
 
 

 

2019-2020 

 

Parish CE Primary School 

Coronavirus 
Parish Recovery Plan and Risk Management for Full Reopening. 
Aquinas and all academies will follow current Government and DFE advice to educational settings 

 
Checklist  

Theme: Health and Safety  

Action Comment Date 

Risk Assessments 

• Review and update health and safety risk assessments incorporating the 
Essential 9 Controls in (summarised in annex A) below. Ensure that the 
RAs deal with staff, pupils, parents, visitors (such as peripatetic, therapist, 
counsellors and deliveries) and contractors.  The RAs must include, or this 
can be done separately, the risks to extremely clinically vulnerable, 
clinically vulnerable (inc pregnant staff) and BAME staff and pupils.  

• Separate RAs should be undertaken for wrap around care if provided in 
school. 

• Consider separate RA for travel and removal of masks protocol.  

• Need to see RAs for bought in services such as cleaning, catering, after 
school and breakfast club and IT. 

• Consider RAs for lettings and updating the terms and conditions.  

• Ensure consultation has taken place with all staff and their 
representatives in line with HSE requirements 

 

 
 
 
 
 
 
Included in main risk 
assessment but separate 
document will be created for 
wrap around care and extra-
curricular activities 
RAs for bought in services 
requested and stored in office 
In email to staff plus this 
document to be shared 
 
 
See risk assessment 
 
 
 
 
 
 
 
 
 
 
 
See risk assessment 
 
 
 
 
 

 
15/07/20 
 
 
 
 
31/0820 
 
 
 
 
01/09/20 
 
10/07/20 
15/07/20 
 
 
15/07/20 
 
 
 
 
 
 
 
 
 
 
 
15/07/20 
 
 
 
 
 
31/08/20 

Usual Site Checks and Cleaning 

• Ensure statutory site checks are carried out, if required. 

• Commission cleaning of all sites using guidance on cleaning non-health 
care settings. 

• Agree schedule of cleaning which dovetails with the RAs to cover: 
 Frequently touched surfaces. 
 Shared facilities and areas. 
 Toilets. 
 End of day cleaning with reference to the guidance.  

• Review arrangements to ensure good ventilation. Advice on this can be 
found in Health and Safety Executive guidance on air conditioning and 
ventilation during the coronavirus outbreak 

Illness at school 

• Agree a policy and procedures should a child or adult fall ill with the 
coronavirus on site – the Aquinas COVID-19 Protocol can be used as the 
basis here.  

 

Critical Incident Plan 

• Revise critical incident plan to cover:  
 Staff or pupil’s illness in schools and the action. 
 Partial closure due to outbreak. 
 Full closure due to outbreak/local lockdown. 

  

https://www.hse.gov.uk/involvement/index.htm
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://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm
https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm
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Theme: Pupils and Parents  

Action Comment Date 

• Assess parental confidence and ensure processes are in place to 
communicate clear and consistent expectations around school attendance 
to families throughout the summer ahead of the new school year. 

• Ensure appropriate support and arrangements are in place for pupils with 
EHC plans and those that are extremely clinically vulnerable or clinically 
vulnerable.  

• Ensure that pupils most at risk of disengagement/most in need of 
additional support are identified and support is in place. 

• Audit wider family services supporting mental health, bereavement, 
domestic violence etc in order to be able to signpost/refer families where 
required (Public Health England has published guidance on supporting 
children and young people’s mental health, Every Mind Matters and advice 
for groups with specific mental health needs) 

Through parent updates 
 
 
SENCO to liaise with staff and 
external providers 
 
All staff formative assessment 
 
SENCO and Family worker to 
keep up to date database 

20/07/20 
 
 
31/08/20 
 
 
04/09/20 
 
31/08/20 

Theme: Staff  

Action Comment Date 

• Audit workforce. The clinically extremely vulnerable list will be paused on 
1st August. Some people on this list will remain under the care of their 
doctor or specialist and may be advised not to return to work. Assess how 
many staff remain in this much smaller group and the impact on the 
workforce.  

• Assess how many staff may be at increased risk due to protected 
characteristics and disparities in outcomes.  

• In light of this assessment, scrutinise how staff will be deployed. 

• Consider the use of supply teachers and try to keep them consistent using 
longer contracts with an agreed number of hours across the academic 
year. 

• Agree the necessary staff training regarding the COVID-19 protocol in 
addition to the usual safeguarding training.  

• Consider staff wellbeing especially for those staff who are concerned about 
returning. 

 
 
 
 
 
 
 
 
Only using staff employed by 
the school 
 
INSET day 
 
Staff survey 
 

15/07/20 
 
 
 
 
15/07/20 
 
31/08/20 
15/07/20 
 
 
01/09/20 
 
01/09/20 

Theme: Curriculum and Timetabling   
Action Comment Date 

• Scrutinise the plans for identifying the most important missed knowledge 
and how this will be covered, within a broad curriculum in all subjects. 

• Ensure the curriculum remains broad and ambitious and that all pupils 
continue to be taught a wide range of subjects. 

• Revise staffing plan and timetable to reflect staggered starting and ending 
times of the school day, drop off and collection and/or break and lunch 
arrangements. 

• Scrutinise plans for how remote education will be offered where a class, 
group or small number of pupils need to self-isolate, or where there is a 
local lockdown. This should also be included in the critical incident plan.  

• Review the approach to physical activity within the school day, ensuring 
pupils remain in consistent groups where possible, sports equipment is 
thoroughly cleaned between each use, contact sports are avoided and 
outdoor sports are prioritised where possible, and large indoor spaces 
used where not, maximising distancing between pupils and paying 
attention to cleaning and hygiene.  

• Review your before and after-school provision and plan whether/how to 
restart these in the autumn term.  Ensure, where parents are using 

Overseen by phase leaders,  
Ongoing in September 
Full curriculum covered except 
indoor PE 
See below 
 
 
In consultation with Trust 
 
 
See risk assessment.  Only PE 
outdoors 
 
 
 
 
Children to be kept in year 
group pods.  Separate 

30/09/20 
 
31/08/20 
 
31/08/20 
 
 
01/09/20 
 
 
31/08/20 
 
 
 
 
 
31/08/20 

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/covid-19-guidance-on-supporting-children-and-young-peoples-mental-health-and-wellbeing
https://www.nhs.uk/oneyou/every-mind-matters/coronavirus-covid-19-staying-at-home-tips/
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#additional-advice-for-groups-with-specific-mental-health-needs
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#additional-advice-for-groups-with-specific-mental-health-needs
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external providers, that the school or Trust has a plan in place to consider 
how such provision will work alongside their wider protective measures, 
including keeping children within their year groups or bubbles where 
possible. 

document will be created for 
wrap around care and extra-
curricular activities 
  

Theme: Policies and Procedures   
Action Comment Date 

• Review at least the following policies and procedures and if you have 
addendums to policies consider whether these need to be amended or 
removed: 

 Attendance  
 Behaviour 
 Exclusions 

• Consider whether enhanced safeguarding and welfare provision needs to 
be put in place – plan for the potential increase in disclosures and welfare 
needs including mental health. 

