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POLICY FOR HEALTH AND SAFETY 

At St John’s School we use the teachings of the Church of 

England to embed the following core Christian values.  

These are: 

Friendship 

Forgiveness 

Trust 

and Compassion 

These values will underpin the following Policy. 

 

This Policy is reviewed annually by the Headteacher and the 

Business Manager and the Chair of Governors 

Date Agreed: 24th September 2020 

Review Date:        September 2021 

Signed by: 
Headteacher 

 
Signed by:  
Chair of 
Governors 
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PART 1 HEALTH AND SAFETY POLICY STATEMENT 
 
1. It is the policy of St John’s CE Primary School to do all that it reasonably can 

to provide a secure, healthy and safe working and learning environment.  
 
2. The School will comply with the provisions of the Health and Safety at Work 

etc. Act 1974 and the Regulations that apply to the School's activities. 
 
3. To achieve this, the School will, so far as is reasonably practicable, provide 

and maintain: 
 

(a) plant and systems of work that are safe and without risks to health; 
 
(b) arrangements for the safe use, handling, storage and transport of  
  articles and substances; 
 
(c) a workplace that is safe and poses no threat to health; 
 
(d) any information, instruction, training and supervision that is necessary; 
 
(e) a working environment that provides adequate facilities for the 

employees’ welfare while at work. 
 
4. The School also recognises its duty of care towards those who are not 

employees but who may be affected by its activities (pupils, parents, visitors, 
and contractors) and will ensure that arrangements are kept in place to 
ensure their health and safety. 

 
5. The School will review this Policy annually and make whatever changes are 

required to keep it up to date with current School and legislative 
requirements. 

 
6. The Policy and all future updates are given to all staff. 
 
 

Signed:  Date 24th September 2020 
Chair of Governors 
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PART 2 

 

ORGANISATION 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Board of 
Governors 

 Overall responsibility for H&S 

 Policy making and enforcement 
(with Headteacher) 

 Planning - identifying priorities 
and setting objectives 

 Reviewing  Policy 

 Auditing Budgetary decisions 
involving health and safety 

Senior 
Leadership 

Team 

 Organising safety management 
systems 

 Controlling safety management 

 Implementing policy – 

 Monitoring effectiveness of 
policy 

 Reviewing policy and systems 

Phase Leaders 

 Implementing policy in their 
phase 

 Monitoring compliance with and 
effectiveness of policy 

 Monitoring systems of work 

 Feeding back comments and 
suggestions on the policy for 
review 

All staff 

 Putting the policy into practice  

 Reporting any shortcomings in 
the policy 

 Reporting any serious hazards 

 Feeding back comments and 
suggestions on the policy and its 
effectiveness 
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PART 3 
 

ARRANGEMENTS 
 
1. SAFETY MANAGEMENT 
 
1.1 RISK ASSESSMENT 
1.1.1 The Senior Leadership Team oversees the School-wide programme of risk 

assessment to ensure consistency, Appendix 1 
1.1.2 Each Phase Leader assesses the risks of the work they do and any that may 

come from the physical layout and use of their work areas, using a team 
drawn from staff in their Department and one member of staff from outside 
the Department. 

1.1.3 If any significant risks are found the Phase Leader/SLT member recommends 
the control measures that should be put in place, after consulting staff who 
work in that area.  These recommendations are passed to the Headteacher.  

1.1.4 The Senior Leadership Team ensures that all significant risks are properly 
controlled either by the measures recommended by the Senior Teachers or 
by other measures agreed with staff who work in the area concerned. 

1.1.5 Where risk assessments have identified a risk to a new or expectant mother, 
this is noted.  Once an employee informs the School that she is pregnant and 
gives the School a certificate from her Doctor, the employee’s line manager or 
member of the SLT discusses with her how the work can be altered to reduce 
those risks.  If there is still a risk that cannot be properly controlled, the 
Headteacher finds alternative work for her.  If this is not feasible, then the 
employee is suspended from work on full pay.  

1.1.6 All risk assessments are reviewed either when circumstances change and 
they may no longer be valid or, if nothing has changed, annually. 

1.1.7 The results of these reviews are recorded and each Phase Leader ensures 
that any changes that are shown to be needed are passed on to the Senior 
Leadership Team who in turn ensure that these changes are made. 

 
1.2 CONTROLLING HEALTH AND SAFETY 
1.2.1 The Senior Leadership Team ensures that all those who have health and 

safety responsibilities clearly understand what they have to do to discharge 
those responsibilities.  They also ensure that they have the time and 
resources to do so.  

1.2.2 The School seeks expert help and advice on any health and safety matter 
that is beyond the competence of its own staff. 

 
1.2.3 The Governors receive a regular report on health and safety which is 

discussed at each full meeting of the Governors. 
 
1.3 MONITORING HEALTH AND SAFETY 
1.3.1   Phase Leaders carry out safety inspections twice per term in their Department 

to ensure that all health and safety measures are in place and are effective. 
(For ICT Suite the subject leader is responsible for more regular checks). 

1.3.2 The results of these inspections are sent to the Headteacher who analyses 
the information to identify trends and problem areas.  These results are then 
used to review both this Policy and the measures in place. 

1.3.3 The Headteacher also analyses accident and incident data to establish 
whether health and safety measures need to be changed to ensure that such 
accidents and incidents are not repeated.  These results are also used in the 
review process. 
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1.4 THE REVIEW PROCESS 
1.4.1 Any remedial actions that the monitoring process shows are needed are 

prioritised by the Senior Leadership Team, who will also ensure that action is 
taken in good time. 

1.4.2 Employees are consulted, through their Phase Leaders, on how well the 
health and safety management system is working.  

1.4.3 The results of the monitoring and review processes are given to the 
Governing Body who will take account of this information in reaching 
decisions on the allocation of resources. 

 
1.5 INFORMATION AND TRAINING 
1.5.1 The Headteacher ensures that all employees have comprehensible and 

relevant information on the risks to their health and safety identified by the 
risk assessments, the control measures in place, the procedure to be followed 
in the event of fire, the names of the fire evacuation officers and the names of 
qualified first aiders appointed by the School. 

1.5.2 The Headteacher keeps staff informed of any changes to health and safety 
legislation that could affect them. 

1.5.3 The Headteacher holds a training matrix showing which employees need 
health and safety training, first aid training and fire training and ensures that 
training is given promptly. 

 
2. ACCIDENTS, INCIDENTS AND MEDICAL EMERGENCIES 
2.1 All accidents, incidents and medical emergencies involving staff, pupils or 

visitors are recorded using the School’s accident/incident form. 
2.2 Accidents to pupils, contractors or visitors to the School are reported 

immediately to the Headteacher or to the Business Manager. 
2.3 All accidents, incidents and cases of ill-health that are reportable under the 

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
1995 are reported by the Health & Safety Co-ordinator.  Major accidents are 
reported as quickly as possible by telephone and are followed by a report on 
form F2508 within ten days.  All others are reported by simply sending in the 
F2508. 

2.4 The Headteacher investigates all but the most minor accidents to establish 
both the immediate and underlying causes to ensure that action is taken to 
prevent a recurrence. 

2.5 Any incidents where no-one was injured but it is clear that serious injury could 
have occurred are also investigated. 

 
3. FIRE 
3.1 The Health & Safety Co-ordinator assesses the risk of fire in every area of the 

School. 
3.2 Using the results of those assessments the Senior Leadership Team issues a 

fire emergency plan that includes a system for calling the Fire Brigade, 
designates those responsible for liaising with fire service personnel on their 
arrival, a clear evacuation plan, a plan for putting the School back into 
operation following an emergency and a process for reviewing the plan after 
an emergency or after fire drills.  A copy of the plan is available from the 
Health and Safety Co-ordinator and is also posted on the School’s computer 
network (Appendix 2). 

 
3.3 Staff across the school are trained as Fire Wardens but all staff have a part to 

play in evacuating their area of the school and are aware of their duties in the 
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event of a fire. The class duties are clearly displayed in each classroom with 
specific reference to children who need assistance. 

3.4 The fire evacuation procedures to be followed are displayed in every room in 
the School and, where appropriate, in corridors and other common areas.  
These procedures are pointed out to visitors, contractors and new staff as 
soon as they come onto School premises. 

3.5 Fire drills take place at least once a term.  The Health and Safety Co-
ordinator records the time taken for evacuation and any comments from staff 
on how the drill was conducted. 

3.6 In order to include everyone in the roll call in the event of a fire, all pupils are 
recorded in class registers and all contractors and visitors to the School are 
booked in at Reception on arrival. 

3.7 The fire alarm system is tested weekly and the results recorded in a log.  Any 
defects that become apparent are rectified immediately. 

3.8 Fire extinguishers and fire blankets are checked by premises staff fortnightly 
to ensure they are in the right place and have not been tampered with.  The 
annual thorough inspection and maintenance of this equipment is done by a 
competent contractor. 

3.9 Fire exits and fire evacuation routes are checked at least weekly by premises 
staff to ensure they are not blocked and are useable. 

3.10 The Health and Safety Co-ordinator checks regularly to ensure that the 
School’s fire precautions meet current legislative requirements. 

 
 
4. CONTRACTORS 
4.1 Where a contractor is to be used, they are asked to provide some evidence of 

their employees’ competence (City & Guilds certificates, CITB certificates, 
etc.), a copy of their policy on health and safety and to disclose any 
enforcement action that has been taken against them by the HSE in the last 
five years.  References are taken up to ensure that the contractor has 
sufficient experience to be able to carry out the work safely. 

4.2 If the Business Manager and the Headteacher are satisfied with the 
information provided the contractor is admitted to the School’s authorised 
contractor list. 

4.3 Only authorised contractors are allowed to undertake building, maintenance 
or other work.  Staff using contractors for any work activity contact the Health 
and Safety Co-ordinator to check that their choice of contractor is authorised. 

4.4 The Health and Safety Co-ordinator ensures that all contractors provide an 
assessment of the risks of their work and a method statement, detailing how 
the work will be done, by whom and what equipment will be used, before work 
starts. Teachers are given information on how such work may affect their 
areas to ensure that any extra risks the work may pose are properly 
controlled. Their input is sought on the most effective way to control the risk. 

 
4.5 The Health and Safety Co-ordinator ensures that all contractors are provided 

with information on any risks to their employees’ health and safety that they 
may encounter in the course of their work in the School and the control 
measures in place, for example by ensuring that all maintenance contractors 
know the exact location of any asbestos in the School buildings. 

 
4.6 All contractors are monitored by the caretaker or the Health and Safety Co-

ordinator to ensure that they are working to the agreed procedures and are 
not using unsafe practices.   

 



 

7 

 

4.7 The Health and Safety Co-ordinator issues a plan as necessary, showing 
which contractors are working in the School, what work they will be doing and 
where they will be working.  All staff concerned check it to ensure that there is 
no possibility of the work causing unnecessary risks in their areas and that 
any increased risks that are inevitable are properly controlled. 

 
4.8 The catering contractor provides evidence that an Assured Safe catering 

system, or its equivalent, is in operation. 
 
 
5. FIRST AID 

The school has a comprehensive first aid risk assessment, Appendix 3, where 
all aspects of first aid provisions are risk assessed annually. 

5.1 The School currently has 3 Paediatric First Aiders, 3 members of staff fully 
trained in First Aid at Work and 20 members of staff trained in Emergency 
First Aid at Work.  The names of the most qualified members of staff are 
posted up in all areas of the School, along with a note of how to contact them.   

5.2 First aid kits are provided in each classroom, in the corridor from the main 
Foyer, next to the photocopier in Phase 2. These kits are checked regularly 
by an appointed member of staff but if any staff become aware that a kit 
needs replenishing, they should contact the appointed member of staff or the 
school office immediately. 

5.3 First aid given to staff, pupils or visitors is recorded on the accident form. 
5.4 A defibrillator is kept in the entrance to the school. 
 
 
6. MANUAL HANDLING 
Manual handling is defined as the lifting, supporting, pushing or pulling of a load by 
manual force and is governed by the Manual Handling Operations Regulations 1992.  
Activities that come under this heading include lifting and carrying boxes and books, 
and moving furniture and equipment.   
 
