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Covid 19 School Risk Assessment 

Reviewed 12.05.2021 
 

 

Introduction - Covid-19 Risk Assessment  

Covid-19 is a new illness that can affect your lungs and airways. It is caused by a virus 

called SARS-CoV-2, the virus that causes Coronavirus Disease 2019 (COVID-19). 

Symptoms can be mild, moderate, severe or fatal.   

The Government has announced that from 8th March 2021 Schools should no longer 

offer online/remote learning.  The Government has advised schools that it expects all 

children to attend school and that normal attendance monitoring procedures should be 

followed to ensure children attend. 

COVID-19: actions-for-schools-during-the-coronavirus-outbreak 

 

COVID-19: cleaning in non-healthcare settings  

 

 

 

  

 Name Position  Signature Date Reviewed Review Date 

Site 

Manager 

John Bowles Site Manager J Bowles 19/05/2020 12/05/2021 21/06/2021 

Risk 

Assessor 

Simon 

Brooke 

Business 

Manager 

S Brooke 19/05/2020 12/05/2021 21/06/2021 

Line 

Manager  

Tricia Scott Headteacher P Scott 19/05/2020 12/05/2021 21/06/2021 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings


Controls overview 
 

 Elimination – Completely eliminating exposure to the hazard. The most 

effective control, e.g. stay home, work remotely, avoid public areas.  

 Substitution – Replacing the hazard with a non-hazardous object, device or 

substance (none currently identified).  

 Engineering Controls – Isolating the person from the hazard through physical 

or mechanical means e.g. barriers, partitions, ropes, hands free equipment 

etc. 

 Administrative Controls – Changes made to the way that people work e.g. 

social distancing procedure, floor markings, cough / sneeze etiquette 

procedure, hand hygiene, cleaning and disinfection etc.  

 Personal Protective Equipment – Equipment worn by the person to protect 

themselves from real or potential hazards, e.g. gloves, aprons, safety glasses, 

masks, etc. 

 Community Protective equipment – Equipment worn by a person to prevent 

community spread from an asymptomatic carrier of COVID-19. This is the 

last line of defense and its effectiveness depends on community use and their 

ability to adopt disinfection, distancing, and hygiene practices (not 

considered in school risk assessment as beyond the control of a school). 

 

 



Who is affected? 

 
All risks identified may affect the following groups:    
 

 Staff 
 

 Pupils  
 

 Cleaners 
 

 Contractors 
 

 Visitors to the premises 
 

 Vulnerable groups – Elderly, Pregnant workers, those with existing 

underlying health conditions 
 

 Anyone else who physically comes in contact with the school in relation to 

our operations  
 

 

  



1. Whole School or Part School Closure 
Hazard: Spread of Covid-19 

Controls in place Risk 

Rating 

The Government or Local Authority would normally advise when school’s 

should and should not open as the country manages the Pandemic.  The 

school will always follow this advice and guidance.   

 

The current Government guidance for schools is that from 8th March 

2021 all children should be attending school and normal attendance 

management procedures should apply. 

 

Med 

 

  

 Additional Controls Required Action by 

who and 

when 

Complete 

1.1 Remote Learning Policy to be developed and in place 

should classes/bubbles need to close in the event of 

further cases being identified in school.   

SLT 

28/02/21 

Yes 

1.2 In the event of class/bubble closure, online learning 

will still be available to all children in the form of 

class specific work packs on the school website, 

online learning via external online routes. All 

children will have access to Live Online contact with 

their teacher via Daily check-ins on Microsoft 

Teams.  

LC 

8/1/21 

Yes 

1.3 Arrangements in place to ensure IT equipment can 

be loaned to children (families) that need it (laptop 

and Broadband loans). 

SB/LC 

6/1/21 

Yes 



2. Admissions Framework 
Hazard Spread of Covid-19 

Controls in place 

 

Risk 

Rating 

As per government advice, the school will open to all children with no 

limits for class sizes.  Social distancing guidelines will be followed in 

classes as per Social Distancing below. 

 

Low 

 

  

 Additional Controls Required Action 

by who 

and when 

Complete 

2.1 N/A 

 

  



3. Barriers and Screens 
Hazard Spread of Covid-19 

Controls in place 

 

Risk 

Rating 

Barriers/screens to be used by reception staff when dealing with 

parents/visitors/contractors  

 

Parents to be allowed to walk child to allocated drop off points but no 

admission in to school building. 

 

Med 

 

  

 Additional Controls Required Action by 

who and 

when 

Complete 

3.1 Perspex Barriers installed in Office Reception area 

 

JB/CE 

17/05/20 

Yes 



4. Promotion of good personal hygiene 
Hazard Spread of Covid-19 

Controls in place 

 

Risk 

Rating 

• Hand washing facilities with soap and water (ideally warm water) in 

place. 

• Posters are displayed throughout the school reminding pupils, staff 

and visitors to wash their hands, e.g. before entering and leaving 

the school. (Additional PHE posters accessible here). 

• Stringent hand washing taking place. (in accordance with this 

guidance). 

• Pupils are supervised by staff when washing their hands to ensure 

it is done correctly and for at least 20 seconds, where necessary. 

• Classes to continue to teach children hand washing techniques. 

• Drying of hands with disposable paper towels.  

• Children to wash hands before and after eating a snack and before 

and after eating dinner.  

• Hand sanitisers meeting a minimum of 70% alcohol content (for as 

long as it’s available to buy) sited in any area where washing 

facilities not readily available (Note; hand gel is no substitute for 

thorough and effective handwashing) 

• Employees and pupils reminded to catch coughs and sneezes in 

tissues – Follow Catch it, Bin it, Kill it and wash hands and to avoid 

touching face, eyes, nose or mouth with unclean hands.  

• Tissues for each class and available throughout school, ensuring 

adequate stock levels for each class / office from the start of 

each day and are replenished as needed.  

• Appropriate receptacles for disposal of tissues which are emptied 

throughout the day. 

• Pupils discouraged from sharing cutlery, cups or food.  

• Parents informed of hygiene expectations and to advise it is 

discussed with their children. 

• Parents informed that children are to wash their hands for 20 

seconds before coming to school and when they get home. 

• Areas are kept well ventilated using natural ventilation where 

possible.  

Med 

 Additional Controls Required Action by 

who and 

when 

Complete 

4.1 All children expected to wash hands as soon as 

they arrive at school. 

 

Whole 

school 

02/09/2020 

Yes 



4.2 Whole staff meeting held 2.9.2020 to go through 

changes to procedures and new procedures in 

place. 

Reviewed in staff meeting 5th January 2021 and 

in Briefing 26/02/2021 

PS 

26/02/2021 

Yes- 

ongoing as 

procedures 

change 

4.3 Covid 19 staff training (inset) day for 1st and 2nd 

September 2020. 