• Amend procedures for fire drills. 

• Assess whether any other Trust and/or school-based policies and 
procedures need to be reviewed and amended. 

 
 
 
 
 
 
Train additional DSLs 
 
  
Evacuation routes same as 
entrance/exits paths for drop 
off and collection 

31/08/20 
 
 
 
 
 
01/09/20 
 
 
31/08/20 
 
 
 

Theme: School kitchens, supply chains and contracts   

Action Comment Date 

• Scrutinise plans to reopen school kitchens and compliance with the 
guidance for food businesses on COVID-19. 

• Reactivate and amend catering and/or cleaning contracts, including 
bringing staff out of furlough where necessary if this has not already been 
done. 

• Reactivate supply chains if this has not already been done. 

• Ensure there is free school meals provision over the summer (see DfE’s 
summer food programme). 

• Check suppliers know and understand the system of controls and hygiene 
arrangements. 

Meeting with Nourish  and 
cook 17/07/20 
 
 
 
 
Ordered 10/07/20 
 
SBM 

31/08/20 
 
 
 
 
 
10/07/20 
 
31/08/20 

Theme: Communications   
Action Comment Date 

• Plan and agree communications to staff, including but not limited to: 
 Arrangements for keeping staff and pupils safe. 
 Staff deployment and attendance expectations. 
 Curriculum and timetabling. 
 Workload and wellbeing. 
 Training. 

• Plan and agree communications to parents/carers, including but not 
limited to: 

 Attendance expectations. 
 Uniform expectations. 
 The curriculum.  
 Transport. 
 Dropping off and picking up. 

• Parents/carers visiting the school. 

Staff updates 
 
 
 
 
 
Parent Update  
 
 
 
 
 
 
See risk assessment 

31/08/20 
 
 
 
 
 
20/07/20 
 
 
 
 
 
 
15/07/20 

  

https://www.gov.uk/government/publications/covid-19-guidance-for-food-businesses/guidance-for-food-businesses-on-coronavirus-covid-19
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Theme: Financial Impacts   

Action Comment Date 

• Ensure additional cost pressures due to COVID-19 have been identified. 

• Assess whether schools in the Trust are eligible for financial support (DfE 
has published guidance on the financial support schools and trusts will 
receive to reimburse them for exceptional costs incurred during COVID-19.  
These relate to increased premises-related costs; support for free school 
meals for eligible children who are not attending school and where those 
costs are not covered by the FSM national voucher scheme and additional 
cleaning costs). 

• Explore additional sources of income and renewal of lettings. 

 
SBM/Finance officer 
 
 
 
 
 
 
SBM/HT already potentially 
sourced one new letting 

15/07/20 
15/07/20 
 
 
 
 
 
 
01/09/20 

 

Annex A: The Public Health System of Controls 

 
A. Prevention 
 

1) Minimise contact with individuals who are unwell by ensuring that those who have 
coronavirus (COVID-19) symptoms, or who have someone in their household who does, do 
not attend school. 

2) Clean hands thoroughly more often than usual. 
3) Ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach. 
4) Introduce enhanced cleaning, including cleaning frequently touched surfaces often, using 

standard products such as detergents and bleach. 
5) Minimise contact between individuals and maintain social distancing wherever possible. 
6) Where necessary, wear appropriate personal protective equipment (PPE). 

 
Numbers 1 to 4 must be in place in all schools, all the times.  
Number 5 must be properly considered and schools must put in place measures that suit their 
particular circumstances (see further detail in the guidance). 
Number 6 applies in specific circumstances. 
 

 
B. 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. 

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

  

https://www.gov.uk/government/publications/coronavirus-covid-19-financial-support-for-schools/school-funding-exceptional-costs-associated-with-coronavirus-covid-19-for-the-period-march-to-july-2020#additional-costs-covered-by-the-fund
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September 2020 
Arrangements for YR 

DATE START TIME PICK UP TIME NOTES 

Friday 28th August INSET DAY - school closed for pupils 

Monday 31st August BANK HOLIDAY 

Tuesday 1st September INSET DAY - school closed for pupils 

Wednesday 2nd September 1pm 3pm Please enter the school via the London Lane entrance.  You will be 
directed to a meeting point on the school field which will be the 

drop off and collection point for your child every day. 
Thursday 3rd September 1pm 3pm 

Friday 4th September 1pm 3pm 

7th - 11th September 9.30am 12.30pm Children will not be staying for lunch 

Monday 14th September 9.30am  12.30pm  Children will not be staying for lunch 

Tuesday 15th September 

9.30am  12.30pm  
Jasper and Ruby class times  

- children will not be staying for lunch 

9.30am 1.15pm 
Garnet class times  

- children will stay for lunch at school 

Wednesday 16th September 

9.30am  12.30pm  
Garnet and Ruby class times  

- children will not be staying for lunch 

9.30am 1.15pm 
Jasper class times  

- children will stay for lunch at school 

Thursday 17th September 
9.30am  12.30pm  

Garnet and Jasper class times  
- children will not be staying for lunch 

9.30am 1.15pm 
Ruby class times  

- children will stay for lunch at school 

Friday 18th September 9.30am 1.15pm All reception children will stay for lunch 

Monday 21st September 
onwards 

9.30am  3pm 
This will be the reception staggered times until further notice or 

guidance is updated. 

 

September 2020 

Year Group Entrance to use 
Timings 

Start Break Lunch End 

YR 
(from Monday 21st September onwards) 

London Lane 9.30 10.30 11.45 3.00 

Y1 
(from Wednesday 2nd September) 

Park Avenue 8.45 10.15 12.00 3.00 

Y2 
(from Wednesday 2nd September) 

Park Avenue 9.00 10.30 12.00 3.15 

Y3 
(from Wednesday 2nd September) 

London Lane 8.45 10.15 12.00 3.10 

Y4 
(from Wednesday 2nd September) 

London Lane 9.00 10.30 12.00 3.25 

Y5 
(from Wednesday 2nd September) 

Park Avenue 9.15 10.45 12.30 3.35 

Y6 
(from Wednesday 2nd September) 

London Lane 9.15 10.45 12.30 3.35 
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Lunchtimes 

