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Introduction:   The Vine Schools Trust risk assessment and operational plan are based on the advice and guidance available, at the time 

of writing, from the World Health Organisation (WHO), Department of Education (DfE), Public Health England (PHE), The Cabinet Office, 

Essex County Council (ECC), The Diocese of Chelmsford Vine Schools Trust and other relevant sources. 

We will update our risk assessment and action plan as and when it is needed due to updated guidance from the bodies named above or if 

our own risk assessment suggests the need. 

The DfE guidance for the full opening of schools, and published on 2nd June 2020 has the following: 

‘Welcoming children back to school 

When we made the decision to ask schools to open only to a small number of children, this was done with the aim of reducing 
transmission of coronavirus (COVID-19), to protect the NHS and save lives. As the situation improved, we began to consider how we 
could bring more children and young people back into schools, and supported primary schools to do so from 1 June, focusing on some 
year groups being educated in small ‘bubbles’, and secondary schools from 15 June, with Year 10 and 12 spending some time in school in 
small groups, with public health risk reduction measures in place. Since 15 June, primary schools have also had flexibility to bring back 
other pupils where they have space to do so. 

Now, the circumstances have changed. The prevalence of coronavirus (COVID-19) has decreased our NHS Test and Trace system is up 
and running, and we are clear about the measures that need to be in place to create safer environments within schools. 

Returning to school is vital for children’s education and for their wellbeing. Time out of school is detrimental for children’s cognitive and 
academic development, particularly for disadvantaged children. This impact can affect both current levels of learning and children’s 
future ability to learn, and therefore we need to ensure all pupils can return to school sooner rather than later. 

The risk to children themselves of becoming severely ill from coronavirus (COVID-19) is very low and there are negative health impacts 
of being out of school. We know that school is a vital point of contact for public health and safeguarding services that are critical to the 
wellbeing of children and families. 



Lower academic achievement also translates into long-term economic costs due to having a less well-qualified workforce. This affects 
the standard of living that today’s pupils will have over the course of their entire life. For many households, school closures have also 
affected their ability to work. As the economy begins to recover, we need to remove this barrier so parents and carers can return to 
work. 

In relation to working in schools, whilst it is not possible to ensure a totally risk-free environment, the Office of National Statistics 
analysis on coronavirus (COVID-19) related deaths linked to occupations suggest that staff in educational settings tend not to be at any 
greater risk from the disease than many other occupations. There is no evidence that children transmit the disease any more than 
adults. 

Given the improved position, the balance of risk is now overwhelmingly in favour of children returning to school. For the vast majority 
of children, the benefits of being back in school far outweigh the very low risk from coronavirus (COVID-19), and this guidance explains 
the steps schools need to take to reduce risks still further. As a result, we can plan for all children to return and start to reverse the 
enormous costs of missed education. This will be an important move back towards normal life for many children and families. 

We are, therefore, asking schools to prepare to welcome all children back this autumn. While coronavirus (COVID-19) remains in the 
community, this means making judgments at a school level about how to balance and minimise any risks from coronavirus (COVID-19) 
with providing a full educational experience for children and young people. Schools should use their existing resources to make 
arrangements to welcome all children back. There are no plans at present to reimburse additional costs incurred as part of that process. 

The measures set out in this guidance provide a framework for school leaders to put in place proportionate protective measures for 
children and staff, which also ensure that all pupils receive a high quality education that enables them to thrive and progress. In 
welcoming all children back this autumn, schools will be asked to minimise the number of contacts that a pupil has during the school 
day as part of implementing the system of controls outlined below to reduce the risk of transmission. If schools follow the guidance set 
out here, they can be confident they are managing risk effectively. 

While our aim is to have all pupils back at school in the autumn, every school will also need to plan for the possibility of a local lockdown 
and how they will ensure continuity of education.’ https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-
outbreak/guidance-for-full-opening-schools  

 

 

 

https://www.ons.gov.uk/peoplepopulationandcommunity/healthandsocialcare/causesofdeath/bulletins/coronaviruscovid19relateddeathsbyoccupationenglandandwales/deathsregistereduptoandincluding20april2020
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools


Purpose of this document: 

This COVID19: Risk Assessment and Operational Plan document sets out the decisions taken and measures put in place to prepare for the full 

opening of the school and ensure the school continues to operate in a safe way. 

Existing policies and guidance continue to apply alongside the actions within this document, including but not limited to:  

- Health and Safety Policy 

- First Aid Policy 

- Child Protection Policy  

- DFE Guidance relating to COVID19 

- Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013 

- The Health Protection (Notification) Regulations 2010 

- Public Health England (PHE) (2017) ‘Health protection in schools and other childcare facilities’ 

Aim 

The aim of our risk assessment and operational plan is to reduce the risk of the infection of the coronavirus spreading within our school community. These 

documents are specific to our school – it’s size, site, mixed age classes and so on. The actions detailed below control the risk but they do not provide an 

absolute guarantee that the risk will never happen at all – we assess that such a guarantee is impossible within a primary school setting. 

Our aim is to do all that is reasonably practicable to reduce the risk of infection. We will update our risk assessment and plan in light of updated guidance 

from the bodies named above and if our own dynamic risk assessment suggests it should be. 

 

‘Key facts about COVID-19 

What is COVID-19?  

COVID-19 is a disease caused by a new strain of coronavirus. ‘CO’ stands for corona, ‘VI’ for virus, and ‘D’ for disease. Formerly, this disease was referred to 

as ‘2019 novel coronavirus’ or ‘2019-nCoV.’ The COVID-19 virus is a new virus linked to the same family of viruses as Severe Acute Respiratory Syndrome 

(SARS) and some types of common cold. 

 

 



What are the symptoms of COVID-19?  

Symptoms can include fever, cough and shortness of breath. In more severe cases, infection can cause pneumonia or breathing difficulties. More rarely, the 

disease can be fatal. These symptoms are similar to the flu (influenza) or the common cold, which are a lot more common than COVID-19. This is why testing 

is required to confirm if someone has COVID-19. 

 

How does COVID-19 spread?  

The virus is transmitted through direct contact with respiratory droplets of an infected person (generated through coughing and sneezing). Individuals can 

also be infected from and touching surfaces contaminated with the virus and touching their face (e.g., eyes, nose, mouth). The COVID-19 virus may survive 

on surfaces for several hours, but simple disinfectants can kill it.’ 

(Key Messages and Actions for COVID-19 Prevention and Control in Schools March 2020, UNICEF) The full document can be found here, 

https://www.who.int/docs/default-source/coronaviruse/key-messages-and-actions-for-covid-19-prevention-and-control-in-schools-march-

2020.pdf?sfvrsn=baf81d52_4 . 

 

Formulation of our risk assessment and operational plan. Also see ‘stages of re-opening preparation below. 

1. Headteacher to produce first draft. 
2. Headteacher to consult with the Deputy Headteacher and Chair of our Local Governing Board and adjust draft in light of consultation. 
3. Headteacher and Deputy Headteacher to work to revise risk assessment and plan and for this to include a site walk. For this to be repeated, as 

appropriate, through this process. 
4. Headteacher to consult with external property management company, used by Vine Schools Trust, and adjust draft in light of consultation. 
5. Headteacher to consult with school staff and adjust draft in light of consultation. 
6. Headteacher to provide risk assessment and operational plan to all members of the Local Governing Body – for accountability and so that, if needed, 

our risk assessment and action plan can be adjusted. 
7. Headteacher to provide draft plan to parents and carers so that they can provide feedback to the school about the risk assessment and operational 

plan, and for this to be revised if necessary. 
8. Headteacher to share our risk assessment and operational plan with staff, parents and carers, prior to 3rd September 2020. If appropriate, it will be 

updated in light of feedback from parents and carers. If this is the case then the updated version will be shared with parents and carers. 
9. Parents and carers to share details of our risk assessment and action plan with their children, in a manner which they think is best suited to their 

child/ren 
10. School staff to brief children at the start of their first day in school. 

 

https://www.who.int/docs/default-source/coronaviruse/key-messages-and-actions-for-covid-19-prevention-and-control-in-schools-march-2020.pdf?sfvrsn=baf81d52_4
https://www.who.int/docs/default-source/coronaviruse/key-messages-and-actions-for-covid-19-prevention-and-control-in-schools-march-2020.pdf?sfvrsn=baf81d52_4


Communication of our risk assessment and operational plan. Also see communication aspects of risk assessment, 

below. 

The formulation process of our risk assessment and action plan involves it being shared with all members of our school community. We have chosen to share 

this risk assessment and action plan with the whole school community, including putting it on our website, so that: 

1. All members of our school community can contribute to how we will control the risk of infection. 
2. All members of our school community know how we will control the risk of infection. 
3. All members of our school community may be reassured that, by working together, the risk of infection is controlled effectively and, thus, the health 

and welfare of all concerned is supported effectively. 
4. Our wider community can have confidence that the school community are working together to control the risk of infection and so that they may be 

able to support us with this. 
 

Summary of our approach to effective infection protection and control. 

Our whole school family, children, parents/carers, staff and governors will work together to help prevent the spread of the virus. In school, a range of 

approaches and actions will be employed to do this. These can be seen as a set of controls that, when implemented, creates an inherently safer system, where 

the risk of transmission of infection is substantially reduced. These include the following 

 

Prevention: 
1) minimise contact with individuals who are unwell by ensuring that those who have coronavirus (COVID-19) symptoms, or who have someone in their 
household who does, do not attend school 
2) clean hands thoroughly more often than usual 
3) ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach 
4) enhanced cleaning, including cleaning frequently touched surfaces often, using standard products such as detergents and bleach 
5) minimise contact between individuals and maintain social distancing wherever possible whilst balancing this with the need to deliver a broad, balanced 
and ambitious education that meets the needs of all pupils 
6) where necessary, wear appropriate personal protective equipment (PPE) 
 
Response to any infection: 
7) engage with the NHS Test and Trace process 
8) manage confirmed cases of coronavirus (COVID-19) amongst the school community 
9) contain any outbreak by following local health protection team advice 
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Theme Control Measures Risk to Implementation 
Risk Level 
Pre-Action 

Action Required / 
Decision Made 

Action Completed  
Date 

Risk Level 
Post-Action 

Engagement in 
Risk Assessment 
and Planning 

Risk assessment process fully 
engages staff, governing body and 
union representatives. 

     

Preparing 
Buildings and 

Facilities 

Premises and utilities have been 
health and safety checked and 
building is compliant. 

• Water treatments  

• Fire alarm testing 

• Repairs 

• Grass cutting 

• PAT testing 

• Fridges and freezers 

• Boiler/ heating servicing 

• Internet services 

• Any other statutory 
inspections  

• Insurance covers 
reopening arrangements 

 

Care taker is unavailable 
 

H Contract with 
Educational Premises 
Management Services 

 
School and Vine School 
Trust to continue with 
health & safety 
compliance monitoring 
to make sure all 
compliance checks and 
action continue to be in 
line with the Vine 
Schools Trust Every 
System and the 
Government standard 
compliance 
requirements for 
schools. These include: 

• Site visit 

• Monitoring of 
routine water 
hygiene checks 
(Legionella 
monitoring) 

• Fire alarm and 
Fire safety 
Equipment 
Checks. 

Autumn term health & 
safety checks. 

Already in place 
 
 
 

Continue current 
procedures and 

practice. 

L 
 
 
 
L 



 
All health and safety 
policies and procedures 
continue to be 
implemented. 
 
Appropriate insurances 
are in place. 
 
All food managed by 
Head of Kitchen in line 
with all appropriate 
policies and practices. 

