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Protective measures at Easton CE Academy for the full opening of school from the 1st September 

2020 

 A guide for staff 

Note : This guide should be read alongside the Easton CE Academy Risk Assessment for the full 

opening of school  

Introduction 

We are tasked with finding a way to keep our school Covid secure and protect our children, their 

families and staff whilst reopening to all the children to provide the highest quality teaching learning 

within a broad and balanced curriculum and support children to learn at home in the event of any 

need to self-isolate.  

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 

suggests 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. 

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


Extract from DfE Guidance on full opening of school 

A risk assessment is a processes of identifying hazards and taking protective measures (establishing 

standard operational procedures – policies, procedures and guidelines) that ‘mitigate’ or reduce the 

risk.  

We recognise that it is not possible to reduce risk of transmission of the Coronavirus completely but 

through the thoughtful, careful and consistent design and implementation of appropriative 

protective measures, in line with the latest Government advice (see below), we can make schooling 

as safe as possible for our children staff and their families.   

This document is designed to be staff friendly summary of the protective measures which guide the 

organisation and delivery of education in this next phase school re-opening. 

Related documents 

The protective measures have been developed in line with the following documents; 

Government Guidance 

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

outbreak/guidance-for-full-opening-schools 

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

settings 

https://e-bug.eu/ 

Easton CE Academy DBAT template Risk Assessment – Opening Schools – available on  T drive – 

coronavirus folder 

Protective measures 

1. Avoiding contact with anyone with symptoms 

1.1 Informing the school community 

 Inform staff, parents, pupils and visitors that they should not enter the school if they are 

displaying any symptoms of coronavirus.  

 Advise staff, children and parents with symptoms to follow the government advice to apply 

for a test and self-isolate whilst waiting for the results. If the test is positive they must self-

isolate for seven days. In either case they must notify school of the results. Key message on 

posters at points of entry to the school and on the website. 

 Weekly messages on whole school Class Dojo 

1.2 Dealing with children or staff who become unwell symptoms of Coronavirus 

 If anyone becomes unwell with a new, continuous cough or a high temperature, they must 

be sent home and advised to follow the COVID-19: guidance for households with possible 

coronavirus infection guidance. 

 Staff should escort any a child exhibiting Covid-19 symptoms to Toria’s office. A member of 

SLT should make the decision on whether the symptoms are such that the child should be 

sent home. The NHS definition will be used;  

The main symptoms of coronavirus are: 

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


 high temperature – this means you feel hot to touch on your chest or back 

(you do not need to measure your temperature) 

 new, continuous cough – this means coughing a lot for more than an hour, 

or 3 or more coughing episodes in 24 hours (if you usually have a cough, it 

may be worse than usual) 

 loss or change to your sense of smell or taste – this means you've noticed 

you cannot smell or taste anything, or things smell or taste different to 

normal 

 If a child is awaiting collection, they should be moved, to Toria’s office room. Windows 

should be open for ventilation. The child should sit on a plastic chair.  

 Any siblings also in school will be sent at home at the same time. They may wait in their 

classroom unless they too are symptomatic, in which case isolation as described above will 

apply. 

 Toria’s office should be closed after use until it has been cleaned (see below). 

 The child should be supervised by an adult. The adult can sit in the entrance lobby with the 

doors wedge open.   

 If they need to go to the toilet while waiting to be collected, they should use the adult toilet 

in the main corridor. The bathroom should then be closed and not reopened until it cleaned 

and disinfected using standard cleaning products. Cleaners should wear PPE whilst cleaning. 

 PPE (disposable mask, disposable gloves, plastic disposable apron) should be worn by staff 

caring for the child while they await collection if a distance of 2 metres cannot be 

maintained (such as for a very young child or a child with complex needs). 

 A box of PPE equipment will be stored in Toria’s office. 

 In an emergency, call 999 if they are seriously ill or injured or their life is at risk. Do not visit 

the GP, pharmacy, urgent care centre or a hospital. 

 If a member of staff has helped someone who was unwell with a new, continuous cough or a 

high temperature, they do not need to go home unless they develop symptoms themselves 

(and in which case, a test is available) or the child subsequently tests positive 

 Staff should wash their hands thoroughly for 20 seconds after any contact with someone 

who is unwell.  