6.1 In order to comply with the Manual Handling Operations Regulations any 

manual handling that could cause a risk to health or safety is avoided 
wherever this is reasonably practicable. 

6.2 The School assesses all the remaining manual handling tasks that could pose 
a risk to health or safety.  Where the assessment shows that equipment - for 
example, sack barrows or trolleys - is needed to reduce the risks, this is 
provided. 

6.3 A sample risk assessment form is attached to this Policy, along with 
instructions on how to do an assessment.  Each one will consider the task, 
the individual doing the task, the load and the environment in which the work 
will be done. 

6.4 Completed assessments are passed to the Business Manager with 
recommendations on what needs to be done to reduce any significant risks 
found. 

6.5 All staff whose work includes manual handling are trained in the methods to 
use and how to operate any equipment that is needed. 

 
 
7. PREMISES 
7.1 The Health and Safety Co-ordinator/Business Manager surveys the site once 

a term with the Caretaker and a School Governor, looking at structural, health 
and safety and decorative issues.  A prioritised action plan is constructed 
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from the survey, giving priority to any matter that could seriously affect the 
health and safety of staff, pupils, contractors or visitors.  

7.2 The Caretaker checks the condition of lights regularly and replaces any that 
are defective as soon as they are found. 

7.3 The School’s heating system is designed to maintain a reasonable 
temperature throughout the School.  If any part of the system becomes 
defective or inefficient this is reported to the Business Manager who ensures 
that the problem is solved as soon as is reasonably practicable. 

7.4 A competent contractor is employed to maintain the heating system.  Boilers 
are given a thorough examination annually by a competent person and 
records are kept of these examinations. 

7.5 If temperatures consistently fail to remain reasonable (either too high or too 
low) staff will report the problem to Business Manager or the Caretaker who 
will correct the problem as far is practicably possible. 

7.6 Blinds or curtains are provided in the rooms where sun can increase the 
temperature to an uncomfortable level.  Contact the Caretaker if these blinds 
become defective. 

7.7 Windows that are accessible (at shoulder height or below, for example) have 
either been replaced with safety glass or covered with film to ensure the glass 
breaks safely. 

7.8 Windows and skylights are included in the termly site survey, which checks 
that these all open and close safely and easily.   

7.9 The grounds are maintained by a competent contractor using his own 
equipment. The work is monitored by the Caretaker to ensure that it is done 
safely. 

7.10 The toilets provided for pupils and staff are kept clean, well-ventilated and tidy 
by cleaning staff.  The Caretaker ensures that there is always an adequate 
supply of soap and paper towels or hand driers in all toilets. 

7.11 The School employs cleaners directly to ensure that a consistently high 
standard of cleanliness is achieved. 

7.12 Standard waste material is cleared from the site at weekly intervals.   
7.13 Ventilation systems are included in the termly site survey, which checks that 

all are operational and clean.  Phase leaders check that staff are using 
ventilation properly to ensure a sufficient supply of fresh air in their work area. 

7.14 Outside vehicle and pedestrian traffic routes are kept separate wherever it is 
reasonably practicable.   Vehicle traffic uses the single-carriageway entrance 
road.   

7.15 All delivery companies are requested to ensure that their delivery vehicles are 
fitted with audible and visible reverse warnings.  Wherever possible, 
deliveries are arranged for times when pupils are not in the playground areas.   

7.16 Vehicle routes and parking areas are clearly marked and the markings 
monitored to ensure they remain visible. 

 
 
8. PLANT AND EQUIPMENT 
8.1 All portable electrical equipment is tested annually by a competent contractor.  

Staff are prohibited from bringing electrical equipment into the School to use 
unless it has a current test certificate. 

8.2 The School’s electrical installation is tested every five years by a qualified 
electrician to ensure it complies with BS:7671. 

8.3 All staff ensure that electrical outlets in their teaching rooms are easily 
accessible by them so that the power supply can be isolated quickly if this 
becomes necessary. 
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8.4 All staff check the condition of plugs, cables and insulation on electrical 
equipment before using it and report any damage to the Caretaker 
immediately before taking the equipment out of use.  

8.5 The Caretaker keeps a schedule of all equipment in use throughout the 
School that would cause harm if it failed.  The schedule includes the 
maintenance each piece of equipment needs and a record of repair and 
maintenance work carried out. 

8.7 The Health and Safety Co-ordinator ensures that all new work equipment 
purchased by the School conforms to EU Regulations and Directives, bears 
the CE mark and is suitable for the purpose for which it is to be used. 

8.8 Employees only use work equipment that they have been trained to use or 
that has clear and comprehensible instructions provided with it. 

 
 
9. SECURITY 
9.1 The School has notices requesting all visitors to the School to report to 

Reception.  Visitors are signed in and given an identification badge.  All staff 
ensure that anyone on the premises who is not wearing a visitor’s lanyard is 
stopped and taken to Reception to be signed in. 

9.2 Corridor doors are locked at the end of the School day to restrict access to 
other areas of the School. 

9.3 Children are supervised during play times and gates are kept closed. 
9.4 There is a coloured card system in place so that adults can obtain additional 

adult support in an emergency. 
 
 
10. OFF-SITE ACTIVITIES 
10.1 Teachers organising off-site activities carry out a risk assessment as part of 

the planning process. 
10.2 The arrangements and the risk assessment are then passed to the 

Headteacher so that the arrangements can be checked for safety and 
security. 

10.3 The arrangements for day trips include a check on the first aid and 
emergency arrangements at the place to be visited, the names and 
qualifications of staff who will instruct or work with the pupils and ensuring 
there will be sufficient staff for the trip, taking into account the number 
involved and whether two drivers are needed for longer trips.  Information 
about the numbers of pupils and their abilities will be supplied to the place to 
be visited in advance to ensure that they can be properly accommodated. 

10.4 The Health and Safety Co-ordinator ensures that coach operators engaged 
by the School to transport pupils and staff are able to comply with all the legal 
requirements relating to public transport by requesting sight of their operating 
licence, proof of their drivers’ competence and taking up references from 
other users of the service. 

 
 
 
11. HAZARDOUS SUBSTANCES 
11.1 The School complies with the Control of Substances Hazardous to Health 

Regulations 2002 with respect to cleaning and other chemicals. 
11.2 Any activities that involve using hazardous substances are assessed to 

estimate the level of risk involved.  If any significant risk is identified 
consideration is given to either eliminating the use of the substance or 
substituting a less hazardous substance.  If neither of these courses of action 
are possible, then all precautions are taken to ensure that the risk is properly 
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controlled, in accordance with the recommendations in the Approved Code of 
Practice attached to the Regulations. 

11.3 Where information about a substance is not given on the label, or the 
substance is supplied in large quantities, a safety data sheet is requested 
from the supplier (all suppliers are legally obliged to supply this) and the 
following information is kept with the substance: 

  
  chemical composition of the substance 
  any ill-health effects, such as irritation of the eyes, narcosis, etc. 
  any protective clothing or equipment needed for handling 
  how to deal with spillages  
  first aid or emergency treatment that may be needed. 
11.4 All members of staff who regularly handle hazardous substances are trained 

in their use and in the requirements of the COSHH Regulations. 
 
 
12. TRAINING 
12.1 Every member of staff is given induction training, which includes health and 

safety matters, such as the fire and emergency procedures, the results of risk 
assessments in their area of work and the control measures that are in place.  
This training is given before the member of staff begins work in the School. 

12.2 All members of staff have basic health and safety training within their first 
year.  This is repeated as often as necessary to ensure that they are aware of 
new health and safety legislation and codes of practice. 

12.3 All members of staff who need additional training in order to work safely, such 
as manual handling training, working at height or using equipment, are given 
the appropriate training before they take up their duties, where possible, or no 
later than three months afterward.  

12.4 Employment agencies who provide staff for the School are given information 
on the training and qualifications their staff will need to do their work safely 
before they begin work in the School. 

 
 
13. OCCUPATIONAL HEALTH 
13.1 The Headteacher and Health and Safety Co-ordinator identify any staff who 

are shown by the risk assessments (including DSE workstation assessments) 
to be at risk from occupational health disorders, such as stress, musculo-
skeletal injury or eye strain. 

13.2 Governors are given this information on a regular basis and decide, in 
consultation with the Headteacher/Business Manager, what needs to be done 
to assist staff and to control the risks. 

13.3 All employees are given information on any risks to their health arising from 
their work and the measures that the School needs to take to control those 
risks are discussed with them.  Any new working procedures are agreed on 
and the Headteacher ensures that they are always used.  This may include 
such matters such as regular rest breaks from VDU work, or using equipment 
for manual handling. 

13.4 Smoking is strictly prohibited on School premises. 
13.5 The Headteacher informs the Governors if any member of staff reports that 

she is pregnant.  A risk assessment is then done, with the member of staff, to 
identify any additional risks her work may pose to herself, the baby or others.  
Her duties are then revised to reduce the risks, where possible.  If this is not 
possible, then the member of staff will be suspended on full pay. 
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13.6 Rest facilities, including a place to lie down, are provided for both nursing and 
expectant mothers. 

 
14 Covid 19 
 

At St John’s CE Primary School we take Covid 19 very seriously. Our primary 
aim is to ensure that all measures are taken to avoid cases of Covid 19 and 
should there be an instance of Covid 19 in our school community that all 
measures are taken to mitigate the risk of Covid 19 spreading throughout the 
school community. 

 
14.1 The Headteacher, in conjunction with his deputy and Business Manager, has 

decided that the best way to ensure the safety of the school community is to 
follow Government Guidance for full opening: schools Updated 7 September 
2020  
https://www.gov.uk/government/publications/actions-for-schools-during-the-
coronavirus-outbreak/guidance-for-full-opening-schools#A 
 
https://www.gov.uk/government/collections/guidance-for-schools-coronavirus-
covid-19 
 
and local authority, Kent County Council guidance, to the very best of our 
ability. 
 
https://www.kelsi.org.uk/__data/assets/pdf_file/0013/110641/Operational-
Guidance.pdf 
 
 

 The school’s Covid risk assessment is based on the guidance issued by Kent 
County Council, where we have scrutinised this document, added comments 
and used this as the basis for all we do, Appendix 4. 

 
In addition to this we have taken the advice of the subscription to The Key for 
School Leaders and created a separate Risk Assessment to include those 
factors we feel are needed in addition to those outlined by Kent County 
Council, Appendix 5. 
 
The school has also issued the following guidance, amongst others, to staff 
and parents, where further clarification of essential sections of the main risk 
assessment is deemed necessary: 
 
An altered timetable of drop off and collection for parents, Appendix 6 
A mask guidance, Appendix 7 
A set of rules for staff for social distancing and expectations on them in 
particular during the school day, both in their bubbles and whilst outside of 
their class bubbles, Appendix 8  
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#A
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#A
https://www.gov.uk/government/collections/guidance-for-schools-coronavirus-covid-19
https://www.gov.uk/government/collections/guidance-for-schools-coronavirus-covid-19
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14.2 Additional actions during contingency provision for keyworker & 
vulnerable pupils during a full lockdown (when schools are shut). 
 

 
Working practises will change in the following ways;  
 

1. Teachers and pupils will alternate between classrooms on a week on / week 
off rota to allow for thorough deep cleaning before the room is ready again to 
use.  
 

2. Teachers will work on a rota of a week in school and a week out of school for 
the following reasons. This is to ensure reduced numbers of adults in school 
to ensure the segregation of staff as adult to adult transmission is more 
prevalent than transmission between children. As long as we have enough 
staff who are available to work, numbers of staff in a class bubble will reflect 
the needs of the children attending school. Where there are particular 
individual concerns regarding a pupil a specific risk assessment will be 
completed. This will need to be signed and agreed with the parents before the 
child attends school.  In the case of pupil who normally have a dedicated 1:1 
TA parents need to understood that their ‘normal’ TA may not be able to work 
every week in school with the child and that isolation or illness would result 
members of staff the child is familiar with being absent form school. 
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Appendix 1 Risk Assessment Proforma 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

 

Rare Unlikely Possible Likely Certain  

Trivial 
injury 

1 2 
  

3 4 5 

Minor 
injury  

2 4 
  

6 8 10 

Serious 
injury 
  

3 6  9 12 15 

Severe 
injury  
  

4 8 
  

12 16 20 

Major 
injury/  
death  

5 10 
  

15 20 25 

Location:  

 

 

Activity:  

 

 

People affected: 

Consider all persons affected 

including those specially at 

risk 

 

Date of Assessment  

 

 

Review date: (or following accident/near 

miss/ other reason to suspect no longer 

valid). 