Use of office spaces to be adjusted 
to allow office-based staff to work 
as safely as is practicable. 

 
Office does not allow for 2M 
between staff members in 
the middle office, heads’ 

office and when the 
photocopier in the front 

office is used. 

 
 

M 

1M+ approach to be 
used. 
No meetings, which 
include visitors, to be 
held in the middle office. 
No more than four 
adults to be in the 
heads’ office, at any one 
time. 
Class based staff to use 
Link photocopier. 

 
 

Ongoing 
All staff 

 
 
L 

Entry and exit routes to the school 
are in place, any physical changes 
and/or signage required to allow 
social distancing are in place. 

 
Bottlenecks likely at entrance 

to school. Social distancing 
unlikely to be maintained. 

 
M 
 

Only those adults and 
children with no 
symptoms of 
coronavirus to enter the 
premises. 
 
For each family, ideally 
only one adult per day to 
bring children into 
school but two may do 
so if social distancing is 

Ongoing and from 
02/09/2020 

Parents/carers 
 
 
 

Parents/carers 
Ongoing 

 
 

 

 
 
L 



kept. If SLT have 
concerns about social 
distancing then one of 
the parents will need to 
wait at the gate. 
 
For each family, ideally 
only one adult per day to 
collect children from 
school but two may do 
so if social distancing is 
kept. If SLT have 
concerns about social 
distancing then one of 
the parents will need to 
wait at the gate. 
 
Staggered start and end 
of day times so that one 
phase at a time enters 
and leaves the school 
site: 
 
Start of day: 
Time       Phase Bubble 
8.30 am  Yrs 5 and 6 
8.40 am  Yrs 3 and 4 
8.50 am  Yrs 2, 1 and R 
 
End of day: 
Time       Phase Bubble 
3.20 pm  Yrs 5 and 6 
3.10  pm  Yrs 3 and 4 
3.00  pm  Yrs 2, 1 and R 
 

 
 
 
 
 
 

Parents/carers 
Ongoing 

 
 

 
 
 
 
 
 
 

Parents/carers 
All staff 
Ongoing 

 
 
 

Parents/carers 
All staff 
Ongoing 

 
 
 

Parents/carers 
All staff 
Ongoing 

 
 

 
 



Where families have 
children in more than 
one phase, they should 
arrive, and enter their 
classrooms, at the time 
of the earliest child’s 
arrival. 
 
Children and 
parents/carers to only 
enter site through main 
entrance gate and to exit 
the site through the 
main gate or the rear 
gate. This gives the rear 
gate a one-way system 
but allows for two way 
pedestrian traffic where 
the gate way is large 
enough to allow for this. 
 
Adults are not to 
congregate on or near 
the school premises. 
 
2M markings are on the 
floor near the main gates 
and near each 
classroom. The ones 
near each classroom will 
be in pairs – for children 
to stand next to their 
parent/carer if the 
classroom door is not 
open or they are waiting 

Parents/carers 
Ongoing 

 
 
 
 
 
 

Parents/carers 
All staff 
Ongoing 

 
 
 
 
 
 
 
 
 
 

Parents/carers 
All staff 
Ongoing 

 
Parents/carers 

All staff 
Ongoing 

 
 
 
 
 
 
 
 



to enter the door behind 
the previous person. 
 
No parents/carers to 
enter classrooms unless 
explicitly invited to do so 
by a member of staff – 
this will not usually be at 
the same time as 
children are in the 
classroom. 
 
Meetings, involving 
parents/carers and 
visitors will only take 
place, with less than 24 
hours agreement, if 
senior leaders judge that 
it is safe for them to be 
held. 

 
 

 
Parents/carers 

All staff 
Ongoing 

 
 

 
 
 
 

KW 
Replace as needed 

 

Consideration given to premises 
lettings and approach in place. 

No Letting to take place for foreseeable future. 

Consideration given to the 
arrangements for any deliveries. 

Possible threat to social 
distancing 

M Regular suppliers to be 
informed to of risk 
assessment and to apply 
social distancing 
measures. 

Ongoing. 
HFB, KW and HF-B 

 



Emergency 
Evacuations 

Evacuation routes are confirmed, 
and signage accurately reflects 
these. 

NB In the event of emergency the 
priority is getting out of the building 
calmly regardless of social 
distancing.   

 
 
Consideration given to PEEP – 
buddies are assigned or reassigned 
according to available persons. 
 
Arrangements in place to support 
individuals with reduced mobility 
including cover arrangements in 
the case of reduced numbers of 
staff. 

 

Current evacuation routes 
would cause multiple groups 

of people to come into 
contact. More appropriate 
alternatives are possible. 

 
 

Staff needing to work from 
home are current PEEP 

buddies and so reassignment 
necessary? 

 
 

 
 

M 

No change needed. 
 
 
 
 
 
 
No change needed. 
 
Some children may need 
individual support, for 
example if in a wheel 
chair. This will be 
assessed and arranged 
on an individual basis. 
 
Fire drill will be held 
within the first three 
weeks of term to test 
efficacy of 
arrangements. 

 
 
 
 
 
 
 
 
 

SENCO 
Ongoing 

 
 
 
 
 
 

KW, MCT and LL 
By 25.09 

 

L 
 
 
 
 
L 
 
L 
 

 

Cleaning and 
waste disposal 

Enhanced cleaning regime is in 
place in line with COVID19: 
Cleaning in non healthcare settings 
guidance.  

Lack of cleaning staff. 
Lack of cleaning materials. 

Time 
H 

Cleaners to clean at the 
end of each day - 
Enhanced cleaning 
schedule implemented 
throughout the site, 
ensuring that contact 
points, worksurfaces, 
door handles, taps etc. 
are all thoroughly 
cleaned and disinfected 
regularly. 
 
HFB to arrange for 
cleaning of all 
classrooms and toilets, 

KW, DS and H F-B 
Ongoing 

 
 
 
 
 
 
 
 

22.07 
 
 
 
 

L 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings


during lunchtime/school 
day, by 22.07 
 
Class/group games 
equipment to be cleaned 
daily. Class staff. 
 
Returned reading books 
to be set aside for 5 days 
unless cleaned. 
 
Each phase to eat 
together in the hall and 
with appropriate 
distance between each 
other. Dining tables to 
be cleaned between 
each phase. 
 
H F-B and KW to ensure 
that school always has 
enough cleaning 
products to enable 
above. 
 
DS and H F-B to liaise 
with cleaning contractor 
about the use of a twice 
daily cleaning check list – 
to be ticked, initialled 
and timed. 
 
‘Hard’ toys and 
equipment in Reception 
to be cleaned and use 
rotated on a 5 day gap 

 
 
 

Ongoing 
 
 
 

Ongoing 
 
 
 

Ongoing 
 
 
 
 
 
 
 

Ongoing 
 
 
 
 
 

Ongoing 
 
 
 
 
 
 

Ongoing 
 
 
 



basis, as much as is 
practical. Class staff and 
cleaners. 
 
Jungle gym not to be 
used. 

 
 
 
 

Ongoing 
 

Cleaning staff capacity is adequate 
to enable enhanced cleaning 
regime. 

Agency Staffing 
 

School staffing 
M 

DS and H F-B to arrange. 
 
Teachers, HLTAs and 
LSAs to ensure that 
where children have to 
move between areas, 
the surfaces are cleaned 
between each move. For 
example, if two 
intervention groups take 
place in the same area 
then they take place at 
different times with 
cleaning of desks 
between each one. 

Ongoing 
All teachers, LSAs 

and HLTAs. 
 

L 

Adequate cleaning supplies and 
facilities around the school are in 
place.   
 
Arrangements for longer-term 
continual supplies are also in 
place. 

No hand sanitiser for visitors 
to reception. 

 
Classrooms do not have 

tissues. 
 

Classrooms do not have 
enough sanitiser. 

 
No hard surface cleaning 

spray. 
 
 

Low supply of soap. 

 

 

M 

Hand sanitiser available 
at the school entrance. 

Staff and parents/carers 
to enable the below in 
school and at home: 
Children and staff to 
always cough or sneeze 
into a tissue. 
Tissue waste to be 
placed in separate bins 
or flushed down the 
toilet. 

KW 
Ongoing 

 
Parents/carers 

Ongoing 
 
 
 
 
 
 
 
 
 

 
 
 
 
L 



Tissue bins to be 
emptied during the 
school day cleaning. 
‘Catch it, bin it, kill it’ to 
be promoted to children. 
 
Increase amount of hand 
sanitiser in each 
classroom – to allow for 
hand cleaning to take 
place efficiently. 
 
Every classroom and 
learning hub to have 
surface cleaning wipes to 
allow for cleaning during 
morning and afternoon 
school, as needed, and in 
addition to cleaning by 
cleaners at lunchtime 
and after school. 

Stock check and ordering 
schedule reviewed and 
order made. 

KW/Cleaners 
Ongoing 

 
 

 
 

KW 
Ongoing 

 
 
 
 

KW all class staff 
Ongoing 

 
 
 
 
 
 
 
 

KW 
Ongoing 

 

Sufficient time is available for the 
enhanced cleaning regime to take 
place. 

Agency availability M 

All staff advised to leave 
the site by X time in 
order for cleaning to be 
undertaken, if this is 
found to be needed. It 
has not yet been 
needed. 
MCT/LL 

Ongoing 

 
 
L 

Waste disposal process in place for 
potentially contaminated waste. 

Work schedule of contractors 
and site staff. 

M 
Waste bags and 
containers - kept closed 

Ongoing 
KW 

L 



 
 

and stored separately 
from communal waste 
for 72 hours.  

 
Waste collections made 
when children are not in 
site and when there is 
minimal staffing. 

Process in place for safe removal 
and/or disposal of face masks. Lack of advice and facilities. M 

Tissue bins to be used 
and same process of 
removal as for tissues. 

Ongoing 
All staff 

KW 

L 

Classrooms 

Classrooms have been re/arranged 
to allow as much space between 
individuals as practical. 
 

Shape and size of classrooms 
and other learning spaces. 
Size and number of tables 

Size and number of children 
Number of staff in the class. 

The learning needs of the 
children, particularly the 

younger ones. 

 
M 

Within limits noted, 
pupils to face forwards 
with as much space 
between them as 
possible. 

Ongoing 
All staff 

 

L 

Classroom entry and exit routes 
have been determined and 
appropriate signage in place. 
 

Site and building constraints. 

 
M 

KW, after meeting with 
MCT and LL, to erect 
signage, tape and 
barriers. This will include 
but not be limited to: 
1. One-way systems, 

e.g. in the link. 
2. Marking areas for 

movement in 
corridors. 

3. Any necessary to 
control movement of 
children and 
parents/carers at the 
start and end of each 
day, including for 

EPMS, KW, MCT 
and LL 

By 03.09 
And replaced as 

needed – 
weathering etc 

 
 
 
 
 
 
 
 
 
 

L 



access to speak to 
the front office staff. 

4. KW to 
replace/update tape, 
signage and floor 
markings as 
necessary. 

Staff to have restricted 
use of the staff room 
and other facilities. E.g. 
no more than 6 staff in 
the staff room at any 
one time. 

 
 
 
 
 
 
 
 

All staff 
Ongoing 

Appropriate resources are 
available within all classrooms e.g. 
IT, age specific resources.  
NB: sharing of equipment should 
be limited to the bubble. Shared 

materials and surfaces should be 
cleaned and disinfected more 
frequently [source: protective 
measures guidance]. 

 
 
 
 

Non-essential equipment or 
resources which are not easily 
washable or wipeable have been 
be removed. 