 Any areas which have been occupied or visited by the unwell person should be closed until it 

has been cleaned. (see below)  

 It is not necessary for parents or carers or school staff to routinely check children’s 

temperatures. Parents should be advised to follow the national guidance. 

1.3 Response to a confirmed case of coronavirus in a setting 

 When a child, young person or staff member develops symptoms compatible with 

coronavirus, they should be sent home and advised to self-isolate for 7 days. Their fellow 

household members should self-isolate for 14 days.  

 Any staff and students who become unwell with symptoms should request to a test. Families 

will be supported through this process, using ‘Doctors of the world’ materials to help with 

translation where necessary. 

 Where the child, young person or staff member tests negative, they can return to school and 

the fellow household members can end their self-isolation. 

 Where the child, young person or staff member tests positive, the rest of their class or group 

should be sent home as soon as possible and advised to self-isolate for 14 days.  



 The other household members of that wider class or group do not need to self-isolate unless 

the child, young person or staff member they live with in that group subsequently develops 

symptoms. 

 As part of the national test and trace programme, if other cases are detected within the 

cohort or in the wider setting, Public Health England’s local health protection teams will 

conduct a rapid investigation and will advise us on the most appropriate action to take. In 

some cases a larger number of other children, young people may be asked to self-isolate at 

home as a precautionary measure – perhaps the whole class, site or year group.  

 Where a school is observing guidance on infection prevention and control, which will reduce 

risk of transmission, closure of the whole setting will not generally be necessary. 

 The admin team will collect and monitor absence data and ensure that staff and children’s 

return to school dates are agreed and implemented. 

 

 

2 Handwashing, good hygiene practices and increased ventilation  

2.1 Handwashing and hygiene  

 All sinks will be well stocked with liquid soap and disposable blue paper towels. 

 ‘Good handwashing’ signs are displayed by all hand washing stations. 

 Hand washing demonstrations have been provided to the children. 

 Handwashing is regularly monitored to ensure that it is effective and children are 

appropriately supported to hand wash effectively.  

 Bins will be available by each handwashing area. Bins will be emptied twice a day.  

 Where a sink is not nearby, portable hand sanitiser dispenses will be available. This includes 

classrooms and staff areas without sinks, entrance points and in the playground. Staff can 

refill hand sanitisers from the bottle in the staff areas. 

 The sinks in Y2 and Y3 areas will be replaced with the metal trough style sink with 2 or 3 taps 

per sink and an adult height hot and cold water tap.  

 The timetable for children will include regular handwashing throughout the day and before 

and after activities where resources and equipment are shared. For example; 

o On entry to school 

o Before and after playtime 

o Before lunch 

o Before and using shared resources (indoor and outdoor) 

o Before going home 

 The following guidance will be shared with staff and children and displayed throughout the 

school; 

o Wash their hands with soap and water for 20 seconds and dry thoroughly.  

o Children are regularly reminded not to touch their mouth, eyes and nose 

o Use a tissue or elbow to cough or sneeze and use bins for tissue waste (‘catch it, bin 

it, kill it’) 

 Children who have trouble cleaning their hands independently will be supervised and 

supported to wash hands effectively. 

 

 



2.2 Clothing and uniform 

 Government advice is that there is no need for anything other than normal personal 

hygiene and washing of staff or children’s clothes following a day at school 

 Children will be asked to wear school jumpers or cardigans with dark trousers or skirts. The 

daily wearing of leggings or tracksuit bottoms will be allowed and encouraged.  

 Staff dress code will be amended so that staff may wear dark leggings or tracksuit bottoms 

with a Team Easton hoodie. 

         

2.3 Fabric chairs 

 Where fabric chairs are used by the same person they can be remain 

 Other fabric chairs are to be removed, stored and replaced with plastic chairs.  

 

2.4 Increased ventilation 

 Where possible, all offices, staff areas and teaching spaces should be well ventilated using 

natural ventilation (opening windows). Staff should avoid spending more than very short 

periods of time in rooms without ventilation. Rooms without ventilation should not be used 

as an office space. 

 Internal class, corridor, office and toilet doors should be propped open using door wedges 

where safe to do so (bearing in mind fire safety and safeguarding), to limit use of door 

handles and aid ventilation. External doors (including external classroom doors) should 

remain locked unless children are outside and an adult is supervising. 