 

 

Assessor(s):  

 

 

 

 
Signed:        Manager                                         Date: Signed:        Employee                                        Date: 
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Identify the 

hazards  

 
Who might 
be harmed 

& how? 
 

 

 
Current  
Controls 

 
Evaluation  

With what you are already 
doing 

 
                          Action 

                 
Final 

Risk Rating 

 
Severity 

1-5 

 
Likelihood 

1-5 

 
Risk 
1-25 

 
What further action is 

needed? 

 
By  

When? 

 
Date 

Completed 

 
Severity 

1-5 

 
Likelihood 

1-5 

 
Risk 
1-25 
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Appendix 2 

 

Fire Emergency Evacuation plan 

 
 

 
 
 

For 
 

ST JOHNS CE PRIMARY SCHOOL 
 

10 September 2020 
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Emergency instructions 
 

1 The action employees should take if they discover a fire 
 
Immediately operate the nearest alarm call-point. 
 
Attack the fire if possible, with appliances available, without taking personal risks. 
 

2 How will people be warned in there is a fire 
 
The electrical fire alarm system will sound on operation of the manually operated alarm 
call-point. 
 

3. How the evacuation of the building will be carried out 
 
Everyone in the building should leave the building by the nearest exit and report to the 
assembly point at the back of the building on the lower playground. 
 

4. Identification of escape routes 
 
All exit doors can be used as escape routes.  
 

5. Firefighting equipment provided 
 
Fire extinguishers are located in circulation areas and near fire exit doors. 
 

6. Duties and identity of employees with specific responsibilities in the event of 
fire. 
 
 On hearing the alarm: 
 
All staff will ensure the safe evacuation children in their care and any visitors out of the 
building and assemble at the muster point. 
All class specific roles are clearly marked in each classroom. 
Children with 1:1 needs will be accompanied by the adult responsible for them. 
 
Fire wardens will ensure: 
 

• Their areas are cleared of people 
 

• Registers are collected on the way out  
 

• The Fire Brigade is called.  
 

• A roll call is made to ensure everyone is out. 
 

7. Arrangements for the safe evacuation of people identified as being especially at risk, 
such as contractors, those with disabilities, members of the public and visitors. 
 

• Visitors: Staff must take responsibility for any visitor they may have in their 
classrooms or areas of responsibility and ensure they leave the building by the 
nearest exit. Visitors should then look for Debbie Holt who will be holding a 
VISITOR sign and make themselves known. 

• Contractors: must be given information about fire procedures and leave the 
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building at the nearest exit. 

• People with disabilities: Specific arrangements have been made for children with 
disabilities in the form of a PEEP and those responsible for those children are 
aware of specific evacuation instructions. 

 

8. How will the Fire Brigade and any necessary emergency services be called and 
who will be responsible for doing this. 
 

• On hearing the alarm Heidi Downey will Dial 999 and ask for the Fire Brigade or 
other emergency service as appropriate.  

• Hasley Baker will call the Fire Brigade in the absence of Heidi Downey, for example 
on a Friday  (this may be best achieved using a mobile phone) 

• Tanya Barnaba will open the side gate and in his absence, Gill Shadwell. 
 

9. Procedures for liaising with the Fire Brigade on arrival and notifying them of any 
specific risks, e.g. the location of highly flammable materials. 
 

Dan Smith, Julia Finch or Heidi Downey will liaise with the Fire Brigade on their 
arrival. 

 

10. The following arrangements and training is given to staff at the centre: 
 

• All staff: Fire Drills three times a year 

• All staff: Fire briefing once a year (may be in conjunction with fire drill. 

• Fire Warden training: for designated fire wardens 

• Record of training to be kept within Fire Manual. 

• Training to be reviewed on a yearly basis and planned into budget. 
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Appendix 3 
 
 

First aid provision risk assessment 

 

This risk assessment is designed to assist employers determine their first aid needs for the 

workplace (or part of as appropriate), i.e. both the numbers and type of first aid personnel, 

equipment and content of first aid kits.  Consideration should be given to each section to establish 

their impact on the current level of first aid facilities.  

 

Organisation name: St John’s CE Primary School 

 

Address: Provender Way, Grove Green, Maidstone, Kent, ME14 5TB 

 

Date: 10/09/2020 
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How many of the following type of first aid personnel are currently available in the 

workplace? 

Appointed persons 

 

Emergency First Aid 

at Work 

Paediatric First 

Aiders 

First Aid at 

Work 

 

 

 

 

 

 

 

 

 

 

 

 

Rachel Attwood 

Heidi Downey 

Zigi Loraine 

Jackie Wall 

Claire Smith 

Claire Spurr 

Margaret Tsang 

Gill Shadwell 

Sharon Chapman 

 
Sam Reid 

Jenny Russell 

Gill Taylor 

Pat Kelman 

Karen Bown 

Andrea Drury 

Oliver Farrow 

Louise Gee 

Paul Linton 

Becky Milsted 

Ivana O'Hagan 

Ben Read 

Jenny Ridgeway 

Nic Weller 

Trudy Farley 

Debbie Holt 

Peter Kane 

Tish Martin 

 

 
Sarah Hayler 
Hayley Thompson 
Karen Plaw 
Maria Lane 
Dulcie Clerk 
Sam Read 
Jane Mannering 
Claudie Grommet 

 

Lisa Barnes 

Heather Jones 

Jenny Russell 

 
Sarah Coleman   

Neena Barnes 

Debbie Blackwell 

Louise Ford 
 

 

What first aid facilities, e.g. emergency showers, eyewash stations, and first aid 

kits, including travel kits, etc. are currently available, where are they located and 

who is responsible for checking these?  
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Sharps box is located in the school’s front office 

There are 2 Epi pens on the school site, belonging to individual children 

There are emergency asthma pumps in the school’s front office 

The defibrillator is located in the entrance to the school 

Emergency shower can be found in the middle of the school next to the staffroom. 

Eyewash station is next to the double doors to the foyer in the first aid cabinet and also in 

the main corridor in the Key Stage 2 playground entrance. All first aid kits contain 

eyewash.  

All classrooms have first aid kits. 

The first aid station and the larger first aid boxes are maintained by Neena Barnes on a 

weekly basis and class TA’s are responsible for maintaining the class first aid kits. 

 

Hazards  Yes No 

Does your workplace have higher level hazards, e.g. warehousing, 

work involving dangerous machinery or work at height? 
 X 

Employees 

How many employees work on site? 

 
60 

How many of these employees work shifts and/or weekends? 

 
None 

How many of these employees work away from the main site, work 

alone or travel on work related business? 
None 

How many of your employees could be at greater risk of harm, e.g. 

young or disabled workers or those with health problems? 
0 

How many of your employees work on sites under the control of other 

employers? 

 

 

 

 

 

None 

Non-employees  Yes No 

Do members of the public visit your premises? 

 
X  

Accidents and cases of ill health 
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Where applicable provide brief details of any work related injuries or cases of ill health 

during the last 12 months. 

There have been no work related injuries in the last 12 months 

Suspected Covid Case 

The school is aware of the guidelines as outlined by Kent County Council in the document 

issued to schools. The school is confident that all of the recommendations outlined can be 

met. The school procedures are outlined in bold below. 

Should any further advice be required please contact the following 

Email: healthandsafety@kent.gov.uk 
 
Tel: 03000 418456 

mailto:healthandsafety@kent.gov.uk
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If a child, young person or member of staff becomes unwell with symptoms of COVID-19 

while in their school or setting: 

• Phone Public Health England and explain the circumstances.  PHE may suggest 

full and immediate closure for deep cleaning, or say that you can continue 

teaching. 

Below are the contact details for the Kent health protection team: 

In hours: 0344 225 3861 (option 0 then option 1) 

Out of hours: 0844 967 0085 

Email: KPU-Kent@phe.gov.uk 

• The person must be supported until they can be collected and taken home.  They 

should not be left unattended.  

• A room must be set aside for use as an isolation room.  Ideally, the room should 

be equipped with a sink, towel and hand soap.  There should either a bed or a 

chair. The large disabled toilet in the foyer will be used to isolate anybody 

with Covid symptoms. 

• A chair for a member of staff needs to be 2 metres away, to maintain social 

distancing as the person cannot be left alone.  

• A face mask should be worn by the supervising staff member if a distance of 2 

metres cannot be maintained. If contact with the person is necessary, then gloves, 

an apron and a face mask should be worn by the supervising staff member. The 

school has a stock of full PPE equipment, including goggles, masks, gloves 

and aprons, to be used in an emergency. Key staff members have received 

training in the use of PPE. 

• A toilet needs to be allocated nearby, for the sole use of the unwell person and 

must not be used by anyone else until it has been thoroughly cleaned. 

• If a risk assessment determines that there is a risk of splashing to the eyes, for 

example from coughing, spitting, or vomiting, then eye protection should also be 

worn. 

• The areas that they have come from, e.g. classroom, kitchens, dining hall, toilets, 

circulation routes, need to be closed off.  If this is not possible, then a thorough 

cleaning needs to be done on each area before it can be used by pupils or staff. 

The children in the classroom of the affected child will be moved to another 

area of the school or outside until thorough cleaning can be carried out. 

• Other members of staff should ensure that no other personnel are on the route of 

the person as they exit the building. 

 
After the sufferer has been collected: 

• If the school is closed, initiate a cleansing, with your usual contractor as directed 

by Public Health England.   If your contractor is unable to do a full clean, contact 

client.services@kent.gov.uk for support. 

• If the school remains open, the PHE may advise to close off all places where the 

child has been.  In practice, this may necessitate closing the school anyway. 

 

mailto:client.services@kent.gov.uk
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• During cleaning, cleaners must be reminded to pay special attention to where the 
person has sat or was lain down.  PPE must be worn.  Bedding, soft furnishings 
and towels need to be carefully taken away and if possible washed on a 60 degs 
wash, with detergent. 

• Any bathrooms, toilets and sinks, must be thoroughly cleaned.  This includes taps, 
handles, toilet seats, dryers and soap dispensers 

• The school will need to inform parents and colleagues but stress the thoroughness 
of the cleaning that is taking place. 
 

Work arrangements 

What is the approximate size of the workplace?  

The school is 2303m2 

What is the approximate distance and travel time to the nearest first aid facilities, e.g. first 

aid kits, other equipment, or medical centre with emergency services? 

First aid kits are located within easy reach of the whole school and are always taken onto 

the playground at break. 

What is the approximate distance and travel time to the nearest hospital with A & E 

facilities? 

The nearest hospital is Maidstone General Hospital. Distance to travel 6.6 miles, travel 

time 14 minutes. 

Substances used at work 

Where applicable, provide details of any special first aid requirements recommended in 

safety data sheets? 

The COSHH folder is located in the caretaker’s room. This details any action should an 

accident occur concerning any products containing chemicals. 

The Trauma Box is located in the school office and contains items such as blankets, 

heavy bandages and other items considered necessary should there be a significant 

accident on the school site. 

 

 

 

 

 

 

 

 

 

 

Recommendations 



ST JOHN’S CE PRIMARY SCHOOL    

 

 

 

Recommended number and type of additional first aid personnel  

 

The school is satisfied that there are sufficient first aiders 

Recommended number and location of additional 

first aid kits: sufficient on site; one in every classroom and in 

main corridors. Trauma box in reception 

 

 

Person 

responsible: 

Action date: 

Heidi 

Downey 

Ongoing 

  

Recommended additional content for first aid kits: 

Sufficient content contained – stock levels monitored weekly 

 

 

 

Person 

responsible: 

Action date: 

Neena 

Barnes/scho

ol office 

Ongoing 

Additional recommendations: 

Ensure that there is another person who can maintain first aid 

stations in Neena Barne’s absence. 