 

PS 

02/09/20 

Yes 

4.4 School Return March 2021- updated Staff 

Handbook to be issued to and read as confirmed 

by all members of staff 

New staff issued with handbook upon employment 

start date 

PS 

05/03/21 

Yes and 

ongoing 

review 

4.5 Handwashing instruction posters located at all 

Hand-wash stations.  

JB 

22/05/20 

Yes 

4.6 Additional Anti-bac gel dispensers located 

throughout school. 

JB 

15/05/20 

Yes 

4.7 Additional Pedal bins located in corridors and 

foyer. 

CE 

15/05/20 

Yes 

4.8 Parents advised of new procedures for bringing 

children in to school and new ‘Return to School’ 

specific rules.  These include new drop off and 

collection times, new locations for dropping off 

and collecting children.  

PS 

3/03/2021 

Yes 

4.9 There will be no Phased return.  All children are 

required to attend school from 8th March 2021. 

PS 

08/03/21 

Yes 

4.10 Children required to wear uniform and school’s 

pre-Covid-19 uniform policy to be reinstated.  

Uniform can play a valuable role in contributing to 

the ethos of a school and setting an appropriate 

tone.  However, school to adopt a more relaxed 

approach when challenging uniform standards 

whilst essential shops are still required to stay 

closed. 

PS 

08/03/21 

Yes 

4.11 School staff to follow pre-Covid dress code as per 

the school’s Dress standards which are detailed in 

the staff handbook. 

PS 

20/07/20 

Yes 

4.12 Senior Leaders and office staff to return to 

business wear and uniform as appropriate. 

PS 

20/07/20 

Yes 



 

4.13 All staff to ensure that clean clothes are worn 

each day.   

PS 

20/07/20 

Yes 

4.14 Children wearing face masks or face coverings will 

be asked to remove them before entering school. 

PS 

20/07/20 

Yes 



5. Cleaning and Work environment 
Hazard Spread of Covid-19 

Controls in place 

 

Risk 

Rating 

 Pupils sit at same desk each day which is thoroughly cleaned at 

the end of each day.  

 Cleaners are employed by the school / sourced via LA SLA to 

carry out daily thorough cleaning of classrooms and other areas 

that follows national guidance and is compliant with the COSHH 

policy and the H&S policy.  

 Meet with cleaning contractors regularly to review cleaning 

arrangement and make any necessary changes. 

 Increase focus cleaning and disinfecting objects and surfaces 

that are touched regularly (touch points) particularly in areas of 

high use such as door handles, door panels, bannisters, light 

switches, reception area / sign in tablets using appropriate 

cleaning products and methods. 

 Rigorous checks to be carried out by line managers to ensure that 

the necessary procedures are being followed. 

 All cutlery and cups are thoroughly cleaned before and after use. 

 Class teachers to ensure windows are open and air circulation is 

turned on in their classrooms. 

 Ensure good ventilation is maintained.  This maybe through the 

school’s air handling systems in each classroom but ventilation may 

be further enhanced through the opening of windows 

 If temperatures are low, open windows just a little while lessons 

take place, and open wide during breaktimes. 

 Encourage pupils and staff to wear more layers. 

 Ensure there are no direct cold draughts onto pupils or staff. 

 Keep doors open unless they are fire doors along corridors and 

vacant rooms (especially staff room). 

 Ensure the schools ventilation system is up to date with all routine 

inspection and service schedules. 

 

 

Med 

 Additional Controls Required Action by 

who and 

when 

Complete 

5.1 Staff to clean desks down at regular intervals 

throughout day as identified in Return to school March 

2021 Staff Handbook.   

   

Whole 

school 

08/03/21 

Yes- 

ongoing 



 

  

5.2 Lunchtime Staff to clean toilets at regular intervals 

throughout day as identified in Return to school March 

2021 Staff Handbook before afternoon sessions start.  

JB and 

lunch 

staff 

8/3/21 

Yes- 

ongoing 

5.3 Site Manager to perform additional daily cleaning.  

TA’s to clean during day time if ad-hoc cleaning 

required. 

JB and all 

TAs 

01/06/20 

Yes- 

Ongoing 

5.4 Staff not to arrive at school before 7:30am to allow 

daily cleaning of building. 

Whole 

school 

20/07/20 

Yes 

5.5 Teaching staff to be off-site by 6pm every day to 

allow daily cleaning of building. 

Whole 

school 

20/07/20 

Yes 

5.6 Classroom resources and equipment (including play 

equipment) to be used but cleaned down thoroughly at 

the end of day.   

Whole 

school 

20/07/20 

Yes- 

ongoing 

5.7 Enhanced cleaning schedule detailed in Return to 

school March 2021 Staff Handbook to include specific 

responsibilities and times that cleaning takes place. 

SLT 

8/3/2021 

Yes-

ongoing 



6. Social Distancing 
Hazard Spread of Covid-19 

Controls in place 

 

Risk 

Rating 

 School sends out regular clear messages that children, parents, 

carers or any visitors, such as suppliers are not to visit the 

education or childcare setting if they are displaying any symptoms 

of coronavirus (COVID-19). 

 Implementation of social distancing – i.e. reducing the number of 

persons in any work area to comply with the 2-metre gap 

recommended by Government. Upstairs staffroom to have a 

maximum of 5 adults in at any one time, adhering to social 

distancing rules. The downstairs staffroom to be single staff 

occupancy. 

 Cohorts are kept together in class groups and where ever possible 

different groups are not mixed.  This includes during lunchtimes 

and break times.     

 The same teacher / staff members are assigned to each group and 

stay the same during the day.  

 If staff need to share a car to school with someone outside of 

their support bubble or household, they are advised to share with 

the same people each time, open the windows for ventilation and 

wear a face covering 

 Desks should be spaced as far apart as possible and children sat 

facing the front of the class (side by side). 

 Teachers to teach classes from front of the class and maintain 

social distance throughout.  

 Children use same classroom or area of a setting throughout the 

day with thorough cleaning of rooms at the end of the day.  

 Staggered lunch and break times and the movement of pupils 

around school to reduce large groups of children gathering 

 Staff reminded daily of the importance of social distancing both 

in the workplace and outside of it. This is a standing agenda item 

in the Friday School staff briefing. 

 Redesigning processes / rooms to ensure social distancing in place.  

 Conference calls to be used instead of face to face meetings. 

 Social distancing also to be adhered to in staffroom  

 Management checks to ensure this is adhered to. 

 Parents discouraged from gathering at school gates. 

 Assemblies to take place via Microsoft Teams where children will 

be sat in their classroom seats and viewing the Teams assembly 

via the whiteboard. 

 Parents’ Evening appointments to take place remotely via Teams 

meetings. 