 In the event of a fire alarm activation, adults and the fire warden should kick away the 

wedges if this can be done safely and does not adversely affect the supervision of the 

children and the speed of exiting the building.  

 Where possible learning activities will take place outside 

 

3. Regular cleaning, deep cleaning and disposing of waste 

3.1 Regular cleaning 

 Daily cleaning is with ‘Wild Lemon Fresh’ daily cleaner and disinfectant using reusable cloths 

and mops. These are washed at 90C once a week. 

 In each classrooms high touch areas - tables, desks, plastic chairs and door handles will be 

cleaned at lunch-times by class staff and after school with ‘Wild Lemon Fresh’ daily cleaner 

and disinfectant by cleaning staff. 

 After lunch, dining tables and button stools are cleaned with ‘Wild Lemon Fresh’ daily 

cleaner and disinfectant 

 After lunch, pupil toilets are cleaned with ‘Wild Lemon Fresh’ daily cleaner and disinfectant 

by cleaning staff. 

 High touch areas – tables, backs of chairs, door handles, light switches etc. are cleaned with 

‘Wild Lemon Fresh’ daily cleaner and disinfectant at the end of the morning session by class 

staff and at the end of the day by cleaning staff.  



 Children should have their own frequently used equipment that are not shared, such as 

pencils and pens etc. 

 Classroom based resources, such as equipment, books and games, can be used and shared 

within the bubble. These should be cleaned at the end of the week. Where possible they will 

be laid out in trays or tables and sprayed with Wild lemon fresh disinfectant left over the 

weekend and put away on Monday morning. 

 Resources that are shared between classes or bubbles, such as sports, art and science 

equipment should be cleaned with Wild lemon fresh between bubbles, or rotated to allow 

them to be left unused and out of reach for a period of 48 hours (72 hours for plastics) 

between use by different bubbles. 

3.2 Deep cleaning  

 Deep cleaning is conducted after a suspected or confirmed case of Coronavirus 

 Public areas where a symptomatic individual has passed through and spent minimal time, 

such as corridors, but which are not visibly contaminated with body fluids can be cleaned 

thoroughly as normal. 

 All surfaces that the symptomatic person has come into contact with must be cleaned and 

disinfected with either ; 

o Ultra AX/Versan* disinfectant , including: 

 Hard objects objects which are visibly contaminated with body fluids 

 all potentially contaminated high-contact areas such as bathrooms, door 

handles, telephones, grab-rails in corridors and stairwell 

 All surfaces will be sprayed with Ultra AX/Versan*. The room will be left for 

at least 15 minutes and then wiped down with a wet cloth. 

o Or a fogging canister 

 All windows should closed. The fogging canister activated and the room 

closed for 15 minutes ensuring no one enters the room. 

 Windows reopened and left for 15 minutes before the room is re-occupied 

 

 Where necessary hard surfaces floors, chairs, door handles and sanitary fittings will be 

cleaned with disposable cloths or paper roll and disposable mop heads.  

 *Versan is only to be used by the Site Manager or assistant caretaker. 

 

3.3 Personal protective equipment 

 Wearing a face covering or facemask in schools or educational settings is not recommended 

by the DfE 

 The majority of staff will not require PPE beyond what they would normally wear, even if 

they are not always able to maintain a distance of 2 meters from others 

 PPE is only needed in a very small number of cases including; 

o Intimate care (see below) 

o When a learner becomes unwell with symptoms of coronavirus. 

3.4 Personal protective equipment when cleaning  

 For regular cleaning normal reusable gloves and cleaning overalls will be issued. 



 When cleaning after a suspected or confirmed case of Coronavirus the minimum PPE to be 

worn for cleaning an area where a person with possible or confirmed coronavirus (COVID-

19) is disposable gloves and an apron. Hands should be washed with soap and water for 20 

seconds after all PPE has been removed. 

 If a risk assessment of the setting indicates that a higher level of virus may be present (for 

example there are is visible contamination with body fluids) then the need for 

additional PPE to protect the cleaner’s eyes, mouth and nose will be necessary. This includes 

surgical masks and goggles/or visor 

 A box of this PPE equipment will be kept in Site Mangers office. 

 Goggles and visors will be washed with Versan disinfectant (Versan is only to be used by the 

Site Manager or assistant caretaker.) 

 Any disposable PPE, cloths and mop heads used must be disposed of – see guidance for 

waste below.  