 
 
 

Information posters are displayed 
in every classroom, at the main 

Ability to clean touch screen 
items such as Ipads. 

 
 
 
 
 
 
 
 

 
Children bringing in items 

from home 
Negative impact on learning. 

 
 
 
 
COVID19 information posters 

currently in place are 
damaged or missing. 

 
 

L 
 
 
 
 
 
 
 
 
 

M 
 
 
 
 
 
 
L 
 
 

HFB to arrange wipes 
which meet cleaning 
needs and IT needs or 
purchase screens which 
can be cleaned with 
spray cleaner. KW to fit. 
 
Children to be provided 
with pen, pencil etc for 
their exclusive use. 
School will make these 
available and children 
may bring in their own 
from home. 
 
 
 
 
 
Class teachers to identify 
such items and liaise 

HFB and KW 
By 02.09 

 
 
 
 
 

All staff and 
children 

 
 
 
 
 
 

 
 
 
 

Class teachers and 
KW by 02.09 

 

 

 

L 

 
L 

 
 
 
 

 
 
 
 
 
 
 
L 
 
 



entrance, places visible to those at 
the school gate, in the staffroom 
and in all toilets. 
 

 
 
 
 

 

with KW for safe storage 
of these items. 

 

e-Bug posters displayed 
throughout school: 
• Horrid hands 
• Super sneezes 
• Hand hygiene 
• Respiratory hygiene 
• Microbe mania 

 
 
 
 
 

Office team and 
KW 

 
 
 
 
 

 

 
 
 

 
L 
 

 
 
 
 
 

Furniture arranged to minimise 
contact as much as possible e.g.  
Desks side by side, facing front, 
where age appropriate.  

Shape and size of classrooms 
and other learning spaces. 
Size and number of tables 

Size and number of children 
Number of staff in the class. 

The learning needs of the 
children, particularly the 

younger ones. 

L Within limits noted, 
pupils to face forwards 
with as much space 
between them as 
possible. 

Class staff 

L 

 

Windows used to allow for 
necessary levels of ventilation. 

All internal spaces to be well 
ventilated and this, as the 

weather becomes colder, to 
be balanced with thermal 

comfort. 

L Staff to have at least one 
window or door open 

before school, lunchtime 
and after school. 

 
Staff to secure 

appropriate balance of 
ventilation and thermal 

comfort. 
 

Staff to use sash 
windows to support best 

levels of ventilation – 
open top and bottom. 

All staff 
 
 
 
 

All staff 
 
 
 
 

All staff 
 
 
 

 

https://e-bug.eu/eng_home.aspx?cc=eng&ss=1&t=Information%20about%20the%20Coronavirus
https://e-bug.eu/junior_pack_ks1.aspx?cc=eng&ss=2&t=Horrid%20Hands
https://e-bug.eu/junior_pack_ks1.aspx?cc=eng&ss=2&t=Super%20Sneezes
https://e-bug.eu/junior_pack.aspx?cc=eng&ss=2&t=Hand%20Hygiene
https://e-bug.eu/junior_pack.aspx?cc=eng&ss=2&t=Respiratory%20Hygiene
https://e-bug.eu/lang_eng/UK%20KS1%20Pack/Microbe%20Mania/Microbe-Mania-Poster.pdf


Staff and children to 
dress in a way that 

supports being warm 
with ventilation 

measures being used 
when it is not warm 

outside. 

All staff 
Parents 
Children 

 

Management check of ventilation 
and thermal comfort. 

All internal spaces to be well 
ventilated and this, as the 

weather becomes colder, to 
be balanced with thermal 

comfort. 

L SLT to monitor the 
ventilation and thermal 
comfort in different 
spaces in the school. 
School to purchase 
carbon dioxide meter to 
improve the current 
level of management 
checks regarding 
ventilation. 

MCT and LL 

 

Staffing 

Staffing numbers required for 
entire eligible cohort have been 
determined including support 
staff such as facilities, IT, midday 
and office/admin staff. 
 

Including at least one of the 
following: 

• Paediatric First aider  
(where children under 
3yrs) 

• Designated Safeguarding 
Lead (DSL)  

• SENCO  

• Caretaker/site member 

• Office staff member 

 
 
 
 
 
 
 

Reduced staffing prohibiting 
safety of pupils and staff. 

 
 
 
 
 
 
 
 

H 
 

Whole staff levels allow 
for the smooth 
functioning of the school 
including in relation to 
first aid and 
safeguarding. If staff 
absences, caused by 
unexpected illness, 
cannot be covered 
internally then use of 
external staff will be 
considered as the likely 
solution. 
MCT to offer, and 
undertake as necessary, 
individual risk 
assessments with staff 
and take this into 

 
 
 

 
 
 

 
 

02.09.20 and 
ongoing 

 
 
 

 
 
 
 

 
L 

 



consideration in the 
writing of the 
operational plan and LL 
to take into 
consideration when 
writing rotas etc. 
When staffing issues 
occur, safety issues will 
prioritise learning needs 
when solutions are put 
in place.  

Approach to staff absence 
reporting and recording in place. 
All staff aware. 

As above and standard practice. All staff know. All staff to be reminded. 

Risk assessments in place for those 
staff who were previously working 
from home due to shielding, 
(clinically vulnerable and/or living 
with someone in these groups), 
and appropriate arrangements for 
mitigating risk are identified. 

MCT/LL to oversee. HR procedures to be applied, see guidance from Juniper. 

No individual risk assessments needed for those that have shielded as no member of the staff team is in 
the clinically vulnerable group. 

Plans to respond to increased 
sickness levels are in place.  
Cover arrangements determined 
(including leaders and 
safeguarding designated leads) – 
on a weekly rather than daily basis 
to minimise contacts. 

Limited availability of school 
and agency staff. 

M LL and H F-B to arrange 
internal cover – as is 
usual. 

MCT and LL to check if 
staffing availability 
maybe reduced due to 
child care needs. 

MCT, LL and H F-B 
arrange external cover 
as availability allows. 

Ongoing 
 
 
 

Ongoing 
 
 
 
 

Ongoing 

L 



Consideration given to staff and 
pupil clothing expectations and 
information shared with staff. 
 
‘ Uniform can play a valuable role 
in contributing to the ethos of a 
school and setting an appropriate 
tone. 
Uniforms do not need to be 
cleaned any more often than 
usual, nor do they need to be 
cleaned using methods which are 
different from normal.’ 

Risk of infection through 
contact with clothing that has 

been infected. 

M All class-based staff and 
all children to have 
clothes washed every 
day. 

School uniform to be 
work as usual. 

 

Staff conduct, regarding 
clothing, is as usual. 

 

 

Approaches for meetings and staff 
training in place. 

Risk of social distancing not 
being maintained. 

M School Improvement 
Meetings, which have all 
staff present, to take 
place in the hall. If 
numbers are less and 
social distancing can be 
observed, then meetings 
and training will take 
place in other, suitable 
rooms. 

Ongoing 
All staff 

 

Staffing roles and responsibilities 
with regards to the contingency of 
remote provision alongside in-
school provision agreed and 
communicated.  

Lack of clarity of roles 

M MCT communicate to all 
teachers, HLTAs and 
LSAs, their respective 
roles by 22.09. 

Ongoing 
All teachers, HLTAs 

and LSAs.  

Consideration given to the options 
for redeployment of staff to 
support the effective working of 
the school. 
 
If redeployment is taking place 
staff are aware of controls and 

  

M MCT and LL by end 22.09 
and ongoing. 

Ongoing 
MCT and LL 

L 



processes in respect of tasks they 
are unfamiliar with. 

Approach to support wellbeing, 
mental health and resilience in 
place, including bereavement 
support  
 
How staff are supported to follow 
this within their own situations 
and that of pupils and colleagues 
is clear. 

 

M Staff are aware of 
available support and 
advice for schools and 
pupils available from 
ECC, including the 
Educational Psychology 
service  
https://schools.essex.gov.u
k/admin/COVID-
19/Pages/default.aspx   
 
The Bereavement Policy 
has been reviewed to 
ensure it reflects current 
circumstances and 
arrangements 

Ongoing 
All staff 

L 

Arrangements for accessing 
testing, if and when necessary, are 
in place. Staff are clear on 
returning to work guidance. 
 
Process in place for use of the 
limited number of self-testing kits. 

National testing programme 
limitations 

L All staff have been 
informed of 
arrangements and they 
will be provided again. 
MCT 

By 02.09 

L 

The approach for inducting new 
starters has been reviewed and 
updated in line with current 
situation. 

Availability of new staff 

L All new staff have work 
emails and are thus 
receiving all necessary 
information and 
opportunities to 
respond to this. 

Ongoing 

L 

Return to school procedures are 
clear for all staff. 

Communication issues 

L All staff have work 
emails and are thus 
receiving all necessary 
information and 

Ongoing 

L 

https://schools.essex.gov.uk/admin/COVID-19/Pages/default.aspx
https://schools.essex.gov.uk/admin/COVID-19/Pages/default.aspx
https://schools.essex.gov.uk/admin/COVID-19/Pages/default.aspx


opportunities to 
respond to this. 
All staff have 
information via School 
Improvement Meetings, 
and can talk to senior 
leaders in response to 
any content of them. 

Arrangements to return any 
furloughed staff in place.  None needed. 

N/A None needed. N/A 
L 

Any staff contracts that need to be 
issued, extended or amended 
considering the current situation 
have been.  

Potential staffing or HR 
issues. 

L MCT and LL Completed 

L 

Any HR processes that were in-
train prior to or put on hold due to 
the COVID19 emergency, have 
been appropriately resolved.   

Confidential 

L MCT and LL Not applicable 

L 

Arrangements in place for any 
visitors/ contractors on site, 
protocols and expectations shared. 
 
NB: Their employer may require them 
to wear PPE.  This should be 
documented as part of the risk 
assessment carried out by the 
Contractor. 

Infection control 

L Check with the 
contractor any 
requirements their 
employer has specified 
before visit.  Share 
school protocols. 

 
   
  

 

Ongoing 
H F-B 

LL and MCT 

L 

Arrangements in place for any 
externally employed adults 
delivering learning in school e.g. 
sports coaches, music tutors, 
forest school leaders.  Protocols 
and expectations shared. 

Infection control L Share amended 
procedures, obtain their 
assessments outlining 
controls, e.g. only 
offering limited activities 
which maintain 

Ongoing 
H F-B 

LL and MCT 
L 



 distancing, all equipment 
stringently cleaned.  

Group Sizes 

All children are included in distinct 
groups/ ‘bubbles’ that limit mixing 
and the number of children in each 
bubble is as small as possible 
whilst meeting the educational 
needs of all children. 

Too much contact between 
children which unduly 

increases the risk of infection. 
 

Education needs of children 
not met because of 

limitations to children and 
staff contact. 

 
Aspects of mixed age class 

education necessitates some 
mixing which is greater than 

within a single class. 

M 

1. Children to have as 
much learning and 
teaching in own class 
as is possible. 

2. Where attainment 
based groups are 
needed for the 
delivery of a good 
level of education, 
for example Year 5 
and 6 English and 
maths groups, then 
children will only mix 
with other children 
within their phase 
bubble. 

3. Children in 
Reception may have 
some cross year 
mixing in order that 
the EYFS curriculum 
can be delivered in a 
way which meets the 
needs of all children. 

Ongoing L 

Staffing allocations to groups 
determined, minimising contact 
with multiple groups as much as 
possible.   

Too much contact between 
different staff and children 
which increases the risk of 

infection. 
 

Education needs of children 
not met because of 

limitations to children and 
staff contact. 