 

Person 

responsible: 

Action date: 

School office Ongoing 

Name of assessor: 

Heidi Downey 

Dan Smith 

Assessor’s signature: 

 

Date of assessment: 

10/09/2020 

Date to be reviewed: 

 

 



 
 

 

Appendix 4  

Health and Safety and Maintaining Social Distancing 
 

Context  
 
Now that schools are required to open their doors to all pupils, it is important for schools to manage the operational issues around Health 
and safety, social distancing, cleaning and safety of staff, pupils, contractors and visitors to the school. 
 
At St John’s CE Primary School we take Covid 19 very seriously. Our primary aim is to ensure that all measures are taken to avoid cases of Covid 19 
and should there be an instance of Covid 19 in our school community that all measures are taken to mitigate the risk of Covid 19 spreading throughout 
the school community. 
 

14.1 The Headteacher, in conjunction with his deputy and Business Manager, has decided that the best way to ensure the safety of the school community is 
to follow Government Guidance for full opening: schools Updated 7 September 2020  

 
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#A 
 
https://www.gov.uk/government/collections/guidance-for-schools-coronavirus-covid-19 
 
and local authority, Kent County Council, guidance  
 
https://www.kelsi.org.uk/__data/assets/pdf_file/0013/110641/Operational-Guidance.pdf 
 
The school’s Covid risk assessment is based on the guidance issued by Kent County Council, where we have scrutinised this document, added 
comments and used this as the basis for all we do. We will endeavour to carry this guidance out to the very best of our abili ty. 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#A
https://www.gov.uk/government/collections/guidance-for-schools-coronavirus-covid-19


 
 

 

Issues Consideration and Advice Where to find 
Support 

Contact 
Information  

Where there is any doubt about what action to take, schools should consult the relevant legislation for 
Health and Safety and the guidance from Public Health England & HM Government in relation to 
COVID-19.  This is of particular importance when the restrictions are eased or increased. 
 
If any school has a concern that does not appear to be covered by this guidance, please contact the 
Health and Safety team at KCC on healthandsafety@kent.gov.uk or call the advice line Monday-Friday 
10.00-16.00 03000 418456 

Email: 
healthandsafety@kent.gov.
uk 
 
Tel: 03000 418456 

Health & safety 
Policy 

School’s current H&S Policy will be adapted to reflect the changes required to meet the expectations 
related to dealing with Covid-19 and the return of all pupils to school in September 2020 

Heidi Downey 

mailto:healthandsafety@kent.gov.uk
mailto:healthandsafety@kent.gov.uk
mailto:healthandsafety@kent.gov.uk


 
 

 

 

Activity 

 

 
Consideration 

 
Action 

Pupil Arrival 
Consider introducing staggered collection and drop-off of pupils, for both vehicle and pedestrian traffic.  
You should provide parents/ carers with several days’ notice of any changes you intend to make. 
 
Schools will need to nominate staff to manage the arrival of pupils.  Considerations that should be put in 
place include: 
 

• Contacting parents to fix arrival times to prevent queuing outside the school, or inside the school 
gates.   You should consider the work situation of the parents.  Most schools will already know 
which parents have an essential job, so the timing needs of these parents should be prioritised. 

 
 

• If a queue is unavoidable, ensure that clear signage explains how parents should queue.  This 
should include reminder notices, markers placed on the ground or fixed to fences or barriers.  
These signs should be checked every morning to ensure that they are still in place. 

 

• Reminding parents by school email or messaging to not congregate or wait outside the gates, as 
they may block the entry of others trying to maintain their social distance. 

 

 
 

DfE Travel to School 
Advice 
 
 
 
Parents advised of timings of 
staggered entry and reminded 
25/8/2020 

 
Before and after school care 
available (Energy Kidz) 

 
Sign company employed to 
advise school on signs. 
Updated signage being 
ordered and installed before 
Sept opening. 

 

Entry into 
School 

Usual entry methods may need to be changed to maintain social distancing.  The idea should be to 
avoid heavy use of corridors, stairs and other circulation routes, where possible.  Depending on the 
layout and building configuration of your school you should consider: 
 

• Try to use external entry to classrooms, such as fire exits, wherever possible.  

• Introduce a one-way system for corridors and stairs, when they are too narrow to allow people to 

pass.  

• Where external paths and roads are wide enough, cone off the centre to create two-way walking 
to avoid pupils walking into each other.  TFM Contractors may be able to assist with signage and 
cordoning off areas  

 
Much thought has been given 
to the entry to the school.  
One way system in place, all 
classrooms accessed from 
playground.  
Pavement and approach 
signage. 
A frame signage to direct 
people into school 
 

Movement 
around the 
School 

The overriding principle is to reduce pupil movement around the school as much as possible and the 
best way to achieve this is to keep pupils in the same room, unless it is necessary to leave the room.  
Although considered to be low risk, the principle is to avoid passing another group, or staff on a 
circulation route.  Schools should consider: 

All children will operate in 
class ‘pods’ within year group 
bubbles. They will only move 
to designated toilets and 
designated areas of the 

https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers
https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers


 
 

 

 

• If internal and external access routes are too narrow, it may be necessary to nominate staff to 
escort pupils around the school.  Staff intending to move pupils, should wait inside their teaching 
rooms until the way appears clear, and be prepared to stop and wait while another group passes 

by.  

 

• Where practical, schools should implement timing changes to reduce the chances of groups 

meeting each other when moving around the school.  

 

• Keep the school site well ventilated.  

 

• Prop doors open, where safe to do so (bearing in mind fire safety and safeguarding).  This is to 
limit any risk of cross-contamination from using door handles and aid ventilation. Ensure the 

doors are closed when unoccupied to comply with fire safety measures.  

 

playground in individual 
classes or year group bubbles. 
 
Signed one way system will be 
in place to guide those who 
must move around the school. 
 
Break times will be staggered 
and children will remain in 
year group bubbles. 
 
Lunch eaten in class rooms or 
in designated outdoor spaces 
(weather permitting) 
 
School will employ a regime of 
opening windows and doors 
daily for ventilation and all 
corridor doors will be open.  
 
Fire restrictions taken into 
consideration. 



 
 

 

Staff and 
Administration 

Staff rooms will need to be reconfigured to ensure social distancing is maintained.  Either stack, remove 
or tape off chairs to increase the space between staff members to a minimum of 1m.  This will obviously 
not be possible for all schools although with smaller class numbers and a reduced cohort, the number of 
staff will reduce accordingly. 
 
Equipment that is used by several staff communally, such as kettles, photocopiers, walkie-talkies, etc, 
must be wiped down with alcohol wipes before and after each use.  Schools will need to arrange for 
wipes to be placed near to where communal items are stored.  You should check that alcohol wipes can 

be used on each item, and if not, you should withdraw it from use.  

 
Schools must ensure that adequate provision is made for staff to wash their hands.  If this is not 

possible, hand gel must be provided.  

 
Many schools have narrow circulation and small administration rooms.  If there is no way to introduce 
the distancing measures, you may need to consider screening between teachers, pupils, school staff 
and visitors.  Contact KCC Health and Safety for advice. TFM Contractors may be able to assist with 
provision and installation of screens and other protective installations. 
 

Staff room chairs limited and 
distanced, second welfare (tea 
& coffee) station installed. 
Wipes available for cleaning 
equipment, hand washing 
area is present within staff 
room. 
  
Staff will be reminded to wash 
their hands before entering 
into communal areas and 
when returning to class pods. 
 
Cleaning equipment will be 
readily available all over 
school. 
Handwashing facilities 
available in all classrooms and 

toilets. 
 
The option of home working 
for finance staff remains -
social distancing in offices and 
communal spaces will be 
enforced by strict numbers of 
persons allowed within 
specific areas. This will be 
clearly communicated to staff. 
See appendix 8 of the Health 
and Safety Policy. 
 
PPA can be taken at home 
from 1.30 to enable social 
distancing 

Protection of 
Key personnel  

Risk of key personnel all being absent from school at the same time due to absence from school due to 
isolation as a result of Covid19 pandemic 

Headteacher, deputy 
Headteacher are all now in 
separate offices, key front 
office staff who also can’t 
easily work from home. 

Teaching 
Room 
Configuration 

The government has determined that to maintain social distancing in a teaching room, the number of 
children in that room should now be its normal class size. 
 
 

All classes will return to their 
normal class size (30-32). 
 
Children will be taught in table 
groups to ensure the best 



 
 

 

Unneeded teaching furniture, e.g. desks and chairs, should be removed from the teaching area so that 
no space is lost.  It would be appropriate to store them in the school hall as the hall will be less used 

than usual.  Remember to not block any fire exits.  

 

learning outcomes for them 
and to minimize the risk of 
exposure to Covid 19 to 
school staff and children. 
See separate document 
Rationale for reverting to 
teaching in groups (Winword 
Covid Opening 2020)  
 
Teachers and teaching 
assistants can have a taped 
off ‘safe-zone’ so that when 
they are sitting down they will 
not be approached. Children 
will be taught to respect this if 
required. 

 
The 2 EYFS classes will 
operate according to central 
Government advice (eg carpet 
learning will be re-introduced. 
This will also be the case for 
Year 1 & 2 

 
All classrooms will be used. 
 



 
 

 

External Play 
and Sports 

Sports and external play are essential for children and young people.   As the weather improves, this 
becomes a significant part of the day for pupils and staff.  You should implement or consider: 
 
 
 

• Segregating external hard and soft play areas with tape or cones to keep groups of children 
apart.  

• Stagger break times where practical. 

• If external space is limited, schools will need to re-time breaks and meals times to ensure that 
play space is not too crowded to be unmanageable. 

• It is accepted that children in class pods will congregate during break times. Sufficient staff 
members should be nominated to remind children that they should not be in too close contact 
with each other. 

• As a general principle, external outdoor equipment should not be used unless the school is 
confident that it can be appropriately cleaned between groups of children using it.  Avoid letting 
large groups use it. 

• If in use, external play equipment, including sports, playground games markings, needs to be 
monitored.  Places where children congregate, outdoor story telling areas, planted areas, 
dedicated gardens will need staff to oversee the use.  If not possible, these should be taped off 
and not used. 

 

Outdoor sport will be 
prioritized. Cleaning and 
hygiene of indoor spaces used 
(halls) and sports equipment 
will be a priority. 

 
 
 
 

 
Break times in Year group 

bubbles 
 
Adventure playgrounds will 
return to being used in order 
to allow for all pods to have 
segregated breaks. All outside 
play equipment to be divided 
between pods, especially for 
year R. Playground and field 
to be zoned for segregation of 
play and PE lessons. 

 

Catering 
Please see the Guidance on managing catering while maintaining social distancing. 
 
Following deliberation and the difficulties in maintaining class pods it has been decided that packed 
lunches will be provided for all children who require them to eat within their ow class rooms. This 
ensures the class bubbles are not compromised. Review at the end of Term 1. 

Contract dining will provide 
packed lunches for all those 
who request it. The school 
does not feel that it is in the 
best interest of the children to 
mix in the hall in order to have 
a hot lunch. Time constraints 
make social distancing 
difficult. Packed lunches will 
be collected and eaten in 
classrooms until further notice. 

Toileting and 
Hand Washing 

Staff need to build in toileting time, bearing in mind the need to maintain social distancing, overcrowding, 
particularly where visiting the toilets requires the child to enter into a circulation space.  Staff may need 

to consider taking small groups at one time.  

 
Where sinks have been installed in teaching rooms, children should be encouraged to wash their hands, 

on arrival and just before they leave the room.  

 

Staff will be reminded that all 
children and staff returning to 
a classroom should wash their 
hands again once re-entering 
a pod. Some staff may choose 
to wear gloves but they must 
remove gloves when re-
entering pod and put clean 



 
 

 

If there are no sinks immediately available, either consider moving small groups to the washing facilities, 
or if this is not practical, ensure that sufficient hand cleaning gel is available.  TFM Contractors may be 
able to assist with provision of hand gel if hand wash facilities are not available. 
 

gloves on when leaving pod to 
avoid cross contamination. 
Each class will have a supply 
of hand gel as well as hand 
washing facilities. 
 