Class Start Lunch collection gym Inside Outside Finish 

Garnet 11.45 11.50 in gym Own area 12.30 

Jasper 11.45 12.00 in gym Own area 12.30 

Ruby 11.45 12.15 in gym Own area 12.30 

Amber 12.00 12.05 12.00 - 12.30 12.30 - 1.00 1.00 

Citrine 12.00 12.05 12.00 - 12.30 12.30 - 1.00 1.00 

Gold 12.00 12.05 12.00 - 12.30 12.30 - 1.00 1.00 

Emerald 12.00 12.30 12.30 - 1.00 12.00 - 12.30 1.00 

Jade 12.00 12.30 12.30 - 1.00 12.00 - 12.30 1.00 

Topaz 12.00 12.30 12.30 - 1.00 12.00 - 12.30 1.00 

Agate 12.00 12.10 12.00 - 12.30 12.30 - 1.00 1.00 

Aquamarine 12.00 12.10 12.00 - 12.30 12.30 - 1.00 1.00 

Sapphire 12.00 12.10 12.00 - 1.00 12.30 - 1.00 1.00 

Amethyst 12.00 12.35 12.30 - 1.00 12.00 - 12.30 1.00 

Coral 12.00 12.35 12.30 - 1.00 12.00 - 12.30 1.00 

Onyx 12.00 12.35 12.30 - 1.00 12.00 - 12.30 1.00 

Opal 12.30 12.40 12.30 - 1.00 1.00 - 1.30 1.30 

Pearl 12.30 12.40 12.30 - 1.00 1.00 - 1.30 1.30 

Quartz 12.30 12.40 12.30 - 1.00 1.00 - 1.30 1.30 

Diamond 12.30 12.45 12.30 - 1.00 1.00 - 1.30 1.30 

Platinum 12.30 12.45 12.30 - 1.00 1.00 - 1.30 1.30 

Zircon 12.30 12.45 12.30 - 1.00 1.00 - 1.30 1.30 
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Guidelines 

Daily Schedule 

Drop Off 

• Pupils must be collected from the field at their allotted time by the class teacher/staff member responsible for the group. 

• Wait 5 mins before leaving the field 

• To access classrooms,   
o YR use the service road gate and then down the service road to the bottom gate by the gym.  Classrooms accessed via 

back doors. 
o Y1 use the PE shed gates and then across the playground.  Classrooms accessed via outside doors. 
o Y2 use the PE shed gates and then across the playground.  Classrooms accessed via outside doors. 
o Y3 use the service road gate and then through the playground gate.  Classrooms accessed via outside doors. 
o Y4 use the service road gate and then through the playground gate.  Classrooms accessed via outside doors. 
o Y5 use the PE shed gates and then across the playground.  Classrooms accessed via outside doors.  Quartz classroom 

accessed via playground doors and corridor. 
o Y6 use the service road gate and then through the playground gate.  Zircon classrooms accessed via outside doors.  

Diamond and Platinum classrooms accessed via playground doors and corridor. 

• All gates must be opened and closed by each class teacher/staff member responsible for the class.  They must not be left open. 

• Site manager to check all gates to are secure by 9.45am 
• Remind children to maintain social distancing 

• On entering the classroom, one at a time, all children must wash their hands. 

• Once in class no child should leave unless accompanied by an adult. 

• If children need the toilet, they must use their allocated toilets: 
o YR in own classrooms 
o Y1 in new build 
o Y2 in new build 
o Y3 outdoor playground 
o Y4 outdoor playground 
o Y5 mansion first floor corridor 
o Y6 mansion ground floor corridor 

• Access to the outside toilets should be via the outside classroom doors not the new build corridor.  
 
Break Time 

• Designated person on duty to supervise children during break time.  Teacher /LSS to cover class to enable each other to have 
break.   

• Children are not allowed to be sent out to play.  They must be taken by an adult. 
• One by one children wash their hands ready to go out 

• If children need the toilet, they must use their own designated toilets.  

• Encourage children to use the toilet before they go out.  

• Encourage social distancing and try to instigate games that keep the children apart as much as possible. 

• No games that involves touching others can be played. 

• Timings for break must be adhered to so that different groups do not mix. 

• Designated play areas on playground and field for each class - classes must not mix. 

• Climbing play equipment cannot be used 

• Each class has designated play equipment which should be stored in classroom and taken out when needed. 

• On re-entering the classroom, hands must be washed. 
 
Lunchtime 

• Designated person to supervise children during lunch time.  Teacher to have break.  LSS to take break once children are back in 
class if they are the designated person for lunch duty. 

• Children are not allowed to be sent out to lunch.  They must be taken by an adult. 
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• One by one children wash their hands ready to go out. 

• If children need the toilet, they must use their own designated toilets. 

• Encourage children to use the toilet before they go out.  

• Rota must be followed - i.e. time outside, time inside, time to collect lunch from gym.   

• Only YR eat in the gym 

• One way system in gym to be followed to ensure classes are kept separate. 

• On entering the gym hand sanitiser must be used. 

• Children cannot sit on any of the lunch seats marked with a cross. 

• Encourage social distancing and try to instigate games that keep the children apart as much as possible. 

• No games that involves touching others can be played. 

• Timings for lunch must be adhered to so that different groups do not mix. 
 
Curriculum 

• Full curriculum as per timetables and schemes of work 

• See separate document (to follow) on curriculum provision and PPA. 
 
Pick Up 

• Wash hands before leaving the classroom. 

• Use the same route as the morning for exiting classrooms and returning to the field. 

• Pupils must be taken to the field at their allotted time by the class teacher/staff member responsible for the group. 

• Remind children to maintain social distancing 

• Parents should be social distanced waiting in their designated area on the field.  Please remind then to do this if necessary.  

• Do not allow children to go to parents who are waiting on the driveway as this blocks access points 

• Keep children with you in a line and only send children when the parent is at the front of the queue. 
 
General 

• No parent is allowed in any of the school buildings unless it has been authorised by the head teacher. 

• Make time each day to include activities that focus on wellbeing and mental health. 

• Remind children daily of changes to school rules, social distancing and hygiene. 

• Resources may be shared in accordance with the risk assessment.  
  



 
 

 

2019-2020 

 

Parish CE Primary School 

Appendix  

Public Health Guidance 

COVID-19 flow chart 

Risk Assessments 
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This diagram shows how to advise individuals (children and adults) and their households if they 
become unwell OR if they are sent home because they have been in contact with someone who is 
ill. It is based on the guidance for the full opening of schools set out in section one, Public Health 
advice to minimise risks. This is not a substitute for reading the full guidance and CST does not 
accept responsibility if you use this solely or instead of the planning guidance.  
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2019-2020 

 

Parish CE Primary School 

Coronavirus (COVID-19):  Risk assessment for full reopening of school 

Assessment conducted by: R. Coleman Job title: Headteacher 
Covered by this assessment: pupils, staff and 

other relevant individuals. 

Date of assessment: 19/05/20 

Last Updated: 15/07/20 

Review interval: in line with government 

updates, review at end of first week of 

opening. 

Date of next review: September 2020 

 

Related documents 

Coronavirus (COVID-19) Reopening Plan, Social Distancing Policy Statement, First Aid Policy,  Business Continuity Plan, Supporting 

Pupils with Medical Conditions Policy, COSHH Policy, Administering Medication Policy, Confidentiality Policy, Records Management 

Policy, Data Protection Policy, Security Policy, Behavioural Policy, Staff Code of Conduct., Fire Safety Policy, Fire Safety Risk 

Assessment, Administering Medication Policy, Premises Management Policy, Child Protection and Safeguarding Policy, Staff Wellbeing 

Policy. 