M 1. Children to have as 
much teaching as 
possible by class 
based staff. 

2. Where other staff 
are needed, to 
deliver a good 
quality of education, 
then these other 

Ongoing 

L 



staff will be drawn 
from within the 
children’s phase, as 
much as is 
practicable. 

Social Distancing 

Arrangements for social distancing 
in place to consider: 

• Staggered school drop 
off/pick up times and 
locations (if possible) 
without reducing teaching 
time 

• Staggered or limited 
amounts of moving 
around the school/ 
corridors 

• Classroom design  

• Break and lunch times are 
staggered. Plans for social 
distancing during these 
times in place, such as 
when queuing for lunches 

• Toilet arrangements 
 

Restrictions caused by site, 
building and educational 

needs 

M Staggered start and end 
of day times so that one 
phase at a time enters 
and leaves the school 
site: 
 
Start of day: 
Time       Phase Bubble 
8.30 am  Yrs 5 and 6 
8.40 am  Yrs 3 and 4 
8.50 am  Yrs 2, 1 and R 
 
End of day: 
Time       Phase Bubble 
3.20 pm  Yrs 5 and 6 
3.10  pm  Yrs 3 and 4 
3.00  pm  Yrs 2, 1 and R 
 
Where families have 
children in more than 
one phase, they should 
arrive, and enter their 
classrooms, at the time 
of the earliest child’s 
arrival. 
 
Break times 
To be taken in phase 
groups: 
Years 5 and 6 – top 
playground. 

Ongoing. 
All staff 

L 



Year 3 and 4 – left of 
field main playground. 
Years 1 and 2 – right of 
field and main 
playground. 
Reception – outside 
learning area. 
 
If children are unable to 
go outside for any/all of 
a breaktime then they 
will remain in their own 
classes and be suitably 
supervised. 
 
Lunchtimes 
Outside areas as for 
break times. 
Children to be sat in 
their phases in the hall. 
Two MDAs per phase – 
one to supervise inside 
and one to supervise 
outside. Both 
outside/inside when all 
children in their phase 
are there. 
MDAs to use walk talkies 
to communicate about 
capacity in the hall. 
If children are slow at 
eating, they will have the 
chance to sit in their 
phases and to complete 
their mean, whilst the 
rest of their phase are 



outside. Extra tables to 
be used for this. 
Tables to be cleaned 
between phases sitting 
at tables. 
 
If children are unable to 
go outside for any/all of 
a breaktime then they 
will remain in their own 
classes and be suitably 
supervised. 
 
Toilet arrangements 
Classes to use those 
toilets are closest to 
their class rooms – at all 
times. 
 
Prefects 
Their roles will be 
adjusted suitably. For 
example, they will not go 
to their allocated class in 
the event of indoor play 
but they will carry out 
duties in the hub and the 
link – with handwashing 
before and afterwards. 
 
Worship Leaders 
Their roles will be 
adjusted suitably. For 
example, they will not 
lead Reception worship 
but they will take part in 



worship in their own 
classes. 
 
School Council 
Their roles will be 
suitably adjusted. 
Meetings will take place 
with social distancing or 
not at all. Meetings will 
not be as frequent. 
Meetings will last no 
longer than about 15 
minutes. Hard surfaces 
and hands will be 
cleaned before and after 
any School Council 
Meeting. 
 
Classroom and hub 
design. 
As recorded above. 
 
Movement around 
school 
This will be limited, as 
much as possible. 
Learning will be based in 
classes and phase areas. 
No daily worship 
US 2 playground/hub 
corridor not to be used 
by children because it is 
so narrow. 
Children to use external 
doors/routes, as much as 
possible. 



Internal doors to be left 
open, as much as is 
possible. 
Class and office staff to 
communicate using 
walkie talkies. 

Approach to avoiding children and 
young people entering school 
congregating and breaching social 
distancing is in place. 

Risk of increased spread of 
infection. 

M On arrival children to go 
straight to their own 
classrooms. 
Children not to 
congregate on school 
site at home time. 

Ongoing 

L 

Approach to potential breaches of 
social distancing in place, including 
in the case of repeat or deliberate 
breaches. 

Risk of increased spread of 
infection. 

M All children briefed on 
first day. 
 
Briefings repeated as 
necessary. 
 
School behaviour policy 
to be applied. 
 
Handwashing and 
cleaning (if needed) 
 
Conversations with 
parents 
 
Risks assessments and 
individualised approach 
in place for students 
who might struggle to 
follow expectations 

Ongoing 

L 

Approach to assemblies – if still 
occurring, plan in place to manage 
social distancing. 

Currently worships are 
cancelled. Bringing all 
children together for 

M 
School to ‘gather 
together’ for worship via 
MS Teams – each class 

Ongoing 
L 



 
 

assembly would breach the 
bubble arrangements. 

to host in turn whilst 
other classes join via MS 
Teams. 
 
Friday Golden Award 
Celebration Worship to 
have no visitors but to 
continue via MS Teams 
with it being hosted by a 
different class each week 
and the awards being 
given out in each class by 
class staff. 
 
No singing to take place 
during worship but it can 
take place as part of 
music lessons. When 
singing occurs in lessons 
children will all be facing 
one direction and staff 
will not stand close to 
children. 

Social distancing plans 
communicated with parents, 
including approach to breaches. 

Lack of communication and 
understanding 

M Parents and carers to 
have opportunity to read 
and respond to draft risk 
assessment and 
operational plan. By end 
July. Parent and carers to 
be made aware of 
significant changes to 
the risk assessment. 
 
Parental responses to be 
taken into account in 
redrafted risk 

Ongoing 
MCT and parents 

and carers 

L 



assessment and 
operational plan. 
 
Parents and carers to be 
provided with risk 
assessment and 
operational plan prior to 
03.09 and any updates 
to them to be posted on 
website; usually within 
one week of the update. 

Arrangements in place for the use 
of the playground, including 
equipment. 
 

Risk of increased spread of 
infection. 

M Jungle gym not to be 
used. 
Playground equipment 
to be restricted to 
phases. 
Children to clean hands: 
1. On entering school. 
2. Before break. 
3. After break 
4. Before lunch 
5. After lunch. 
6. Before going home 
7. When toileting 
8. When moving about 

school for any 
reason not covered 
above. 

On going 
All staff and 

children 

L 

 

Parent Consultations 
Limiting school and family 

partnerships is detrimental to 
pupils. 

Risk of increased spread of 
infection 

M 1. Only one 
parent/carer to attend 
for any one household. 
2. All parents and 
carers to scan the 
school’s QR code for NHS 
track and trace app. 

 
 
 
 
 
 
 

L 



3. All parents/carers 
to sterilise hands on 
entry to school building. 
4. All 
parents/carers to wear 
masks in the school 
building, unless there is a 
specific health issue that 
prevents this. 
5. Parents/carers to 
provide their own masks 
but school to have a 
limited number of spare 
masks. 
6. Staff to have the 
option of wearing masks. 
School to provide. 
7. Staff to use a 
clear screen (spit), similar 
to those used in shops. 
8. All parents/carers 
and staff to walk, stand 
and sit at least 2M away 
from any adults and 
children not in their 
household. 
9. Children to, 
ideally, not attend and if 
they have to attend then 
children must remain with 
their parents/carers – to 
prevent mixing between 
households and school 
bubble. 
10. Doors to remain 
open, to reduce risk of 
infection via hard 
surfaces. 

 
 
 
 
 
 
 

Parents/carers, 
children and staff. 



11. To take place in 
accordance with 
timetable. 
12. No books, trays 
etc to be available outside 
of classrooms – staff may 
choose show parents 
specific examples of work 
and learning to aid 
discussion. This may from 
books or photocopies of 
work. 
13. Senior leaders, 
and other staff, to ensure 
that the above rules are 
being adhered to. 

 

Parent Phase Meetings 

Limiting school and family 
partnerships is detrimental to 

pupils. 
Risk of increased spread of 

infection 

M 1. No more than one 
parent/carer to 
attend for any one 
family. 

2. All parents/carers to 
sterilise hands on 
entry to school 
building. 

3. All parents/carers to 
wear masks, unless 
there is a specific 
health issue that 
prevents this. 

4. Parents/carers to 
provide their own 
masks but school to 
have a limited 
number of spare 
masks. 

Parents/carers, 
children and staff. 

L 



5. Staff to have the 
option of wearing 
masks. 

6. All parents/carers 
and staff to walk, 
stand and sit at least 
2M away from any 
adults and children 
not in their 
household. 

7. Meetings to take 
place outside or in 
the school hall - with 
as much ventilation 
as possible. 

8. Children to, ideally, 
not attend and if 
they have to attend 
then children must 
remain with their 
parents/carers – to 
prevent mixing 
between households 
and school bubble. 

9. Doors to remain 
open, to reduce risk 
of infection via hard 
surfaces. 

10. Senior leaders, and 
other staff, to ensure 
that the above rules 
are being adhered 
to. 

Transport 

Information shared with parents 
regarding pupils travelling to 
school, encouraging walking and 

Lack of communication and 
understanding 

M Shared via sharing of risk 
assessment and 

Ongoing 
MCT and office 

team. 
L 



avoiding public transport as much 
as possible. 

operational plan and via 
newsletters. 

Dedicated school transport follows 
the grouping/ bubble arrangement 
in line with the protocols in school, 
as much as possible. 

Limitations of contractor’s 
capacity. 

M Learning Mentor to liaise 
with contractor used by 
ECC. Request to be made 
for children to be sat in 
phase groups. 

Ongoing 
Learning Mentor 

and bus contractor. 
Taxis used instead 

of single bus. 
Impossible to place 

in bubble groups 

L 

Support in place for CYP who have 
no alternative, to access public 
transport safely, adhering to social 
distancing protocols where 
possible.  

Increased risk of infection 

M Parents and children to 
talk to Learning Mentor 
if they so feel the need. 

Ongoing 
Learning Mentor, 

parents and 
children. 

L 

Arrangements in place with 
transport providers to support any 
staggered start/end times. Limitations of contractor’s 

capacity. 

M All ‘school bus’ children 
able to arrive at the 
same time so the school 
supports the efficacious 
transporting of these 
children. 

Ongoing 
Learning Mentor 

and bus contractor. 
L 

Catering 

Arrangements in place to provide 
food to CYP on site, including the 
requirement of universal free 
school meals. 

 
 

Staff availability. 
 

Supply availability  
 
 
 
 
 
 
 
 

 
 

M 
 
 
 
 
 
 
 
 
 
 

School meal service to 
operate as usual. 

Ongoing 
AM to lead kitchen 

team 
 

 
 
L 
 
 
 
 
 
 
 

 



Arrangements for when and where 
each group will take lunch (and 
snack time if necessary) are in 
place so that children do not mix 
with children from other groups. 

Limitations of site, building 
and time. 

Need to meet all food 
hygiene standards. 

M Lunchtimes 
Outside areas as for 
break times. 
Children to be sat in 
their phases in the hall. 
Two MDAs per phase – 
one to supervise inside 
and one to supervise 
outside. Both 
outside/inside when all 
children in their phase 
are there. 
MDAs to use walk talkies 
to communicate about 
capacity in the hall. 
If children are slow at 
eating, they will have the 
chance to sit in their 
phases and to complete 
their mean, whilst the 
rest of their phase are 
outside. Extra tables to 
be used for this. 
Tables to be cleaned 
between phases sitting 
at tables. 

Ongoing 
Lunchtime staff 

L 

Summer Holiday Food vouchers 
for eligible CYP ordered.  

