene. This is particularly important in a 
sports setting because of the way in which 
people breathe during exercise. 

 20f) Outdoor sports should be prioritised 
where possible, and large indoor spaces used 
where it is not, maximising distancing 
between pupils and paying scrupulous 
attention to cleaning and hygiene.   

  
External facilities can also be used in line with 
government guidance for the use of, and travel to and 
from, those facilities.  
Schools should refer to the following advice:  

 20g) guidance on the phased return of sport 
and recreation and guidance from Sport 
England for grassroot sport  
 

 20h) advice from organisations such as the 
Association for Physical Education and the 
Youth Sport Trust   

  
Schools are able to work with external coaches, clubs 
and organisations for curricular and extra-curricular 
activities where they are satisfied that this is safe to do 

 
20d) Consideration given to limiting number of children in 
changing rooms – variety of sports include those that only 
require removing ties so no changing is required. Students 
still access sports requiring a change of uniform, but due to 
limitation on changing area space this is reduced by half. 
Sports that could be conducted in school uniform include 
badminton, table tennis and walking.  A balanced compromise 
allows students an alternative to participation if they are 
concerned about their personal hygiene.  Nutrition and 
healthy living has become a major part of the PE curriculum.  
This is not ideal, however due to the unusual circumstances it 
is a ‘best fit’ option.  Additionally, a washing and drying 
service is available to all students so students can leave 
uniform at school and change again in the morning.   
 
20e) Outdoor sports have been prioritised and the large 
indoor spaces used have doors open. 
 
 
 
 
 
 
 
20f) PE lessons to take place outdoors as a priority. Sports 
Hall to be set out to allow social distancing – additional 
cleaning in place  
 
 
 
 
 
 
 
 
20g) N/A 
 
20h) N/A 
 
 

https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-phased-return-of-sport-and-recreation
https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-phased-return-of-sport-and-recreation
https://www.sportengland.org/how-we-can-help/coronavirus
https://www.sportengland.org/how-we-can-help/coronavirus
https://www.afpe.org.uk/physical-education/wp-content/uploads/COVID-19-Interpreting-the-Government-Guidance-in-a-PESSPA-Context-FINAL.pdf.
https://www.youthsporttrust.org/coronavirus-support-schools


 

so. Schools should consider carefully how such 
arrangements can operate within their wider protective 
measures.  
  

Effective Use 
of Resources  
  

Staff and 
children and 
young people 
being unable 
to adhere 
to social 
distancing 
and/or resou
rces not 
being 
kept clean, th
erefore 
increasing 
the transmiss
ion and 
spread 
of Covid-19  
  

Employees, 
pupils, 
agency 
staff  
  

Settings are asked to consider the following actions in 
the safe maintenance and control of resources:  

 21a) Pupils and teachers can take books and 
other shared resources home, although 
unnecessary sharing should be avoided, 
especially where this does not contribute to 
pupil education and development. Similar 
rules on hand cleaning, cleaning of the 
resources and rotation should apply to these 
resources.  
 

 21b) For individual and very frequently used 
equipment, such as pencils and pens, it is 
recommended that staff and pupils have their 
own items that are not shared - Seek to 
prevent the sharing of stationery and other 
equipment where possible. Shared materials 
and surfaces should be cleaned and disinfected 
more frequently.   

 

 21c) Classroom based resources, such as 
books and games, can be used and shared 
within the bubble; these should be cleaned 
regularly, along with all frequently touched 
surfaces.  

 

 21d) 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.  

 

 21e) Outdoor playground equipment should 
be more frequently cleaned. This would also 

21a) Staff advised to keep student books at school. Cleaning 
routines in place for regularly used equipment.  All students 
have been given individual equipment, e.g. pencil case with: 
pens, pencils, ruler etc, calculator, dictionary.  The school has 
already implemented a whole class marking policy which 
does not require staff to take books home with them.  All 
marking is conducted during lesson time or PPAs.  Any 
member of staff who feels they are not able to complete this 
during the time allowed must speak to their line manager so 
that either: 

a. Training given to reduce marking 
b. Additional time is allocated 

To clarify: no workload of a teacher should mean they take 
work home with them.   
 
21b) See 15e 
 
21c) See 15e 
 
21d) See 15e  
 
21e) N/A 
 
21f) Information  shared with students  
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apply to resources used inside and outside by 
wraparound care providers.  

 21f) It is still recommended that pupils limit 
the amount of equipment they bring into 
school each day, to essentials such as lunch 
boxes, hats, coats, books, stationery and 
mobile phones. Bags are allowed.  