Med 



 School start times made more flexible to make it easier for 

Parents to bring children to school safely and maintain Social 

Distancing rather than gathering at gates.  School gates are 

opened between 8:45am until 9:05am.  Parents are regularly 

reminded of their responsibility to bring children to school on 

time during these times to avoid crossover of staff within class 

groups. 

 

 Additional Controls Required Action by 

who and 

when 

Complete 

6.1 Staff grouped into full cohort classes or bubbles to 

ensure same staff and children are all in same groups 

each day as far as is reasonable practicable. However, 

all staff can operate across different year groups if 

required to enable a full educational offer. 

SLT 

20/07/20 

Yes- 

ongoing 

6.2 Phase groups to be managed by SLT as per Pre-Covid 

arrangements. 

SLT 

20/07/20 

Yes 

6.3 Floor tape used for demarcation of zones and to 

ensure social distancing where necessary. 

JB 

01/06/20 

Yes 

6.4 Floor markings in corridors to ensure children keep to 

the left when moving around school thus enabling 

social distancing in corridors. 

JB 

01/06/20 

Yes 

6.5 Dining hall and Club room to be used for hot meals 

only at lunch time for R and Y1.  To ensure children 

are not outside at same time, there will be staggered 

break times which is detailed in the ‘Return to School 

March 2021 Staff Handbook’. Children with packed 

lunches are to eat at their own desk in their 

classrooms. Grab bags are to be used for Y2-Y6 for 

school hot meals.  This is to be reviewed after Easter. 

SLT 

8/03/2021 

Yes- 

ongoing 

6.6 Staff are regularly reminded not to congregate in 

communal areas (Staff room and Kitchenette) at 

beginning or end of shifts.  

SLT 

20/07/20 

Yes 

6.7 Parental access to the school is to be via appointment 

only.  Appointments should be made by telephone call 

to avoid coming on to the school grounds. 

SLT 

20/07/20 

Yes 

6.8 Parents to drop children off at school at prescribed 

times only and following schools social distance drop 

off guidance.  Parents must not bring children to 

school late as this risks cross-over of class groups. 

SLT 

8/03/2021 

Yes 

6.9 From 17 May face coverings will no longer be 

recommended for staff in classrooms. In all schools.  

The school continues to recommend that face 

coverings should be worn by staff and visitors in 

SLT 

12/05/21 

Yes 



Fig 1 

Safe wearing and removal of face coverings 

You should have a process for when face coverings are worn within your school and how 

they should be removed. You should communicate this process clearly to pupils, staff 

and visitors and allow for adjustments to be made for pupils with SEND who may be 

distressed if required to remove a face covering against their wishes. 

 

Safe wearing of face coverings requires the: 

 cleaning of hands before and after touching – including to remove or put them 

on 

 safe storage of them in individual, sealable plastic bags between use 

situations outside of classrooms where social 

distancing is not possible. 

The reintroduction of face coverings for staff may be 

advised for a temporary period in response to 

particular localised outbreaks, including variants of 

concern. 

Staff must wear a face covering in all situations 

where social distancing cannot be maintained.  Whilst 

the school is confident that social distancing can be 

maintained in corridors, staff room and the 

kitchenette, the school has asked all staff to wear a 

face covering in these areas as an additional safety 

measure. 

6.10 Drinking water available to all children in their 

classrooms.  Children each issued with their own 

water bottle which is to be filled and brought to their 

seat before drinking.  Disposable cups/beakers 

removed to discourage congregating in groups. 

PS 

01/10/20 

Yes 

6.11 School to ensure that staff follow DfE guidance on 

the safe wearing and removal of face coverings – See 

fig 1 below 

SLT 

28/02/21 

Yes 

6.12 Staff to be made aware of City of Wolverhampton 

Council, Covid Control Measures in School Settings – 

February 2021 Lessons Learned Guidance and 

reminded of importance of following Control Measures 

in place relating to the importance of maintaining 

Social Distancing in general; whilst car sharing; 

sharing of food; treats and making drinks; sharing of 

equipment; phonecalls and the use of telephones; and 

monitoring controls. 

Covid Control Measures in School - Lessons Learned 

 

PS 

26/02/21 

Yes 



 Where a face covering becomes damp, it should not be worn, and the face 

covering should be replaced carefully. Staff and pupils may consider bringing a 

spare face covering to wear if their face covering becomes damp during the 

day. 

 You must instruct pupils to: 

o not touch the front of their face covering during use or when removing it 

o dispose of temporary face coverings in a ‘black bag’ waste bin (not 

recycling 

o bin) 

o place reusable face coverings in a plastic bag they can take home with 

them 

o wash their hands again before heading to their classroom 

 

Separate guidance is available on: 

 preventing and controlling infection, including the use of PPE, in education, 

childcare and children’s social care settings 
 

COVID-19: safe-working-in-education-childcare-and-childrens-social-care/safe-

working-in-education-childcare-and-childrens-social-care-settings-including-the-use-

of-personal-protective-equipment-ppe 

  

https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe


7. Governors Meetings 
Hazard Spread of Covid-19 

Controls in place 

 

Risk 

Rating 

All Governors meetings during Pandemic will be held virtually over 

Microsoft Teams. 

 

This will continue until further advice has been received. 

Low 

 

  

 Additional Controls Required Action by 

who and 

when 

Complete 

7.1 All Governors to be set up with a school email 

address to access Teams securely 

 

SB 

01/06/20 

Yes 

7.2 Approvals by Governors will be recorded in the 

meeting minutes 

PS/SB/S4S 

01/06/2021 

Yes 

Ongoing 



8. Reducing contact points 
Hazard Spread of Covid-19 

Controls in place 

 

Risk 

Rating 

• School avoids any activities which involve the passing of items around 

a class i.e.  food making / tasting, artefact sharing, touching 

activities etc. 

• School will cease hand shaking of children and visitors. 

• Children reminded not to touch each other and not to touch teaching 

staff. 

• Any display boards which promote or encourage touching due to a 

sensory element should be temporarily taken down. 

• Carefully selected and assessed doors are propped open (bearing in 

mind fire safety and safeguarding risks), to limit use of door handles 

and aid ventilation. 

• PE activities encouraged but no contact sports.  Equipment to be 

cleaned down after use by Sports Coach. 

Low 

 Additional Controls Required Action by 

who and 

when 

Complete 

8.1 Purchase of additional signage and outdoor banner. 

 

SB 

22/05/20 

Yes 

8.2 Lunchtime strategy discussed and agreed with 

catering team –regular cleaning to include tables 

being cleaned immediately after lunch. 

SLT 

01/06/20 

Yes- 

ongoing 

8.3 Contacting parents of children who have been 

identified as higher risk of failing to comply with 

Social Distancing rules’ to agree a plan of action. 