 When items cannot be cleaned using detergents or laundered, for example, upholstered 

furniture and mattresses, steam cleaning should be used. 

 Any items that are heavily contaminated with body fluids and cannot be cleaned by washing 

should be disposed of. 

3.5 Laundry of contaminated items 

 Wash items in accordance with the manufacturer’s instructions. Use the warmest water 

setting and dry items completely. Dirty laundry that has been in contact with an unwell 

person can be washed with other people’s items. 

 Do not shake dirty laundry, this minimises the possibility of dispersing virus through the air. 

 Clean and disinfect anything used for transporting laundry with the usual products, in line 

with the cleaning guidance above. 

3.6 Waste 

 Waste from possible cases and cleaning of areas where possible cases have been (including 

disposable cloths and tissues) should be double bagged in a black bin bag and tied.  

 The black bag should be stored in the boiler house and marked for storage until the 

individual’s test results are known. 

 If the individual tests negative, this can be put in with the normal waste 

 If the individual tests positive, then store it for at least 72 hours and put in with the normal 

waste 

 

4. Maximising social distancing 

4.1 Class groups – keeping cohorts together 

 Classes will include no more than 32 children. 

 There should be no more than three adults in the classroom at anyone time.  

 In normal conditions, there will be a minimum of 2 adults and a maximum of 3 adults 

allocated to each teaching group for each day- a teacher, a class teaching assistant/teacher 

and a 1:1 teaching assistant/teacher (if required). 

 Children will be stay in these class groups with the same adults, as far as possible, 

throughout each day. 



 Job share arrangements, PPA cover and absence cover will necessitate different adults 

teaching some cases. Staff may cover within the year group, and within the phase. Staff 

covering from outside the year group must maintain 2 metre distance from children. 

 PPA will be computing and PE delivered by HLTA and sports coaches. When delivering 

lessons outside their year group bubble they need to maintain 2m distancing from the 

children. Computing lessons outside year group bubble will be supported by a TA from the 

bubble. Sports coaches will teach outside. If wet, take inside and teach from 2m distance if 

teaching a class outside their bubble 

 Class groups will be allocated a handwashing sink and cubicles within a toilet. 

4.2 Classroom organisation 

 Each child (Year 1 upwards) will be allocated their own space at a table – table, chair and 

tray of resources 

 Children in KS1 may work at group tables and sit on the carpet where necessary. Children in 

KS2 will sit at forward facing desks. 

 Children will be asked not to face each other. Children can talk to each other sitting side by 

side. The routine of talk partners turning and talking face to face with not be followed. 

Teachers will be asked to plan for talk tasks that involve the whole class, or a group (KS1) or 

children discussing something displayed in front of them. 

 The classroom will be set up so that a teacher could stand at the front and be 2 metres from 

the nearest child. This will be necessary if an adult from outside the year group bubble 

comes to teach the class. 

 Children’s resource trays should enable the children to be fully independent with all the 

resources they will need for the session/day. Lessons and the activities within lessons will be 

planned to fit this organisation.  

 Children with a 1:1 teaching assistant will have a table near to the external door, so that the 

1:1 teaching assistant is 2 metres from the other children and the 1:1 TA and child can leave 

the classroom to access other learning spaces as required. These ‘break-out’ learning spaces 

will be set up as required 

 Adults should assist and review work observing a safe distance for as short a time as is 

needed. They should do this side by side with the child rather than facing them. 

 The school’s usual marking and assessment policy will be reviewed. An approach to marking 

will be agreed with teachers.  

 Children’s movement within the classroom should be kept to a minimum. When children do 

need to move they should walk in the middle between the tables. 

 Where children need to be gathered in a group for an activity group, sizes and organisation 

should be chosen to enable social distancing as much as possible. 

 All non-essential items should be removed from the classroom and other learning 

environments and stored out reach of pupils.  

 Children should enter and exit the classroom without touching each other. In order to 

facilitate this each class needs to have a lining up order that corresponds to the layout of the 

desks. 

 All surfaces in the classroom should be kept left clear to aid cleaning 

 All soft furnishings, soft toys and fabrics and toys and resources that hard to clean should be 

removed and stored safely 

 Reading books will be chosen by children within the class stock. At the end of the week 

books that have been read will be left in a box over the weekend. 