  
Effective 
Management 
of Educational 
Visits  

Staff and 
children and 
young people 
being unable 
to adhere to 
social 
distancing 
and/or 
resources/su
rfaces not 
being kept 
clean 
therefore 
increasing 
the 
transmission 
and spread of 
Covid-19  
 

Employees, 
pupils, 
agency 
staff, 
members of 
the public  
 

Settings are asked to ensure there are no UK overnight 
or overseas educational visits planned for the Autumn 
term (at least).   
  
From September 2020, for any UK based non-overnight 
visits planned, settings are asked to consider the 
following:  

 22a) Protective measures should be put in 
place by the school – e.g. groups / bubbles 
should be maintained. Facilities for regular 
handwashing should be considered  
 

 22b) Check that COVID-secure measures are in 
place at the destination  

 

 22c) Consider how the use of outdoor space 
for educational visits could be utilised to 
minimise risks  

  
Settings must undertake full and thorough risk 
assessments in relation to all educational visits to 
ensure they can be done safely through liaison with 
Evolve. As part of this risk assessment, settings must 
consider what control measures need to be used and 
ensure they are aware of wider advice on visiting 
indoor and outdoor venues 
(https://www.gov.uk/government/publications/health
-and-safety-on-educational-visits/health-and-safety-on-
educational-visits)  
  
These trips should include any trips for pupils 
with SEND connected with their preparation for 
adulthood (for example, workplace visits, travel training 
etc).  

22a) No visits planned 
 
22b) No visits planned 
 
22c) No visits planned 
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Further guidance from the Department of Education via 
the links below:  
https://www.gov.uk/government/publications/actions
-for-schools-during-the-coronavirus-
outbreak/guidance-for-full-opening-schools#section-2-
school-operations   
  
https://www.gov.uk/government/publications/corona
virus-covid-19-travel-advice-for-educational-
settings/coronavirus-travel-guidance-for-educational-
settings 
 
For further advice or guidance please contact David 
Armstrong our educational and outdoor visits advisor 

Effective 
recruitment 
and 
deployment of 
staff  

Staff and 
children and 
young people 
being unable 
to adhere to 
social 
distancing 
therefore 
increasing 
the 
transmission 
and spread of 
Covid-19  
 

Employees, 
pupils, 
agency 
staff, 
members of 
the public  
  

Settings can liaise with HR regarding staffing and are 
asked to consider the following:  

 23a) (From 5th Nov) Those individuals who 
are clinically extremely vulnerable are advised 
to work from home and not to go into work. 
Individuals in this group will have been 
identified through a letter from the NHS or 
from their GP, and may have been advised to 
shield in the past. Staff should talk to their 
employers about how they will be supported, 
including to work from home where possible, 
during the period of national restrictions. 

23b) Clinically Extremely Vulnerable staff: 
 Staff who are in receipt of a new shielding 

letter from the NHS (evidenced to the school) 
are advised to work from home (if the role 
allows). If the role is not deemed practical to 
undertake from home, through individual 121 
risk assessment discussion,  adjustments (with 
the employee’s agreement) can be made to 
allocate appropriate duties / tasks so they can 
support the school whilst at home.  

 SBM to notify Hub HR Adviser of any CEV staff 
and their working status  

23a) All colleagues have undertaken a through risk 
assessment.  All members of staff advised to consider how 
any part of their role could be completed off-site.  Where this 
is possible it will be encouraged and has been put in place for 
some colleagues. 
 
Follow-up risk assessments will take place week beginning 
Monday 4 January 2021 in light of the new variant.  Further 
guidance should be expected from the DfE. 
 
 
 
 
 
 
 
23b) Any member of staff who has been identified as 
extremely clinically vulnerable will be directed to work from 
home.  Colleagues who find this difficult will be provided with 
mental health advice and support. 
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 Schools to monitor minimum operating levels 
and adjust as required in discussion with RD’s, 
and make arrangements for additional staffing 
cover in school where required to maintain 
safe operating levels. 

 Additional resourcing requirements can be 
supported by Central HR/Workforce Planning 
team 

 Staff in this category should take note of this  
guidance: 
https://www.gov.uk/government/publication
s/guidance-on-shielding-and-protecting-
extremely-vulnerable-persons-from-covid-
19/guidance-on-shielding-and-protecting-
extremely-vulnerable-persons-from-covid-19 

 
23c) Over 60s & Clinically Vulnerable staff: 

 Principal to oversee that any staff who are 
over 60 or in the Clinically Vulnerable group to 
be offered a new individual employee risk 
assessment conversation to discuss measures 
the school are putting in place to mitigate risk; 
using this as an opportunity to remind the 
employee to protect themselves e.g. hand 
washing, social distancing. Discuss any 
concerns with HR Adviser.  