SLT 

20/07/20 

Yes 

8.4 Door stops to be used to ensure selected doors are 

held open reducing need for handling of door 

handles/locks etc 

CE/JB 

22/05/20 

Yes- 

ongoing 

8.5 Classroom surfaces to remain cleared and cleaned Whole 

school 

20/07/20 

Yes- 

ongoing 

8.6 No shared stationery/resources.  Children were 

issued with their own labelled stationery in labelled 

zip bags in Sept 2020.  Teaching Assistants will 

undertake a review of these and ensure each 

stationery pack is fully stocked. 

Whole 

school 

28/2/21 

Yes-

ongoing 

8.7 School Office staff to ensure school stationery 

supplies are fully stock in order to meet demand of 

each child (see 8.6 above) 

CE/RS 

28/02/21 

Yes- 

ongoing 



 

  

8.7 Resources within the classroom can be shared but 

should be cleaned regularly along with frequently 

touched surfaces. 

PS 

01/06/20 

Yes- 

ongoing 

8.8 Resources used across school to be cleaned after 

use and rotated to ensure 48 hour isolation period 

between use and 72 hours for plastics. 

TAs 

20/07/20 

Yes 

8.9 Parents/children contacted to advise that children 

are not allowed to bring items other than packed 

lunch, coats and school books and bags in to school 

(staff at entrance to police). 

 

PS 

20/07/20 

Yes 

8.10 Staff have been asked to advise Headteacher if 

they are travelling during school breaks and will be 

required to quarantine up on their return to the UK 

in line with government guidelines.  No staff have 

identified as required to quarantine. Currently no 

travel is allowed and this will be reviewed as advice 

and guidance changes. 

PS 

24/02/2021 

Yes 

8.11 A schedule to allocate specific toilets to each year 

group and subsequent cleaning responsibilities for 

each toilet area is detailed in  Return to school 

March 2021 Staff Handbook 

SLT 

28/02/21 

Yes 

8.12 Sensory room and the equipment within is to be used 

by identified children only (as agreed with SENCO) 

and must be cleaned down by the member of staff 

accompanying the child after each and every use.  

SLT 

28/02/21 

Yes 

8.13 Library Timetable to be established and 

communicated to rest of school 

AHi 

08/03/21 

Yes 



9. Dealing with suspected cases (Staff & 

Pupils) 
Hazard Spread of Covid-19 

Controls in place 

 

Risk 

Rating 

• Staff are informed of the symptoms of possible coronavirus 

infection, e.g. a cough, difficulty in breathing, high temperature and 

loss of taste/smell, and are kept up-to-date with national guidance 

about the signs, symptoms and transmission of coronavirus. 

• If anyone becomes unwell with a new continuous cough, high 

temperature or loss of taste/smell in school they will be isolated 

(children supervised at all times) and kept in an area where they can 

be at least two metres away from others and sent home and advised 

to follow the stay at home guidance. 

• If unwell pupils and staff are waiting to go home, they are instructed 

to use different toilets to the rest of the school to minimise the 

spread of any potential infection. 

• Areas used by unwell staff and pupils who need to go home are 

appropriately cleaned once vacated by staff who are wearing 

appropriate PPE. 

• If a member of staff becomes symptomatic their line manager 

maintains regular remote contact with during this time. 

• If advised that a member of staff or pupil has developed Covid-19 

and were recently on school premises the management team will 

contact the Public Health Authority to discuss the case, identify 

people who have been in contact with them and will take advice on 

any actions or precautions that should be taken.  

• Staff/Children who have been showing symptoms, however mild, are 

advised to follow Government advice regarding virus testing and self-

isolation.  This includes other members of the same household. 

• In order to help parents with limited childcare options during times 

where they/or a child in their household is Self-Isolating due to a 

class closure/contact with a positive case, arrangements can be made 

to help those parents bring siblings in to school.  Such arrangements 

may involve being given temporary permission to drive on to school 

grounds and a member of staff will receive the sibling from an 

appropriate social distance.  Parents are reminded of their 

responsibility to bring children to school on time during the amended 

opening times (8:45 and to 9:05am).  The school will be unable to 

ensure a member of staff is available outside of these hours as 

school will have started and self- isolating parents or parents with an 

isolating child in the car should not exit their vehicle or enter 

reception as this can place people at unnecessary risk. Should 

Low 



children be brought to school after 9:05am they will not be allowed 

into school on that day and an unauthorised absence will be recorded. 

 

  

 Additional Controls Required Action by 

who and 

when 

Complete 

9.1 PPE purchased to be worn by staff in the event of 

suspected cases. 

PS 

01/06/20 

Yes 

9.2 Isolation to take place in the Club Room which is near 

reception foyer. 

PS 

19/10/20 

Yes 

9.3 School staff to fully engage in NHS test and Trace 

system and follow Government guidance. 

PS 

20/07/20 

Yes 

9.4 Staff to be issued home LFT tests subject to 

availability.  Staff may be given opportunity in school 

time to have Lateral flow tests on weekly basis if LFT 

tests are not available. 

PS 

12/01/21 

Yes 

9.5 Parents advised to adhere to latest Government 

guidance if they or a member of their household has 

tested positive/shows symptoms 

PS 

20/07/21 

Yes 

9.6 School may request evidence of results if a member of 

the same household shows symptoms and is instructed 

to take a test.  However, no evidence will be requested 

if an appropriate period of isolation has taken place. 

PS 

20/07/21 

Yes 



10. Wider Public Transport 
Hazard Spread of Covid-19 

Controls in place 

 

Risk 

Rating 

• Families encouraged to walk/cycle to school and to keep public 

transport journeys to a minimum 

 

Low 

 

 

 

  

 Additional Controls Required Action 

by who 

and when 

Complete 

10.1 Start and finish times reviewed and details in School Return 

March 2021 Handbook 
SLT 

01/03/21 

Yes 



11. Controlling other users of the building 

(visitors/contractors) 
Hazard Spread of Covid-19 

Controls in place 

 

Risk 

Rating 

 School will limit the number of contractors allowed on site. Only 

contractors essential for Health and Safety and child protection/ 

EHA/EHCP will be allowed on site and they must have agreed a time 

and date with the school before arriving. These contractors will be 

expected to adhere to their own risk assessments and the school 

rules and should wear a mask whilst in the school building. 

 The school will contact every contractor/user and inform them of 

usage expectations and request their Risk Assessments: 

 Compulsory handwashing / use of gel before entering school. 

 Restrictions or suspensions of building usage 

 For School Deliveries, delivery drivers to contact office staff upon 

arrival via Vehicle Entrance intercom and goods and delivery 

paperwork to be left in foyer.  There should be no physical contact 

between drivers and school staff. 

 For Kitchen Deliveries, Site Manager to open side gate and Kitchen 

door entrance.  Delivery driver to unload goods as agreed with 

Catering team and in line with their own Covid 19 Risk Assessment 

guidelines. 

