
 

Elmhurst Primary School risk assessment  
 
This risk assessment is planned for a full reopening of the school from 8th March 2021 in accordance with the DfE guidance https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak and more specifically the following 
guidance:  

● ‘Schools coronavirus (COVID-19) operational guidance’. This guidance has been updated and comes into effect from the 8th March. 
● ‘Contingency framework: education and childcare settings’. This guidance only applies in exceptional circumstances but it is included for reference.  
● ‘Restricting attendance during the national lockdown: schools’. This guidance continues to apply until the 8th March 

Remote learning will stop for pupils from 8th March 2021 except for those who are in quarantine, isolating due to a positive Covid result in the household or shield if clinically extremely vulnerable, who will continue to receive a blended educational offer 
which includes live lessons and recorded video content as outlined in our Remote Teaching Policy (https://elmhurstprimary.co.uk/wp-content/uploads/2021/02/Elmhurst-Remote-Teaching-Learning-Policy.docx.pdf). Attendance in school is compulsory for all 
other pupils. 

The purpose of the risk assessment is to address and mitigate against the risk of infection and transmission of COVID-19 and is a legal requirement. This document will be reviewed periodically alongside staff members and be a focus for some staff training 
sessions. Any RA changes will be communicated in staff briefings, in a weekly bulletin and by email. Copies of this risk assessment are available on the school website and from the school office on request. This risk assessment is subject to changes to 
reflect changes in government advice. 

Although the new variants are more transmissable, the school will be following Public Health England (PHE) advice to follow the system of controls (prevention and response to infection) as specified below.  The risk assessment will focus on health and 
safety matters. This document should be read in conjunction with the Overview for staff - ( link from Nia) 

Prevention 
We must always: 
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) Where recommended, the use of face coverings in schools. 

3) Clean hands thoroughly more often than usual. 

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

5) Introduce enhanced cleaning, including cleaning frequently touched surfaces often, using standard products such as detergents. 

6) Consider how to minimise contact across the site and maintain social distancing wherever possible 

7) Keep occupied spaces well ventilated  

In specific circumstances:  

8) Ensure individuals wear the appropriate personal protective equipment (PPE) where necessary 

 9) Promote and engage in asymptomatic testing, where available (this is a new control) 

 Response to any infection  

You must always:  

10) Promote and engage with the NHS Test and Trace process 

11) Manage and report confirmed cases of coronavirus (COVID-19) amongst the school community  

12) Contain any outbreak by following local health protection team advice. 

The school is continuing to put in sensible measures to control risks for children, staff and families. All employers have a duty to consult employees on health and safety, and they are best placed to understand the risks in individual settings. 

Shared with: 

● ·         Trustees  Y/N / [Date] 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/963541/Schools_coronavirus_operational_guidance.pdf
https://www.gov.uk/government/publications/coronavirus-covid-19-contingency-framework-for-education-and-childcare-settings/contingency-framework-education-and-childcare-settings-excluding-universities#contingency-framework-principles
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/958906/Restricting_attendance_during_the_national_lockdown_schools_guidance.pdf
https://elmhurstprimary.co.uk/wp-content/uploads/2021/02/Elmhurst-Remote-Teaching-Learning-Policy.docx.pdf


●        Governors Y (  
● ·      SLT   (  
● ·      Staff  ( 1st March 2021) 

● Reps (  1st March 2021)  

Risk ratings: 

○ High Level Risks are risks are coded RED.  You should prioritise and manage these risks first. 
○ Medium Level Risks are risks are coded AMBER. These risks need to be managed and continually reviewed to ensure they are not posing any significant threats. Close monitoring is essential to avoid them developing into red/ high risks                                      

where possible. 
○ Low Level Risks are coded GREEN. These risks require limited action but they need to be reviewed regularly to ensure they are not posing any threats.  

Area of 
risk 

Specific  risk and 
concerns raised 

Actions to mitigate risk Risk rating if 
no action 

taken 

Risk if specified 
actions are taken 

Actions by whom and when 

Staffing 
(Nia) 

Risk to staff in the 
extremely clinically 
vulnerable category of 
catching Covid 19. 
Government advice is 
that these people work 
from home 

● 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 members to speak to line managers and share this letter . In some cases the letters 
are automatically generated and do not reflect current medical needs so anyone who receives a letter needs to check 
if the shielding rules still apply to them through holding a risk assessment meeting to decide if they can work on site.  

● SLT to identify the staff members who fall into this category  
● Complete an individual risk assessment for this member of staff to discuss options for a safe working environment. 

RED  Members of LT  to update the 
individual risk assessment for any 
members of staff. 

Risk to staff in the 
clinically vulnerable 
category of catching 
Covid 19. Updated 
government advice is 
that these people can 
return to work 

● The school will closely follow the guidance as set out by the DFE (see link above) 
● As stated in the guidance Where schools apply the full measures in this guidance the risks to all staff will be mitigated 

significantly, 
● Seek the advice to the local authority health advisor (Geetha Unnithan). Geetha has stated that the school should have 

individual conversations with members of staff who fall into the vulnerable category but that all staff members should be 
back at work from 8th March 2021 

● Identify the members of staff that fall into this category (action complete) 
● Have individual conversations with each member of staff to discuss the level of risk and their personal feelings about being 

back at school 
● Encourage those members who are clinically vulnerable (if medically permitted) to have the Covid-19 vaccine which is being 

offered through the LA and to undertake the twice weekly Lateral Flow Device testing. Please note that there needs to be a 
28 day break between a positive Covid result and being vaccinated. 

● Update individual risk assessments for all staff in conjunction with advice from medical professionals and documentation 
where possible within this category alongside the staff member.. Where possible risk assessments will accommodate staff 
wishes about their role. Ensure that particular measures are put into place to support pregnant women, particularly those 
who are at 28 weeks and above in their pregnancy through carrying out risk assessment meetings with line managers/ 
headteacher. 

  SLT have identified the members 
of staff falling into the clinically 
vulnerable category.  
 
All staff are aware of their roles 
from September 
 
SLT to update individual risk 
assessments for those members 
of staff who are pregnant or have 
new underlying health conditions. 

Risk to vulnerable family 
members of transmission 
of the virus from school 
to home. 

● The government guidance states that ‘People who live with those who are clinically extremely vulnerable or clinically 
vulnerable can attend the workplace’ 

● All members of staff falling into this category have been back at work in the Summer term and have had an individual risk 
assessment completed. 

● All of these members of staff will return in September. 

  Action complete 

Staffing levels fall too low 
due to self-isolation and 
illness to safely deliver 
on site provision for all 
pupils 

● When reporting symptoms, staff need to be more specific about symptoms and make leadership team aware of the other 
common symptoms (body aches, sore throat  etc.)  

● School to update the staffing structure for March, accounting for individual circumstances  
● The school has dedicated members of staff who cover PPA and absence (5 members of staff) so are able to accommodate 

some staff sickness.  
● As well as this, the school has a reliable supply teacher who we use exclusively and can attend at short notice. She can 

step in at short notice to cover classes. 
● SLT members will be used to cover classes where necessary and should expect to be asked to do so. 
● The school has a member of SLT overseeing absence procedures  
● There is a member of staff overseeing TA absence who can redeploy staff to cover key children or groups 
● Ensure staff are clear on sickness and absence procedures, including how to report sickness (especially covid symptoms). 
● School is no longer able to book a PCR test for staff at a centre but there is a good supply of them in school which can be 

posted off.  Otherwise please book directly through the portal: https://www.gov.uk/get-coronavirus-test 
● Lateral Flow Devices are available from Ayesha S/Yasmin in the office. Please complete twice weekly on a Wednesday/ 

  Staffing overview including PPA 
timetable to be shared with staff.  
 
 
LT - To recruit new PPA teacher  
 
 
 
 
Liz Turner overseeing teacher 
absence 
Jane Nash overseeing TA 
absence 

https://www.gov.uk/get-coronavirus-test


Sunday and send the results (including negative and definitely positive results ) as indicated in the guidance  
● The 90-day rule - anyone who has tested positive should not get another PCR test or a lateral flow test for 90 days. This is 

to avoid getting an incorrect positive result, for example if the test picks up the old infection. If staff develop new COVID-19 
symptoms within the 90- day period, they should get a PCR test.  

● Confirmatory testing - those who get a positive LFT result do STILL need to get a PCR test to confirm the result. This 
means if you test positive on LFT you follow all the rules that apply to testing positive (ie staying at home, etc). 

● To mitigate numerous members of staff self isolating at any one time, the school has reorganised its pupil groupings so that 
staff come into contact with the smallest number of pupils possible,whilst still maintaining the best educational offer.  