 Key stage and whole school assemblies will be conducted via zoom. 

4.3 EYFS teaching spaces 

It would not be advisable to set up EYFS teaching spaces in the same way as KS1 and 2 classes as this 

would prevent the delivery of the EYFS curriculum. It may also not be possible for early years 

children to socially distance in the same way as older children. For these children the following 

actions will reduce the risk of transfer of the virus 

o Allocated spaces on the carpet ensuring as much distance between children as 

possible 

o Frequent handwashing 

o Restricted access to a limited number of toys and resources which can be easily 

cleaned 

o Maximised use of the outdoor 

o regular cleaning of touched surfaces and shared equipment by class staff. 

4.4 Staff absence 

 The normal procedures for reporting staff absence will continue. 

 Cover for teacher absence will be provided in the normal way, but the adult providing cover 
will need to keep 2 metre distance from the children. 

 Agency supply staff may be used to cover staff absences. Agency staff will need to teach from 
the front of the class and remain at a 2 metre distance from children  
 

4.5 Arriving and collecting at school 

 Parents will be issued guidance on the new protocols for drop off and collection 

 Entrance and exit will be through the Double gates at the leisure centre and the Clifton Place 

carpark and either end of the MUGA with keep left bollards. The front entrance and nursery 

single gate will also be used.  

 Start and end time will remain at 8.45 am and 3.15pm. the registration window will be 

extended to 9.15 am  

 At the start of the day Gate will be opened at 8.40 am and closed at 9.10 

 Parents will be encouraged to drop off and collect quickly, with the gates opening at the end 

of the day at 3.10 pm. Children will need to be ready for collection from 3.10pm. Gates will 

be closed 3.40pm. 

 Premise staff, Family support worker and SLT will be outside at the start and end of the day 

to support families using the entrances correctly. 

 Arrows will be marked on the floor to aid keep left and one way systems.  

 Parents will be discouraged form congregating the gates and outside the classrooms doors.  

 Only one parent should bring and collect the children. Younger siblings who cannot remain 

at home should stay with their parent and not interact with other families.  

 Children will be dropped off at the external classroom door where an adult is stationed. 

Class door will be fixed open to reduce touching. Parents will stand at least 2 metre away 

from the member of staff when dropping their children. A ‘no go area’ will be marked 

outside each classroom door.  

 Parents should spend no longer than 5 minutes in the playground at drop off and collection.  

 Parents will only be allowed into the school building with a pre-arranged appointment. 



 Any staff parent conversation will happen outside observing 2 metres distance for a short 

period time (nor more than 5 minutes). If parents need a loner conversation a meeting or 

ideally a phone call will be arranged.  

 Where possible SIMS registers will be taken in each class every day. If it is not possible to use 

SIMS, paper registers may be used. An adult should take these to the office and leave in the 

tray outside the office within 30 mins after the start time.  

 If a child is late they will come through the main school entrance and be registered in the 

normal way. 

4.6 Moving around the school 

 Adults and children should observe two metre distancing when walking around school. 

 Walking lanes and arrows will be taped onto the corridor floors to support movement.  

 There will be a one way system marked in the KS2 building. 

 Children should line up observing 1+ metre distance. This should be maintained when 

walking around the school as a class group.  

 Adults and children should keep left and walk inside the taped lines without touching the 

wall.  If a class or other person is walking in the opposite direction through a doorway the 

class or person arriving first has priority of way. The other person or class should give way.  

4.7 Outside play 

 The outside area will be divided into zones (13 for KS1 and 2). Each class will be assigned to a 

zone for each playtime, and class adults will ensure that children stay with their class. Each 

zone will have an allocated set of equipment which will be stored in a tray or box. 

 Children should wash hands before and after playtimes. 

 Children will be introduced to a range of ‘hygienic and social distanced’ play options and be 

told to refrain from physical contact or face to face play. This will be supported, modelled 

and enforced by the adult play supervisors.  

 A select and limited range of equipment will be put out for playtimes (scooters, pogo sticks, 

basket balls, footballs, skipping ropes, bats and basket balls, scrapstore equipment) 

 Children should return the equipment to the tray or box in each zone. Equipment which has 

been touched by hands will be cleaned with Wild Lemon Fresh disinfectant and wiped with 

blue paper towels at the end of playtimes and left outside (e.g. scooter, bike, pogo stick, bat 

and skipping rope handles and balls). Spray cleaner and blue paper towels will be available in 

each tray or box. Blue paper towels will be disposed of in the bins will be located in the 

playground. 