 
 Completed  

 

PPE 

PPE requirements understood and 
appropriate supplies in place. 
Long term approach to obtaining 
adequate PPE supplies in place. Infection Control 

M Staff will use PPE in line 
with the latest advice of 
the PHE, SAGE etc. 
Presently, this means 
that staff will 
1. Wear PPE when 

providing first aid. 

Ongoing 
All staff 

L 



2. Wear PPE when 
providing intimate 
care. 

3. Wear PPE when 
responding to a child 
or member of staff 
that displays a 
continuous cough or 
a high temperature – 
see action 15. 

4. Wear face masks 
when preparing and 
serving food. These 
will be changed at 
least four hourly. 

Not wear PPE at other 
times* 

Staff have use of PPE, as set out in 
this RA 

Infection Control 

 Staff to have a 
demonstration or video 
about how to put PPE on 
and off. 

MCT – INSET day 
02/11/20 

 

* To wear gloves all the time in school could increase the risk of infection because the virus can live on the glove material for a long time and, 
thus, regular thorough hand washing is a better infection control mechanism. See https://www.nursingtimes.net/clinical-archive/infection-
control/infection-control-3-use-of-disposable-gloves-and-aprons-24-06-2019/ and Appendix A for further advice and information about gloves. 
 
‘Wearing a face covering or face mask in schools or other education settings is not recommended. Face coverings may be beneficial for short 
periods indoors where there is a risk of close social contact with people you do not usually meet and where social distancing and other measures 
cannot be maintained, for example on public transport or in some shops. This does not apply to schools or other education settings. Schools and 
other education or childcare settings should therefore not require staff, children and learners to wear face coverings. Changing habits, cleaning 
and hygiene are effective measures in controlling the spread of the virus. Face coverings (or any form of medical mask where instructed to be 
used for specific clinical reasons) should not be worn in any circumstance by those who may not be able to handle them as directed (for example, 
young children, or those with special educational needs or disabilities) as it may inadvertently increase the risk of transmission. 
 
The majority of staff in education settings will not require PPE beyond what they would normally need for their work, even if they are not always 
able to maintain a distance of 2 metres from others. PPE is only needed in a very small number of cases including: 

https://www.nursingtimes.net/clinical-archive/infection-control/infection-control-3-use-of-disposable-gloves-and-aprons-24-06-2019/
https://www.nursingtimes.net/clinical-archive/infection-control/infection-control-3-use-of-disposable-gloves-and-aprons-24-06-2019/


• children, young people and students whose care routinely already involves the use of PPE due to their intimate care needs should 
continue to receive their care in the same way 

if 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 fluid-resistant surgical face mask should be worn by the supervising adult if a distance of 2 metres cannot be maintained. 
If contact with the child or young person is necessary, then disposable gloves, a disposable apron and a fluid-resistant surgical face mask should 
be worn by the supervising adult. 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). 
 

See https://www.nursingtimes.net/clinical-archive/infection-control/infection-control-5-equipment-for-facial-and-respiratory-protection-30-

09-2019/ for further information about equipment for facial and respiratory protection. 

‘The government is not recommending universal use of face coverings in all schools. Schools that teach children in years 7 and above and which 
are not under specific local restriction measures will have the discretion to require face coverings for pupils, staff and visitors in areas outside 
the classroom where social distancing cannot easily be maintained, such as corridors and communal areas and it has been deemed appropriate 
in those circumstances. Primary school children will not need to wear a face covering…Based on current evidence and the measures that 
schools are already putting in place, such as the system of controls and consistent bubbles, face coverings will not be necessary in the 
classroom even where social distancing is not possible. Face coverings would have a negative impact on teaching and their use in the classroom 
should be avoided. 
 
Where local restrictions apply 
In areas where local lockdowns or restrictions are in place, face coverings should be worn by adults and pupils (in years 7 and above) in areas 

outside classrooms when moving around communal areas where social distancing is difficult to maintain such as corridors.’ 

(https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools 28th 

August 2020) 

 

See appendix B for further advice and guidance about gloves. 

Response to 
suspected/ 

confirmed case 
of COVID19 in 

school 

Approach to confirmed and 
suspected COVID19 cases in place: 
during school day  

• Which staff member/s 
should be informed/ take 
action  

Infection control 

H SLT to be informed 
immediately. 
They are to be sent 
home and are to follow 
COVID-19 guidance for 
households with possible 
coronavirus. 

Ongoing 
All staff, children 
and parents and 

carers L 

https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.nursingtimes.net/clinical-archive/infection-control/infection-control-5-equipment-for-facial-and-respiratory-protection-30-09-2019/
https://www.nursingtimes.net/clinical-archive/infection-control/infection-control-5-equipment-for-facial-and-respiratory-protection-30-09-2019/
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools


 
• Area established to be 

used if an individual is 
displaying symptoms 
during the school day and 
needs to be isolated 

• Cleaning procedure in 
place 

• Arrangements for 
informing parent 
community in place 

 

Staff must arrange to be 
tested for coronavirus. 
If a child or member of 
staff is waiting to be 
collected then they will 
be isolated in a room 
with a closed door – 
Learning Mentor Room 
or Priory Room. 
PPE will be worn by staff 
supervising children in 
this situation. KW and H 
F-B to arrange for a 
supply of PPE to be kept 
stocked in these rooms. 
If, whilst waiting, the 
child or staff member 
needs to go to the toilet 
then they will use the 
single adult toilet, near 
the staff room. The 
supervising member of 
staff will clean this toilet 
after any such use. KW 
and H F-B to arrange for 
suitable cleaning 
materials to be stored in 
the sink cupboard. 
When any child, who has 
symptoms and has had 
to wait for collection, 
leaves the room they 
were waiting in the 
supervising member of 
staff will clean that 
room. KW and H F-BS to 



arrange for suitable 
cleaning materials to be 
stored safely in the 
Learning Mentor Room 
and the Priory Room. 
If the child or member of 
staff is seriously ill or 
their life is at risk front 
office staff will ring 999. 
SLT to read the then 
current advice and 
guidance and to contact 
the local Public Health 
England protection team 
and then to follow any 
advice they provide. 
All stakeholders, 
concerned, to engage 
with the NHS track and 
trace system. 
See information in 
Appendix E 

Approach to confirmed COVID19 
cases in place: outside of school 
hours  

• Approach to relocating 
CYP away from certain 
parts of the school to 
clean, if possible 

• Cleaning procedure in 
place 

• Arrangements for 
informing parent 
community in place 

Infection control 

M Parents/carers to inform 
school as soon as 
possible. 
SLT to be informed. 
SLT to read the then 
current advice and 
guidance and to contact 
the local Public Health 
England protection team 
and then to follow any 
advice they provide. 
All stakeholders, 
concerned, to engage 

Ongoing 
All staff, children 
and parents and 

carers 

 



with the NHS track and 
trace system. 

Process in place to engage with 
the Test and Trace and contract 
tracing process.  

Refer to ECC and public 
health guidance for more 
information. 

Infection control 

M All stakeholders, to 
engage with the NHS 
track and trace system, 
as national advice and 
guidance to schools. 
This to be 
communicated to all 
parents prior to 02.09 as 
repeated as SLT judge 
necessary. 
School to set up own QR 
code for track and trace.  

Ongoing 
All staff, children 
and parents and 

carers 

L 

Pupil Re-
orientation 

 
back into school 
after a period of 
closure/ being at 

home 

 

Approach and expectations around 
school uniform determined and 
communicated with parents. 

Lack of communication and 
understanding 

L To be communicated 
through sharing of this 
risk assessment, the 
operational plan and 
newsletters and emails, 
as needed. 
Class teacher to tell 
children at meet the 
teacher activity. 

Ongoing 
MCT and Office 

L 

Changes to the school 
day/timetables shared with 
parents. 

Lack of communication and 
understanding 

L To be communicated 
through sharing of this 
risk assessment, the 
operational plan and 
newsletters and emails, 
as needed. 

Ongoing 
MCT and Office 

L 

All students instructed to bring a 
water bottle each day. Water 
fountain cleaning arrangements in 
place. 

Lack of communication and 
understanding 

L To be communicated 
through sharing of this 
risk assessment, the 
operational plan and 

Ongoing 
MCT and Office 
Class teachers 

L 



newsletters and emails, 
as needed. 
Class teachers to tell 
children at meet the 
teacher activity. 

Approach to preparing pupils for a 
return to academic work and new 
social situations is developed and 
shared by all teaching staff. 
 
This includes bringing together 
pupils who have remained in 
school during closure and those at 
home and celebrating non-
academic achievements of pupils 
whilst at home/ during school 
closure. 

Lack of communication and 
understanding 

L To be communicated 
through sharing of this 
risk assessment, the 
operational plan and 
newsletters and emails, 
as needed. 
 
All children have the 
opportunity to attend a 
socially distanced meet 
the teacher event. 
 
Reception children to 
attend school, 02.09 
when no other children 
are on site. School will 
be quieter and more 
staff will be available to 
support children. 

Ongoing 
MCT, LL and Office 

Class teachers 

L 

Approach to supporting wellbeing, 
mental health and resilience, 
including bereavement support is 
in place. 

Lack of communication and 
understanding 

L Resources available to 
class staff, for example, 
through Coram Life. 
Role of Learning Mentor 

Ongoing 
All staff 

L 

Consideration of the impact of 
COVID19 on families and whether 
any additional support may be 
required: 

• Financial 

• Increased FSM eligibility 

Potential response could not 
be as understanding as 

possible 

L Learning Mentor and SLT 
have strong 
communication and 
assess as with all other 
support for families with 
particular needs. To be 
supported by other 

Ongoing 
All staff 

L 



• Referrals to social care and 
other support 

• PPG/ vulnerable groups 

members of staff, as 
usual. 

 
Remote 

Education 
Contingency Plan 

All students have access to 
technology and remote learning 
offer is available to be switched on 
as a contingency when needed. 
 
 

Class or phase Bubble needs 
to self-isolate because of a 
positive case of COVID19. 

L Class staffed told of 
school approach before 
the end of term so that 
they can prepare for it. 
Main online resources to 
be used are TTRS. Bug 
Club, Lexia, Nessy and 
Oak National Academy -  
https://www.thenational
.academy/ 
 
If class or phase bubbles 
have to self isolate, 
home learning will be 
available within one full 
school day. E.g. if bubble 
self isolates from a 
Tuesday, then home 
leaning will be available 
from the Thursday, at 
the latest. 

Ongoing 
All staff 

L 

 

Not all children have access 
to the internet at home 

L Where this is the case, 
SLT and Learning Mentor 
will consider what 
support the school can 
offer. 

Ongoing 
SLT and Learning 

Mentor L 

Transition   
into new year 

group 

Online/ website support for 
families and young people around 
transition. Not all children attending the 

meet the teacher sessions 

M Short online video 
message for all children, 
from their new teacher. 

 
All children to have a 

holiday task to complete 

All teachers 

L 

https://www.thenational.academy/
https://www.thenational.academy/


 
What will need to 
be different this 
year because of 

COVID19? 

 

over the summer which 
will support transition in 

the Autumn term. 

Plan for transitions between 
school years taking into account 
what needs to be different due to 
partial opening, remote and face 
to face: 

• EY to Primary 

• Primary to Secondary 

• Vulnerable children 

• Children with SEND 

• Physical and sensory 

needs, including 

adaptations, equipment 

etc (lead in times) 

• Post 16 

• School Leavers 

Issues caused by current level 
of social distancing. 

M See above and work with 
individual secondary 

schools. 
 

Some children with 
specific SEND needs 
have been offered 

bespoke support for 
transition. 