● Mr Ben’s outdoor after school sports clubs will operate from 8th March with a further review of other clubs after Easter 
● Any catch up groups will be held in a socially distanced way. 
● A continued focus on mental well being of staff (see below) and on their workload will help to support staff well being 
● Year groups to use voluntary workers judiciously, concentrating support in the early years setting. 
● Availability of adequate numbers of cleaning staff will be under daily review and school provision will adapt to reflect this.  

Catching Covid 19 via 
contact with carriers on 
public transport. Use of 
Public Transport by staff  

● Conduct a staff survey to determine how staff travel to work. (completed action). We have identified 6 members of staff who 
have no option but to travel on public transport. 

● Discuss with them again whether this situation can change and they can find other means of transport including car pooling 
with colleagues who have had the vaccines, allowing good ventilation in the car and sitting in the back passenger seat. 

● Ensure they have read guidance about wearing protective masks and social distancing on public transport. Public Health 
Newham are advising double masking as an additional precaution. 

● Staff in this category should ensure they travel before the morning  and evening rush hour. This may mean arriving at work 
before 8am and leaving before 4:30. 

● Books can be taken home to mark under the guidance. 

AMBE
R 

 The majority of our staff drive or 
walk to work. We have identified 6 
members of staff who have no 
option but to travel on public 
transport.  

Specific risk to members 
of staff working as first 
aiders (office staff, 
MDAs). Those 
administering first aid are 
at increased risk of 
coming  into contact with 
children who may carry 
the virus. 

● Purchase a supply of PPE equipment for those members of staff who will be administering first aid to children; these include 
office staff and designated first aiders. 

● Encourage those members who are administering first aid ( if medically permitted) to have the Covid-19 vaccine which is 
being offered through the LA and to undertake the twice weekly Lateral Flow Device testing 

● Office to oversee purchase and update of stock (Dona and Yasmin). Dona to keep an inventory of PPE equipment.  
● White medical grade FFP2 respirator face masks · High fluid resistance with maximum bacterial filtration have been 

purchased and should be used by first aiders 
● All staff to have a box of PPE in class in case of emergency (e.g needing to administer emergency first aid) 
● Training of staff in the use of PPE equipment 
● Have clear guidelines on the administration of first aid, including the location of this (see health and safety section below) 
● First aiders use non-contact thermometers to take temperatures if pupils become unwell and maintain a safe social distance 

while doing so. Procedures will be in place to appropriately and sensitively isolate a pupil who becomes unwell.  (See 
below) 

  Sukwinder to oversee Peter  in 
purchasing equipment.  
 

Risk to members of staff 
of contracting the virus 
from contact with 
children or staff 
members who are 
displaying symptoms of 
the virus. 

● Ensure all members of staff are clear on identifying the symptoms of the virus and that they do not attend school should 
they be displaying symptoms.(Remind staff on regular INSET). Staff need to be very specific about symptoms and saying 
flu is not a symptom. 

● Provide clear guidance to parents about what to do if they suspect their child has symptoms, following the national guidance 
so that children do not attend school with symptoms. (Sukwinder to share with parents) 

● Display posters and advice on school premises reminding children and staff about symptoms (Complete) 
● Provide staff and parents with advice on testing should they display symptoms.  
● In line with changes in government guidance, if a member of class (teacher or child) is tested positive then the relevant 

member of the leadership team will identify who the close contacts are by their proximity and duration of contact with the 
infected person. Contacts are classified as close contacts if they satisfy one of the following criteria: 

1) Contact within 2 metres for longer than 15 minutes 
2) Contact within 1 metre for longer than 1 minute 

If an adult becomes ill then the role of the adult and behaviour around the class is an important consideration. If a 
teachers/TA is circulating and has been within a metre with a number of children in the class then the class bubble needs to 
isolate.  
Close contacts must isolate for 10 days from last contact with the infected person. 
(https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/how-long-to-self-isolate/) 

● If children become ill on site and display Covid symptoms they should wear a mask immediately, they will be sent or taken 
to the office depending on age. They will be escorted to training room 3 (isolation room) to be supervised while awaiting 
collection.  

● All staff and pupils must follow the guidance on social distancing set out below 
● All staff and pupils will follow the guidance on hygiene measures set out below. 
● Children seeking physical contact or hugs will be supported verbally and gently reminded that we cannot touch one another 

at this time. Guidance on hugging will be sent to parents to explain to their children. 
● Staff on gate duties will continue to wear PPE,  including plastic visors. 

RED  Ensure that we have posters and 
guidance to all members of staff 
reminding them of reporting 
symptoms, testing and isolation.) 
 
Sukwinder  to add to staff 
guidance and parent guidance 
before September 



● All staff must wear masks in shared areas, corridors, staff rooms and when going out to meet children and parents. All those 
who are exempt on medical grounds must inform a member of the leadership team and medical evidence might be 
requested. 

Risk of staff anxiety and 
mental well being which 
may affect the ability of 
some members of staff 
to attend the setting. 

● Provide clear and open channels of communication through the SLT structure for staff to air concerns.  
● Provide a staffing plan (completed) so staff know expectations around their teaching commitments and workload and meet 

with individuals to discuss and agree changes to their roles. 
● Staff are entitled to PPA as normal. NQTs are entitled to their additional NQT time. Core coordinators will also have 

additional subject time. Where spare slots become available this will be directed to support non core coordinators and year 
heads to support the current curriculum focus on geography 

● PPA will be timetabled so staff know when to expect their slot. 
● Share and consult with staff on the risk assessment as soon as it is complete and update accordingly in consultation with 

staff. 
● Staff will be signposted to mental health professionals and counselling services where appropriate. Please contact the 

school’s Mental Health Practitioner Elinor Lobley for additional support : elinor.lobley@nhs.net 
● There are Staff Wellbeing sessions which can be organised through Newham’s Education Psychology Service. Please 

email Senior Practitioner EPs Lemarra Williamson or Sarah Parkinson Lemarra.Williamson@newham.gov.uk 
Sarah.Parkinson@newham.gov.uk The sessions are on Wednesdays from 3.30-4.30pm: 

● 10th March  Managing stress  
 ▪ 24th March Using coaching and developing circles of support to maintain wellbeing  
▪ 21st April Managing loss  
 ▪ 5 th May Promoting emotional literacy & growth mindset  
 ▪ 19th May A Time for Reflection: Staff Wellbeing  

● Staff will be supported in ascertaining key learning priorities for specific groups of pupils and year groups by SLT. This is 
underway through a review of the lost curriculum and a plan is in place for all subject areas which will be shared. The 
NCETM are releasing extensive guidance in mathematics  for schools to support curriculum planning. It will have diagnostic 
assessment points in it to inform whether to move on or spend longer on that topic as well as spanning a two-year national 
curriculum content to address school closures.  

● Shared planning time will be given to year group teams before pupils return to support staff workload on Friday 5th March 
● Consideration will be made by SLT around workload and ensuring that allocation of work is as fair as possible between 

those staff who are on site and the minority who are fit to work but shielding at home 
● Teaching assistants will be fully supported by the SEND team and other members of SLT to provide adequate support for 

pupils 
● All staff will be provided with guidance on how to support pupils’ mental health and wellbeing at this time including advice 

from SENco and Mental Health Team about signposting further pastoral support.  
● Support staff with previous experience of supervising groups may be deployed for cover in partnership with teaching staff 

who may deliver live lessons remotely on occasion 
● Reassure staff that they will not be expected to clean classrooms or communal areas; only to manage risks with sneezing 

and coughing in their own class groups and preventative measures over their own surfaces.  
● Staff will have the daily facility to raise concerns around measures put in place by approaching a member of SLT 
● Provision will be made for adequate breaks for staff throughout the day  
● The Staff Wellbeing Team lead by Leanne Lowe will continue to check in with staff in order to check how they are feeling 

and how they can be supported at school, continuing the Friday lunchtime drop ins. 
● Staff with concerns about Covid 19 can approach members of SLT or trusted colleagues for confidential discussion. 
● Encourage anxious staff members (if medically permitted) to have the Covid-19 vaccine which is being offered through the 

LA and to undertake the twice weekly Lateral Flow Device testing.  

RED  Staffing has all been shared. 
PPA timetable is complete 
 
All SLT members to meet with 
teams to discuss their respective 
year group curriculum.  