Picking up 
from School 

Now that the whole school population will return, as with arrival at the school, every effort must be made 
to avoid close queuing.  Staggering pick up times should help manage this. 
 
Clear signage, or marker points painted on to the ground may be needed to keep queuing parents apart. 
 

Pick up times will be 
staggered. Controlled 
entrance to site by SLT and 
signage to remind people of 
social distancing rules (1.5m 
minimum). Year 6 parents will 
be asked to accompany 
children to and from school to 
encourage social distancing 
just like all other pupils. 

 



 
 

 

Risk 
Assessment 

Reviews 

Schools will be opening under a new regime (all children returning in September) and although new 
regulations and operational controls are familiar we will now be delivering this to more than double the 
amount of children. This will cause additional operational difficulties.  Existing risk assessments for all 
areas of school life will need to be reviewed, and probably re-written.  
 
Example risk assessments can be found on Kelsi at the link.  These should be adapted to fit individual 
school circumstances. 
 
 

Kelsi Risk Assessment 
Examples 
 
HSE Risk Assessment in 
Schools 
 
https://www.hse.gov.uk/risk/
classroom-checklist.htm 
 
Headteacher to review lining 
up in the event of the fire bell 
ringing – update procedures 
and share with staff 

Dynamic Risk 
Assessments 

The environment schools will be working under will require risk assessments to be updated as 
circumstances change.  Schools are therefore reminded that the assessment of risk must be 
continuous. 
 
You should ensure that your Risk Register is checked every time there is an incident that requires an 
update to a Risk Assessment. 

HSE Risk Assessment in 
Schools Example 
 
Risk Register 
 

 

Existing 
Emergency 
and 
Evacuation 
Planning 

Schools should review current emergency fire evacuation plans, considering elements such as reduced 
staffing, traffic in corridors, keeping 2 metres apart at the muster points.  However, in an emergency 
such as an accident or fire, people do not have to stay 2 metres apart if it would be unsafe to do so.  
Once reviewed, ensure that any changes are communicated to all staff, and if necessary, rehearsed. 
 

Evacuation in case of an 
emergency will remain as it is 
The risk to life will override 
Covid distancing 
requirements. Children have 
practiced in the past (and will 
do so again during 
September) and are aware of 
procedures. Headteacher will 
review lining up procedures 
and will instigate fire drill 
shortly after returning to 
school. 

First Aid 
Review your First Aid requirements, considering provision of first aiders, further information of managing 
first aid during this pandemic can be found at St John Ambulance - COVID-19 advice for First Aiders 

This is not changed as all staff 
are returning to work. We 
have a high ratio of staff to 
pupils.  

https://www.kelsi.org.uk/policies-and-guidance/health-and-safety-guidance/risk-assessment
https://www.kelsi.org.uk/policies-and-guidance/health-and-safety-guidance/risk-assessment
https://www.hse.gov.uk/risk/classroom-checklist.htm
https://www.hse.gov.uk/risk/classroom-checklist.htm
https://www.hse.gov.uk/risk/classroom-checklist.htm
https://www.hse.gov.uk/risk/classroom-checklist.htm
https://www.hse.gov.uk/services/education/example-risk-assessments.htm
https://www.hse.gov.uk/services/education/example-risk-assessments.htm
https://www.kelsi.org.uk/__data/assets/word_doc/0005/27923/Risk-register-for-schools-and-nurseries.docx


 
 

 

Daily cleaning 
during the 
Pandemic 

Normal daily cleaning will in most cases, ensure a safe environment for children to learn, and staff to 
work.   
 
However, because some people with COVID-19 either do not show symptoms (asymptomatic) or 
experience only mild symptoms, a more robust cleaning regime is required.  It is important to emphasise 
that the illness is the same virus for asymptomatic people as those who require hospital treatment.   
 
Correct use of household disinfectant will kill off the virus on most surfaces.  Cleaning staff should wear 
washing-up style gloves and aprons.  Particular attention should be paid on touch areas such as 
bannisters, door handles, grab rails, taps and toilet handles. 
 
 

PHE School Cleaning Advice 
 
Anti-viral cleaning products 
have been procured. Bleach is 
on site should it be required. 
 
Normal high standard of school 
cleaning will continue. Staff will 
be asked to clean desks and 
frequently touched areas 
regularly during the school day. 
(Minimum of twice per day). 
Caretaker to clean all frequently 
touched areas around the 
school just before lunch. All 
corridor doors will be open, 
using maglocks where 
necessary. 
Tables and chairs within classes 
will be cleaned if children move 
seats/ table groups. 

Cleaning 
following a 
suspected 
case of 
Coronavirus 

Cleaning an area with normal household disinfectant after a suspected case of COVID-19, will reduce 
the risk of passing the infection on to other people. 
 
Cleaners should wear disposable or washing-up gloves and aprons for cleaning. Once cleaning is 
finished, these should be double-bagged, then stored securely for 72 hours then thrown away in the 
regular rubbish.  Cleaning staff should wash their hands before starting cleaning and after they have 
disposed of their used clothing. 
 
Cleaning should be administered using a disposable cloth.  Hard surfaces should be cleaned first with 
warm soapy water.  Surfaces should then be cleaned with normal disinfectant products you normally 
use.  Pay particular attention to frequently touched areas and surfaces, such as bathrooms, grab-rails in 
corridors and stairwells and door handles. 
 
If an area is believed to be at risk of more heavy contamination from a person with COVID-19 (such as 
an isolation room, the teaching room where the child was learning, circulations spaces, etc), cleaners 
should use a higher level of cleaning PPE, to include a face mask, disposable apron and gloves and eye 
protection, such as goggles or a visor. 
 
Once cleaning is finished, the PPE should be double-bagged, then stored securely for 72 hours then 
thrown away in the regular rubbish.  Cleaning staff should wash their hands after they have disposed of 
their used PPE. 

 
Disposable cloths on site 
 
PPE on site (training already 
provided) 
 
 
Correct level of cleaning 
products and ready supply of all 
soap and cleaning products are 
on site 
 
Advice from NHS trust taken 
and regular work goggles have 
been recommended and not 
visors.  
 
Facemasks are on site 
 

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


 
 

 

Additional 
cleaning, 
including deep 
cleans 

It is unlikely that this is necessary, unless specifically requested by Public Health England. 
 
If a deep clean is requested, please contact client.services@kent.gov.uk  This service will be bespoke, 
depending on the size and type of school.  It will be at an additional cost to the school. 
 

 

Cleaning of 
toys, books 
and equipment 

Small items, soft toys and machinery may be difficult to clean.  By far the best way to manage this is to 
avoid using them. 
 
If this is not possible, their use should be restricted to one group of children, preferably one individual 
child.  Children should be discouraged from exchanging or taking classroom aids from each other and it 
is expected that this will be easier due to smaller class sizes. 
 
If none of the above is practical: 
 

• small metal and plastic items, such as building blocks, dolls, animal models, toys cars, etc can 
be cleaned by immersing in a tub or bucket of weak disinfectant solution for half an hour.  These 
should then be rinsed in clean water and left to drain overnight. 

• Soft toys are difficult to clean, but research appears to show that the virus will not live longer than 
24 hours on a material surface.  Their use should be timed to allow at least 24 hours to pass 
before being used again. 

• Items made of wood present a greater challenge because, being porous, the virus appears to be 
capable of surviving on wood for more than 24 hours.   Less so, if painted.  The best option is not 
to use, but if necessary wooden items should be cleaned with disinfectant and left to dry 
overnight. 

• The use of machines and machinery should be restricted to teaching staff if difficult to clean. 
 

 
Key resources will be provided 
to KS1 children in plastic wallets 
to avoid cross contamination. 
Investment made in individual 
pencils, colouring pencils, 
whiteboard pens and small 
resources as needed. These 
are not to be shared between 
children. 
 
KS2 children will bring their own 
pencil cases – these will not be 
shared with others. 
 
Toys can be divided between 
children and either cleaned 
following use in soapy water, 
disinfected or put away for a 
minimum of 72 hours. 
 
If wooden toys are used, they 
must be cleaned with 
disinfectant and left to dry 
overnight. 
 
 

Teaching 
Room and 
Surface 
Cleaning  

Clean surfaces that children and young people are touching, such as toys, books, desks, chairs, doors, 
sinks, toilets, light switches, bannisters, more regularly than normal. This can be achieved using regular 
detergent.  

COVID-19: cleaning of non-
healthcare settings 
guidance 
 

 
Tables and chairs to be cleaned 
if children changed seating 
positions 

 

mailto:client.services@kent.gov.uk
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.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings


 
 

 

Safety and PPE 

 

PPE in General 
School Use 

The guidance from HM Government states that based on current evidence, there is very little scientific 
evidence of widespread benefit from PPE. Instead, practising good hand hygiene and social distancing 
is key to minimising the risk of infection. 
 

HM Govt PPE Guidance  
 

Wearing of 
masks 

On 11 May 2020, after careful consideration of the latest scientific evidence from the Scientific Advisory 
Group for Emergencies (SAGE), the government confirmed face coverings may help reduce the risk of 
transmission in some circumstances. 
 
The Guidance issued by the Government on 11th May, suggested that people who use public transport 
or visit shops should consider covering their mouth and nose, although the Chief Medical Officer stated 
that “Face coverings are not a replacement for social distancing and regular handwashing, which remain 
the most important actions.” 
 
Face coverings may help to protect others and reduce the spread of the disease.  This is particularly 
true for those people who have COVID-19 but are not showing symptoms.  Anyone with COVID-19 
symptoms, as well as members of their household, should continue to follow the advice to self-isolate. 
 
The Government advice states that they do not need to be worn outdoors, in schools or by those who 
would find them difficult to wear such as young children.  This is understood as saying that wearing a 
mask in normal school situations is not necessary. 
  

PHE does not currently 
recommend the wearing of 
masks / face coverings in 
schools – this will be reviewed 
in light of Government 
advice/guidance 
 
Masks/face coverings are seen 
as having a negative effect on 
teaching and pupil well-being 
but the school has a supply of 
visors should Government 
advice change 
 
Also not deemed necessary as 
children and staff are kept in 
consistent groups. 
Refer to govt guidance 
documents 
 
Further to government guidance 
of 28 August, the school now 
will adopt the use of masks in 
offices and communal spaces, 
when social distancing of 2m 
cannot be maintained. All 
visitors to the school site, which 
are not part of the immediate 
school community, will have to 
wear a mask whilst in the 
building. All school staff have 
been issued with a mask and a 
plastic wallet in which to keep it. 
They have also been issued 
with mask use guidance, 
Appendix 7. 

https://www.gov.uk/government/collections/coronavirus-covid-19-personal-protective-equipment-ppe


 
 

 

Where PPE 
should be 
used 

There are some circumstances where use of PPE, including a face mask, may be recommended: 
 

• Moving, isolating or supporting a child with symptoms of COVID-19. 

• Cleaning an area where a child with COVID-19 symptoms has visited. 

• Working with children whose care routinely already involves the use of PPE due to their personal 
care needs. 

 

Contact client.services@kent.gov.uk for advice 

Use of PPE equipment 
 
We will ensure that PPE 
purchased will adhere to 
government standards 
 
PPE on site for use in 
suggested circumstances only. 
School decision is to follow 
Government advice not to have 
general use of PPE. 
 

 

How to use 
PPE 

Correctly used, PPE will provide a level of protection to the wearer from the COVID-19.  This use 
includes the discipline whilst wearing it.  Most teachers and school staff will have no experience in using 
PPE and formal training is advised. 
 
There are guides to using PPE here: https://www.gov.uk/government/publications/COVID-19-personal-
protective-equipment-use-for-non-aerosol-generating-procedures 
 
Headteachers should consider the specific conditions of task, and comply with all applicable legislation, 
including the Health and Safety at Work etc. Act 1974.  It may be that for certain tasks, it is unwise for 
any member of the school staff to be required to wear PPE and that external support should be sought 
from client.services@kent.gov.uk. 
 