All teachers 

L 

Safeguarding 

Consideration given to any CYP 
who may need support with their 
return to school and consultation 
has been undertaken with the 
family and other agencies 
involved. 
 
 

 
CYP previously deemed to be 
safer at home and family are 
anxious about returning to 

school. 

 
 

M 
 

Learning Mentor to 
review the CYP’s risk 
assessment to identify 
any support or 
arrangements needed 
for their return to 
school. 

By end of July 
Learning Mentor 

L 

Staff are prepared for supporting 
wellbeing of pupils and receiving 
any potential disclosures.  

Lack of preparedness 

L Staff refresher training 
sessions, July and Sept 
on processes and 
procedures and the 
revised wellbeing 
material. 

MCT and all staff 

L 



Updated Child Protection Policy in 
place. 

Trust to lead on 
L Adopted most recent 

Child Protection Policy  
Trust and all staff 

L 

Where appropriate, work with 
other agencies, such as social care, 
has been undertaken to support 
vulnerable CYP to return to school. 

Lack of preparedness 

L Already actioned – see 
confidential records. 

All staff 

L 

Where physical contact is required 
in the context of managing 
behaviour, ensure appropriate 
hygiene measures are in place to 
mitigate any risk of transmission.  

Lack of preparedness 

L Review individual 
consistent management 
plans to ensure they 
include protective 
measures – not needed 
at present but to be kept 
under review. 

SENCO 

L 

Curriculum / 
learning 

environment 

Current learning plans, revised 
expectations and required 
adjustments have been 
considered. 
 
 

Lack of preparedness 

L Already actioned All teaching staff 

L 

Consideration has been given to 
what activity is more difficult/ not 
possible to be undertaken with 
social distancing in place? 
 
Each activity should be risk 
assessed and should not be run 
unless the risks can be mitigated 
 

• PE – including no contact 
sport 

• Practical science lessons 

• DT/ FT 
 

Lack of preparedness 

L Already actioned, for 
example, as much PE to 
take place outside as 
possible. 

All teaching staff 

L 



Whole school approach to 
adapting curriculum (S/M/L term), 
including: 

• Wellbeing curriculum 

• recognising ‘non-
curriculum’ learning that 
has been done  

• capturing pupil 
achievements/ outcomes 

• utilising the DFE ‘catch-up’ 
funding and programmes 

 

Lack of preparedness 

L Staff are already 
applying this approach 
to teaching. 

All teaching staff 

L 

Student behaviour policy reviewed 
and reflects the current 
circumstances. 

Lack of preparedness 
L Trust led 

Already in place. 
Ongoing 
All staff L 

CYP with SEND 

Approach to provision of the 
elements of the EHCP including 
health/therapies in place. 

Lack of preparedness 
L SENCo to action one plan 

provision as usual. 
Expectation is that all 
staff will be available 
and, thus, needs of SEN 
children provided for. 
 
Phase bubble approach 
important and integral 
to providing for needs of 
SEN children, for 
example, through 
personalised curriculum 
groups, attainment 
based teaching groups 
Land intervention 
groups. 

Ongoing 
L 

Annual reviews. 
 

L On 
L 

Requests for assessment 
considered. 

 
L  

 

Consider any CYP who may need 
support with their return to school 
and consult with the family and 
other agencies involved. 

Including any support 
required for CYP to 
understand new rules i.e. 
social distancing.  

Lack of preparedness 

L Ongoing. 
SENCo lead all staff 

L 

Attendance 

Approach to promoting and 
supporting attendance for all 

Poor attendance negatively 
impacts on pupil well-being, 
education and development 

M All parents and carers to 
ensure that their 

Ongoing 
All parents and 

carers 
L 



pupils determined, including those 
who may be anxious. 
 

children attend at least 
96% of the time. 
Attendance policy to be 
applied. 
Support of Learning 
Mentor. 

Learning Mentor 
Attendance 

Solutions 

Approach to support for parents 
where rates of persistent absence 
were high before closure. 

Poor attendance negatively 
impacts on pupil well-being, 
education and development 

M All parents and carers to 
ensure that their 
children attend at least 
96% of the time. 
Attendance policy to be 
applied. 
Support of Learning 
Mentor. 

Ongoing 
All parents and 

carers 
Learning Mentor 

Attendance agency 
- Aquinas 

L 

Communication 

Information shared with staff 
around the full opening plan, 
returning to site, amendments to 
usual working patterns/practices 
and groups. 

Lack of communication 
leading to lack of 

understanding and provision. 

L See communication plan 
in the first section of this 

document. 
Letters, website updates, 
social media 

Ongoing 
MCT 

L 

Governors consulted on full 
opening plans. 

Union representatives consulted 
on full opening plans. 

Risk Assessment published on 
website, where more than 50 staff.  

Communications with parents on 
the: 

• Plan for full opening  

• Social distancing plan 

• Wellbeing/ pastoral 
support/ support and 



acknowledgement to 
parents of home learning 

• Attendance 

• Uniform 

• Transport 

• Behaviour 

• Test and trace  

• Staggered start and end 
times 

• Expectations when in 
school and at home (if self-
isolating is necessary) 

Pupil communications around: 

• Changes to timetable 

• Social distancing 
arrangements 

• Staggered start times 

• Expectations when in 
school and at home (if self-
isolating is necessary) 

• Travelling to and from 
school safely 

 

On-going regular communication 
plans determined to ensure 
parents are kept well-informed 
 

Governors/ 
Governance 

Meetings and decisions that need 
to be taken are prioritised. 

Lack of communication leads 
to issues such as poor 
decision making. 

L See school diary, school 
improvement meeting 
plan etc. 

Ongoing 
All staff L 

Governors are clear on their role in 
the planning and full opening of 
the school, including support to 
leaders. 

Balance of governance needs 
with social distancing and 

other pressures. 

L Trust to action Trust 
Ongoing 

L 



 
Approach to communication 
between Leaders and governors is 
clear and understood. 
 

Governors prepared for start of 
school year (clerking, etc). 

School events, 
including trips 

The school’s annual calendar of 
events has been reviewed and 
decisions made on cancelling or 
going ahead with events in the 
immediate term, including school 
trips. 
 

Balance of educational needs 
of children with social 

distancing. 
 

‘ We continue to advise 
against domestic (UK) 

overnight and overseas 
educational visits at this stage 

see coronavirus: travel 
guidance for educational 

settings. 
In the autumn term, schools 
can resume non-overnight 

domestic educational visits.’ 

L SLT already actioned. For 
example, Birch Hall 
cancelled for this 
academic year but day 
trips allowed under the 
guidance for Autumn 
term – additional 
elements to be added to 
the risk assessments for 
these. For example, in 
relation to hand hygiene. 

All staff 
Ongoing 

L 

Finance 

Additional costs incurred due to 
COVID19 are understood and 
clearly documented. 

Potential financial issues 
 

M/L School has strong record 
of good financial 
management over the 
past five years. 
 
The same approach that 
has led to the above will 
be continued. 

Ongoing 
MCT and SBM 

Trust 

L 

Claims submitted for 
reimbursement for example, 
increased premises related costs; 
additional cleaning; support for 
FSM 

Any loss of income understood, 
including the impact of lettings 
and the financial implications of 
possibly not restarting. 



 

  

Insurance claims, including 
visits/trips booked previously. 

Reintroduction or re-contracting 
services, such as: 

• Cleaning 

• IT support  

• Catering 
 

Consideration given to any support 
that may be brokered through 
working together, for example, 
partnerships, trusts etc. 

Before and after 

school clubs 

Approach in place for before/after 
school clubs implements the 
necessary protective measures.  

Risk of infection to be 
balanced with needs of 

families (breakfast club) and 
needs of children. 

L Breakfast club 
Parents to tell school if 
they are likely to use 
breakfast club, Autumn 
term. 
School to be proactive in 
above. 
MCT and LL to consider 
responses to above and 
plan for breakfast club to 
run if an adequate level 
of social distancing can 
be maintained. Parents 
and carers to eb told by 
end of summer holiday. 
LL and FC to discuss and 
agree after school club 
programme, by 05.09 

Office team, MCT, 
LL and Fc. By 05.09 

L 



Associated Parent/Carer 

Frequently Asked Questions 

Why are all children returning to schools in September? 
‘The prevalence of coronavirus (COVID-19) has decreased our NHS Test and Trace system 
is up and running, and we are clear about the measures that need to be in place to create 
safer environments within schools. 
 
Returning to school is vital for children’s education and for their wellbeing. Time out of 
school is detrimental for children’s cognitive and academic development, particularly for 
disadvantaged children. This impact can affect both current levels of learning and 
children’s future ability to learn, and therefore we need to ensure all pupils can return to 
school sooner rather than later. 
 
The risk to children themselves of becoming severely ill from coronavirus (COVID-19) is 
very low and there are negative health impacts of being out of school. We know that 
school is a vital point of contact for public health and safeguarding services that are 
critical to the wellbeing of children and families. 
 
Lower academic achievement also translates into long-term economic costs due to having 
a less well-qualified workforce. This affects the standard of living that today’s pupils will 
have over the course of their entire life. For many households, school closures have also 
affected their ability to work. As the economy begins to recover, we need to remove this 
barrier so parents and carers can return to work. 
 
In relation to working in schools, whilst it is not possible to ensure a totally risk-free 
environment, the Office of National Statistics analysis on coronavirus (COVID-19) 

related deaths linked to occupations suggest that staff in educational settings tend 
not to be at any greater risk from the disease than many other occupations. There is no 
evidence that children transmit the disease any more than adults. 

Given the improved position, the balance of risk is now overwhelmingly in favour of 
children returning to school. For the vast majority of children, the benefits of being back 
in school far outweigh the very low risk from coronavirus (COVID-19), and this guidance 
explains the steps schools need to take to reduce risks still further. As a result, we can 
plan for all children to return and start to reverse the enormous costs of missed 
education. This will be an important move back towards normal life for many children 
and families.’ 

DfE Guidance for full opening – schools. Published 2 July 2020 

https://www.ons.gov.uk/peoplepopulationandcommunity/healthandsocialcare/causesofdeath/bulletins/coronaviruscovid19relateddeathsbyoccupationenglandandwales/deathsregistereduptoandincluding20april2020
https://www.ons.gov.uk/peoplepopulationandcommunity/healthandsocialcare/causesofdeath/bulletins/coronaviruscovid19relateddeathsbyoccupationenglandandwales/deathsregistereduptoandincluding20april2020


 
Will my child have to attend school even if they do not do so now? 
Yes. ‘Now the circumstances have changed and it is vital for all children to return to 
school to minimise as far as possible the longer-term impact of the pandemic on 
children’s education, wellbeing and wider development. 
 
Missing out on more time in the classroom risks pupils falling further behind. Those with 
higher overall absence tend to achieve less well in both primary and secondary school. 
School attendance will therefore be mandatory again from the beginning of the autumn 
term. This means from that point, the usual rules on school attendance will apply, 
including: 
• parents’ duty to secure that their child attends regularly at school where the child 
is a registered pupil at school and they are of compulsory school age; 
• schools’ responsibilities to record attendance and follow up absence 

• the availability to issue sanctions, including fixed penalty notices in line with local 
authorities’ codes of conduct’ DfE Guidance for full opening – schools. Published 2 July 
2020 

 
Will children be wearing uniform? 
Yes. ‘We would, however, encourage all schools to return to their usual uniform policies 
in the autumn term. Uniform can play a valuable role in contributing to the ethos of a 
school and setting an appropriate tone.’ DfE Guidance for full opening – schools. 
Published 2 July 2020 
Our risk assessment says that school uniform should be washed every day. 
 