Risk to specific members 
of staff moving across 
more than one bubble 
e.g (PPA staff, TAs or IT 
technician) 

● In order to mitigate risk of transmission, the school has decided to keep teaching groups as consistent as possible within 
class  bubbles but where necessary for the sake of children’s educational offer, the school has taken the decision to have 
some additional groups. These include: 

○ Maths and Literacy support groups in KS2  
○ RWI groupings limited to class teaching bubbles in EYFS and KS1 and reviewed at Easter 
○ Speech and Language, Counselling, Music Therapy and Attention Autism groups will run but are socially 

distanced  
● The majority of staff will only have contact with their class of 30 children 
● Wherever possible PPA staff have been allocated to specific year groups and their timetables locked down to minimise 

movement. 
● Individual risk assessments have been carried out with these members of staff to discuss teaching options.Consideration 

has been given to support staff duties to minimise the number of bubbles that they move between. 
● Consideration to be given to teaching spaces for PPA staff - e.g remaining in the same room where possible and specific 

allocation of spaces for children within those rooms. 
● Consideration has been given to ensure that pupils with special needs receive consistent support from the same key 

workers where possible. 
● Shakespeare & debating- these groups from different teaching bubbles have been halted and class based options to be 

  Nia to liaise with Mitchell on IT risk 
assessment 
 
 
Jane/Rosie/Liz to advise about 
changes to the Attention Autism 
groups. 
 
 
 
 
 
 
SEND team to share new TA 
timetable. 

mailto:elinor.lobley@nhs.net
mailto:Sarah.Parkinson@newham.gov.uk


explored.(TBC) 

Risk to members of staff 
and pupils  from not 
understanding or 
following the guidelines 

● Once all changes have been made ensure all staff are inducted into the new changes as soon as they return to school 
● Training for staff/children/parents on procedures /times for arrival at school and departure from school, and on correct use 

of masks (particularly difficult for very young children if applicable)  
● Educate pupils before they return about the need to stay apart from others.  
● Ensure pupils are reminded of behaviour policy and expectations of their behaviour to follow social distancing rules while 

they are at school.  
● The headteacher, with the support of the leadership team will ensure compliance with new health and safety measures.  
● Review training needs of staff to carry out their role e.g. first aid 
● Remind parents to be proactive if a child displays Covid symptoms and should take them for a test ASAP. 
● Families should complete the baseline survey so the school can ascertain the situation before pupils return on 8th March 

2021. 
● Reminder to staff and pupils not to attend school if they have been tested because they experienced Covid symptoms and 

are awaiting the PCR test result.  

  Nia to include in staff guidance 
before 8th March. 

 
Teachers to begin setting 
expectations for classes on google 
classrooms before return 
 
 
 
Sukwinder to send out a reminder 
on 5th March to all parents after 
the Parent Zoom session on 5th 
March 

High proportion of BAME 
staff at higher risk 

● Identify staff members from BAME community  
● The school has already conducted individual risk assessments with any members of the BAME community over 55 (female) 

over 50 (male) or who have underlying medical conditions which will be updated if there are any changes in circumstances. 
● Close monitoring and communication with SLT regarding any change in health  
● Any change in circumstances or health must be communicated immediately 
● To raise awareness of the impact of COVID on the BAME community the school will provide training and share recent 

findings. This will start now and continue into the next academic year. A key strategy is the double pronged approach of 
engaging in regular Lateral Flow Device testing and becoming vaccinated. 

● Vitamin D3 supplement is strongly encouraged for BAME community. 

   

 
Nia  - 
medical 
needs 
and 
first aid 
with 
Ayesha 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Jane 
and Liz 
-  
Pupils 
with 
SEND 
 

Risk to pupils in the 
extremely clinically 
vulnerable category of 
catching Covid 19. 
Government advice is for 
pupils to remain at home. 

● Ayesha the school medical officer to contact the parents of any children who are potentially vulnerable  to confirm whether 
they need to shield until the national lockdown finishes. 

● Ayesha will update care plans to account for individual recommendation (e.g separate desks)  
● Ayesha will inform teachers of the outcomes of any clinically vulnerable pupils. 
● Children who are living with vulnerable people can attend the setting 
● SEND pupils who are extremely clinically vulnerable : SEND team will be creating individual return to school care plans for 

these children in conjunction with parents.  

   

Risk to pupils in the 
clinically vulnerable 
category of catching 
Covid 19. Updated 
government advice is 
that these people can all 
return to work 

● The school has a record of all pupils with medical needs. Many of our pupils have asthma, which is a condition on the 
‘vulnerable list. 

● Ayesha S to follow up on actions from the Asthma training in February 2021, including spacers for pupils, emergency kits 
and close monitoring of pupils who have poor asthma control which is affecting their attendance. 

● Identify all children who have an asthma care plan and parent/carer to update with GP. 
● Ayesha recalling out of date inhalers  
● Provide information to parents from ‘Asthma UK’ and display whole school asthma plan’ 
● Normal medical procedures will be followed within school for any child with an existing condition or allergy (such as the 

yellow lanyard system). 
● Training room 3 continues as the medical room and will be overseen by Ayesha Sahebdin and in Ayesha’s absence a 

member of the office staff  
● There will always be trained first aiders on site. 

   Nia and Ayesha 

The needs of pupils with 
complex SEND cannot 
be safely met in school 
/at home 

● A risk assessment will be completed to consider which children and young people with EHC plans/high needs may benefit 
from a staggered start in the week beginning 8th March. 

● High needs SEN children who have been identified as being clinically vulnerable or highly clinically vulnerable with medical 
conditions will be risk assessed with families to decide if they can return to school based on these  medical conditions and 
on the advice contained in the government document on very high risk medical needs. 

● Our high needs and EHCP children are predominantly those with ASD and need a staggered careful transition into school. 
A plan will be decided on each child and communicated with parents before 8th March 

● Jane to call R and Y1  and Y2, Liz  & Rosie to call KS2 children’s parents to agree on a timetable for starting back. 
● TAs working with children with high needs 1:1 must use a face mask and can use medical grade FFP2 respirator face 

masks. These provide high fluid resistance with maximum bacterial filtration. It is also vital that all members of staff working 
in close contact with SEND pupils receive the Covid vaccine if medically permitted. 

● As chn with ASD may struggle to adhere to social distancing measures  - include use of social stories or visuals where 
appropriate and consider individual preference for PPE where they are not able to keep the 2 metre distance due to medical 
or self help/hygiene/toileting needs. Aprons and clear visors are also available. 

● Seek advice of LCIS for children with ASD who are transitioning back to school. Transition advice from LCIS will be shared 
with all staff by JN, RG and ET also with parents where appropriate. 

● A timetable will be set up for the SEN rooms eg soft play, sensory room and ASD group room to be cleaned in between 

  Jane and Liz to risk assess pupils 
with SEN and who are highly 
medically vulnerable before 8th 
March 
 
Jane to plan for ASD children 
returning to school in consultation 
with parents before 8th March 



 
 
 
 
 
 
 
 
 
 
 
 
Jane - 
safegu
arding 
and 
mental 
health 

uses. 
● Soft play room and sensory rooms should only be used by children from the same bubble at any one time and 

must be cleaned between uses. 
● Consideration has been given to ensure that pupils with special needs receive consistent support from the same key 

workers where possible. 
● Shared areas must only be used for teaching groups, not for marking, preparing resources etc, this must be done in class 

when done  by TAs. 
● Children with high needs 1;1 support who were attending RML groups must now remain in class with their TA for literacy. If 

they are attending a KS2 support group they may still attend but this is conditional on their 1:1 support staff wearing a 
protective mask.. 

Safeguarding of pupils ● Safeguarding Policy updated - Jane to check any new protocols to add to CP policy on an ongoing basis 
● Behaviour policy updated in light of the pandemic - e.g coughing/ spitting and to reflect a compassionate understanding of 

negative behaviours that may arise as a result of anxiety, trauma or social isolation.  
● Agree what safeguarding provision is needed in school to support returning children (e.g. where new issues have arisen, or 

existing ones escalated) and consider any necessary changes and referrals as more children return to school, including 
those with problems accessing online offers.  

● Update behaviour policies to reflect the new rules and routines necessary to reduce risk in your setting and agree how to 
communicate this to school staff, students and parents and review uniform expectations 

● All children with CIN or CP plans should be closely monitored during transition back to school.  
● Any additional concerns re: starting back will be discussed with social worker and family and recorded in their online PEP ( 

If LAC)  
● Usual procedures and protocols will be followed for reporting concerns on ‘Safeguard’ and referring to MASH where 

necessary. -ongoing 
● Pupils with complex needs will always be accompanied by an adult (e.g 1:1 pupils) mitigating the risk of harm from ingesting 

chemicals (e.g sanitizer). 
● Pupils who are very anxious about the pandemic will be supported through a talk from Public Health in years 5 & 6 to allow 

for a Q &A session to ask questions and carrying out the pupil Covid quiz. 