 At the end of play children should line up with 1+ metre spacing and walk back to their class 

in line. 

4.8 Lunch Arrangements 

 Children will have lunches in their classroom or the dining halls. Classes will be allocated a 

lunch ‘sitting’ time 

 Children will be seated with appropriate spacing. EYFS and KS1 children may sit on each 

stool. Paint markers on the stools will indicate the spaces that will be used for KS2 

 Plates, cutlery,  cups and water jugs will be laid out by adults at the start of service. 

 In classrooms, children will be seated at their work station.  

 In the dining hall, children will enter the dining room and be seated.  

 Children will line up with their plate one table at a time maintaining 1+ meter gaps.  



 Children will remain seated throughout the meal. They will raise their hand if they require 

assistance from an adult.  

 When they have finished children will raise their hand and be invited to return their tray, 

cutlery and cup to the station. 

 The dining room will be cleaned before the next sitting. Tables and stools sprayed and wiped 

with ‘Wild Lemon Fresh’ daily cleaner and disinfectant. 

 

4.9 School employees 

 Staff are expected to observe 2 metre social distancing at all times 

 

4.10 Staff entering and leaving school 

 Staff should continue to sign in and out using Entrysign.  

 Staff should avoid using the main school entrance.  

 If entering through the front of the school please use the staff room entrance, observing the 

maximum number of people allowed in the staff room (which is 10) and not the main 

entrance which is being reserved for essential visits only. Staff should sign in/out using 

Entrysign in the Year 3 area. 

4.11 Staff meetings 

 Staff meetings will be via zoom where ever possible. 

 Staff may group together the halls and/or in classrooms ensuring the group size does not 

exceed the maximum room occupancy.  

 2 metre social distancing should continue to be observed.  

 To aid cleaning of classrooms, staff should move to a different location if they are on a Zoom 

meeting and the cleaner is waiting to clean the room. 

4.12 Staffrooms and staff shared areas 

 All staff shared areas will have a sign saying 

o Staff shared area 

o Observe 2m social distancing at all times 

o Open windows  

o The maximum occupancy of this room is  

 There will be three staffrooms – main staffroom, Year 1 spare classroom and the cooking 

room. Each staffroom will have a set maximum occupancy which should not be exceeded. 

This number is deployed on the door.  

 Windows to be opened whenever possible. 

 Seating will be arranged to maintain 2 metre gaps. The furniture should not be moved. 

 Kettles should be unplugged and stored in a cupboard when not in use.  

 Staff to use own cups and cutlery. This should be washed and removed after use. Staff 

should only use lidded cups with hot drinks outside the staffrooms. 

 All unnecessary furniture will be removed or stacked. Unnecessary items will be removed 

and stored safely in the reading forest or Year 1 spare classroom. These rooms will be locked 

at all times.  

 Staff may eat schools meals or packed lunches in the staff rooms, classrooms or the dining 

halls observing the maximum room occupancy number and social distancing.  



 

4.13 Main School Office 

 Windows to be open whenever possible. 

 The entrance door should be propped open with 2m floor markings on the entrance path 

and a one in one out sign on the door. 

 The path leading to the entrance door will be subdivided with arrows indicating the flow for 

visitors in and out of the building. 

 A Perspex screen has been installed to reduce risk to staff.  

 Hand sanitiser is available in the reception area. 

 There will be a maximum of 3 staff seated in the main office and 1 in Lisa/Jenn’s. The 

maximum number of adults in the main office at any one time is 4.  

 Staff should not enter the admin office during opening ours. The door will be wedged open 

with a barrier to block entrance.  Any request should be made at the doorway, by phone call 

or by walky-talky.  

 Admin staff will have their own work station. This will include a full set of resources.  

 The fourth desk will be shared desk. This should be kept clear and cleaned before and after 

use. Staff using this desk should use their own laptop.  

 The photocopier is to only be used by admin or front of house cover staff. All other staff 

need to use the photocopier in the PPA room and new building. Staff should use hand 

santiser before use. The paper draw and top should be cleaned before and after use. 