 

Risk rating 
Likelihood of occurrence 

Probable Possible Remote 

Likely impact 

Major 

Causes major physical injury, harm or ill-

health. 

High (H) H Medium (M) 

Severe 

Causes physical injury or illness requiring 

first aid. 

H M Low (L) 

Minor 

Causes physical or emotional discomfort. 
M L L 
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Area for concern 

Risk 

rating 

prior to 

action 

H/M/L 

Recommended controls 

In 

place? 

Yes/No 

By whom? Deadline 

Risk rating 

following 

action 

H/M/L 

 

 

Awareness of 

policies and 

procedures 

 

H 

• All staff, pupils, and parents and volunteers are aware of all relevant 

policies and procedures including, but not limited to, the following: 

- Health and Safety Policy 

- Infection Control Procedures 

- First Aid Policy 

- Safeguarding policy  

• All staff have regard to all relevant guidance and legislation including, but 

not limited to, the following: 

- The 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’ 

- DfE (2020) ‘Guidance for schools: coronavirus (COVID-19)’ 

- DfE (2020) ‘Actions for early years and childcare settings during 

the coronavirus (COVID-19) outbreak’   

• The relevant staff receive any necessary training that helps minimise the 

spread of infection, e.g. infection control training and pupil wellbeing. 

• The school keeps up-to-date with advice issued by, but not limited to, the 

following: 

- DfE 

- NHS 

- Department for Health and Social Care 

- PHE  

- The school’s local health protection team (HPT) 

- The LA 

- The Aquinas Trust 

• All staff, volunteers, parents, pupils, visitors and contractors are made 
aware of the school’s infection control procedures and social distancing 
arrangements in relation to coronavirus via email and social media – they 
are informed that they must contact the school as soon as possible if they 
believe they has been exposed to coronavirus or in contact with someone 
who has coronavirus 

Y HT 31/08/20 M 
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Area for concern 

Risk 

rating 

prior to 

action 

H/M/L 

Recommended controls 

In 

place? 

Yes/No 

By whom? Deadline 

Risk rating 

following 

action 

H/M/L 

• The Data Protection policy and Confidentiality Policy are followed at all 

times – this includes withholding the names of staff, volunteers and pupils 

with either confirmed or suspected cases of coronavirus.  The Data  

sheets are held centrally. 

• The SBM conducts a review of all supplier and contractor arrangements 

to ensure they are appropriate for the school reopening to more pupils. 

• The SLT reviews relevant school policies to ensure they account for new 

provisions. 

• Children’s entry and exit to the school premises and the school day will 

be staggered based on groupings. 

• Markings on the school field will ensure parents and pupils socially 

distance. 

• There will be separate entrance and exit gates nominated on site for 

different groups of children. 

• Playtimes and lunchtimes will be staggered based on the class groups. 

• Outdoor play area is only to be used by extended provision children on a 

rota basis. 

• Outdoor areas will be zoned to ensure classes are separated 

• Lunches will be served in the classrooms/ and for YR in the gym to lessen 

traffic around the school 

• Pupils are aware of the changes to the Fire Drill with regards to social 

distancing, a practice will be held in the first week back to school. 

Premises M 

• Access to the school is restricted to staff and pupils.  Volunteers, parents 

and contractors are allowed access if prior notice has been received and 

permissions has been given. 

• The SLT and site team remain on-call in case of an emergency or if 

access to the school is required. 

• The site manager/SBM ensure the school premises is safe to return to 

before school activity resumes, including but not limited to gas, electricity, 

water, air conditioning, and site checks. 

• Any hazards are reported to the HT as soon as possible and issues are 

resolved prior to school returning to usual business. 

Y 
HT 

SBM 
Site Manager 

31/08/20 L 
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Area for concern 

Risk 

rating 

prior to 

action 

H/M/L 

Recommended controls 

In 

place? 

Yes/No 

By whom? Deadline 

Risk rating 

following 

action 

H/M/L 

• The headteacher ensures the school reopens only when it is safe and 

advisable to do so, in line with local and national advice. 

• All ventilation systems remain energised in normal operating mode.  

• Where mechanical ventilation is used, recirculatory systems are adjusted 

to full fresh air where possible.  

• Where possible, the windows of occupied rooms are open.  

• Ventilation to chemical stores remain operational. 

Cleaning H 

• The site manager creates a cleaning schedule that ensures cleaning is 

generally enhanced and includes: 

- More frequent cleaning of rooms and shared areas (including 

classrooms, playgrounds and eating areas) that are used by 

different groups.  

- Frequently touched surfaces being cleaned more often than 

normal.   

- Provision for ensuring toilets are cleaned regularly.  

• Dining areas are cleaned between use by classes  

• Where necessary, the number of rooms used by staff and volunteers is 

limited to avoid the spread of infection. 

• The necessary areas of the school are deep cleaned before opening with 

suitable cleaning agents and in line with the COSHH Policy. 

• All areas that have been cleaned are checked to ensure they are safe to 

occupy, e.g. there are no slip hazards and any harmful substances have 

been removed. 

• All areas that remain temporarily closed or partially closed for cleaning or 

infection control purposes are clearly identified. 

• Adequate amounts of suitable cleaning agents are available. 

• PPE is available to members of staff who require it to carry out cleaning 

safely. 

• Classroom resources, e.g. books and games, are permitted to be shared 

within a class. These resources are cleaned regularly.  

• Resources that are shared between classes, e.g. sports equipment, are 

regularly cleaned and thoroughly cleaned before they are shared between 

Y 

HT 

SBM 

Site Manager 

31/08/20 M 
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Area for concern 

Risk 

rating 

prior to 

action 

H/M/L 

Recommended controls 

In 

place? 

Yes/No 

By whom? Deadline 

Risk rating 

following 

action 

H/M/L 

classes. Some resources are rotated to allow them to be left unused and 

out of reach for a period of 48 hours (or 72 hours for plastics) between 

use by different bubbles.  

• Frequent touch points in school are cleaned during the day by school 

staff. 

Minimising contact 

with individuals 

who are unwell H 

• Anyone who displays symptoms of coronavirus, or who has tested 

positive in the last 7 days, does not enter the school grounds.  

• Instances of staff, pupils, visitors and volunteers displaying symptoms of 

coronavirus are managed in line with local and national guidance and the 

Infection Control Policy and any unwell individuals are sent home as soon 

as possible. 

• The Aquinas Trust is notified of any cases. 

• Pupils awaiting collection are moved to a room where they can be isolated 

behind a closed door. If it is not possible to isolate the pupil, they are 

moved to an area which is at least two metres away from others. If 

required, a member of staff supervises the pupil. 

• The relevant member of staff calls for emergency assistance immediately 

if pupils’ symptoms worsen. 

• The parents of unwell pupils are informed as soon as possible of the 

situation by a relevant member of staff. 

• Where contact with a pupil’s parents cannot be made, appropriate 

procedures are followed in accordance with those outlined in 

governmental guidance. 

• Unwell pupils who are waiting to go home are kept in DHTs office where 

they can be at least two metres away from others. 