  Jane to update safeguarding policy 
before 1st September.  
 
Jane to continue to oversee work 
of DSL with support of SLT 
(deputy DSLs) 
 
 
 
 
 

Clothing and school 
uniform - clothing may 
need to be washed each 
day 

● The school will expect pupils to resume wearing school uniform but with some flexibility when families are not able to 
launder clothes daily 

● Speak to members of leadership team if vulnerable families require financial support towards purchasing new uniform 
● Keep spare sets of clothes in the school office. 
● On PE days, pupils will be permitted to wear their PE kit (White and grey kit) into school to reduce congestion during 

changing times. 
● HSE inspectorate advised that even if clothes cannot be washed everyday that hard surfaces where the virus remains 

longer such as buttons and zips should be cleaned with anti-bacterial spray.  
● School to communicate guidance above to parents. 

  Sukwinder to send out a reminder 
to parents in early January. 

 
 

 
 

 
 

First Aid and Pupils with 
Medical Conditions 
 
Stakeholders may catch 
COVID 19 via direct or 
indirect contact with 
carriers by close contact 
for first aid or care 
provision.  

● The school will maintain suitable first aid and where needed pediatric first aid cover 
● Social distancing and hygiene control measures will be maintained when providing first aid, e.g. limiting numbers in first aid 

room, cleaning area after treatment, PPE for first aiders, thorough hand washing.  PPE to include gloves, aprons, goggles 
or face shields.  

● First aiders use non-contact thermometers to take temperatures if pupils become unwell. 
● Ensure staff are aware of Government guidance on how to deal with COVID 19 symptoms as part of the overall guidance.  
● To ensure pupils and staff with symptoms are not attending school, if they do, First Aiders should be aware of the symptoms 

and what steps to follow if someone has them. 
● Pupils who are clinically vulnerable may wear appropriate PPE if it has been identified as part of their care plan. 

  SLT overview 
 

Ayesha S to provide overview of 
-training and management of PPE 

 
Nia - add guidance for staff 

Children forget to socially 
distance and keep 
optimal levels of self 
hygiene. 

●  Staff brief children with slides each day reminding of the rules and safety measures, including arrangements for social 
distancing and handwashing/hygiene expectations 

● Staff will remind children of social distancing and self hygiene regularly through lessons and through modelling good habits 
throughout the day. 

● Staff will use the ebug resources to support children with personal hygiene 
https://www.e-bug.eu/eng_home.aspx?cc=eng&ss=1&t=Welcome%20to%20e-Bug  

  All staff  
 
Leadership to provide all staff with 
slides to remind children each day 
of rules. 

 

Mental health and 
bereavement 

● Discuss with local authority what wider support services are available and signpost to families 
● Work with local authority to secure services for additional support and early help where possible (for example, around 

anxiety, mental health, behaviour, social care, or changes to mobility), and consider how these might apply to pupils 
and students who were not previously affected 

● Jane to work with Mental Health Practioner, LA and CAMHS as part of the school’s Mental Health Team to provide details 
of mental health and well being services available to school staff and to to children 
 

● Teachers to be encouraged to give extra time to talk to children about their anxieties and worries including providing a worry 

AMBER  Jane to oversee and update SLT 
 
Mental Health Team 

https://www.e-bug.eu/eng_home.aspx?cc=eng&ss=1&t=Welcome%20to%20e-Bug


box where pupils can post anonymously  
● Samira & Harvey to provide guidance about additional PSHE lessons from Jigsaw to support transition from 8th March 
● Sam will be leading training on oracy and talk to support children talking 
● Jane to provide training to staff on trauma and attachment difficulties (SEMH) which affect children’s mental health and 

behaviour in the spring term 2021 

Parents 
(Sukwin
der) 

Parents or children not 
maintaining social 
distancing during pick off 
and drop off  

● Communicate clearly with parents through simple guidance so that they understand the changes in protocols and translate 
into community languages 

● Site markings and continuation of the one way system to aide social distancing and communicated to parents, including 
allocating places to wait for children at home time : Year 3 next to classes,Year 4 and 5 next to playground and Year 6 next 
to Campbell hall 

● Parents of children in years 5 & 6 strongly encouraged to attend school unescorted to aide social distancing. This will be 
relayed by Sukwinder through parent Zoom sessions and written guidance 

● Clear guidelines to parents given that they are not to enter the school building unless in case of emergency and guidelines 
around access points for specific year groups for drop off and pick up.  

● One way system to continue in both playgrounds 
● There will be staggered starts and collections to avoid congestion in the KS1 and KS2 playgrounds as follows: 

 Nursery usual times - 8.45  - 11.45 and 12.30-3.30pm 
Reception - 9:10am - 3:20pm 
Year 1 - 8:50am - 3:00pm 
Year 2 - 9:00am - 3:10pm  
Year 3 and 4 - 9:00 - 3:15pm 
(Fahmida and Kate/Hetal  to collect chn from outside. All other children go straight into class.)  
Year 5 and 6 - 8:50 - 3:05pm 

● School to reinstate the School Travel Plan so that parents are encouraged to walk to school to reduce congestion on public 
transport. 

● Children collected late will not be sent to the office - they will remain in Colman playground and then brought into Campbell 
hall where children will stay in their class bubbles and be 2m apart. Family groups can sit together but must not mix with 
other groups. Saleha to monitor this closely. 

● Parents should not expect feedback from teachers in the playground and should not congregate or wait in the playground to 
talk to staff. Parents will need to arrange an appointment via an email or call to talk to the teacher.  

● All parents will be asked to wear masks when collecting/dropping off children at all times unless there is a medical 
exemption. Office to organise posters to encourage parents to wear masks. 

AMBE
R 

 Sukwinder to provide guidance. 
 

 
Haris  

 
 
 
 
 
 
 
 
 
 
 
 
 

Nia and Ellie - School Travel Plan 
 

 
Sukwinder to include in the 
amended parental guidance  

 

Low pupil attendance 
due to parental concerns 
about pupils’ and 
parents’ safety in school 
and stakeholders fear 
their families may catch 
COVID 19 via direct or 
indirect contact  

● Recognise parental anxiety and low confidence for some parents, particularly those who were unwilling to send children in 
during the wider reopening when offered a school place. 

● Regular communication through parental newsletters and weekly feedback to build trust and confidence 
● Clear positive communication via Parentmail and through weekly virtual certificate assemblies hosted on Google 

classroom/School youtube channel. Positive videos about the school shared widely such as the new early year’s video. 
● Clear communication about  the full return and alleviating anxiety through sharing the risk assessment including through the 

website, PTA and parent Zoom sessions. There needs to be a reminder that penalty fines will be reinstated in March 2021 
for non attendance and a reminder that it is a parent’s duty to send their child to school. 

● Ayesha S to follow up on families who are still abroad and liaise closely with class teachers and SLT. 

AMBE
R 

 Liz & Zoe (PTA lead) 
 

Sukwinder  
 

Dona-half termly 
SLT -ongoing 

 

Parents sending in pupils 
who may need to be self 
isolating, hence 
spreading risk of 
infection to all 
stakeholders and being 
unaware of school 
procedures. 

● Provide reminders to parents of how to identify COVID-19 symptoms and what action to take if they or their child is 
displaying the symptoms through regular communication  

● Maintaining an up to date Covid tracker for pupils is to gather and monitor information in an accurate and  joined up manner 
between the school office and Senior Leadership Team. Class Teachers must inform the school office & leadership team 
member of the relevant year group if a child displays coronavirus symptoms (high temperature, new continuous cough and 
loss of taste/smell) or shares information about a positive test result within their household. Ayesha will then follow up on 
whether tests were carried out etc.  

● Ensure that the school environment raises awareness of the corporate responsibility to maintain a healthy and COVID-19 
free school environment.  

● Provide clear guidance on Covid 19 prevention and then steps to limit spread if a positive case has been identified or if a 
child displays symptoms in one document. 

● Daily contact testing is no longer recommended for staff or children in contact with a positive case 
● New Lateral Flow Device testing for families - See guidance :https://maps.test-and-trace.nhs.uk/ 
● Baseline survey send out prior to 8th March needs to be completed to build a comprehensive picture including any families 

who travelled abroad to  

RED  Sukwinder 
 

SLT 
 
Ayesha S 
 
 
 
 
 
SS - Parent guidance 

Manag
ement 
of 

Risk of inadequate 
preparations for full 
reopening leads to 

● School has had a deep clean over the Christmas break. Classes in more regular use during the lockdown will be further 
cleaned before 8th March. 