Cleaning spray and cloth will be available for this purpose 

 All surfaces to be kept clear to aid cleaning  

 See below for handling parental and visitor enquiries and meetings 

 Inez to be based in the PPA room maintaining 2m distance from other members of staff. 

 Lisa to be based in Laura’s office. No other member of staff should enter this room.  

 

4.14 Staff toilets 

 Staff toilets with multiple cubicles will be used on a ‘one in one out’ basis 

 The disabled toilet off the corridor by the library will be designated as a staff toilet.  

 The Nursery disabled toilet will be replaced with an adult height toilet and be designated 

staff toilet.  

 Staff should clean the toilet with disinfectant spray and blue disposable paper towels after 

use.  

4.15 SEND children 

 All staff will follow our risk assessment procedures for keeping safe, including frequent 
washing of hands, using designated staff rooms and toilets and maintaining social distancing 
from other adults. We need to consider additional measures for staff working 1:1 with a 
child with SENs, as they will be in close contact with the child across the day. 

 

The DfE has defined close contact as follows: 

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



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

 

 Working 1:1 with a child, some contact is avoidable and some is not. We expect all members 
of staff to try to avoid direct close contact except in emergency situations. 

 This means that staff working 1;1 will aim not to: 

 Touch the child (no holding hands, hugging, directing the child where to go by 
touching). 

 Talk face to face (no working opposite across a table, or on the floor) 

 

While proximity contact will be unavoidable, the staff member will not have close contact 
with the rest of the children in the class. 

Where the staff member is able to support the child in a group, or support other children, 
then everyone in the group should remain 2 metres apart in a spare classroom. 

 

In order to facilitate this the class room set up will be as follows: 

 Side by side workstation outside the room if necessary. 

 Side by side workstation in the classroom near the door, with the adult 2 metres from the 
next nearest child. 

 If the child needs to leave the room to calm, outside is the safest space to use. If that is not 
possible then a spare classroom is the next best space. 

 Equipment should not be shared between the child and other children in the class. 

 Soft items that cannot be cleaned should not be used. 
 

4.16 Intimate care 

 Staff supporting children requiring intimate care (nappy/soiled clothes changing etc.) should 

wear normal PPE – i.e. disposable gloves, plastic aprons and masks following the normal 

procedures.  

 If the child is unwell with symptoms of coronavirus and staff cannot maintain 2m social 

distancing and/or they have intimate care needs then a disposable surgical mask and goggles 

or visor should also be used. 

 Any soiled nappies should be disposed of in a yellow medical waste bag and placed into the 

medical waste bin outside. Soiled clothes should be doubled bagged in black bin liners and 

labelled and left in a safe, secure place for the parent to collect. 

 PPE and cleaning materials used should be disposed of in line with the advice above.  

 A set of PPE equipment will be stored in the site managers office and the disabled toilet 

outside the nursery 

4.17 Positive handling 

 Behaviour management training will provided for all staff prior to opening. 

 Positive handling will only be used as a last resort 

 The full range of de-escalating strategies should be used (see behaviour policy) 

 If a child is extremely dysregulated and presenting a danger to others consider the following; 

o Can the others be removed from the situation? 

o Can the child be contained or directed away without physical intervention? 



 If physical intervention is required this should be recorded in the usual way. The child will be 

sent home.  

 A debrief of the incident will be held with the staff involved and a member of the SLT 

 The child will not return to school until a risk assessment, or review of an existing risk 

assessment, has been completed and the identified protective measures have been put in 

place. 

4.18 Parental enquiries 

 Parents will be encouraged to make enquiries by calling the school office or family support 

phone numbers, email or message via Classdojo. 

 A face to face meeting should be held via Zoom if possible 

 When a physical meeting is necessary this should be outside where possible observing two 

metre distancing. If an inside meeting is necessary, e.g. confidential safeguarding issues,  

then it should be a large well ventilated room such as a classroom or the small hall 

 

4.19 Visitors 

 Visitors will only be permitted into the school if they have an appointment 

 Visitors will only be permitted at their designated time and will be asked to wait outside of 

the school building until their school contact is available. They will be informed by phone 

call.  

 The waiting lobby should not be used. Chairs should be removed. 