What should my child bring to school? 
Children are only to bring ‘the essentials’ into school, such as pencil cases, reading 
books, water bottles and packed lunches. ‘It is still recommended that pupils limit the 
amount of equipment they bring into school each day, to essentials .... Bags are allowed. 
Pupils and teachers can take books and other shared resources home, although 
unnecessary sharing should be avoided, especially where this does not contribute to 
pupil education and development.’ DfE Guidance for full opening – schools. Published 2 
July 2020 
Children must have a named water bottle because our water fountains will not be in 
use. 
 
 
 
 



How will social distancing be secured at the start and end of each school day? 
We will have three time slots for children to be brought into school and to be collected 
from school: 
 
Start of day:       End of day: 
Time       Phase Bubble      Time       Phase Bubble 
8.30 am  Yrs 5 and 6     3.20 pm  Yrs 5 and 6 
8.40 am  Yrs 3 and 4     3.10  pm  Yrs 3 and 4 
8.50 am  Yrs 2, 1 and R     3.00  pm  Yrs 2, 1 and R 
 
Only those adults and children with no symptoms on coronavirus are to enter the 
premises. For each family, only one adult per day to bring children into school. For each 
family, only one adult per day to collect children from school – this does not have to be 
the same adult that brought children into school in the morning. 
 
Where families have children in more than one phase, they should arrive, and enter 
their classrooms, at the time of the earliest child’s arrival and they should collect their 
child at the same time as the latest collection time for one of their children. 
 
Children and parents/carers are to only enter site through main entrance gate and to 
exit the site through the main gate or the rear gate. This gives the rear gate a one-way 
system but allows for two-way pedestrian traffic where the gate way is large enough to 
allow for this. 
 
Adults are not to congregate on or near the school premises. 
 
2M markings are on the floor near the main gates and near each classroom. The ones 
near each classroom are in pairs – for children to stand next to their parent/carer if the 
classroom door is not open or they are waiting to enter the door behind the previous 
person. 
 
No parents/carers are to enter classrooms unless explicitly invited to do so by a member 
of staff – this will not usually be at the same time as children are in the classroom. 
 
Meetings, involving parents/carers and visitors will only take place, with less than 24 
hours agreement and only if senior leaders judge that it is safe for them to be held. 
 
How flexible will the allocated start and end of the say times be? 
They will not be flexible. For logistical reasons, the times will be set and it will be very 
important for parents and carers to be punctual at the start and end of the school day. 



How will social distancing be secured during the school day? 
The main measures that we will use are: 

1. Classrooms arranged to secure as much distancing as is possible. 
2. Classrooms arranged so that children face the front, as much as is possible – this is 

less appropriate and harder to manage for younger children. 
3. Children taught in their class groups, as much as possible. 
4. Where, to meet the educational and welfare needs of children, some children need 

to be with some children from other classes then this will be within their phase 
bubble. This applies to, for example, the Year 5 and 6 English and mathematics 
groups. 

5. Movement around the school will be kept to a minimum with one-way systems as 
necessary. 

6. Playtimes and lunchtimes will be in phase bubbles. 
7. The school will not come together in the hall for worship – we usually do this each 

day. 
8. Children will not share pens, pencils etc if they use them a lot. For example, writing 

pencils will not be shared by ones for colouring will be. As usual, school will provide 
enough for every child and children are welcome to bring in their own pencils, 
pencil cases etc, from home. 

 
Will school be running breakfast club? 
We hope to do so but have yet to make a final decision.  
 
How will the school keep hard surfaces and soft furnishings/other items clean? 
This is detailed in the risk assessment and action plan above. The number of soft 
furnishings and items in classrooms has been reduced. 
 
What will happen if my child needs first aid whilst in school? 
We will provide first aid in the usual way. The only difference will be that first aiders will 
wear PPE, as appropriate. Each class will have their own stock of first aid equipment and 
PPE. Phase bubble based staff will be responsible for seeing that this stock is maintained 
in their classrooms. The caretaker and school business manager will be responsible for 
seeing that school has the necessary stock. 
 
Does the school have any air conditioner or other similar heating which could circulate 
air carrying the virus? 
The hall and all classrooms and corridors do not have air conditioning. The only place that 
there is a small air conditioning unit is the computer suite. We do not plan to use the air 
conditioning unit in the computer suite. 
Hot air heaters will not be turned on until the temperature is particularly low. 



What will happen about school meals and Free School Meals (FSM)? 
School meals will be provided as usual. 
 
Will all staff be in school from the start of the Autumn term? 
Yes, unless ill, we expect all staff to be in school. 
 
Will the school bus be running from the start of term? 
Yes. A new contract for the school bus has been arranged by Essex County Council. We 
are asking the new bus company to seat children in their phase groups – R/KS 1, Year 3 
and 4 and Years 5 and 6. 
 
Where can I go to get support to help keep my child safe online? 
‘Here are some useful links to help parents and carers. 

• Thinkuknow provides advice from the National Crime Agency (NCA) to stay safe 
online 

• to help families manage during this time, the NCA has launched Thinkuknow: home 
activity packs, a set of fun, engaging activities based on Thinkuknow cartoons, films, 
games, and advice articles 

• a new activity sheet for each age group will be published on 
the Thinkuknow website every 2 weeks while schools are closed - these activities 
offer a great opportunity to help you keep up positive, supportive conversations 
about online safety in your home 

• Parent Info is a collaboration between Parentzone and the NCA providing support 
and guidance for parents from leading experts and organisations 

• Childnet provides a tool kit to support parents and carers of children of any age to 
start discussions about their online life, to set boundaries around online behaviour 
and technology use, and to find out where to get more help and support 

• Internet Matters provides age-specific online safety checklists, guides on how to 
set parental controls on a range of devices and a host of practical tips to help 
children get the most out of their digital world 

• LGfL provides support for parents and carers to keep their children safe online, 
including 6 top tips to keep primary aged children safe online 

• Net Aware provides support for parents and carers from the NSPCC, providing a 
guide to social networks, apps and games 

• Let’s Talk About It provides support for parents and carers to keep children safe 
from online radicalisation 

• UK Safer Internet Centre provides tips, advice, guides and resources to help keep 
children safe online, including parental controls offered by home internet providers 
and safety tools on social networks and other online services 

https://www.thinkuknow.co.uk/
http://www.thinkuknow.co.uk/parents/Support-tools/home-activity-worksheets/
http://www.thinkuknow.co.uk/parents/Support-tools/home-activity-worksheets/
http://www.thinkuknow.co.uk/parents/Support-tools/home-activity-worksheets/
https://parentinfo.org/
https://www.childnet.com/parents-and-carers/parent-and-carer-toolkit
https://www.internetmatters.org/
https://www.lgfl.net/online-safety/default.aspx
https://www.net-aware.org.uk/
https://www.ltai.info/staying-safe-online/
https://www.saferinternet.org.uk/advice-centre/parents-and-carers


staying safe online provides government guidance offering advice on parental controls, 
fact-checking information, communicating with family and friends while social distancing 
is in place and taking regular breaks’ 
(What parents and carers need to know about schools and other education settings 
during the coronavirus outbreak) 
 
‘What resources are available to parents to help them support their family’s wellbeing 
as their children return to school? 
IN addition to that provided by school, parents and carers can access the below. If you 
have any questions about the support that school gives children, please speak to your 
child’s teacher, Mrs Smith, Mrs Levett or Mr Carter-Tufnell. 
Social connections, alongside exercise, sleep, diet and routine, are important protective 
factors for mental health. Materials to promote and support mental wellbeing are 
included in the list of online resources we have published to help children to learn at 
home. Public Health England’s Rise Above platform supports young people. The 
Department of Health and Social Care is providing £5 million of additional funding to 
support mental health charities to increase their provision for adults and children at this 
time. 
Social isolation, reduced exercise and bereavement may affect children’s wellbeing in this 
period. Resources to promote and support children and young people’s mental wellbeing 
include: 

• MindEd educational resources for adults about children and young people’s mental 
health which is relevant for parents and carers as well as volunteers, teachers, and 
other professionals working with children 

• Every Mind Matters platform which supports looking after your own and other’s 
mental health 

• guidance on looking after wellbeing and mental health during the coronavirus 
(COVID-19) outbreak 

• guidance on supporting children’s wellbeing and mental health 
All NHS mental health trusts are setting up 24/7 helplines and seeking to use digital and 
virtual channels to continue delivering support during the coronavirus (COVID-19) 
outbreak.’ 
(What parents and carers need to know about schools and other education settings 
during the coronavirus outbreak) 

https://www.gov.uk/guidance/covid-19-staying-safe-online
https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers
https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers
https://www.gov.uk/government/publications/coronavirus-covid-19-online-education-resources/coronavirus-covid-19-list-of-online-education-resources-for-home-education/
https://riseabove.org.uk/
https://www.minded.org.uk/
https://www.minded.org.uk/
https://www.nhs.uk/oneyou/every-mind-matters/
https://www.gov.uk/government/publications/covid-19-guidance-for-the-public-on-mental-health-and-wellbeing/guidance-for-the-public-on-the-mental-health-and-wellbeing-aspects-of-coronavirus-covid-19
https://www.gov.uk/government/publications/covid-19-guidance-on-supporting-children-and-young-peoples-mental-health-and-wellbeing
https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers
https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers
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Appendix C 

Applying an apron 

1. Perform hand hygiene. 

2. Remove an apron from the roll or dispenser. Open it outwards ensuring the inner surface faces the 

patient to prevent any contamination on its outer surface coming into contact with the patient. 

3. Place the neck loop over your head (Fig 3). 

4. Position the apron to cover as much of the front of your body as possible. 

5. Fix the apron in place by tying the waist straps behind your back. 

 

Source: Peter Lamb 

Removing an apron 

If disposable gloves are being used, they should be removed first (Loveday et al, 2014). 

1. Break the neck loop and waist straps. 

2. Roll the apron downwards from your chest so the contaminated outer surface is folded inwards. Avoid 

touching the outer surface of the apron with your hands (Fig 4). 

3. Dispose of the apron in a hazardous waste bin. 

4. Perform hand hygiene. 



 

Source: Peter Lamb 

( https://www.nursingtimes.net/clinical-archive/infection-control/infection-control-3-use-of-disposable-gloves-

and-aprons-24-06-2019/ ). 

  

https://www.nursingtimes.net/clinical-archive/infection-control/infection-control-3-use-of-disposable-gloves-and-aprons-24-06-2019/
https://www.nursingtimes.net/clinical-archive/infection-control/infection-control-3-use-of-disposable-gloves-and-aprons-24-06-2019/


Appendix C 

 

Kawasaki disease is a condition that mainly affects children under the age of 5. It's also known as 

mucocutaneous lymph node syndrome. 

The characteristic symptoms are a high temperature that lasts for 5 days or more, with: 

• a rash 

• swollen glands in the neck 

• dry, cracked lips 

• red fingers or toes 

• red eyes 

After a few weeks, and with the correct treatment, the symptoms become less severe, but it can take longer 

than this in some children. 

 

What will happen if a child has the above symptoms? 

1. A member of the Senior Leadership Team will be told immediately. 

2. Parent/carers will be telephoned. 

3. Child will be assessed and if school staff judge it necessary, 111 will be rung and, if the assessment 

suggest that life could be at risk, 99 will be rung. 

4. Staff will respond on the assumption that the symptoms above may suggest Kawasaki, or Kawaski 

related disease, and respond as above. 