 For visitors to the school who are providing Curriculum based 

services, visitors will be asked to provide a copy of their 

company’s/service’s Risk Assessment and be expected to follow it 

at all times.   
 

Low 

 Additional Controls Required Action by 

who and 

when 

Complete 

11.1 Contractor Risk Assessments to be stored centrally. 

 
JB/SB 

01/06/21 

Yes 

11.2 Once deliveries have been dropped off by driver.  Staff 

may use disposable gloves to open packaging and put delivery 

away. 

CE/RS/JB 

01/06/20 

Yes 

11.3 Volunteers continue to be suspended and will be reviewed 

after Easter with a view to visitors returning. 
SLT 

28/02/21 

Yes 

11.4 Agency staff and specialist staff required to act 

responsibly when working in school by minimizing contact 

with other staff. 

SLT 

20/07/20 

Yes 

11.5 Visitor handbook updated to reflect Covid 19 rules expected 

of visitors and contractors. 
SB 

09/07/20 

Yes 



 

  

11.6 Where interviews are required to aid recruitment.  

Interviews should be held via Microsoft Teams where 

possible. 

SB/PS 

28/02/21 

Yes 

11.7 Where interviews require a candidate to visit the school 

(i.e. to demonstrate suitability for the role/trial etc), 

interviews and tasks will be undertaken in a socially distant 

fashion. 

SB/PS 

12/05/21 

Yes 



12. Emergency Procedures 
Hazard Spread of Covid-19 

Controls in place 

 

Risk 

Rating 

• All staff and pupils’ emergency contact details are up-to-date, 

including alternative emergency contact details, where required. 

• Pupils’ parents are contacted as soon as practicable in the event of 

an emergency. 

• Staff and pupils’ alternative contacts are contacted where their 

primary emergency contact cannot be contacted. 

• The school has an up-to-date First Aid Policy in place which outlines 

the management of medical emergencies – medical emergencies are 

managed in line with this policy. 

 

Fire Safety 

• Fire safety management plans should be reviewed and checked in 

line with operational changes. All fire doors are checked to be 

operational at all times  

• Fire alarm system and emergency lights are tested and are fully 

operational  

• Emergency drills are to be carried out as normal (following social 

distancing as appropriate). Adjustments made to fire drill to allow 

for social distancing as appropriate.  

 

https://www.gov.uk/government/publications/fire-safety-in-new-and-

existing-school-buildings 

Low 

 

 

 

 Additional Controls Required Action by 

who and 

when 

Complete 

12.1 Undertake socially distant fire drill during March 2021. 

 

JB 

31/03/21 

 

12.2 Undertake a lockdown review before Easter JB/PS 

01/04/21 

 

12.3 Fire Drill procedures amended as follows: 

o Children to line up in socially distant manner on 

the playground against the sign with their 

classroom name 

o All staff will need to record absent children’s 

names on whiteboards to be taken out with 

them in the event of a fire. 

JB/PS 

18/09/20 

Yes 

https://www.gov.uk/government/publications/fire-safety-in-new-and-existing-school-buildings
https://www.gov.uk/government/publications/fire-safety-in-new-and-existing-school-buildings


13. Extra-curricular provision and 

Breakfast/After school childcare 
Hazard Spread of Covid-19 

Controls in place 

 

Risk 

Rating 

• Extra-Curricular (clubs) run by school may be restarted in Class 

group bubbles to avoid crossover of groups. 

• Breakfast and After School childcare to resume for children that 

are in school.   

• Childcare services to operate social distancing and will have access 

to two separate rooms to ensure they can be kept apart. 
• From 17 May, in line with the commencement of Step 3 of the 

roadmap, where  

• Wraparound and other extra-curricular activities for children are 

taking place indoors, they will be able to take place in groups of any 

number. However, it remains important to continue to minimise 

mixing between children, where possible.  

• This can be achieved by:  

o Continuing to keep children in consistent groups every time 

they attend the setting. 

o Smaller groups should be considered when it is not possible 

to do this. When considering  

o Appropriate group sizes it will be important to take into 

account factors such as the  

o The childcare club ensure that maximum occupancy of the 

facility is not exceeded  

o Parents are advised not to use other external childcare 

providers and children from other schools are not 

permitted to use them until further notice: 

o The link to the guidance for parents and carers is available 

on the school website. 

 

Low 

 Additional Controls Required Action by 

who and 

when 

Complete 

13.1 
Liaise with Childcare service manager to review level 

of service and logistics of operations 

PS 

25/02/2021 

Yes 

13.2 
Childcare Service manager to provide school with 

updated copies of their Covid-19 Risk assessment 

and publish them on their website 

PS/SB 

08/03/21 

Yes 



 

 

 

 

 

  

13.3 
Providers to use their own equipment which should 

be cleaned down after use. 

PS 

20/07/20 

Yes 

13.4 Tables and chairs to be cleaned down after every 

session. 

PS 

20/07/20 

Yes 

13.5 School Leaders and Childcare club to ensure 

Childcare club Risk Assessment and School Risk 

Assessment are aligned and that both are adhered 

to at all times. 

PS/LF 

12/05/21 

Yes 



14. Personal Protective Equipment (PPE) 
Hazard Spread of Covid-19 

Controls in place 

 

Risk 

Rating 

Note: Public Health guidance on the use of PPE to protect against 

COVID-19 relates to health care settings, in all other settings individuals 

are asked to observe social distancing measures and practice good hand 

hygiene behaviours. Therefore, for mainstream school’s face masks, 

gloves, aprons etc would not be needed. The majority of staff will not 

require PPE beyond what they would normally require i.e. where schools 

require PPE as part of business as usual activity (e.g. gloves and aprons 

for intimate care needs) then an adequate supply is to be in place. 

 

• Disposal of PPE waste can go into normal waste streams, but it must 

first go into a separate bag and be sealed. 

• Whilst coronavirus infection rates have continued to rise, all adults 

visiting school premises must wear a face covering- unless exempt. 

School staff will be required to wear a face covering whilst 

outside. Face coverings may also be worn in communal areas by 

staff where social distancing cannot be maintained. 

 

Staff reminded of general government guidance for safe use of PPE. 

 

COVID-19: safe-working-in-education-childcare-and-childrens-social-

care/safe-working-in-education-childcare-and-childrens-social-care-

settings-including-the-use-of-personal-protective-equipment-ppe 

 

Face Masks vs Face Coverings 

For the purposes of clarity:  Only a medical grade 3 ply face mask is 

classified as PPE.  Anything else is deemed to be a ‘face covering’ and is 

NOT classified as PPE. 

 

Staff are advised that a face shield/visor should not be worn unless 

medical reasons prevent from wearing a face covering or a valid reason is 

given (i.e. to aid communication).  Public Health advice states that the 

effectiveness of a face shield/visor is minimal in comparison to a face 

mask 

 

Low 

 Additional Controls Required Action by 

who and 

when 

Complete 

14.1 
PPE required if; 

PS 

01/06/20 

Yes 

https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe


 

 

 

  

•a child, young person or other learner becomes unwell 

with symptoms of coronavirus while in their setting and 

needs direct personal care until they can return home. 