● In school bubbles to move to training rooms and group rooms on 5th March to allow staff to set up classrooms 
● Staff meeting on 1st March and PPA day on Friday 5th March to ensure that there is adequate time to check the site and 

RED  Sukwinder to liaise Peter & Haris 
 

Nia - staff guidance 
 



site, 
specifi
c 
space
s and 
cleani
ng  
 

infection or other risks 
e.g. cleaning 

ensure there is appropriate induction of staff. All training will continue to be conducted through Zoom or with small numbers 
of staff who can socially distance safely.  

● Ensure detailed risk assessment consultation and feedback in year groups to ensure all staff are fully aware of changes that 
have been made; ensure there is a system in place to induct staff at a later date who are not available during the 1st March. 

● Identification of surfaces/equipment that will require increased levels of cleaning to be highlighted for staff in 
guidance and shared with cleaners and site supervisor. 

● Juniper continues to combine meals organised for classrooms and halls which will be rotated every half term to 
allow for equal access to halls. The halls are serving single year groups to minimise any transmission.  
The management of mid morning snacks will be delegated to school staff in order to optimise Juniper’s staffing 
capacity levels. 

● Ensure all equipment around the school which has not been used for a while is checked and is still in good 
working order. 

● Ensure the condition of the site is safe to reopen through a robust site check and follow up on safety actions in the LIHT 
Guidance to ensure school is  compliant and safe for pupils and staff. This includes the checking of hot and cold water 
systems and gas safety protocols, particularly for areas that have been closed such as Samra wing. 

● It appears that some of the skylights have trickle vents. All of these should be opened and left open, where it is possible to 
access them around the school. 

● Peter/ Haris have investigated the air conditioning systems in place in training rooms/ ICT suites/ staffroom and they are 
currently taking in an element of fresh air. It is advisable to maximise the fresh air content on the system. 

● Ensure sufficient stock of cleaning and Janitorial materials, increase the amount of soap normally ordered plus sanitising 
gel. Each classroom will be supplied with a container of cleaning equipment including gloves, anti bacterial spray and hand 
wipes. 

● Update documents and timetables where changes have been made: 
○ Staff handbook including all timetables and arrangements 
○ Playground rota including zones 
○ MDA and lunchtime arrangements including which classes will eat in the halls 
○ Assembly rota 
○ PPA and cover timetable 

 These should be shared before 8th March 
● Review if additional site cover hours are needed if school day is staggered and to maintain the site. 
● Remove unnecessary furniture from classrooms to help social distancing protocols in classrooms, with tables in rows with 

no face to face seating arrangements from years 4 to 6. 
● Classrooms must be well ventilated throughout the day. Please be careful about pupils climbing onto tables and hanging out 

of the windows on the first floor due to potential falls. All of the window chains have been reinstated for H&S reasons as 
advised in the recent HSE inspection. The maximum opening width should be 100mm. 

● Remove unnecessary equipment that will be difficult to keep clean e.g .soft toys, furnishings and other hard to clean toys 
with small and intricate pieces and these can be stored in the big shed in the car park. 

● Use hot water urn in training room kitchen to reduce congestion in staff room. The staffroom must not be used for eating 
lunch/having breaks - we must continue to use it sparingly just to make a drink. 

● All staff meetings and TA briefings will be conducted through Zoom. 
● Stringent guidelines will be in place for essential visitors to school including, where necessary, the insistence on PPE 

usage e.g. where SEND professionals are visiting multiple settings on a regular basis. 
● Volunteers will be limited and will need to stay in one teaching bubble. 
● Unauthorised visitors will not be permitted to access the school site and this will continue to be managed by school office 

staff through the video bell on the main entrance. Safeguarding procedures will be in place for all other entrances and exits 
to the school building that have been created as part of social distancing planning.  

● Staff will ensure that classrooms are ventilated by opening windows. 
● COVID 19 is part of the family of viruses known as enveloped viruses. These have a fatty wrapping, which is easier to 

destroy than the tough protein shell belonging to the Capsid family of viruses (which includes Norovirus). 
Any virus is unlikely to be killed instantaneously by a chemical. It is therefore very important not to immediately dry a 
surface that has either been disinfected with a wipe, or has been sprayed with disinfectant. As you will not give the 
disinfectant sufficient time to act. MDAs,  cleaning staff (including Urmilla and Lowell) will spray tables with saturated cloths 
/tissues of antibacterial spray and leave on for at least 30 seconds before using again. In some circumstances leaving to air 
dry will not be acceptable i.e. where a child may touch the surface whilst it is still damp, thereby getting the disinfectant onto 
their hands. In these instances, fine spray the surfaces in an area, then go back and wipe over them once each surface has 
had at least the optimum exposure time.  

● In terms of how to apply the disinfectant to a surface -the best way is actually to saturate a cloth/paper towel and 
wipe the surface with it. Not to spray directly onto the surface but this would require protective gloves if saturating 
the cloth/tissue. 

● More large external bins to accommodate greater amounts of refuse from lunch boxes. 
● SLT and  NEU safety reps  to have full Health and Safety training this academic year 
● There been co-ordination between the school and on-site contractors (Juniper catering and Forest Gate construction)in the 

development and sharing of this risk assessment.  

Peter to conduct site check with 
Haris 

 
Peter & Haris  

 
 

Haris, Peter & Yasmin negotiating 
with to purchase signage, PPE, 
soap, marking tape, perspex 
screens etc 

 
Sukwinder  to contact Brahim 
(cook) and Juniper  
 
Sukwinder 
SLT 
Nia (DHT) / HT 
HT  
Site supervisor and classteacher 

 
Yasmin to organise for SLT 



● Juniper (Catering firm) have conducted a review of HACCP procedures and have  reflected any impact from these changes 
on food safety in their own risk assessment 

● After school clubs will be limited to teaching bubbles 
● There will be provision for a restricted breakfast club (40 pupils) Pupils will be socially distanced and separated according to 

teaching bubbles. 

Toilets and shared 
communal areas and 
rooms like kitchens risk 
being overused, leading 
to reduced social 
distancing and declining 
standards of hygiene. 

● ‘Top up’ cleaning during the day from 9-1.30pm to 9-3.30pm to continue to optimal hygiene levels, focussing on common 
touch points and group transitions and taps. Cleaners to leave alcohol spray on  for 30 seconds and actually do not need to 
wipe it off. 

● Bins will be emptied more frequently throughout the day. 
● Establish ‘Sanitiser gel’ stations in class, communal year group areas, main reception and Campbell Hall  
● Antibacterial spray will be placed in communal areas, near photocopiers and printers etc. 
● Every toilet in school will be supplied with soap and this will be monitored throughout the day.  
● Children should  use the toilets in their own classroom bubble before and after break where possible to minimise use at 

playtimes. Toilets are open to all at break and lunch times. If on the playground, children should use the playground toilets 
rather than re enter the building. An adult must monitor how many children enter at any one point. Toilets will be part of the 
additional cleaning regime at lunch times and break times. 

● Special areas such as the sensory room and soft play room will be regulated by use of a timetable and will be cleaned 
between uses. These areas will only be used by one child and supervised by one adult at a time. There should never be 
more than one child/TA in each space at a time.  A new wall hand sanitiser gel will be installed in the soft play room. 

● Staff to use own mugs and bring in thermos flasks to reduce congestion in the staffroom/upstairs kitchen 
● Library will be out of use for pupils but ICT suites will be used. Pupils will need to wipe down their keyboards with 

antibacterial wipes after use. 
● There will be antibacterial wipes in staff cubicles if staff want to use them. 
● Pupil toilets will have additional cleaning throughout the day with two day time cleaners. 
● All children should be encouraged to use their class or area toilets at lunch time (whilst in their areas) supervised by an 

MDA, to avoid congestion and overuse of the playground toilets. However, they should not re enter the building to use 
toilets if they are already outside on the playground. 

RED  HT to inform Peter and cleaning 
staff. 

 
Site Supervisor 

 

Social distancing cannot 
be maintained during the 
start and finish of the 
school day  

● Establish four entrances to school to operate the one way system and staggered opening and closing times for all pupils as 
specified for parents above. 

● Members of SLT on duty to assist with lunchtime and opening/ hometime congestion as follows:  

 

● Key Stage 1 Hall duty - the SLT person on duty needs to be present from 12:30 - 1:00pm to support with putting out 
cutlery, pouring water.  