• If the pupil needs to use the toilet while awaiting collection, they use a 

spare bathroom if possible. The bathroom is cleaned and disinfected 

using standard cleaning products before being used by anyone else.  

• PPE is worn by supervising staff if they cannot maintain a distance of two 

metres.  

• Anyone who comes into contact with an unwell individual, washes hands 

thoroughly for 20 seconds.  

Y 
HT 

All staff 31/08/20 L 
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Area for concern 

Risk 

rating 

prior to 

action 

H/M/L 

Recommended controls 

In 

place? 

Yes/No 

By whom? Deadline 

Risk rating 

following 

action 

H/M/L 

• The area around the unwell individual is cleaned with normal household 

bleach after they have left the premises.  

• Staff members who have helped someone with symptoms and any pupils 

who have been in close contact with them do not need to self-isolate 

unless they develop symptoms themselves or the symptomatic individual 

subsequently tests positive.  

• The school does not routinely take the temperature of pupils. 

Test and Trace M 

• Staff members and parents are informed that they may need to engage 

with the NHS Test and Trace programme, meaning they need to be ready 

and willing to: 

- Book a test if they (or their child) display symptoms.  

- Provide details of anyone they (or their child) have been in close 

contact with if they were to test positive for coronavirus or are 

asked by NHS Test and Trace.  

- Self-isolate if they have been in close contact with someone who 

develops coronavirus symptoms or someone who tests positive.  

• Anyone in school who displays symptoms is encouraged to get a test. 

• If available, the school provides staff and parents with a home testing kit 

if they develop symptoms.  

• Parents and staff are asked to inform the school immediately of test 

results.  

• If an individual tests negative, they feel well and no longer have 

coronavirus symptoms, they, and the members of their household, can 

stop self-isolating.  

• If an individual test positive, they are required to self-isolate for at least 7 

days from the onset of symptoms and then return to school only if they do 

not have symptoms other than a cough or loss of sense of smell/taste. 

Other members of their household are required to continue self-isolating 

for the full 14-day period.   

Y 
HT 

All staff 31/08/20 L 
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Confirmed case of 

coronavirus 
M 

• Where an individual in the school community tests positive for 

coronavirus, the headteacher contacts the local HPT immediately.  

• The Aquinas Trust is notified of any cases. 

• The school works with the local HPT to manage the response.  

• Individuals at school who have been in close contact with someone who 

has tested positive are sent home immediately. Close contact is defined 

as follows: 

- Direct close contacts – face-to-face contact with an infected 

individual for any length of time, within one metre, including being 

coughed on, a face-to-face conversation, or unprotected physical 

contact (skin-to-skin) 

- Proximity contacts – extended close contact (within one to two 

metres for more than 15 minutes) with an infected individual 

- Travelling in a small vehicle, like a car, with an infected person 

• Household members of individuals who are sent home do not need to 

self-isolate unless the individual they live with develops symptoms.  

• A record is kept of pupils and staff in each class and of any close contact 

between individuals at school.  

• If required, all parents and staff are informed of the confirmed case; 

however, the name of the individual is not shared.  

• The school does not request evidence of negative test results or other 

medical evidence before admitting individuals back to school after a 

period of self-isolation.  

• If the school has two or more confirmed cases within 14 days, or an overall 

rise in sickness absence where coronavirus is suspected, the school 

continues to work with the local HPT who advises on additional actions.  

Y 
HT 

All staff 31/08/20 L 
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Hand cleaning and 

respiratory 

hygiene  

H 

• Posters are displayed throughout the school reminding pupils, staff and 

parents to use a sanitiser, e.g. before entering and leaving the school. 

• Hand washing and sanitising stations are set up, providing soap and 

water, bins and alcohol-based hand sanitiser. 

• Adequate amounts of soap, tissues and bins are available in the relevant 

areas. 

• Bar soap is not used – liquid soap dispensers are installed and used 

instead. 

• Lidded bins are used for the disposal of paper towels. 

• Pupils and staff are encouraged to wash their hands regularly, for no less 

than 20 seconds,  including when they arrive at school, when they return 

from breaks, when they change rooms, and before and after eating.  

• Additional alcohol-based sanitiser (that contains no less than 60 percent 

alcohol) is provided for use where social distancing cannot be adhered to 

and for use by all visitors to the school.  

• Pupils are supervised, where appropriate, when using hand sanitiser to 

ensure they do not ingest any.  

• Younger pupils and those with complex needs are supported to ensure 

they adopt good hand cleaning and respiratory hygiene practices.  

• In line with current government guidance, face coverings are not required 

to be worn on the premises.  

• If an individual arrives at school wearing a face covering, they are asked 

to remove the covering safely upon entering the premises. 

• Hygiene measures are explained to visitors and contractors upon their 

arrival. 

• All visitors are required to use hand sanitiser before entering the school 

building 

• Infection control procedures are adhered to as much as possible in 

accordance with the DfE and PHE’s guidance. 

Y 

HT 
SBM 

Site Manager 
31/08/20 M 

https://www.gov.uk/government/publications/guidance-to-educational-settings-about-covid-19
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Minimising contact 

between individual 

and maintaining 

social distancing 

H 

• The Social Distancing Policy Statement is shared with all relevant 

members of the school community and adhered to as far as possible.  

• Pupils are given regular reminders of why social distancing is important 

and the opportunity to speak to staff about how they are finding adhering 

to the social distancing measures.  

• Pupils and staff are separated into year group teams and classes 

• Most bubbles are the size of a full class and pupils do not mix with those 

outside of their bubble.   

• Staff can move between bubbles, but minimise close contact with others 

whilst doing so. 

• Staff maintain a two-metre distance from each other and from pupils, 

where possible. Where maintaining a two-metre distance is not possible, 

staff avoid close face-to-face contact and minimise the time spent within 

one metre of anyone.  

• Pupils’ educational and care support plans are provided as normal.  

• Classrooms are adapted to support social distancing, including seating 

pupils side-by-side and facing forwards, and moving furniture out of 

classrooms to make more space.  

• Visual aids are used to display social distancing measures. 

• Pupils take breaktimes and lunchtimes in their groups, and these breaks 

are staggered throughout the day. 

• Assemblies are staggered throughout the day within pupils’ groups where 

relevant.  

• The use of communal areas, e.g. the staff room, is limited to avoid 

unnecessary group gatherings – staggered times, queues, or rotas are 

implemented where required. 

• Where pupils, staff or volunteers cannot follow social distancing 

arrangements for a particular activity, the headteacher assesses whether 

the activity needs to continue – mitigating actions are put in place if 

continuing the activity is essential.  

• Start and finish times are staggered.  

• Parents are briefed on new provision for the drop-off and collection of their 

children.  

• Public transport to and from school is minimised as far as possible. Where 

it is totally necessary, pupils are encouraged not to travel during peak 

times, and staggered start and end times are implemented to ensure this 

is possible.  

Y 
HT 

All staff 31/08/20 M 
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• Pupils are given clear messages about minimising the use of public 

transport and how to reduce the risks of transmission outside school. 