Training has been obtained by a 
member of the local NHS trust 
who currently trains front line 
NHS staff. This has been given 
to small number of willing 
school staff (HT, DHT & BM) 

If a person 
becomes 
unwell, 
especially with 
COVID-19 
symptoms 

If a child, young person or member of staff becomes unwell with symptoms of COVID-19 while in their 
school or setting: 
 

• Phone Public Health England and explain the circumstances.  PHE may suggest full and 
immediate closure for deep cleaning, or say that you can continue teaching. 

 
Below are the contact details for the Kent health protection team: 
 
In hours: 0344 225 3861 (option 0 then option 1) 
Out of hours: 0844 967 0085 
Email: KPU-Kent@phe.gov.uk 
 

• The person must be supported until they can be collected and taken home.  They should not be 
left unattended.  

• A room must be set aside for use as an isolation room.  Ideally, the room should be equipped 
with a sink, towel and hand soap.  There should either a bed or a chair.  

This information will be visible in 
school and shared with school 
staff. 
 
Non-contact thermometers on 
site.  
 
Large disabled toilet in the foyer 
is allocated as designated 
space. 

mailto:client.services@kent.gov.uk
https://www.gov.uk/government/publications/covid-19-personal-protective-equipment-use-for-non-aerosol-generating-procedures
https://www.gov.uk/government/publications/covid-19-personal-protective-equipment-use-for-non-aerosol-generating-procedures
https://www.gov.uk/government/publications/covid-19-personal-protective-equipment-use-for-non-aerosol-generating-procedures
mailto:client.services@kent.gov.uk


 
 

 

• A chair for a member of staff needs to be 2 metres away, to maintain social distancing as the 
person cannot be left alone.  

• A face mask should be worn by the supervising staff member if a distance of 2 metres cannot be 
maintained. If contact with the person is necessary, then gloves, an apron and a face mask 
should be worn by the supervising staff member. 

• A toilet needs to be allocated nearby, for the sole use of the unwell person and must not be used 
by anyone else until it has been thoroughly cleaned. 

• If a risk assessment determines that there is a risk of splashing to the eyes, for example from 
coughing, spitting, or vomiting, then eye protection should also be worn. 

• The areas that they have come from, e.g. classroom, kitchens, dining hall, toilets, circulation 
routes, need to be closed off.  If this is not possible, then a thorough cleaning needs to be done 
on each area before it can be used by pupils or staff. 

• Other members of staff should ensure that no other personnel are on the route of the person as 
they exit the building. 

 
After the sufferer has been collected: 

• If the school is closed, initiate a cleansing, with your usual contractor as directed by Public 
Health England.   If your contractor is unable to do a full clean, contact 
client.services@kent.gov.uk for support. 

• If the school remains open, the PHE may advise to close off all places where the child has been.  
In practice, this may necessitate closing the school anyway. 

• During cleaning, cleaners must be reminded to pay special attention to where the person has sat 
or was lain down.  PPE must be worn.  Bedding, soft furnishings and towels need to be carefully 
taken away and if possible washed on a 60 degs wash, with detergent. 

• Any bathrooms, toilets and sinks, must be thoroughly cleaned.  This includes taps, handles, toilet 
seats, dryers and soap dispensers 

• The school will need to inform parents and colleagues but stress the thoroughness of the 
cleaning that is taking place. 

 

mailto:client.services@kent.gov.uk


 
 

 

School 
procedure 
should a child 
or member of 
staff become 
ill 

What happens if there is a confirmed case of coronavirus (COVID-19) in a setting? 
When a child, young person or staff member develops symptoms compatible with coronavirus (COVID-
19), they should be sent home and advised to self-isolate for 7 days and arrange to have a test to see if 
they have COVID-19. They can do this by visiting NHS.UK to arrange or contact NHS 119 via telephone 
if they do not have internet access. Their fellow household members should self-isolate for 14 days. All 
staff and students who are attending an education or childcare setting will have access to a test if they 
display symptoms of coronavirus (COVID-19), and are encouraged to get tested in this scenario. 
Where the child, young person or staff member tests negative, they can return to their setting 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 within their 
childcare or education setting should be sent home 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 schools and other settings 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 settings are observing guidance on 
infection prevention and control, which will reduce risk of transmission, closure of the whole setting will 
not generally be necessary. 

 

Reporting 
Incidents 

Please continue to report accident/incidents using your usual process. Community and Voluntary 
Controlled schools report via the online accident/incident form on KELSI  
https://www.kelsi.org.uk/policies-and-guidance/health-and-safety-guidance. 
 
Note there has been an update to the RIDDOR guidance in the event of contracting COVID-19 in the 
workplace HSE - RIDDOR reporting COVID-19. 
 
 

RIDDOR has been updated so 
that if there is reasonable 
evidence that someone 
diagnosed with COVID-19 was 
likely exposed because of their 
work, in this case the school 
then you must report this as an 
exposure to a biological agent 
using the case of disease 
report. The emphasis is on 
reasonable evidence here so in 
my professional opinion if 
someone is diagnosed then you 
would investigate it first to get 
an understanding of whether it 
was from the school or 
elsewhere 

https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/ask-for-a-test-to-check-if-you-have-coronavirus/
https://www.kelsi.org.uk/policies-and-guidance/health-and-safety-guidance
https://www.hse.gov.uk/news/riddor-reporting-coronavirus.htm


 
 

 

 
Section 2 - Human Resource Issues  

With the Government’s announcement on its proposed measure to ease lockdown and get people back into the workplace it is going to be important for 
schools as employers to consider their approach to safeguarding the health of staff, minimising the risk of infection and ensuring a smooth transition back to 
work. It will be essential that schools continue to base any plans for returning to the workplace on up to date government and Public Health England 
guidelines in relation to COVID-19.  



 
 

 

Staffing and Attendance at Work 

 

 

Who should return 
to work 

All staff are expected to return to fully meet their contracted hours and terms and conditions of 
employment in September 

 

Business Critical 
roles 

Schools need to identify those roles within the school they consider business critical and how 
they will react if those individuals are ill or unable to attend work.  A school’s business critical 
roles may vary but could include for example the availability of a DSL and leadership capacity in 
the school.   
 
The DSL or a Deputy DSL must be available during school hours for staff to discuss any 
safeguarding concerns. If it isn’t possible to have a DSL/Deputy DSL on the school premises at 
all times, then they need to be available for contact by telephone/email. 
 
Whilst there is no legal requirement for the Headteacher or Deputy Headteacher to be physically 
on the school premises, it is essential that identified leadership is available and contactable by 
staff during the school day.  If there are issues in providing leadership cover consistently in the 
school, then operating a leadership rota will assist. 
 
It is important to remember that only a Deputy Headteacher can cover in the absence of a 
Headteacher and an Assistant Headteacher cannot be required to do so.  
 

Continue to monitor 
health of the staff 
and pupil absence  - 
absence could be 
an early indicator of 
localised infection  
 
There are 5 DSL’s 
on site 
 
Strong SLT who will 
be able to deputise 
should the head and 
the deputy head be 
unable to attend 
school 
HT, DHT and BM all 
working in separate 
ofices. 

Home working 
In exceptional circumstances it may be that some staff may have to work from home due to 
shielding or forced isolation relating to medical conditions or close proximity to suspected or 
confirmed covid-19 cases. 

HLTS’s would be 
used in the first 
instance to cover 
classes. 
 
Staff who report 
illness will be asked 
to seek as Covid-19 
test  (negative 
would allow a return 
to work) 

Pay 
Internal Payroll staff or the schools Payroll provider will need to be advised if staff return from 
furlough or other leave that has impacted on pay to ensure it is adjusted as necessary when they 
return. 
 

SPS/Payroll 



 
 

 

Where part time staff increase their working hours or in the case of Term Time Only (TTO) staff 
undertaking work beyond their contracted days, they should be paid according to their terms and 
conditions of employment. 
 
School teachers Pay and Conditions Document 2019 (STPCD) 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/fil
e/832634/School_teachers_pay_and_conditions_2019.pdf 
 
Kent Scheme Terms and Conditions (Blue Book) 
https://www.kelsi.org.uk/__data/assets/pdf_file/0019/12574/Kent-Scheme.pdf 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/832634/School_teachers_pay_and_conditions_2019.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/832634/School_teachers_pay_and_conditions_2019.pdf
https://www.kelsi.org.uk/__data/assets/pdf_file/0019/12574/Kent-Scheme.pdf


 
 

 

Staff shortages  
It is likely that schools could suffer from staff shortages due to illness, self-isolation, shielding or 
caring requirements. The School will need to identify early on the number of staff who fall into 
any of these categories and ensure this information is updated on a regular basis. The school 
may wish to develop and maintain a pool of staff that are able and willing to come into work at 
short notice or outside of any shift pattern/rota to ensure adequate staffing resources across the 
school.  Kent County Council have requested that Kent-Teach support schools with this and they 
have put arrangements in place to source temporary staff at a competitive rate for schools. 
 
Schools will need to consider whether they can maintain a safe working environment when 
seeking to increase the occupation of the school as lockdown measures are eased.   
 
 
Implementing protective measures in education and childcare settings: 
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-
measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-
measures-in-education-and-childcare-settings 
 
Government COVID-19 guidance and support: 
https://www.gov.uk/COVID-19 
 

SPS 
 
St John’s is utilising 
all its staff to open 
the school on day 1 
of September Term 
1. 
There is no 
opportunity for 
pooling staff.  
 
Planned action for 
teacher absence will 
be to ask HLTA’s to 
step up and pay 
them unqualified 
teacher rates. 

Risk Assessments 
Schools should consider undertaking risk assessments in relation to infection control/social 
distancing/maintaining a safe working environment within the workplace for all HR related issues 
including: 

• When staff return to work 

• Pregnant workers 

• Staff with shielding family members 
 
Health and Safety Executive (England) Controlling risk in the workplace: 
https://www.hse.gov.uk/risk/controlling-risks.htm 
 

SPS/KCC Health 
and Safety 
 
Two potentially 
vulnerable members 
of staff identified 
and spoken to by 
HD. No additional 
risk assessment 
needed as actions 
apply to all staff. 
 

Performance 
Management 
 

The guidance from the government on performance management clearly states that maintained 

Schools (Community, Voluntary Controlled, Foundation and Voluntary Aided) are expected to 

use their discretion and take a pragmatic approach to decide how they will undertake 

Performance Management of teaching and support staff during any lockdown transition period 

whilst continuing to adhere to the School Teachers Pay and Conditions Document (STPCD), the 

Education (School Teachers’ Appraisal) (England) Regulations 2012 and for support staff the 

Kent Scheme Terms and Conditions of Service (Blue Book) and their own Pay Policy.  

Schools should adapt performance management and appraisal arrangements to take account of 

All staff will have the 
end of year 
appraisal cycle 
reviewed during 
term1.  It is advised 
and noted that the 
majority of targets 
set will not have 
been achieved, 
through no fault of 

https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/coronavirus
https://www.hse.gov.uk/risk/controlling-risks.htm


 
 

 

the current circumstances, for example, by basing performance on the period schools were 

open, adjusting, if necessary, for expected trajectory had there been no closure. 

School teachers Pay and Conditions Document 2019 (STPCD): 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/fil

e/832634/School_teachers_pay_and_conditions_2019.pdf  

Kent Scheme Terms and Conditions (Blue Book): 

https://www.kelsi.org.uk/__data/assets/pdf_file/0019/12574/Kent-Scheme.pdf  

 

The Education (School Teachers’ Appraisal) (England) Regulations 2012: 

http://www.legislation.gov.uk/uksi/2012/115/contents/made  

DfE Guidance for Schools during the Coronavirus outbreak: 

https://www.gov.uk/government/publications/covid-19-school-closures/guidance-for-schools-

about-temporarily-closing  

Schools should seek advice from their HR Provider on issues related to the impact of COVID-19 

and Performance Management. 