 

Further information about symptoms 

Phase 1: acute (weeks 1 to 2) 

Your child's symptoms will appear suddenly and may be severe. Your child may be very irritable. 

High temperature 

The first and most common symptom of Kawasaki disease is usually a high temperature (fever) of 38C or above. 

The fever can come on quickly and doesn't respond to antibiotics or medicines typically used to reduce a fever, 

such as ibuprofen or paracetamol. 

Your child's fever will usually last for at least 5 days, but it can last for around 11 days without the 

proper treatment. 

In some rare cases, the fever can last for as long as 3 to 4 weeks. 

Your child's body temperature could possibly reach a high of 40C. 

Rash 

https://www.nhs.uk/conditions/antibiotics/
https://www.nhs.uk/conditions/ibuprofen/
https://www.nhs.uk/conditions/paracetamol/
https://www.nhs.uk/conditions/kawasaki-disease/treatment/


Your child will almost always have a skin rash. This can vary in appearance from child to child. 

Read more about skin rashes in children. 

Hands and feet 

The skin on your child's fingers or toes may become red or hard, and their hands and feet may swell up. 

Your child may feel their hands and feet are tender and painful to touch or put weight on, so they may be 

reluctant to walk or crawl while these symptoms persist. 

Conjunctival injection 

Conjunctival injection is where the whites of the eyes become red and swollen. Both eyes are usually affected, 

but the condition isn't painful. 

Unlike conjunctivitis, where the thin layer of cells that cover the white part of the eye (conjunctiva) becomes 

inflamed, fluid doesn't leak from the eyes in conjunctival injection. 

Lips, mouth, throat and tongue 

Your child's lips may be red, dry or cracked. They may also swell up and peel or bleed. 

The inside of your child's mouth and throat may also be inflamed.  

Their tongue may be red, swollen and covered in small lumps, also known as "strawberry tongue". 

Swollen lymph glands 

If you gently feel your child's neck, you may be able to feel swollen lumps usually on one side. The lumps could 

be swollen lymph glands. 

Read more about the complications of Kawasaki disease. 

Phase 2: sub-acute (weeks 2 to 4) 

During the sub-acute phase, your child's symptoms will become less severe, but may last a while. 

The fever should subside, but your child may still be irritable and in considerable pain. 

Symptoms during the second phase of Kawasaki disease may include: 

• abdominal pain 

• vomiting 

• diarrhoea 

• urine that contains pus 

• feeling drowsy and lacking energy (lethargic) 

• headache 

• joint pain and swollen joints 

• yellowing of the skin and the whites of the eyes (jaundice) 

• peeling skin on the fingers and toes, and sometimes also on the palms of the hands or the soles of the 

feet 

https://www.nhs.uk/conditions/rashes-babies-and-children/
https://www.nhs.uk/conditions/conjunctivitis/
https://www.nhs.uk/conditions/kawasaki-disease/complications/
https://www.nhs.uk/conditions/diarrhoea/
https://www.nhs.uk/conditions/headaches/
https://www.nhs.uk/conditions/jaundice/


Phase 3: convalescent (weeks 4 to 6) 

Your child will begin to recover during the third phase of Kawasaki disease, which is known as the convalescent 

phase. 

Your child's symptoms should begin to improve and all signs of the illness should eventually disappear. 

But your child may still have a lack of energy and become easily tired during this time. 

 

Cause 

The cause of Kawasaki disease isn't fully understood, but a child may be more likely to develop it if they 

inherit certain genes from their parents. 

Infection 

The symptoms of Kawasaki disease are similar to those of an infection, so bacteria or a virus may be responsible. 

But so far a bacterial or viral cause hasn't been identified. 

As Kawasaki disease isn't contagious, it can't be passed from one person to another. This makes it unlikely that 

it's caused by a virus alone. 

Kawasaki disease can affect children of any age. It can be more serious in children under the age of 1. 

 

 

https://www.nhs.uk/conditions/kawasaki-disease/ 

  

https://www.nhs.uk/conditions/kawasaki-disease/


Appendix D 

Operational Plan – from 03/09/20 

Travel to and from school 
• Before leaving home, wash hands, for at least 20 seconds, with soap and 

water. 
• Travel by car or bicycle, if possible. 
• Avoid public transport, if possible.  
• School bus to arrive at usual time and children to be escorted, by school staff, 

from this to their classrooms. Children to line up, and walk, 2M apart. 
 

Entry and exit on to school site at the start and end of the day. 
• One parent/carer per family, not per child, on site. 
• Arrive at allocated time. It is vital for families not to arrive before or after the 

allocated time. 
• If there is a need to wait then to wait 2M apart at the main gate; floor 

markings and posters to be displayed. 
• When on site, to walk 2M away from other children, parents/carers and from 

staff. 
• Walk to their usual classroom, unless the family have been explicitly told 

otherwise. 
• Exit the site from either the main gate or the side/back gate, into Meadow 

View. The side/back gate, into Meadow View is only to be used for exiting the 
school site – it is too narrow for two way pedestrian traffic with social 
distancing. 

• Families that have two or more children, and they have different start times, 
are to arrive for the earliest of the allocated start times. These families are to 
first walk to the class with the earliest start time and then others in order of 
their start times. If needed, staff will be in the classrooms to receive these 
children. 

• When the school bus arrives, families waiting at the gate to move calmly, 
safely and retaining 2M distance, to allow bus to enter school site. 

Entry and exit onto the school site at times other than the start and end of the school 
day. 

• This should only be by prior agreement. 
 
Access to the School Office 

• Queue on the allocated marks on the slope. 
• Ring bell, on hand rail, to let office staff know of your presence. 
• Enter reception area when called in and stand back from the office hatch. 



• When leaving the reception area, walk down the steps and turn right along the 
path. 

Classroom and staff allocations and staggered timetable as below. 
 
School day timetable and phase bubbles 

Upper School 

Classroom 5/6LS 5/6O 5/6S 
Class Teachers Miss Sowton Miss Oxley Miss Salmon  

Other Phase Staff Mrs Levett, Miss Dowell and Mrs Silvester 
MDAs Mrs Cardwell, Mrs Gamble Mrs Percival 

Arrival time 8.30 am 

Departure time 3.20 pm 
 

Middle School 

Classroom 3/4A 3/4G 3/4T 

Class Teachers Mrs Alston Miss Gildersleeves Mrs Parascandolo  
Mrs Tibbetts 

Other Phase Staff Miss Collins, Mrs Hennessy, Mrs Agrisanti and Miss Lloyd 
MDAs Mrs Harris, Mrs Forde and Mrs Bardwell 

Arrival time 8.40 am 
Departure time 3.10 pm 

 

Lower School and Reception 

Classroom 2K 1/2A R/1 LK RE 
Class Teachers Ms Gilson Mrs Antoniou Mrs 

Rivas-Long 
Mrs Kirk 

Miss Esparon 

Other Phase Staff Mrs Arter, Mrs Conti, Mrs Fowell, Mrs Fincken and Mrs Ranson 
MDAs Mrs Gray, Mrs Melton, Mrs J Smith 

Arrival time 8.50 am 

Departure time 3.00 pm 
 



Location of each class 

 



Breaktime 
Social distancing during breaktimes will be secured through each phase being able to 
have their own section of the outside areas of the school: 

• Upper School – Upper School playground at the top of the school. 

• Middle School – Left side of the main playground and our field. 

• Lower School – Right side of the main playground and our field. 

• Reception – Reception outside area. Their break is usually part of continued 
provision. 

 
A healthy snack, in line with the school’s policy, may be brought in by children, for them 
to eat at break time (no chocolate, sweets, crisps etc). 
 
Lunchtime 
Each pair of Mid-Day Assistants (MDAs) provides all lunchtime supervision and first aid 
for ‘their’ phase bubble. Every phase bubble will have time in the hall to eat their school 
dinner or packed lunch – with some distancing from each other. Tables will be cleaned 
between groups. Every phase will also have time outside, in their social bubble. 
 
When children line up for a cooked school dinner then they will do so about 2M apart. 
At the serving counter they and staff will stand a little away from the counter. Serving 
staff will wear face masks during the preparation and serving of food. 
MDAs will use walkie talkies to inform each other when the hall is free for the next 
bubble and for general communication. 
Access to and from playground zones will be done in a manner which secures as much 
social distancing as is practicable. 
 
Breakfast Club 
It is our hope to run breakfast club but no final decision has been made yet. Parents will 
be informed of a final decision, as soon as possible. 
 
Emergency exit procedure. 
Risk assessment shows that there is no need to change this. 
 
Administration of medication 
Classroom based staff will usually administer medication for any children in their class 
that require it. Parents/carers must inform school of any need of their child to receive 
medication whilst in school. Our administration of medication policy continues to be 
applied. 
 
 



Access to toilets. 
5/6LS, 5/6O, 5/6S, children in 3/4A to use Upper School toilets.  
2K and 1/2A children and Year one children in R/1 LK to use Lower School toilets. 
All children in Reception to use Reception toilets.  
 
SEN provision 
We expect our provision for SEND provision to be the same as usual. 
 
Teacher non-contact time – Assessment, Planning and Preparation Time 
It is important that this time is provided to teachers and it is part of their contracts that 
we do so. The staff that release class teachers are: 
Mrs Arter 
Mrs Agrisanti 
Mr Carvalho 
Miss Dowell 
Mrs Hennessy 

 

 

 

  



Appendix E 

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

for-full-opening-schools 

‘Schools must ensure they understand the NHS Test and Trace process and 
how to contact their local Public Health England health protection team. 
Schools must ensure that staff members and parents/carers understand that 
they will need to be ready and willing to: 
• book a test if they are displaying symptoms. Staff and pupils must not come 

into the school if they have symptoms, and must be sent home to self-
isolate if they develop them in school. All children can be tested, including 
children under 5, but children aged 11 and under will need to be helped by 
their parents/carers if using a home testing kit 

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

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

Anyone who displays symptoms of coronavirus (COVID-19) can and should 
get a test. Tests can be booked online through the NHS testing and tracing for 
coronavirus website, or ordered by telephone via NHS 119 for those without 
access to the internet. Essential workers, which includes anyone involved in 
education or childcare, have priority access to testing. 

The government will ensure that it is as easy as possible to get a test through 
a wide range of routes that are locally accessible, fast and convenient. We will 
release more details on new testing avenues as and when they become 
available and will work with schools so they understand what the quickest and 
easiest way is to get a test. By the autumn term, all schools will be provided 
with a small number of home testing kits that they can give directly to 
parents/carers collecting a child who has developed symptoms at school, or 
staff who have developed symptoms at school, where they think providing one 
will significantly increase the likelihood of them getting tested. Advice will be 
provided alongside these kits. 

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

• if someone tests negative, if they feel well and no longer have symptoms 
similar to coronavirus (COVID-19), they can stop self-isolating. They could 
still have another virus, such as a cold or flu – in which case it is still best to 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/guidance/contacts-phe-health-protection-teams
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/


avoid contact with other people until they are better. Other members of their 
household can stop self-isolating. 

• if someone tests positive, they should follow the ‘stay at home: guidance for 
households with possible or confirmed coronavirus (COVID-19) 
infection’ and must continue to self-isolate for at least 7 days from the onset 
of their symptoms and then return to school only if they do not have 
symptoms other than cough or loss of sense of smell/taste. This is because 
a cough or anosmia can last for several weeks once the infection has gone. 
The 7-day period starts from the day when they first became ill. If they still 
have a high temperature, they should keep self-isolating until their 
temperature returns to normal. Other members of their household should 
continue self-isolating for the full 14 days.’ 

 

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