• Supply teachers, peripatetic teachers and other temporary staff members 

can move between schools. They minimise their contact with other staff 

members and maintain as much distance as possible from other 

individuals.  Where possible they will only work across one year group in 

a given day, 

• Social distancing measures are explained to all contractors and visitors 

upon their arrival. 

• A record is kept of all visitors and contractors that come to the school site, 

including postcode and phone number.  

• Parents are regularly reminded of social distancing measures in 

newsletters and school communication. 

Spread of infection H 

• Spillages of bodily fluids, e.g. respiratory and nasal discharges, are 

cleaned up immediately using PPE at all times. 

• Pupils are instructed to cough or sneeze into their elbow and use a tissue 

to cover their mouths where possible, disposing of the tissue in waste 

disposal units.  

• Pupils clean their hands after they have coughed or sneezed. 

• Parents are informed via letter/email not to bring their children to school 

if they show signs of being unwell and believe they have been exposed 

to coronavirus. 

• Pupils do not return to school before the minimum recommended 

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

national government guidance. 

• Parents notify the school if their child has an impaired immune system or 

a medical condition that means they are vulnerable to infections. 

• Medical forms are kept at school so that staff members are aware of all 

children’s medical conditions.   

• Any additional provisions for pupils who are vulnerable to infections are 

put in place by the HT, in liaison with the pupil’s parents where necessary. 

• Areas for year groups within the school are kept separate to minimise  

contamination. 

• Parents drop of children at central point and are collected by group 

teacher. 

• No parent is allowed further than the drop off zones. 

Y 

HT 

SBM 

Site Manager 

All staff 

31/08/20 M 
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• Pupils queue 2 metres apart at entrances and exits to avoid risks of 

transmission.  

• On entry to the school all staff, parents and pupils must use hand 

sanitiser. 

• Any confirmed cases of Covid-19 are to be reported to the SBM and Trust, 

these are also RIDDOR reportable 

Resources M 

• Staff and pupils have their own individual and frequently used items, e.g. 

pencils and pens.  

• Classroom resources, e.g. books and games, can be shared within a 

class and are cleaned regularly.  

• Resources that are shared between classes, e.g. sports equipment, are 

cleaned before they are used by a different class or rotated to allow them 

to be left unused for 48 hours (or 72 hours for plastics) between use by 

different classes  

• Pupils only bring essential items to school each day, e.g. lunch boxes, 

hats, coats, books, stationary and mobile phones.  

• Pupils are permitted to bring bags to school.  

• Any shared resources that need to be taken home by pupils and staff are 

appropriately cleaned or a rotation is put in place. 

Y 
HT 

All staff 
31/08/20 L 

PPE M 

• PPE is distributed to staff who provide intimate care for pupils in need and 

for cases where a pupil becomes unwell with symptoms of coronavirus 

whilst in school and a distance of two metres cannot be maintained. 

• Additional risk assessments are conducted on a case-by-case basis to 

determine whether staff require PPE to carry out other tasks and duties. 

• Additional PPE equipment in stored centrally in the school office. 

Y 
HT 

All staff 
31/08/20 M 

Mental health and 

wellbeing 
M 

• Pupil and parent surveys are sent out to assess how they feel about being 

on the school site and to enable staff to act on any concerns pupils and 

parents may have. 

• Staff and volunteer surveys are sent out to assess how they feel about 

being on the school site and enable the SLT o act on any concerns staff 

and volunteers may have. 

• The relevant staff liaise with the parents of pupils who are deemed more 

vulnerable to infection and discuss any alternative arrangements, where 

required. 

Y 
HT 

All staff 
14/09/20 M 
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• Staff and volunteers notify the headteacher and their line manager if they 

need to be shielded because they are extremely clinically vulnerable or if 

they are otherwise at increased risk from coronavirus. 

• Extremely clinically vulnerable staff and volunteers notify the headteacher 

and their line manager if they wish to return to work following a period of 

shielding. The headteacher and line manager ensure measures are in 

place to keep the staff member or volunteer safe whilst on the school site. 

• Line managers hold discussions with staff who are deemed more 

vulnerable to infection and put any alternative arrangements in place. 

• The SLT considers requests made by staff who wish to make changes to 

their working environment or working hours in the interest of health and 

safety. 

• If required, staff can adjust their working hours, as agreed by the SLT 

• The headteacher ensures that the school can be adequately and safely 

staffed. 

• The SLT discusses the implications on staff and pupil workload when the 

school reopens and puts a plan in place to minimise the risk of stress. 

• Pupils who are new to the school, e.g. YR are provided with the 

appropriate support.  

• The head teacher, mental health leads, ENCO and family worker lliaise 

to determine what additional support is available for pupils who are 

suffering with their mental health once they return to school.  

• The head teacher, mental health leads, SENCO and family worker identify 

pupils with additional needs and put provision in place to ensure their 

needs are adequately and safely met, e.g. the relevant staff are available. 

• Teachers and the SENCO work together to ensure pupils with SEND are 

prepared for changes to their routine. 

• The head teacher, mental health leads, SENCO and family worker ensure 

provision is in place to help protect wellbeing and mental health, and 

ensure all staff, volunteers and pupils have access to psychological 

support when the school reopens. 

• Staff and pupil bereavement is managed in line with school policies 
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Attendance M 

• Parents are informed that the usual rules on school attendance apply 

from September – this means parents have a duty to secure that their 

child attends regularly.  

• The attendance register is taken as normal (but with an extended 

opening to allow for staggered drop offs) and absences are followed up, 

in line with the Attendance Policy. 

• In line with the most recent shielding advice, pupils and staff members 

that have been shielding can attend the school site.  

• Where a pupil is unable to attend the site because they are complying 

with clinical and/or public health advice, they are offered access to 

remote education immediately.  

• Where a pupil is unable to attend school due to their parents following 

clinical and/or public health advice, their non-attendance is not 

penalised.  

• Any concerns from staff, parents and pupils about being on school site 

are discussed between appropriate individuals.  

• Pupils who are reluctant or anxious to return to school are identified and 

relevant staff members develop plans to reengage these pupils. 

• The school uses the additional catch-up funding, as well as existing 

pastoral and support services, resources and funding, to put in place 

measures for those families who need additional support to secure pupils’ 

regular attendance.   

Y 
HT 

All staff 
31/08/20 L 

Access to learning M 

• The headteacher, SLT and curriculum leaders work with teaching staff to 

identify curriculum priorities and ensure a plan is in place to provide 

adequate learning material. 

• The headteacher, SLT and SENCO identify what provision can be 

reasonably provided for pupils with EHC plans. 

• The headteacher, SLT and curriculum leaders work with teaching staff to 

ensure education can continue to be delivered to all pupils who are 

learning remotely, e.g. those sent home to self-isolate as a precaution. 

• Teachers consider how to support the educational needs of 

disadvantaged pupils and pupils with SEND.  

• The government’s catch-up funding is utilised to ensure pupils receive the 

support they need to catch-up on learning lost due to the coronavirus 

pandemic.  