SPS/Cantium Business Solutions: 

https://cantium.solutions/service/hr-for-education/  

https://the-sps.co.uk/  

03000 411112 

the employee due to 
the Covid-19 
epidemic.  
Discussion around 
their participation in 
the school’s 
operation during this 
time should be part 
of the review 
process. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/832634/School_teachers_pay_and_conditions_2019.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/832634/School_teachers_pay_and_conditions_2019.pdf
https://www.kelsi.org.uk/__data/assets/pdf_file/0019/12574/Kent-Scheme.pdf
http://www.legislation.gov.uk/uksi/2012/115/contents/made
https://www.gov.uk/government/publications/covid-19-school-closures/guidance-for-schools-about-temporarily-closing
https://www.gov.uk/government/publications/covid-19-school-closures/guidance-for-schools-about-temporarily-closing
https://cantium.solutions/service/hr-for-education/
https://the-sps.co.uk/


 
 

 

 

Health and absence 

Clinically 
Vulnerable (inc 
pregnancy) 

Those staff who are classed as clinically vulnerable (but not clinically extremely vulnerable) are 
at a higher risk of severe illness from COVID-19 but are not required to shield.   
 
 

St John’s will 
continue to monitor 
shielding advice 
from the 
Government 

Staff with family 
member shielding 
(Clinically 
extremely 
vulnerable) 

There is no requirement for the rest of the family to adopt shielding measures for themselves. 
They should follow stringent social distancing measures and where those stringent social 
distancing measures cannot be adhered to, they should be supported in working from home. 
 
Where a staff member refuses to come into work due to shielding family members you should 
seek advice and support from your HR Provider on how to manage this situation. 
 
Who is clinically extremely vulnerable: 
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-
vulnerable-persons-from-COVID-19/guidance-on-shielding-and-protecting-extremely-vulnerable-
persons-from-COVID-19 
 
DfE Guidance – Implementing protective measures in education and childcare settings: 
https://www.gov.uk/government/publications/COVID-19-COVID-19-implementing-protective-
measures-in-education-and-childcare-settings/COVID-19-COVID-19-implementing-protective-
measures-in-education-and-childcare-settings 
 
Staying alert and safe (social distancing) guidance: 
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-
alert-and-safe-social-distancing 
 
Guidance on shielding and protecting people who are clinically extremely vulnerable from 
COVID-19: 
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-
vulnerable-persons-from-COVID-19/guidance-on-shielding-and-protecting-extremely-vulnerable-
persons-from-COVID-19 
 
COVID-19 (COVID-19) guidance: 
https://www.gov.uk/COVID-19 
 

SPS/OH 
 
 

https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/coronavirus


 
 

 

Staff with family 
members who are 
clinically 
vulnerable (inc 
pregnancy) 

 

A member of staff living with someone who is clinically vulnerable can attend work and should 
observe normal social distancing rules. 
 
Where a staff member refuses to come into work due to shielding family members you should 
seek advice and support from your HR Provider on how to manage this situation. 
 
Staying alert and safe (social distancing) guidance, including list of who is clinically vulnerable: 
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-
alert-and-safe-social-distancing 
 
DfE Guidance – Implementing protective measures in education and childcare settings: 
https://www.gov.uk/government/publications/COVID-19-COVID-19-implementing-protective-
measures-in-education-and-childcare-settings/COVID-19-COVID-19-implementing-protective-
measures-in-education-and-childcare-settings 
 
COVID-19 (COVID-19) guidance: 
https://www.gov.uk/COVID-19 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Staff refusing to 
return to work 

Some staff members may be experiencing high anxiety or fear over a number of issues including 
the possibility of infection and therefore refuse to return to work. In these circumstances, the 
school should discuss these anxieties/fears with the member of staff and seek to reassure them 
of the measures that have been put in place to protect all members of the school community.  
 
Where a staff member refuses to come into work you should seek advice and support from your 
HR Provider on the individual circumstances of each case and how to manage the situation.  
You should also consider offering support to the employee via the Employee Assistance 
Programme. 
 
SPS/Cantium Business Solutions: 
https://cantium.solutions/service/hr-for-education/ 
https://the-sps.co.uk/ 
03000 411112 
 
Staff Care Services (OH) and Employee Assistance Programme (Counselling): 
https://cantium.solutions/brand/staff-care-services/ 
03000 411411 
 

SPS/Employee 
Assistance 
Programme/OH 
 
 
Noted – none at 
present 

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/coronavirus
https://cantium.solutions/service/hr-for-education/
https://the-sps.co.uk/
https://cantium.solutions/brand/staff-care-services/


 
 

 

Staff who develop 
COVID-19 
symptoms 

If a member of staff develops symptoms of COVID-19 either at home or in the workplace they 
will be required to self-isolate for 7 days.  Often staff do not want to tell their employer they are 
unwell or try and work through it. Therefore, to minimise the risk of spreading COVID-19 in the 
workplace remind staff of the need to advise the school if they start to feel unwell in the 
workplace. The school and its employees should follow the guidelines from Public Health 
England with regards to self-isolation. This will include those members of staff who sign up and 
use the track and trace app, which may be introduced following the trial in the Isle of Wight and 
are told they had been in contact with someone who has symptoms. 
 
NHS Guidance: 
https://www.nhs.uk/conditions/COVID-19-COVID-19/ 
 
Government Guidance: 
https://www.gov.uk/COVID-19 
 
Public Health England: 
https://www.gov.uk/government/organisations/public-health-england 
 

OH/Public Health 
Guidance 
 
Noted and 
understood. This will 
be shared with all 
staff 

Staff who live with 
someone with 
COVID-19 
symptoms 

If a member of staff lives with someone who develops symptoms of COVID-19 they will be 
required to self-isolate for 14 days.  To minimise the risk of spreading COVID-19 in the 
workplace remind staff of the need to advise the school if any member of their family starts to 
feel unwell with COVID-19 symptoms.  The school and its employees should follow the 
guidelines from Public Health England with regards to self-isolation. 
 
NHS Guidance: 
https://www.nhs.uk/conditions/COVID-19-COVID-19/ 
 
Government Guidance: 
https://www.gov.uk/COVID-19 
 
Public Health England: 
https://www.gov.uk/government/organisations/public-health-england 
 
 
 

OH/Public Health 
Guidance 
 
Noted and 
understood. This will 
be shared with all 
staff 

PPE/Minimising 
spread of infection 

Staff may be reluctant to return until they can be assured that they will have adequate PPE, as 
deemed necessary for their role, and adequate facilities to minimise the spread of infection.  
Schools should ensure there are adequate supplies of hand cleaning/sanitising products 
available for staff, wipes for phones and keyboards and reassure staff about what PPE, if any, is 
necessary for their role.  Where PPE is necessary staff should receive training/briefing on its 

KCC Health and 
Safety /OH/Public 
Health 
England/Kent 
Commercial 

https://www.nhs.uk/conditions/coronavirus-covid-19/
https://www.gov.uk/coronavirus
https://www.gov.uk/government/organisations/public-health-england
https://www.nhs.uk/conditions/coronavirus-covid-19/
https://www.gov.uk/coronavirus
https://www.gov.uk/government/organisations/public-health-england


 
 

 

correct usage. 
 
Schools should continue to remind all staff about their responsibility in minimising the spread of 
infection though actions such as social distancing and effective handwashing and follow the 
guidelines from Public Health England. 
 
DfE Guidance – Implementing protective measures in education and childcare settings: 
https://www.gov.uk/government/publications/COVID-19-COVID-19-implementing-protective-
measures-in-education-and-childcare-settings/COVID-19-COVID-19-implementing-protective-
measures-in-education-and-childcare-settings 
 
Public Health England: 
https://www.gov.uk/government/organisations/public-health-england 
 
Government guidance on PPE: 
https://www.gov.uk/government/publications/wuhan-novel-COVID-19-infection-prevention-and-
control/managing-shortages-in-personal-protective-equipment-ppe 
 
Health and Safety at Work Act 1974: 
https://www.hse.gov.uk/legislation/hswa.htm 
 

Services (KCS) 

Coronavirus 
testing 

The government has agreed to test essential workers and members of their household who are 
showing symptoms of coronavirus.  Booking for the test is done via an online system where 
employees will be able to book a test directly for themselves or their household.  Employers can 
also register and refer self-isolating staff. 
 
Email details to obtain a login to the employer referral portal: 
portalservicedesk@dhsc.gov.uk 
 
Employees showing symptoms can either visit a drive through centre or arrange for the test to be 
posted to their home.  The Government issued guidance (link below) on how employees and 
their households can be tested. 
 
Getting tested guidance: 
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested 

Noted and 
understood. This will 
be shared with all 
staff 

 
 
 
 
 

  

https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/organisations/public-health-england
https://www.gov.uk/government/publications/wuhan-novel-coronavirus-infection-prevention-and-control/managing-shortages-in-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/wuhan-novel-coronavirus-infection-prevention-and-control/managing-shortages-in-personal-protective-equipment-ppe
https://www.hse.gov.uk/legislation/hswa.htm
mailto:portalservicedesk@dhsc.gov.uk
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested


 
 

 

Wellbeing 

 

Mental/Physical 
Wellbeing 

Staff members may have been impacted psychologically due to COVID-19. Many will have 
endured social isolation and fear over the health of themselves and family members. People are 
likely to still be on high alert to health risks from infection and these are unlikely to diminish when 
the government relaxes the lockdown rules. It is therefore important to remember that individuals 
may need time to adjust to any new arrangements/rules put in place by the government and 
understand the impact for the personally or for their family. Schools should ensure that everyone 
feels included, through an inclusive school culture, and everyone returns to a positive and 
supportive working environment to help relieve anxiety and fear. The school should consider 
purchasing access to and reminding staff of the ability to access the Employee Assistance 
Programme (Counselling Service). 
 
Staff Care Services (OH) and Employee Assistance Programme (Counselling): 
https://cantium.solutions/brand/staff-care-services/ 
03000 411411 
 
Recognition of the impact change has on staff is important as the transition from a working 
environment to isolation and back again in a relatively short space of time can be challenging. 
The training of Mental Health First Aiders and Mental Health Champions to provide peer support 
will provide a support network for returning staff and help spot potential mental health issues 
earlier. 
 
Physical impacts as a result of COVID-19 should be considered including ongoing problems as a 
result of the virus itself as well as subsidiary effects such as decreased levels of exercise and 
activity for some staff. Physical problems can also have an impact on mental health and should 
be considered together, not as separate issues. 
 
A review of your Wellbeing policy and strategy for staff will help ensure the right support 
mechanisms are in place before staff return to work. Further information and support with this 
can be provided by SPS/Cantium. 
 
Cantium Business Solutions - Workplace and Wellbeing Services: 
https://cantium.solutions/insight/the-value-of-mental-health-training-in-the-workplace/ 
03000 412187 
 
SPS/Cantium Business Solutions: 
https://cantium.solutions/service/hr-for-education/ 

OH/Employee 
Assistance 
Programmes/SPS 
Workplace 
Wellbeing 
Services 

https://cantium.solutions/brand/staff-care-services/
https://cantium.solutions/insight/the-value-of-mental-health-training-in-the-workplace/
https://cantium.solutions/service/hr-for-education/


 
 

 

https://the-sps.co.uk/ 
03000 411112 
 

Bereavement of 
family member 

During the COVID-19 crisis, it is possible that members of a school team may have suffered a 
bereavement which may or may not have been related to the COVID-19. Due to restrictions put 
in place, they may not have had the opportunity to say goodbye and/or attend the funeral.  This 
may have an impact on the staff members wellbeing and consideration should be given to 
enabling staff members to access the Employee Assistance Programme (Counselling Service). 
 
Staff Care Services (OH) and Employee Assistance Programme (Counselling): 
https://cantium.solutions/brand/staff-care-services/ 
03000 411411 
 
From April, where the bereavement is of an employee’s child (under the age of 18) they will also 
be entitled to Statutory Bereavement pay and leave for 2 weeks.  
 
Parental Bereavement leave: 
https://www.gov.uk/parental-bereavement-pay-leave 
 
Further advice can be obtained from your HR Provider. 
 
SPS/Cantium Business Solutions: 
https://cantium.solutions/service/hr-for-education/ 
https://the-sps.co.uk/ 
03000 411112 
 

SPS/Employee 
Assistance 
Programmes 
 
All staff have 
undertaken on-line 
bereavement 
training. 