A face mask, gloves and apron should be worn by the 

supervising adult if a distance of 2 metres cannot be 

maintained.  

•If a risk assessment determines that there is a risk 

of splashing to the eyes, for example from coughing, 

spitting, or vomiting, then eye protection should also be 

worn (Coronavirus (COVID-19): implementing protective 

measures in education and childcare settings). 

Gloves, aprons, masks should be carefully removed to 

reduce contamination and disposed of safely.  See 

advice on safe wearing and removal of face masks  



15. Staffing 
Hazard Teacher / Staff shortage 

Controls in place 

 

Risk 

Rating 

• School monitors daily any staff absence.  

• Everyone is instructed to monitor themselves and others and look 

out for similar symptoms if a pupil or staff member has been sent 

home with suspected coronavirus. 

• Staff do not return to school before the minimum recommended 

exclusion period (or the ‘self-isolation’ period) has passed, in line 

with national guidance. 

• If there are any shortages of teachers, then teaching assistants 

can be allocated to lead a group, working under the direction of a 

teacher.  

• Risk Assessments undertaken. Where individuals have expressed 

concerns in relation to the COVID-19 response, line managers will 

complete a separate risk assessment with that individual and if 

appropriate to seek advice from Human Resources and/or 

Occupational Health 

• Line managers will offer support to staff who are affected by 

Coronavirus or has a family member affected. 

• Management will promote mental health & wellbeing awareness to 

staff during the Coronavirus outbreak and will offer whatever 

support they can to help.  

• Regular communication of mental health information and has an 

open-door policy for those who need additional support. 

• Brief staff on risks arising from using Display Screen Equipment 

(DSE), lone working and stress related issues whilst working from 

home. 

• Staff who are classed as CEV and have a letter confirming this will 

need to continue to shield and work from home until further 

guidance received.  

• School leaders should be flexible in how those members of staff 

are deployed to enable them to work remotely where possible or in 

roles in school where it is possible to maintain social distancing. 

• Staff who live with those who are clinically extremely vulnerable or 

clinically vulnerable can attend the workplace. 

• As a general principle, pregnant women are in the ‘clinically 

vulnerable’ category and are advised to follow the relevant guidance 

available for clinically-vulnerable people. 

Staff who are pregnant 

• As a general principle, pregnant women are in the ‘clinically 

vulnerable’ category and are advised to follow the relevant guidance 

available for clinically-vulnerable people. 

Low 



• Staff and pregnant Pupils who are 28 weeks pregnant and beyond 

are at an increased risk and may fall in the CEV category.  

• If CEV then you should follow Government shielding advice.  

• Expectant mothers risk assessments must be carried out and risk 

control measures put in place.  

• https://www.rcog.org.uk/en/guidelines-research-

services/guidelines/coronavirus-pregnancy/covid-19-virus-

infection-and-pregnancy/ 

• Expectant mothers risk assessments must be carried out and risk 

control measures put in place.   

 

  

 Additional Controls Required Action by 

who and 

when 

Complete 

15.1 Emotional Health and Well Being Lead to sign post 

staff to wellbeing services.  

SLT 

19/05/20 

Yes 

15.2 Employees reminded of Employee benefits scheme PS 

01/06/20 

Yes 

15.3 School leaders operate an open door policy. SLT 

01/06/20 

Yes 

15.4 Local Authority Risk Assessments undertaken and 

regularly reviewed for all employees with their 

involvement.   

SLT 

30/06/20 

11/01/21 

Yes 

15.5 All staff who may be required to shield will be 

expected to follow any new Government Guidance in 

respect of returning to work or working from home. 

PS 

5/1/21 

ongoing 

Yes 

15.6 Safer recruitment procedures must still take place in 

all instances.  In order to do this, the schools HR 

consultant has provided guidance for Safer 

Recruitment during Covid. 

 

3. Remote 

Recruitment - Safer Recruitmet during COVID-19.pdf
 

 

SB 

01/02/21 

Yes 

    



16. Well-being 
Hazard Impact on physical and mental health 

Controls in place 

 

Risk 

Rating 

• Where individuals have expressed concerns in relation to the 

COVID-19 response, line managers will record this information on 

the risk assessment with that individual and if appropriate to seek 

advice from Human Resources and/or Occupational Health 

• Line managers will offer support to staff who are affected by 

Coronavirus or has a family member affected. 

• Management will promote mental health & wellbeing awareness to 

staff during the Coronavirus outbreak and will offer whatever 

support they can to help.  

• Regular communication of mental health information (e.g. H&S 

schools newsletter May edition wellbeing special) and has an open-

door policy for those who need additional support. 

• Brief staff on risks arising from using Display Screen Equipment 

(DSE), lone working and stress related issues whilst working from 

home. 

Low 

 

  

 Additional Controls Required Action by 

who and 

when 

Complete 

15.1 Emotional Health and Well Being Lead to sign post 

staff to wellbeing services. 

SLT 

19/05/20 

Yes 

15.2 Employees reminded of Employee benefits scheme PS 

01/06/20 

Yes 

15.3 School leaders operate an open door policy. SLT 

01/06/20 

Yes 



17. Testing 
Hazard Safe Testing and Control of kits 

Controls in place 

 

Risk 

Rating 

 School staff and all authorised visitors (Cleaning staff, 

Kitchen staff, ICT Technician and Specialist Teacher) will be 

offered Lateral Flow Home test kits to voluntarily complete 

at home twice a week and to be carried out first thing on 

Monday and Thursday morning.  LFT Tests will not be 

undertaken in the school. 

 The results of every Lateral Flow test should be reported in 

line with the guidance contained in each pack and also to the 

school. 

 Anyone with a positive result will need to take a confirmatory 

Polymerase Chain Reaction test, 

 If the confirmatory PCR test is positive, the person is 

required to continue to isolate for the 10 day period. If the 

confirmatory PCR test is negative, the person can end 

isolation and return to their normal routine.  

 It is necessary for the setting to isolate people identified as 

close contacts of the case within the 48 hours prior to the 

LFT being conducted. A negative PCR would allow the close 

contacts to end isolation. 

 Should the person go on to develop symptoms during the 

isolation period, the isolation period will restart from the 

first day symptoms appear. 

 Lateral Flow Tests given to staff and coordinated by the 

schools appointed Covid Coordinators. 

 Schools and colleges in England can raise questions, concerns 

or report issues, via the DfE coronavirus helpline: 08000 

468687 or at RapidTesting.SCHOOLS@education.gov.uk. 
 