Y 
HT 

All staff 
31/08/20 L 
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• Measures to reduce the risk of infection during music lessons are 

implemented, including physical distancing and positioning pupils back-

to-back or side-to-side. (liaise with BYMT risk assessment) 

• PE lessons take place outside where possible and pupils are kept in 

consistent groups.  

Extra-curricular 

activities 
H 

• The SLT determines whether before- and after-school clubs can resume. 

• Before- and after-school clubs are not made available to pupils if doing so 

would put them at an increased risk of contracting coronavirus.  

• A reduced number of pupils per session attend before- and after-school 

clubs once they resume. 

• Clubs are resumed in line with protective measures, e.g. keeping pupils 

in their year groups/classes where possible.  

• Clubs only resume once the head teacher has signed off their risk 

assessment and policy and has met with the provider to discuss 

arrangements.  

• Wrap around care is provided but children are kept separate in year 

groups.  Only a snack will be provide after school and not a tea/meal. 

Y 
HT 

SBM 
31/08/20 M 

Safeguarding M 

• The DSLs  liaises with the necessary personnel and parents to manage 

and address any new and ongoing safeguarding concerns relating to the 

school opening, e.g. ongoing bullying. 

• The DSLs ensures that adequate pastoral care is in place to support 

pupils and staff who require it. 

• The DSLs ensures the relevant staff have the appropriate training to 

support pupils and staff who require pastoral care. 

• The DSLs, are provided with time to help them support staff and pupils in 

relation to any new safeguarding and welfare concerns and the handling 

of referrals to children’s social care and other agencies.  

Y 
HT 

DSL 
31/08/20 L 

Behaviour 

Expectations 
M 

• The school’s Behaviour Policy sets out behaviour expectations for pupils.  

• Expectations are communicated clearly to staff, pupils and parents.  

• Pupils who are struggling to reengage with school are supported 

appropriately. 

• Behaviour Policy is updated to reflect social distancing and safety 

measures. 

Y 
HT 

All staff 
31/08/20 L 
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Catering H 

• The SBM/Headteacher liaises with catering providers to ensure the 

kitchens are fully open from the start of the Autumn term. 

• Risk assessments and policies are shared with the school and are in lie 

with school procedures. 

• Only YR eat in the gym 

• All other year groups collect school lunch from the gym according to the 

timetable and eat lunch in their own classroom. 

• One way system and route prevents different classes mixing. 

Y 
HT 

All staff 
31/08/20 L 

Educational Visits  M 

• The school is able to resume non-overnight domestic visits but these will 

not resume until further notice and will be reviewed at October half term. 

• Any visits that take place are done so in line with protective measures, 

including keeping pupils in consistent groups and ensuring destinations 

are COVID-secure.  

• Prior to any visit, a risk assessment is undertaken by the trip leader 

• Classes should look to utilise virtual experiences for the children 

• School journey has been moved from October to March. 

Y 
HT 

EVO 
31/08/20 L 

Uniform M 
• Full school uniform is required.  

• Expectations of uniform are communicated to pupils and parents. Y HT 31/08/20 L 

Communication H 

• The school’s website is kept up to date with any information regarding the 

school being open to all pupils, e.g. dates and local arrangements. 

• Parents are informed via email about the relevant information regarding 

reopening the school, including any pick-up and drop-off arrangements. 

• Parents and their children are encouraged, where possible, to walk or 

cycle to school.  

• Staff and volunteers are informed via email about the relevant information 

regarding opening to all pupils, including any changes to the workday, e.g. 

staggered lunchtimes and social distancing. 

• Staff are informed of who they can turn to for support and there are 

several avenues they can follow, e.g. line manager, other senior staff or 

colleagues.  

• All staff, pupils and volunteers are made aware of the symptoms of 

coronavirus, what to do if they display symptoms, and if others display 

symptoms. 

• Pupils are informed via parents and staff about the relevant information 

regarding opening to all pupils, e.g. social distancing measures and how 

lessons will be delivered. 

Y HT 31/00/20 M 
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• The SBM communicates with suppliers and contractors regarding 

reopening the school and reinstating or suspending the supply of any 

required goods or services. 

• The headteacher informs staff, volunteers and teh AAC about the 

arrangements for meetings that would ordinarily take place in person, e.g. 

interviews, and how these will be carried out in line with social distancing 

guidance when the school reopens. 

• Staff report immediately to the HTs about any cases of suspected 

coronavirus, even if they are unsure. 

• The HT contacts the Aquinas Trust immediately about any suspected 

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

action needs to be taken. 

• Schools put into place any actions or precautions advised by the Trust 

• Schools keep pupils and parents adequately updated about any changes 

to infection control procedures as necessary. 

Contingency 

Planning 
M 

• There is a contingency plan that can be implemented if a local outbreak 

of coronavirus occurs. Y HT 31/08/20` L 

Emergencies H 

• All pupils’ emergency contact details are up-to-date, including alternative 

emergency contact details, where required and are held centrally and on 

a secure network.  

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

emergency. 

• Pupils’ alternative contacts are contacted where their primary emergency 

contact cannot be contacted. 

• Individual pupil passwords, for collection of Key Worker children in case 

of an emergency, are set up. 

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

management of medical emergencies – medical emergencies are 

managed in line with this policy. List of First Aiders on site are kept 

centrally. 

• The fire safety officer and headteacher ensure that the fire management 

plan and fire safety risk assessment are up-to-date and applicable to any 

changes in people movement or access, e.g. if parts of the school remain 

temporarily closed. 

Y 
HT 

Office Manager 
31/08/20` M 
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• The headteacher identifies how social distancing measures are to be 

observed at evacuation points and communicates this to all staff, 

volunteers, pupils, parents and contractors. 

• All staff and pupils are aware of fire evacuation procedures and know to 

meet on the school playground. 

• In the event of a fire, office staff and duty SLT know to check register and 

rota, and to follow procedures. 

• Safeguarding issues/incidents are reported to the school’s DSLs.  All 

safeguarding incidents are recorded on Safeguard and dealt with by the 

appropriate staff. 



 
 

 

2019-2020 

 

Parish CE Primary School 

Coronavirus (COVID-19): Working from home risk assessment 

Assessment conducted by: R Coleman Job title: Head Teacher Covered by this assessment: AAC and staff. 

Date of assessment: 19/05/20 

Last Updated: 15/05720 
Review interval: monthly Date of next review: 01/09/20 

 

Related documents 

Health and Safety Policy, First Aid Policy, Risk Assessment Policy, Online Safety Policy, Aquinas Trust Handbook, Data Protection Policy, Staff 

Wellbeing Policy. 

 

Risk rating 
Likelihood of occurrence 

Probable Possible Remote 

Likely impact 

Major 

Causes major physical injury, harm or ill-

health. 

High (H) H Medium (M) 

Severe 

Causes physical injury or illness requiring 

first aid. 