● Pupils will not be able to play on equipment early in the morning or stay on after school in the playground due to bubbles 
mixing and need to maintain social distancing measures.  

● TAs on gate duty should wear PPE like face masks as a precaution. 
● Establish clear zones in the playground/entrance for parents to drop off, wait and collect children. 
● Site supervisor to mark out safe distances using marker cones and ensure parents adhere to social distancing expectations 

as set out in the parental guidance document 
● Limit numbers of  parents in school reception.  
● There will be no face to face meetings with teachers or quick catch ups at drop off. One parent only to drop off/collect. All 

meetings with SLT to be pre arranged and carried out safely maintaining the 2M social distance. 

RED  Sukwinder to provide 
guidance to parents. 
Peter  (Site supervisor) 
& Haris (Trust Site 
Manager) to organise 
markings  
Office manager  
All staff 

 Monday Tuesday Wednesday Thursday Friday 

KS1 Hall 
lunchtime 
12:30 - 1:00pm 

Katherine R Clara Samira Jane Liz 

End of the day - 
KS1 playground 

Katherine R Clara Samira Jane Liz 

Cambell Hall 
lunchtime 

Nia Sukwinder Leanne Katharine Y Nia 

End of the day - 
KS2 playground 

Nia Sukwinder Leanne Katharine Y Nia 



Risk of unsafe fire 
management practice 
due to staff shortages 
and changed fire exit 
routes 

● Review Fire Evacuation, Fire Drill procedures, fire marshals and assembly points, ensuring that social distancing 
expectations are reflected in the guidance and communicate any changes to staff. 

● Carry out fire drill to ensure that everyone has practised new procedure over the first few weeks after full reopening  
● Site supervisor to attend up to date fire marshal training.  

 A  Liz & Katherine. 
Fire drills week beginning 
8th March. 

Contamination of 
commonly used areas, 
including door handles, 
IT equipment and 
equipment used by 
multiple users 

● Staff guidance provided on extra levels of hygiene re: use of equipment including staff room equipment such as 
photocopiers, microwaves etc. 

● Review and remove all the equipment not needed/difficult to keep clean in the classrooms especially in nursery and 
reception so remove soft furnishings/cuddly toys etc 

● Equipment or classrooms can be shared by pupils if it can be cleaned thoroughly before the next group needs it. 
● Clean surfaces that pupils are touching, such as toys, books, desks, chairs, doors, sinks, toilets, light switches, bannisters, 

more regularly than normal 
● Chairs and tables should be cleaned daily if used by the same group, twice if used by a second group. Staff will have 

access to sufficient supplies of soap and cleaning supplies  
●  IT equipment to be used by one person as a designated workstation and cleaned at the end of the day 

RE
D 

 SLT - share Risk 
Assessment/ Handbook 
 
Peter- organise additional 
cleaning rota 
Haris/ Peter to supply 
cleaning box to each 
class. 

In communal/shared 
spaces or resources 
 
Social distance during 
lunch time might be 
compromised. 

● Prioritise exercise in well ventilated spaces, ideally in the outdoors wherever possible  
● Specific year groups to eat lunch in classrooms to avoid the groups congregating in dining halls and to minimise movement 

around school.  
● Break times will be staggered : reception (10:15 - 10:30), Year 1 (10:35 - 10:50), year 2 (10:55-11:10), years 3 and 4 

(10:40-10:55), Years 5 & 6 (11:05-11:20) 
● Staffroom out of use except to use a photocopier and to make drinks or heat food. Staff should adher to the cleaning 

protocol of spraying with alcohol mist before and after use and leave for 30 seconds on all surfaces that are in use including 
taps, microwaves etc. 

● Staff must eat lunch in well ventilated rooms and be well spaced out with a minimum distance of 2 metres apart. 
● Open the doors to the japanese garden to allow ventilation for reception pupils eating in Boleyn hall 
● All assemblies to be conducted virtually 
● In the event of wet weather, pupils will remain in their classrooms and will be provided with an “at desk” activity  
● Cross contamination risk on staircases will be mitigated by staggered usage and one way system 
● The lift will not be used for children at this time due to inadequate capacity for social distancing.  

AM
BE
R 

 Juniper staff 
MDAs 

 
 
 

DHT (Nia) provide guidance. 
Liz- assembly guidance. 

Medical Room/Hygiene 
Room 

 
Stakeholders may catch 
COVID 19 via direct or 
indirect contact with 
carriers by close contact 
for first aid or care 
provision.   

● Provision for children who display COVID19 symptoms/ become ill during the day to be isolated from each other 
and from the rest of the school in the designated isolation room ( training room 3) and arrangements made for them 
to be collected as soon as possible and parents  to arrange a test.  

● Safeguard dedicated medical room in training room 3 - all unnecessary furniture removed for infection control 
purposes.Provide PPE for staff dealing with pupils in close proximity with masks, visors, gloves and aprons while 
treating first aid and for intimate care of SEN pupils and those in the early years. Supervisory staff to wait outside 
the isolation room and to ensure that pupils with symptoms are socially distancing in the room. 

● When assessing and caring for a pupil who is displaying Covid symptoms, the member of staff may have to 
approach within 2m of the pupil. This would therefore be a potentially high-risk situation. 

● The PPE advised for a high risk scenario is: 
● Type IIR surgical mask – to protect against inhalation of droplets. 
● Eye protection (e.g. face shield) – to prevent aerosol entering the eyes, or to prevent a person touching their eyes 

when their hands are contaminated. 
● Disposable plastic apron – to prevent contamination of clothing, which may be touched later, then transferred by 

hand to the nose, mouth, eyes. 
● Disposable gloves – to keep hands clean. 

● Ensure first aiders are fully supported emotionally as they may be anxious dealing with pupils and parents in close 
proximity on a daily basis. 

● The isolation room needs to be cleaned more frequently and should be deep cleaned by an onsite cleaner after a 
suspected case 

● If more than one child is displaying symptoms, children can remain in room 3 but socially distanced (the room is 
spacious). The room can accommodate 3 children comfortably 

● A separate toilet has been identified for children displaying symptoms. 
● Waste from the isolation room will be placed immediately in external bins 

RED  Designated welfare/ first aiders 
 
 
 

Ayesha to communicate with staff 
and distribute PPE  
 
SLT  

Classr
oom 
specifi
c 

Focus on classroom 
layout and cleaning 
routines 

● Hand washing/sanitiser use will take place upon entering the classroom and before and after lunch/snacks and toilet use. 
This will be monitored by the SLT. 

● Ensure there is a clear path for children to enter and exit the classroom e.g. if a pupil needs the toilet. 
● Key Stage 2 children will be supported to maintain distance and not touch staff and their peers where possible. 
● Pupils will be sat side by side and facing forwards, rather than face to face or side on in Yrs 4 -6 
● Following consultation with staff in EYFS and KS1 in October 2020 about room layout, it was agreed that year groups from 

  Haris/Peter - Rearrange desks 
and chairs in classrooms over 
summer holidays 



measu
res 
and 
routin
es 
(Clara) 

EYFS - Yr 3 could move back to group set up to allow for carpet space and for better movement around the room, Staff in 
these year groups did not feel that the rows were supporting social distancing and were also not helpful for children's 
learning.  

● Up to two adults to be with a group at any one time (Up to one teacher and one TA). Limited numbers of adults to work with 
groups, keeping adults with the same groups where possible. 

● Pupils and adults to be allocated to specific rooms, which remain consistent where possible. 
● Desks will be separated into rows - where possible desks and pupils to face in the same direction (rather than facing each 

other). Two pupils to work at each desk. Desks will be spaced as much as practically possible. 
● Avoid permitting more than one pupil to use the bathroom at any one time. 
● Classrooms should be kept tidy and clutter free. Teachers should practice a clean desk policy so that cleaners can 

effectively clean their working space. 
● In Nursery, Reception and Year 1 remove ‘hard to clean’ soft toys and furnishings. 
● Place clear signposting for adults and children on social distancing in classrooms/corridors/halls/office spaces. 

Contamination of 
commonly used areas, 
including door handles, 
IT equipment and 
equipment used by 
multiple users 

● Ensure that sufficient handwashing facilities are available. Where a sink is not nearby, provide hand sanitiser in classrooms 
and other learning environments. 

● Any classrooms used by teachers or children to be cleaned daily. 
● All classrooms will be provided with extensive PPE including masks, gloves and aprons for use by TAS and teachers. 
● Each classroom will be provided with gloves and antibacterial spray to mitigate risk of infection from coughing or sneezing 

on equipment.  
● Ensure that bins are emptied throughout the day and any waste that poses contamination risk, such as tissues, is double 

bagged.  
● Classroom doors to be kept open - where possible - to remove the necessity of using door handles. 
● Pupils to keep all equipment (stationary, white boards etc) and exercise books in their trays. Ensure trays are clearly 

labelled to avoid pupils mixing resources. Packs will be provided for all the children so that their stationary is contained in 
one place. 