 The school contact is required to attend reception in good time to meet their visitor 

  Meetings with visitors will be via video conference or phone where possible 

 If not possible social distancing measures will be adhered to at all times 

 Face to face meetings will take place outside or in large well ventilated meetings for as short 

a time as is necessary 

 Meetings in small rooms or within 2m are not permitted 

 Premises’ contractors will be managed in accordance with a separate premises maintenance 

risk assessment written specifically for this time 

 Delivered items will be left outside under cover at the front entrance of the school for staff 

to collect. 

4.20 Staff meetings 

 Staff meetings will either be held on Zoom or in rooms where 2m social distancing can be 

observed and there is adequate ventilation. 

 

5.0 Operational issues 

5.1 Contractors on site 

 Existing safeguarding arrangements for contractors on site are still in place 

 Contractors will only be allowed in the school building with a prior appointment 

 These appointments should typically take place outside school hours 

 Contractors will be asked to wait outside the school building whilst the relevant member of 

staff arrives to see them.  

 Contractors will be required to observe the social distancing expectations 



5.2 IT contractor – Data Spire 

The IT contractor will be familiar with and observe the protective measures 

 They will work in school outside the school hours where possible e.g. 7am to 8.30am 

 Work outside this time will be by arrangement with Lisa Quinn - ABM 

 Allocated desk in corner of PPA room 

 Where possible, IT equipment will be left at the contractors’ workstation 

 It contractors should clean It equipment before and after use. A spray bottle of ‘Wild Lemon 

Fresh’ daily cleaner and disinfectant and blue paper tissue will be available at the work 

station 

 The IT contractor may wear a mask and/or gloves as they wish 
 
5.3 Peripatetic staff  

 Peripatetic staff are staff who work in more than one school over the course of a week.  

 Peripatetic teachers, coaches, mentors, therapists etc. may work in school provided that 

they work with children from one year group in an intervention group and maintain 2 metre 

distance. 

5.4 Induction and training for staff in the ‘new normal’ operating procedures 

 All staff will be involved in the development of this Risk assessment through email and  

zoom meetings  

 All staff will be provided with remote or face to face training and induction into the 

protective measure appropriate to their role 

5.5 Fire and evacuation procedures 

Evacuation plans have been reviewed; 

 Assembly points have been allocated for the new class groups where social distancing is 

observed 

 Class groups have practiced the fire evacuation procedure on the first day of occupying the 

room 

 Fire wardens have been identified and trained 

 All other fire system testing and maintenance continued as normal. 

5.6 First Aid 

 There are at 21 employees who are Paediatric First Aid trained and two staff who are First 

Aid at Work trained. It is anticipated that the vast majority of these staff will be in school as 

if the school were opening under normal circumstances. The availability of first aid staff will 

be kept under review in tandem with the review of the staffing structure. 

 The government have extended First Aid certificates for three months for staff whose 

certification was due for renewal.  

 Minor First aid incidents will continue to be dealt with on the playground or in the 

classroom. More serious incident will be dealt with in the medical area of the office. 

 There is an additional room designated for pupils with suspected COVID-19 whilst collection 

is arranged. Procedures are in place for medical rooms to be cleaned after suspected COVID-

19 cases (see above) 

 The school is in a central urban area with easier access to hospitals if needed.  



 

6.0 Enhancing mental health support for pupils and staff 

6.1 Support for pupils wellbeing 

 An enhanced PSHE programme will be introduced for children returning to school 

 

6.2 Support for staff wellbeing 

 Staff are well briefed and consulted on school procedures and the planned re-entry of 

children  

 The is a staff wellbeing committee who meet regularly to consider the wellbeing needs of 

staff. 

 Staff are aware of and updated on the guidance and support in relations to their stress and 

well-being including the Employee Assistance Programme 

https://www.salary-extras.co.uk/ 

 Staff are able to raise questions of problems quickly and effectively through; 

o Emails, text or calls to their line manager, member of the SLT of the headteacher 

o Raise an issue in the weekly Monday staff meeting and Friday staff briefing session  

o Emails to report H&S hazards the site team and Academy Business manager 

 

https://www.gov.uk/government/publications/covid-19-guidance-on-supporting-children-

and-young-peoples-mental-health-and-wellbeing/guidance-for-parents-and-carers-on-

supporting-children-and-young-peoples-mental-health-and-wellbeing-during-the-

coronavirus-covid-19-outbreak 

 

https://www.salary-extras.co.uk/