Testing Staff who have recently returned after a Positive result 

 If staff have recently (within 90 days) tested positive for 

COVID-19, they are likely to have developed some immunity. 

 These people are exempt from testing by both PCR and LFT 

within 90 days of a positive test, unless they develop new 

symptoms. 

 However, in line with local Public Health guidance for schools 

undertaking home testing, they may choose to take a LFT 

after the isolation period. If found positive on LFT, they will 

Low 

mailto:RapidTesting.SCHOOLS@education.gov.uk


be required to self-isolate for 10 days or longer if 

symptomatic. This should only be done after completion of the 

required self-isolation period 

 A new LFT must not be taken whilst the person is still within a 

period of isolation. If symptoms (other than cough or a loss 

of, or change in, your normal sense of taste or smell) persist 

for longer than 10 days, this isolation period could be longer. 

 Further PCR tests, within 90 days of a positive test result, 

should only be obtained where the person develops a new 

incidence of symptoms. 

 

 

 

  

 Additional Controls Required Action by 

who and 

when 

Complete 

17.1 Tests to be stored in line with guidance PS 

22/01/21 

Yes- 

ongoing 

17.2 Staff to receive briefing as per DfE online guidance. PS 

22/01/21 

Yes 

17.3 Privacy Statements available to all staff via Teams, 

Staffroom notice boards and handed to Cleaners, 

Kitchen Staff and Lunchtime staff 

SB 

22/01/21 

Yes 



18. Pupils Shielding and Self-Isolating 
Hazard Ill health 

Controls in place 

 

Risk 

Rating 

• Pupils who are classed as CEV and have a letter confirming this will 

need to continue to shield until further guidance received.  

• Arrangements will be made to support the remote teaching and 

learning for these Pupils. 

 

Low 

 

  

 Additional Controls Required Action 

by who 

and when 

Complete 

 N/A   



19. Vulnerable Pupils 
Hazard Ill health 

Controls in place 

 

Risk 

Rating 

• Where pupils who are self-isolating are considered by the school to 

be vulnerable, systems are in place to keep in contact with them.  

• When a vulnerable pupil is required to self-isolate, the school will:  

• notify their social worker (if they have one)  

• agree with the social worker the best way to maintain contact 

and offer support You should have procedures in place to:   

• check if a vulnerable pupil is able to access remote education 

support  

• support them to access it (as far as possible)  

• regularly check if they are accessing remote education 

Low 

 

  

 Additional Controls Required Action 

by who 

and when 

Complete 

 N/A   



20. Meal times 
Hazard Ill health 

Controls in place 

 

Risk 

Rating 

 School kitchen to be fully open and normal legal 

requirements will apply to the provision of food for pupils.  

 Free school meal support to be in place 

 Drinking water provided free of charge to pupils on school 

premises.  Water is available in every classroom and children 

have their own water bottles. 

 All pupils in Y2-Y6 eat their lunch in their own classroom and 

therefore maintain the bubbles 

 Only Reception and Y1 use the dining hall for lunchtime food 

provision and this is at a separate time. (see School 

Handbook) 

 Tables and chairs to be cleaned after lunchtime has finished.  

 Lunchtime staff and kitchen staff to maintain social 

distancing where possible from pupils.  

 Lunchtime staff are designated additional cleaning stations 

as part of their lunchtime duties ( see Staff Handbook for 

designated times and locations) 

 Good ventilation maintained. 

Low 

 

  

 Additional Controls Required Action 

by who 

and when 

Complete 

 N/A   



21. Residentials/Educational Visits 
Hazard Ill health and infection control 

Controls in place 

 

Risk 

Rating 

 Educational Visits will start to resume from the 12th April 

this will be in line with the Government roadmap.  

 From 12th April 2021, schools will be able to allow for 

Educational day trips to take place, these must be carried 

out in line with relevant COVID – 19 secure guidelines and 

regulations in place at that time.  

 Children should remain in their consistent groups.   

 Full risk assessments must be carried out to ensure they can 

be undertaken safely.  

 Look at wider advice regarding outdoors and indoor visits In 

line with the roadmap, schools can undertake domestic 

residential education visits, from 17 May. 

 Domestic residential trips must be carried out in line with 

relevant COVID – 19 secure guidelines and regulations in 

place at that time. 

 Children will be kept within their consistent groups (bubbles) 

for the purpose of the visit. 

 Schools are advised not to enter into any new financial or 

contractual commitments at this stage. This advice will 

remain under review and updated at the earliest opportunity. 

 Schools need to keep abreast of information which will be 

published regarding secure residential visits. 

 The school does not undertake International Visits 

Low 

 

  

 Additional Controls Required Action 

by who 

and when 

Complete 

 N/A   



22. Additional control measures introduced: 
 

Reduce mixing within education or childcare setting by: 

• accessing rooms directly from outside where possible. 

• using a one-way circulation, and separating down the middle of the corridor to keep 

groups apart as they move through the setting where spaces are accessed by 

corridors.  

• staggering breaks to ensure that any corridors or circulation routes used have a 

limited number of pupils using them at any time. 

• staggering lunch breaks - children and young people will clean their hands 

beforehand and enter in the groups they are already in, groups will be kept apart as 

much as possible and will eat lunch in their own rooms which will be cleaned 

throughout the lunch session.  

• ensuring that toilets do not become crowded by limiting the number of children or 

young people who use the toilet facilities at one time and allocating banks of toilets 

to individual bubbles. 

• noting that some children and young people will need additional support to follow 

these measures (social stories to support them in understanding how to follow 

rules).  

 

Use outside space: 

• for exercise and breaks. 

• for outdoor education, where possible, as this can limit transmission and more 

easily allow for distance between children and staff. 

• outdoor equipment will not be used unless it is appropriately cleaned between 

groups of children and young people using it, and that multiple groups do not use it 

simultaneously. Read COVID-19: cleaning of non-healthcare settings. 

For shared rooms: 

• use halls, dining areas and internal and external sports facilities for exercise at 

half capacity. As class groups take staggered breaks between lessons, these areas 

can be shared as long as different groups do not mix (and especially do not play 

sports or games together) and adequate cleaning between groups between groups is 

in place, following the COVID-19: cleaning of non-healthcare settings guidance. 

• stagger the use of staff rooms and offices to limit occupancy. 



Reduce the use of shared resources: 

• no resources will be taken home or brought into school by pupils, apart from the 

initial return of reading books which will then be kept in a separate area 

• by preventing the sharing of stationery and other equipment where possible by 

providing the children with their personal stationery wallet and folder. Shared 

materials and surfaces will be cleaned and disinfected more frequently. 

•  practical lessons will go ahead if equipment is cleaned thoroughly and the 

classroom or other learning environment is occupied by the same children or young 

people in one day, or properly cleaned between cohorts (Coronavirus (COVID-19): 

implementing protective measures in education and childcare settings). 