 Conduct pregnant employee risk assessment 
in addition to revisiting COVID employee risk 
assessment – liaise with HR Adviser for 
guidance (where required) 

 For staff in this category, take note of the 
guidance 
https://www.gov.uk/government/publication
s/staying-alert-and-safe-social-
distancing#clinically-vulnerable-people   

 

 23d) Staff deployments should ensure that 
support for SEND pupils is in place whilst 
also ensuring that safe / specific ratios are 
met and specific training undertaken to ensure 
effective care for pupils with complex needs  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
23c) All pregnant colleagues have completed individual risk 
assessments and continue to retain the right to work at 
school where there is no medical evidence to suggest risk.  
 
Following evidence of the new variant, staff aged over 60 and 
all clinically vulnerable, including pregnant colleagues will 
meet with the Principal week beginning Monday 4 January 
2021 to discuss alternative working options.  
 
 
 
 
 
 
 
 
 
 
 
 
23d) Plans to date have ensured SEND pupils are not 
disadvantaged due to staff absence. 
 
 
 
 

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing#clinically-vulnerable-people
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing#clinically-vulnerable-people
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing#clinically-vulnerable-people


 

 23e) When deploying ITT students, take into 
account the skills and capacity of the trainee 
https://www.gov.uk/government/publication
s/actions-for-schools-during-the-coronavirus-
outbreak/guidance-for-full-opening-
schools#section-3-curriculum-behaviour-and-
pastoral-support   

 23f) Ensure that only those with appropriate 
checks are allowed to engage in regulated 
activity  

 23g) Ensure that any leave arrangements 
that may impact on a staff member’s ability to 
work in the Autumn term have been discussed 
with HR Advisor, as well as taken into account 
when considering staffing ratios and minimum 
operating levels 

 

 23h) For volunteers, ensure that the setting 
continues to follow the checking and risk 
assessment process as set out in the volunteer 
section in Part 3 of keeping children safe in 
education.  Mixing of volunteers across groups 
should be kept to a minimum, and they should 
remain 2 metres from pupils and staff where 
possible.  

  
 
 
 
 
Recruitment  

 

 23i) Any recruitment over the lockdown 
period should be completed remotely - Liaise 
with HR to ensure that all pre-appointment 
checks are completed 
(https://www.gov.uk/government/publicatio
ns/covid-19-safeguarding-in-schools-colleges-
and-other-providers)  
 

 
23e) All ITTs, NQTs and RQTs have been given additional 
support in relation to the impact of missed training around 
teaching, behaviour strategies and subject knowledge.  
 
 
 
 
23f) Only appropriately checked adults will work with 
children 
 
23g) Leave arrangement, including quarantine will be 
granted with full pay and taken into account when then 
timetabling.  
In addition, those colleagues who through no fault of their 
own have had holidays from Easter and Spring Break 
rearranged for future terms, despite their requests to holiday 
companies, will be granted full leave with pay. 
 
23h) No volunteers are attending.  Any external agencies (e.g. 
supporting mental health) have to be authorised by the 
Principal or Senior Principal and are required to complete 
risk assessments and wear PPE. 
 
 
 
 
 
 
 
 
 
 
23i) Completed 
 
Recruitment plans from January 2021 will take into account 
any further guidance released to schools following 
identification of the new variant. Where possible, this will be 
completed remotely.   
 
23j) Completed or planned  
 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#section-3-curriculum-behaviour-and-pastoral-support
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#section-3-curriculum-behaviour-and-pastoral-support
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#section-3-curriculum-behaviour-and-pastoral-support
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#section-3-curriculum-behaviour-and-pastoral-support
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#section-3-curriculum-behaviour-and-pastoral-support
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers


 

 Through liaison with HR, put in place 
arrangements for all pre-appointment 
checks to be carried out remotely and verified 
in person on start 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Appendix 1: Clean hands protect against infection (WHO protocol) 

Protect yourself - Clean your hands regularly. 

Wash your hands with soap and water and dry them thoroughly. Use alcohol-based hand 

rub if you do not have immediate access to soap and water.  

How do I wash my hands properly? Washing your hands properly takes about as long as 

singing "Happy Birthday" twice, using the images below: 

 

 

  