● Teachers to place any additional lesson resources on pupils’ desks in advance of the lesson. 
● Communication with parents: 

○ Pupils should carry their own pack of tissues 
○ Pupils should bring own water bottles into school. No sharing of cups.  

● Teachers/pupils  may be in the habit of refilling water bottles from the kitchen tap. If this is the case, it is very important for 
them not to hold the bottle up to the tap itself. There must be a gap left between the tap and the bottle. Otherwise, saliva on 
the hard plastic of the bottle can contaminate the stainless steel tap end. These are both surfaces that COVID-19 can 
survive on for a long time. The tap end could then act as a transmission route and spread an infection. The tip of the cold 
tap should be included in the regular surface disinfection regime. 

● Book corners will now be in use. Once books have been read, they should be put into a box and left for 48 hours before 
they are returned to the book corner. 

● The library will continue to be out of use. Teachers should timetable a library slot. They should go to the library in advance 
of this slot and take a selection of books (e.g. around 50 so there is plenty of choice). There should then be a library time 
within class where children are able to choose one of these books. The teacher can then return the previous week’s books 
to the library. 

● Library to be out of use as a prayer space - classrooms to be used during lunchtime. Although antibacterial spray will be 
available next to the prayer mat, it is advisable that all those praying bring in their own prayer mat for hygiene reasons. 

● ICT suites - children encouraged to wipe down computers after use 
● Siobhan to revise a timetable for additional chrome books and timetable for ICT suites 
● Order wipes which are safe for use on computers and antibacterial 
● Sensory and mobility rooms will be used by SEND pupils on a rota basis and  restricted to 2 children a day and cleaned in 

between use and only one child/TA using it at a time. 

  Haris/Peter - Ensure there is 
enough soap and hand sanitizer 
Cleaners - monitor the soap and 
hand sanitizer in classrooms and 
replace as necessary 
Cleaners - empty bins throughout 
the day and clean classrooms 
daily. 
Clara - Support teachers with 
ensuring there are a sufficient 
number of books in classrooms 
NS to speak to Dona about 
ordering wipes 
 



Best practice around 
hygiene, particularly 
hand washing routines. 
 
Risk that pupils and 
parents do not 
understand the new 
arrangements; behaviour 
resulting in increased 
infections 
 
Risk that suspected 
cases are not proper;y 
followed up or reported. 

● Teachers must report any pupils with coronavirus symptoms to their leadership line manager and school office so that LT 
can support in next steps. Some pupils who have health conditions and allergies like asthma may present Covid like 
symptoms and do necessarily need to go home if they have a cough for instance. 

● Ensure all staff and pupils are aware of good hand washing practices - teachers to teach children hand washing technique 
with daily reminders in Nursery, EYFS and KS1. 

● Staff to increase their own personal handwashing regime. 
● Support pupils to understand social distancing (e.g. using these activities)and manage the risk of overcrowding at 

handwashing stations by managing distanced line-up procedures and safe movement around stations. Current 
overcrowding in year 3 to be addressed with possibility of installing more taps. 

● Ensure handwashing facilities are available nearby with soap and water (if not possible provide hand sanitizer gel) 
● Avoid contact with anyone with symptoms, make sure staff are aware of symptoms to ensure that person is sent home as 

soon as possible 
● Minimise contact and mixing of staff and pupils. All staff to try to maintain 2 metre distance from each other at ALL times, 

especially important if staff are in the clinically vulnerable category.  
● Clean their hands on arrival at the setting, after breaks, if changing rooms, before and after eating, and after sneezing or 

coughing 
● Ensure staff and pupils are encouraged not to touch their mouth, eyes and nose 
● Remind pupils to use a tissue or elbow to cough or sneeze and use bins for tissue waste (‘catch it, bin it, kill it’).Early Years 

staff to monitor the effectiveness of this approach with young pupils and inform SLT if additional measures can be put in 
place.  

● Ensure that bins for tissues are emptied throughout the day 
● Review and remove all the equipment not needed/difficult to keep clean in the classrooms especially in nursery and 

reception 
● Chairs and Tables should be cleaned daily 
● Develop clear guidance on the use of all equipment and implications for cleaning 
● Where possible, all spaces should be well ventilated using natural ventilation (opening windows) or ventilation units. Only 

classrooms with manual window openings will be used for communal spaces for children.  
● Prop doors open, if you have a dorgard installed on the door (bearing in mind fire safety and safeguarding), to limit use of 

door handles and aid ventilation. 
● The Head Teacher will liaise with the DfE and local health protection team as necessary and identify close contacts in the 

event of any confirmed cases and share information as required. 
● Staff will be told whenever a child or staff member has a confirmed case of Covid 19 and necessary information about 

potential outbreaks will be treated as urgent and shared with staff at an early stage. 

  Teachers - to teach handwashing 
technique to children and support 
with understanding social 
distancing 

Teaching and Learning/ 
Curriculum content 
 
There may be some 
lessons or activities that 
cannot be delivered 
safely.  This may include 
practical or physical 
activities.  

● Homework to be set and submitted using Google Classrooms to avoid the exchange of take-home resources between 
pupils, families and teachers 

● Lessons which use practical equipment (e.g. Science experiments) - equipment should be cleaned before and after use. 
● Teachers to maintain social distancing whilst marking books, more self marking will be encouraged and books will stay in 

school. SLT will support individual year groups with marking protocols.  
● Educational visits and visitors to the school have all been postponed for the foreseeable future (apart from local visits to the 

park or any outdoor local visits where social distancing can be maintained). 
● There will be no visits by public transport until further notice. 
● Year heads will communicate with all establishments or individuals where visits occur to discuss their covid policies. 
● External visitors to support the curriculum may be reinstated on a case by case basis, if safety procedures can be 

adequately met.  

  Teachers and SLT 

Closing the gap - risk to 
pupils' educational 
achievement who have 
been away from school 
for a long period, not 
supported at home or not 
engaged fully in home 
learning. 

● A robust tuition programme and catch-up programme to provide key pupils with additional opportunities to progress in core 
subjects. The academic mentor Jumana will also support - SLT to share Jumana’s timetable once confirmed.  

● Further consideration will be given to how the school spends the £80 per pupil catch up funding.  
● Maths - Focus on core curriculum with support led by Leanne and Lucy. New guidance from NCETM will be highly 

supportive. 

  Teachers and SLT member in 
charge of tuition is Miss Young. 
 
 

 SEN pupils, specifically 
autistic pupils, being 
disregulated due to 
lockdown and families 
requiring support with 
transition 

● SEND teacher sending out parental guidance to support with transitioning back to school including: 
·         A social story for returning to school 
·         A visual timetable to show that school is open 
·         Key pointers from the LCIS advice on transitions 

● Teachers and TAs to support transition through the following: 
·         Completing a transition book with pictures of the key people/places in the school to support child with the return 

and Parentmail this out to the parents (by Monday 1st March). 

  Rosie Gillet 
Jane Nash  
Elizaebeth Turner 
 
Class teachers & support staff 

https://youtu.be/bQCP7waTRWU
https://pecs-unitedkingdom.com/download/social%20distancing%20lesson%20plan.pdf


Here’s an example one :https://docs.google.com/presentation/d/1yJ259dnoo-8GPEyXR4yDeswfgccSSdaV/edit#slide=id.p1 
Parents should refer to this regularly to support their child with the transition. 
·         Read through the guidance from LCIS on how to best to support with the transition: 

https://drive.google.com/file/d/1Hm9TngFU-2VeDMynK8jfpwbhe43WoUEE/view 
·         Begin to prepare them for the return to school in 1:1 sessions with the child (TAs) from the 1st March referring 

to the LCIS advice, the transition book and the email provided by Rosie Gillett ( SEND teacher) 

Playgr
ound 
and 
dinner 
hall 
specifi
c 
(Kathe
rine R) 

Risk of virus being 
transmitted due to pupils 
having close contact 
when playing 

● Playtimes and lunchtimes will need to be staggered ( new timetables detailing exact times to be provided to all staff) 
● Children will play in bubbles of 30 
● Avoid games that require close contact eg football 
● Thought will need to be given to using toilets ( adult to monitor and use 1 in, 1 out strategy,and to oversee proper 

handwashing including managing the risk of overcrowding at handwashing stations by managing distanced line-up 
procedures and safe movement around stations.  