H M Low (L) 

Minor 

Causes physical or emotional discomfort. 
M L L 
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Area for 

concern 

Risk 

rating 

prior to 

action 

H/M/L 

Recommended controls 

In 

place? 

Yes/No 

By whom? Deadline 

Risk 

rating 

following 

action 

H/M/L 

General 

procedure 
H 

• The employee is medically fit and suitable to work from home. 

• There are adequate channels of communication in an emergency. 

• The home is risk assessed by ta member of staff and suitable for the staff member 

to work from home. 

• Home-working arrangements are recorded and reported to the headteacher, 

where appropriate. 

• Staff clearly understand their responsibilities.  

• Staff are aware of the relevant policies and procedures, particularly the Staff 

Handbook and Health and Safety Plan  

• High-risk tasks, such as conducting meetings with parents or members of the 

public, are avoided whilst the worker is alone.  

Y HT 31/05/20 M 

Working from 

home 
M 

• The work area is well ventilated.  

• Access to water is readily available.  

• All electronic devices are appropriate and staff comply with the Online Safety 

Policy. 

• Screen breaks are taken every two hours to avoid fatigue. 

• Work is done in a comfortable setting; a chair with sufficient back support is 

required, to retain good posture and comfort.   

• Occupational health advice is sought as necessary and contracted home working 

ceases if an employee’s health is considered to be at risk. 

• Regular informal meetings with the SLT are scheduled and take place to check 

on working arrangements. 

Y 
HT 

SLT 
31/05/20 L 
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Area for 

concern 

Risk 

rating 

prior to 

action 

H/M/L 

Recommended controls 

In 

place? 

Yes/No 

By whom? Deadline 

Risk 

rating 

following 

action 

H/M/L 

 

 

 

 

Sickness/injury 

 

 

 

 

 

M 

• The staff member working from home contacts the headteacher if they become 

injured or ill.  

• A first aid kit is on hand at all times.  

• All relevant risk assessments are reviewed before completing work. 

• The staff member working from home does not have any pre-existing illnesses or 

injuries that may affect their health or work whilst completing tasks which have 

not been previously disclosed. 

• Members of staff are not expected to work if they feel unwell. 

• The staff member working from home has a fully charged phone on their person 

at all times, with the relevant contact details of the school saved on it.  

• The staff member who is working from home makes regular contact with  

colleagues who they work closely every other day if they are unwell. 

• If staff members need to report sickness or absence when they are due to be 

home working, they adhere to the usual procedures outlined in the Trust Staff 

Handbook and inform the headteacher of their absence by 8:00am. 

Y 
HT 

Office Manager 
31/05/20 L 

 

Costs  
M 

• The headteacher assesses the costs of employees working from home, e.g. 

whether additional staff would need to be employed as cover or support staff.  

• Staff who work from home produce high-quality work – a dip in performance leads 

to disbanding the home-working agreement. 

• Reviews of the agreement are conducted monthly by the headteacher to ensure 

both the staff member and headteacher continue to be satisfied with the 

arrangement.  

Y 
HT 

Office Manager 
31/05/20 L 

 

Practicality 

 

M 

• Staff working from is in line with current guidance related to vulnerable categories 

and shielding, flexible working arrangements due to COVID-19. 

• The headteacher arranges a meeting with the staff member as soon as possible 

to discuss the working from home arrangement. 

• The outcomes of the meeting between the headteacher and the staff member are 

logged and reviewed on a fortnightly basis. 

• Staff working from home are expected to take part in all necessary meetings 

remotely. 

Y HT 31/05/20 L 
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Area for 

concern 

Risk 

rating 

prior to 

action 

H/M/L 

Recommended controls 

In 

place? 

Yes/No 

By whom? Deadline 

Risk 

rating 

following 

action 

H/M/L 

 

Pupil 

performance 

suffers 

M 

• Weekly meetings are held between the staff member who works from home and 

their colleagues, to ensure effective communication.  

• The headteacher/DHT conducts fortnightly reviews of the working from home 

arrangement, assessing its effectiveness and ensuring pupils’ performance 

does not suffer.  

• Staff who work from home produce high-quality work, ensuring that pupils are 

not affected by the arrangement – a dip in performance leads to reviewing the 

home working agreement in line with school policies. 

Y 
HT 

DHT 
31/05/20 L 

Disruption to 

work/ colleagues  

 

M 

• Expectations of the quality of work are established.  

• Staff who work from home are not distracted by outside influences, such as 

watching television, which impact the quality of their work.  

• Staff have access to the necessary files and information that are needed for them 

to complete their work and adhere to all GDPR and Data protection policies 

• The headteacher/DHT conducts fortnightly reviews of the working from home 

arrangement to ensure that productivity meets expectations.  

• Staff members who work from home understand their responsibilities. 

• If work ethic is affected by working from home, the working from home 

arrangement is revoked if possible or other action may be taken. 
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Equipment  M 

• The staff member working from home is responsible for providing the necessary 

equipment that is needed for them to complete their duties, i.e. a laptop.  

• The staff member working from home is responsible for ensuring equipment is 

charged, in good working order and sufficient for use.  

• The staff member working from home is responsible for ensuring they have 

access to a telephone and a strong broadband connection available.  

• The staff member working from home contacts the headteacher /DHT if their 

broadband or telephone does not work; they also contact their provider as this 

may cause a dip in work performance. 

Y 
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Data protection  

 

H 

• Wherever possible, personal data is not taken home by staff members for home-

working purposes, due to the risk of it being leaked or misplaced. Y 
HT 

Office Manager 
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Risk 
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prior to 

action 

H/M/L 

Recommended controls 

In 

place? 

Yes/No 

By whom? Deadline 

Risk 
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following 

action 

H/M/L 

• If staff members need to take personal data home, approval is first sought from 

the DPO, and it is ensured that appropriate security measures are in place, e.g. 

secure passwords and virus protection. 

• Data is collected, processed, transported, and used in accordance with the 

school’s Data Protection Policy.  

• The staff members who are taking data from the school to fulfil their roles at home 

take full responsibility for the security of the data. 

• Staff members are not permitted to let their family members or friends use any 

school equipment which contains sensitive data. 

• Paper documents containing personal data are not left unattended or accessible 

to other people, including staff members’ families, and are kept in a locked 

cupboard when not in use. 

• All digital data is coded, encrypted or password-protected, both on a local hard 

drive and on a network drive that is regularly backed up off-site.  

• Where data is saved on removable storage or a portable device, the device is 

kept in a locked cupboard when not in use.  

• All electronic devices used in transferring data between the school and staff 

members’ homes are password-protected to secure information in case of theft.  

• Emails containing sensitive or confidential information are password-protected if 

there are unsecure servers between the sender and recipient.  

• Emails to parents, via admin email or using the parent year group mail boxes so 

personal work email addresses are not disclosed to other recipients.  

 

Insurance  

 

M 

• The school holds liability insurance that provides cover for the legal liabilities of 

the school and its employees. 

• Staff members are advised to ensure that they have their own domestic insurance 

policies in places for household contents and buildings. 
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