 

Staff to child ratios:  

• In addition to the Government guidance below, the school will follow the Local 

Authority capacity modelling template to group children accordingly within their 

bubbles. Guidance on staff to child ratios from the Government for pre-school 

children in early years settings within Early Years Foundation Stage (EYFS) 

continue to apply as set out here, and these will be used to group children. 

(Coronavirus (COVID-19): implementing protective measures in education and 

childcare settings) Where the physical layout of a setting does not allow small 

groups of children to be kept at a safe distance apart, we expect practitioners to 

exercise judgement in ensuring the highest standards of safety are maintained.  

 

  

 

Additional considerations: These are identified within the Staff School Return March 

2021 Coronavirus Handbook  

School-specific arrangements relating to risk assessment: 

· Capacity and organisation of teaching spaces  

· Arrival to and departure from school and other modes of transport   

· Movement around the school  

· Classroom allocations  

· Timetable and teaching arrangements  

· Role of teaching assistants  

· Breaktime and Lunchtime plan  

· Catering staff  

· Cleaning  

· Toilets  



· Staffroom and office space 

 

Effective communication is key and cannot be under estimated. Loxdale Primary School 

will ensure;  

• Everyone is reminded of public health advice and any updates in this fast-changing 

situation.  

• Everyone is vigilant and instructed to monitor themselves and others and look out 

for similar symptoms if a pupil or staff member has been sent home with suspected 

coronavirus. 

• The school is informed by pupils’ parents when pupils return to school after having 

coronavirus – the school informs the relevant staff. 

• Staff inform the Headteacher when they plan to return to work after having 

coronavirus. 

• The Headteacher contacts the local public health team immediately about any 

suspected cases of coronavirus, even if they are unsure, and discusses if any 

further action needs to be taken. Schools put into place any actions or precautions 

advised by their local public health team.  

• Schools keep staff, pupils and parents adequately updated about any changes to 

infection control procedures as necessary. 

• Schools publish their completed risk assessment on their website.  

• Schools consult staff on the risk assessment process and share key findings from 

the risk assessment process with all staff and empower and encourage staff to 

communicate any matters of concern / any areas for improvement.  

  



23. Covid Control Measures in School Settings 

 

City of Wolverhampton Council 

Covid-19 Control Measures in School Settings – February 2021 

IMPORTANT REMINDER 

 

Introduction 

Covid cases continue to be reported to the Council’s Public Health team in 

accordance with procedures.  To date over 200 positive cases have been reported in 

City of Wolverhampton Council school employees.  

 

Learning from case investigations 

Whilst each employee case needs to receive an investigation from the health and 

safety team and individual actions and lessons have been implemented, it is timely 

that we share some common themes that have potential to lead to the infection 

being transmitted in the workplace. 

Employees not socially distancing; since the start of the pandemic we are all aware 

of the need to socially distance and the ‘2 metre rule’.  Some investigations have 

shown that some employees have been tempted to encroach in this 2m, either 

during break/lunch times, whilst having conversations, often standing at the end of 

someone’s desk or stopping to chat whilst passing them in corridors or in 

classrooms. Staff rooms and offices should have maximum capacities calculated and 

it is important that these requirements are followed. Other investigations have shown 

staff to staff transmission of Covid within classrooms between teaching assistants 

and teachers because staff are not observing strict social distancing in classrooms. 

The 2m rule still applies to employees in schools and risk assessments should have 

been written with this in mind. Please remind all employees of the importance to take 

personal responsibility for following this key control measure. 

Car sharing; Whilst many schools have well thought out systems and control 

measures in place to prevent social distancing in the school setting, we are finding 

that car sharing is not being considered as part of this and is often overlooked. 

Schools should consider how staff arrive and leave school – particularly if they car 

share. Car sharing should be avoided if possible but if it’s not possible then it should 

 



be documented (perhaps on individual risk assessments) to reflect that conversation 

has been had with the staff member and that they are ensuring to take the following 

precautions: 

 

 Travel with windows open 

 Wear face coverings for the entire journey 

 The owner of the car is responsible for cleaning it and wiping hand touch 
points down before bringing it back into use as their own personal vehicle for 
transporting family members. 

 

Sharing of food, treats and making drinks; Whilst refreshments and food is able to be 

consumed during the working day, the safe way to do this in a Covid secure 

environment is not always being adhered to, with colleagues making drinks for 

others and sharing biscuits and other foods during the working day.  Employees 

should not be sharing any foods and should only be making drinks for themselves 

and cleaning all surfaces and touched objects (taps, water boilers, spoons etc.) 

afterwards.  All food including snacks should be taken home at the end of the 

working day. 

Sharing of equipment; Whilst many schools have closely considered and minimized 

the need for shared equipment between pupils, some schools have overlooked the 

need to consider the same for staff and ensure that staff are not using, sharing 

and/or passing equipment between themselves that is not cleaned between use. For 

example, handheld radios, stationary, photocopiers, printers, laptops, etc. In addition 

to this staff have been seen sitting next to each other to take part in online training 

when sharing a PC/laptop. Ideally each member of staff accessing online training 

should do so on a separate PC that is 2 meters away from any other person.  

Phone calls; Mobile and fixed phones should only be used by the person occupying 

the desk or owning the mobile phone.  There have been instances where during 

phone calls the phone has been passed to others to have a conversation with the 

person on the call.  This should not happen.  If someone needs to speak to the same 

person, they should make a separate call from their own desk or mobile phone. 

Cleaning regimes should be in place for desks and ancillary equipment and reducing 

clutter on office desks will help with this.  

Monitoring of controls; during investigations when we have asked for assurance that 

controls are being followed, it is not always apparent that employees are being 

reminded of the ‘Covid safe’ working procedures, and there is sometimes little 

evidence that employees are being reminded and monitored with regards to their 

adherence to the safe working practices.   



Managers/supervisors have a clear responsibility to challenge non Covid safe 

working practices. Everyone must challenge any evidence of other employees not 

following “Covid safe” working procedures. 

Conclusions and Actions 

Everyone is continuing to strive to provide excellent service provision.  It is important 

that we all continue to work together to ensure this is done in a safe and pragmatic 

way and that no one is put at increased risks of likely Covid infection by what they 

do, or the actions of others.  As the pandemic continues it is as important now as it 

was at the start that we all play our part in looking after each other. 

The matters mentioned above are by no means exhaustive, and without doubt do not 

apply everywhere all the time, but it is often those ‘one off occasions’ or slight lapses 

which have the potential to lead to a transmission, potentially with health effects for 

our colleagues, friends and families. 

Headteachers are asked to share this information with their employees so that we 

are all reminded of our part in being responsible for the safety of ourselves and 

others. 

The phrase ‘Hands, Face, Space’ is as relevant now as it ever was. Let’s all ‘Be 

Safe, Be Kind’ 

 

 