● Water fountains should be out of use - children should bring their own water bottles instead. Can be put into labelled boxes 
or trays and taken into playground 

● First aider on duty will need to have the correct PPE when administering to any injuries. 
● Playgrounds to be rezoned to give enough space for bubbles of 30 to play.(rotated on a weekly basis) 
● Playtimes and lunchtimes continue to be staggered with one year group using the KS1 at a time. ( 2 year groups for KS2) 
● Toilets continue to be closely monitored with one in, one out policy still being implemented.Consider opening of additional 

toilets to allow for increased numbers) 

   

Risk of virus spreading 
through touching 
equipment 
( it may exist on some 
surfaces for up to 72 
hours) 

● Each group should have their own bag of equipment. equipment should be washed at the end of each day. Avoid 
“soft”equipment such as bean bags that are difficult to clean. 

● Children do not bring in celebratory chocolates to avoid transmission 
● Children need to wash hands thoroughly at the start and end  of each outdoor session. 
● Climbing apparatus will now be in use, but will need to be cleaned regularly ( at the end of the day and between different 

bubbles)??? 

   

Risk that catering 
arrangements do not 
allow for social 
distancing to be 
maintained resulting in 
higher infection risk. 
 

● Closely supervised washing of hands before children eat. 
● Additional hand sanitizer available in the hall.. 
● Children need to be spaced out appropriately at tables ( 2 empty seats between each child) 
● Doors to hall and playground should be left open to avoid unnecessary touching of handles. 
● Liaise with catering company about providing food that young chn can manage themselves ( eg food that does not require 

cutting and therefore reducing need for adult proximity. 
● Lunchtimes will continue to be staggered, with certain year groups eating in the hall ( years R, 2, 3 and 6) and others eating 

in their classrooms ( Yr 1, 4 and 5) . This will reduce the need for cleaning. SLT members will be on duty in each hall, 
including putting out cups/cutlery in Boleyn Hall. Children eating in the hall will need to return to their classroom or remain in 
the hall and wait until their allocated outdoor play slot. Bubbles to be staggered coming into the hall, and bubbles to sit 
separately from one another, not mixing. 

● Continue to set cutlery and cups out before children enter the hall. 
● Packed lunches brought from home will be discouraged but younger pupils and those with SEN should be accommodated.  
● Staff lunch times - halls will no longer be available for staff lunches. Not all staff will have lunch at same time thus allowing 

for less crowding and easier social distancing.Training rooms can also be used for staff lunches as well as classrooms, 
Sakaria wing and the soon to open new building. 

● MDA hours will be extended to account for longer staggered lunches 
● Cleaning products to be readily available in the halls .  

   

Risk of transmission to 
adults if they are not able 
to maintain the correct 
social distancing. 

● Adults to maintain strict social distancing with one another and maintain at least a 2m  distance apart, and as far as possible 
with the children 

● Each adult to supervise a specified zone in the playground ( stick with the same zone and children each day) 
● Adults to closely supervise and monitor children entering toilets 
● Adults to have the correct PPE when administering first aid to pupils. 

   

Early 
Years 

Risk of overcrowding at 
drop off and collection 
times 

● Staggered start and collection times for nursery and reception ( reception 9.10 - 3.20). ( 8.45 - 11.30) ( 12.15 - 3.15) Parents 
to be discouraged from conversing at doors ( essential messages only) 

● Parents to follow one way system as already set up 

   

 Risk of transmission due 
to the difficulty in young 
chn being able to 
maintain social 
distancing 

● Chn will NOT be expected to sit at tables as this is not conducive to an effective early years environment. Children will 
however be expected to stay in their class bubble and bubbles will not mix ( apart from RWI specialist teaching in reception) 

●  Limits will be imposed on the number of children who can play in a certain area .Laminated numbers will be used to 
indicate to the children how many children can play at a certain activity eg Reading corner 4 ,Construction area 3 etc 

● There will be limits to the number of children sitting on the carpet for whole class teaching. Reception will be taught in 

   

https://docs.google.com/presentation/d/1yJ259dnoo-8GPEyXR4yDeswfgccSSdaV/edit#slide=id.p1
https://drive.google.com/file/d/1Hm9TngFU-2VeDMynK8jfpwbhe43WoUEE/view


 
 
 

smaller literacy groups and in nursery half the chn will be taught at a time while the other half play outside.During other 
whole class sessions eg register time, maths , some children can be seated at tables to allow for greater room for distancing 
on the carpet. 

 Risk of virus spreading 
through touching 
equipment 

● Certain high risk resources will  for now be removed from classes eg some soft toys, furnishings and dressing up clothes. 
Other resources such as play dough will need careful management eg replenished every day, and hand sanitizer used 
before and after use. Sand and water will also need very careful management and close adult supervision, and 
handwashing before and after use. Water trays in nursery need to be changed between am and pm classes.In reception it 
will need to be changed daily. 

● Other shared resources will need to  either be cleaned meticulously or labelled with the date last used and then left for 72 
hours to ensure no trace of virus left before use by the next bubble. 

● All tables, toilets etc to be cleaned between nursery am and pm classes. 

   

 Risk of virus spreading 
through shared use of 
outdoor, equipment, 
climbing frames etc. 

● Bubbles will remain in separate zones for outdoor play, and in nursery will play in the same area all day to limit the number 
of children using the same resource in any one day. 

● All key areas will be in use including outdoor sandpits and climbing frames( although careful before and after handwashing 
will be essential here) equipment will be cleaned at the end of the day. 

● High contact points eg bike handles will be cleaned more frequently. 

   

 Risk of virus spreading 
through parents and 
other adults entering the 
nursery classrooms 

● Generally parents will be discouraged from entering classrooms.However  it is recognised that with very young children it 
may sometimes be necessary for parents to come into classes. This is particularly likely at the start of the year when 
children are settling in.  

● If parents enter classrooms they must be given PPE (masks and gloves) They must also follow the schools guidelines on 
social distancing and the use of hand sanitiser. 

   

External 

Visits 

from 

Therapist

s and 

other 

School 

services 

 

(Jane 

Nash) 

Risk of transmission from 
external adults to 
children and adults in 
school without correct 
social distancing and/or 
adaptations where 
necessary. 

● All external visitors must have had COVID-19 risk assessments. They understand their level of risk and any work 
adaptations which they may need to put in place. External visitors will be asked to answer the 6 screening questions: 

○ In the last 7 days have you or anyone in your household: - 
1. Had a positive COVID -19 test (PCR or LFT ie lab or rapid) 
2. Had symptoms of COVID-19  (specify the symptoms:- cough fever loss of taste or smell) 
3. Been asked to isolate by test and trace 
4. Returned /arrived from a region with higher restrictions or a country NOT on the no quarantine list 
5. Are you or anyone in your household waiting for a COVID test result ? 
6. Affirm you following all the COVID safe guidance 

• Following the hands face space and all guidance on social activity 
• Using active travel as much as possible 

● In order for an external visitor to come into school, we understand that there are adaptations to the usual way of working 
and precautions that we will take 

● If an external visitor is unwell, they will inform the school and not come in for the day. They will follow Government and 
ELFT guidance regarding self- isolation and COVID-19 testing. They will either return to work when well, or if they are 
confirmed COVID-19 positive – will return to work as per current COVID-19 guidance. 

● If an external visitor is required to self-isolate on advice from the Government ‘track and trace’ system- they will inform the 
school and deliver work ‘remotely’ unless unwell. - External visitors will wear appropriate PPE as advised by Public Health 
England. This will change depending on current requirements.  Currently this is only necessary when working with intimate 
care. They will also have a small supply of antiviral wipes and hand sanitiser. 

● Schools will need to provide facilities for external visitors to safely dispose of aprons /masks etc.  
● To avoid unnecessary use of public transport, the visitor may request a parking space within the school. 
● External visitors will discuss with you the best way to access the children in school. This may be by working only within 

certain “bubbles” during a visit i.e. limiting contact to a small number of classes and using the toys and equipment within 
these bubbles. Or it may be by working in a designated room where school staff bring children for assessment or therapy 
sessions. Between children, the external visitors will wash their hands, change gloves and apron and sanitise any 
equipment / surfaces used. 

● Equipment such as assessments used in school by external visitors will either be laminated or covered with a screen to 
allow for cleaning between children. Some assessments will be transferred to i-Pads to assist with cleaning 

  All external visitors such as 
Speech and Language 
Therapist, LCIS and CNDS 
have the RA shared with 
them before they visit 
school. 