Death of team 
member/pupil 

There may be situations where there has been a death within the school community, which may 
or may not have been related to COVID-19.  Consideration should be given to the support that 
the school can put in place to enable staff to deal with this situation. 
 
Staff Care Services (OH) and Employee Assistance Programme (Counselling): 
https://cantium.solutions/brand/staff-care-services/ 
03000 411411 
 

AEO/Employee 
Assistance 
Programme 

 
  

 
  

 
 

https://the-sps.co.uk/
https://cantium.solutions/brand/staff-care-services/
https://www.gov.uk/parental-bereavement-pay-leave
https://cantium.solutions/service/hr-for-education/
https://the-sps.co.uk/
https://cantium.solutions/brand/staff-care-services/


 
 

 

 

Building Compliance Back to School Checklist 

 

No. Activity Comments 

1 Have you followed your written scheme to ensure that the risks from legionella bacteria within water systems are controlled 

e.g. flushing, temperature monitoring, etc. If you are unsure of what you need to do, contact a water hygiene contractor for 

further advice.  

 

 
 

2 Is your gas safety certificate / boiler maintenance and servicing up to date?  

 
 

 

3 Is your fixed electrical testing and maintenance up to date?  

 
 

 

4 Is all equipment subject to pre-use checks? This is particularly important, given that some equipment will not have been used 

for a period of time.  

 

 
 

5 Has the fire alarm been tested to ensure that it is fully functional? 

 
 

 

6 Is fire alarm maintenance and servicing up to date?  

 
 

 

7 Are all fire extinguishers where they are meant to be and are they within their service date?  

 
 

 

8 Are all fire exits and routes clear and free from obstruction?  

 
 

 

9 Is emergency lighting maintenance and servicing up to date?  

 
 

 

10 Are hand washing facilities and hand sanitisers available for use?  

 
 

 

11 Have you reviewed your first aid needs assessment? This is particularly important if you have fewer staff in the workplace at 

this time. 

 

 
 

12 Are first aid kits suitably stocked?  

 
 

 

13 If you have an AED (defibrillator), are the batteries and electrodes within date and is the machine working?   



 
 

 

  

14 Have you reviewed your risk assessments and SSOW to determine whether any changes need to be made?  

 
 

 

15 In order to satisfy social distancing, workstation locations may need to change. If you have made changes to the location or 

set up of an employee’s workstation, has their DSE assessment been reviewed?  

 

N/A 

16 Have you checked your refresher training dates to see whether you need to arrange any further training?  

 
 

 

 

 

 

 



 
 

 

Appendix 5 

School reopening: risk assessment The Key 
 
Use and adapt this template to help you document the risk control measures you’ll have in place ahead of opening to all pupils in autumn term 2020. It covers the measures 
you’d need above and beyond the usual control measures you’ll have in place, such as hygiene during food preparation or intimate care. 

The example measures we list are based on current (as at 8 July 2020) government guidance: 

Guidance for full opening: schools 

Guidance for full opening: special schools (this includes guidance on pupils with EHC plans that should be useful for mainstream schools as well) 

Actions for early years and childcare providers during the coronavirus outbreak 

Actions for education settings to prepare for wider opening 

Implementing preventative measures in education settings 

Planning guide for early years and childcare settings 

Planning guide for primary schools 

Guidance for secondary school provision 

Safe working in education settings 

Consider what you'll need to do to make the measures workable in your school, and if you need to add additional ones, and adapt the template accordingly. For example, take 
into account: 

The number of staff and pupils you expect to have in 

Any risk assessments for individual staff that you do, particularly for staff who are at higher risk of contracting or becoming seriously ill from coronavirus (e.g. those who are 
clinically vulnerable and/or who are BAME) 

Any reasonable adjustments you'll need to make to enable everyone to follow the measures, including pupils with EHC plans (e.g. having signs written in Braille, designing 
approaches to help children with challenging behaviour who may struggle to follow the rules) 

The size and layout of your school premises 

The resources you have in stock or can order easily (e.g. PPE, soap, cleaning products) 

We’ve also highlighted in yellow some particular parts you’ll need to adapt – delete the yellow text as you go.  

 

 

Make sure you consult the right people 

Talk to: 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/government/publications/guidance-for-full-opening-special-schools-and-other-specialist-settings/guidance-for-full-opening-special-schools-and-other-specialist-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-early-years-and-childcare-closures/coronavirus-covid-19-early-years-and-childcare-closures
https://www.gov.uk/government/publications/actions-for-educational-and-childcare-settings-to-prepare-for-wider-opening-from-1-june-2020/actions-for-education-and-childcare-settings-to-prepare-for-wider-opening-from-1-june-2020
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-early-years-and-childcare-settings-from-1-june/planning-guide-for-early-years-and-childcare-settings
https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-schools-from-1-june/planning-guide-for-primary-schools
https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-schools-from-1-june/planning-guide-for-secondary-schools
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://schoolleaders.thekeysupport.com/covid-19/plan-reopening/keep-pupils-and-staff-safe/school-reopening-risk-assessment-individual-staff/?marker=content-body


 
 

 

 Independent legal/health and safety experts 

Your insurance providers 

Your staff, particularly any union representatives – and remember that you’ll also need to provide your staff with any training they need on how to implement the measures 
you’re taking (e.g. changes to behaviour rules, how to dispose of PPE) 

RAG rate your control measures 

Mark up each control measure in the appropriate colour, to make it clear how prepared you are for each measure being in place for the autumn term. 

Red: this measure cannot be put in place in our school 

Amber: this measure isn’t in place yet, but can be in place for the autumn term 

Green: this measure is already in place 

To do this, highlight the text and then pick the relevant colour using the ‘shading’ tool above:  

HAZARD WHO MIGHT 
BE HARMED 

CONTROLS TO BE PUT IN PLACE WHO WILL BE 
RESPONSIBLE 

WHEN THE 
CONTROLS NEED 
TO BE IN PLACE 

BY 

ADDITIONAL NOTES 

Contact with 
someone 
suffering from 
coronavirus 

Staff 

Pupils 

Parents 

Contractors 

Visitors 

Everyone will be asked not to come into school if they need 
to self-isolate under current guidance. Regular reminders 
will be given about this. 

Anyone self-isolating with symptoms will be encouraged to 
access testing and engage with the NHS Test and Trace 
process. 

If a symptomatic person comes into school, they will be sent 
home immediately or isolated until they can be picked up 
(Disabled toilet in foyer). 999 will be called if they are 
seriously ill or injured or their life is at risk. 

In the case of a symptomatic pupil who needs to be 
supervised before being picked up: 

If a distance of 2m can’t be maintained, supervising staff 
will wear a fluid-resistant surgical mask 

If contact is necessary, supervising staff will also wear 
disposable gloves and a disposable apron 

If there’s a risk of splashing to the eyes, such as from 
coughing, spitting or vomiting, supervising staff will also 
wear eye protection 

SLT 

 

 

All stakeholders 

 
 
All Staff 
 
 
 
DS, HD & JF 
 
 
 
 
 
 
 
 
 
 

Sept 2020 

 

 

 

 

 

 

 

 

 

 

Sept 2020 

We are confident and 
have planned for all 
elements coloured green. 
We have experience in 
these areas having 
opened for Key workers 
from 23rd March and 
EYFS, Year 1&6 since 
June 1st. 

 

Home testing kits on site 
if required. 

 

 

 

 

 

 

 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested


 
 

 

HAZARD WHO MIGHT 
BE HARMED 

CONTROLS TO BE PUT IN PLACE WHO WILL BE 
RESPONSIBLE 

WHEN THE 
CONTROLS NEED 
TO BE IN PLACE 

BY 

ADDITIONAL NOTES 

Supervising staff will wash their hands thoroughly for 20 
seconds after the pupil has been picked up. 

If there are home testing kits available in school, these will 
be given to parents/carers collecting symptomatic children, 
and to staff who’ve developed symptoms at school, if 
providing one will increase the likelihood of them getting 
tested. 

A deep clean will take place in the areas that the 
symptomatic person has been in, and PPE will be disposed 
of properly, following decontamination guidance. 

If the school becomes aware that a pupil or a staff member 
has tested positive for coronavirus, the school will contact 
the local health protection team. The team will carry out a 
rapid risk assessment to confirm who’s been in close contact 
with the person, and these people will be asked to self-
isolate. 

To help with this, records will be kept of: 

The pupils and staff in each group 

Any close contact that takes place between children and 
staff in different groups 

Close contact means: 

Direct close contact – face-to-face contact with an infected 
person for any length of time, within 1 metre, including: 

o Being coughed on, 

o A face-to-face conversation, or 

o Unprotected physical contact (skin-to-skin) 

Proximity contacts – extended close contact (within 1 to 2 
metres for more than 15 minutes) with an infected 
person 

Travelling in a small car with an infected person 

If there are 2 or more confirmed cases within 14 days, or an 
overall rise in sickness absence where coronavirus is 
suspected, the school will work with the local health 

 
 
DS, HD & JF 
 
 
 
 
 
HD 
 
 
DS, HD & JF 
 
 
 
 
 
 
DS, HD & JF 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DS, HD & JF (key 
frontline office 

 

 

Home testing kits now on 
site for use if required. 

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


 
 

 

HAZARD WHO MIGHT 
BE HARMED 

CONTROLS TO BE PUT IN PLACE WHO WILL BE 
RESPONSIBLE 

WHEN THE 
CONTROLS NEED 
TO BE IN PLACE 

BY 

ADDITIONAL NOTES 

protection team to decide if additional action is needed. Any 
advice given by the team will be followed. 

staff) 

Contact with 
coronavirus 
when getting 
to and from 
school 

Everyone will be encouraged to walk or cycle into school, 
and asked to avoid taking public transport during peak times 
if possible. Staggered start and collection times 

Anyone who needs to take public transport will be referred to 
government guidance. 

Parents/carers who need to drop off and pick up pupils will 
be told through messages and signage: 

Their allocated drop off and collection times, with different 
groups being given different times 

The protocols for minimising adult to adult contact – 
staggered drop-off and collection from Class room 
exterior door, face masks may be worn 

That only one parent/carer should attend 

Not to gather at entrance gates or doors, or enter the site 
unless they have a pre-arranged appointment 

Anyone wearing non-disposable face coverings when 
arriving to school will be expected to bring a plastic bag to 
keep these in during the school day. If they’re using 
disposable face coverings, these will be put in a covered bin. 

Pupils wearing any sort of face covering when arriving to 
school will wash their hands on arrival (as all pupils will), 
dispose of/store the covering, and wash their hands again 
before going to their classroom. 

Pupils will be made aware that they mustn’t touch the front 
of the covering during use or removal. 

 

 

 

 

DS, HD & JF (key 
frontline office 
staff) 

Sept 2020 Ongoing check to find out 
in any families use public 
transport, currently none 
do. 

 

 

 

 

 

 

 

 

 

 

 

Face covering advice to 
be regularly reviewed 
(twice as at 10/9/20) 

 
All staff have been 
provided with a face 
mask and plastic wallet. 
Guidance for mask 
wearing for staff has 
been produced. 
 
No pupils at present are 
wearing masks but we 
will review if required. 

https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers#public-transport


 
 

 

HAZARD WHO MIGHT 
BE HARMED 

CONTROLS TO BE PUT IN PLACE WHO WILL BE 
RESPONSIBLE 

WHEN THE 
CONTROLS NEED 
TO BE IN PLACE 

BY 

ADDITIONAL NOTES 

Spreading 
infection due 
to touch, 
sneezes and 
coughs 

Handwashing facilities will be provided – they are present in 
every classroom and toilet. There are additional 
handwashing facilities in the servery and staffroom. Within 
all classrooms and offices etc there will also best hand 
sanitizer including the school main entrance and reception 
area. Disinfectant wipes are also available in places of high 
use eg. photocopier stations. 

Everyone in school will: 

Frequently wash their hands with soap and water for 20 
seconds and dry thoroughly using NHS guidelines, or 
use alcohol-based hand sanitiser to cover all parts of 
their hands 

Clean their hands on arrival, after breaks, if they change 
rooms, before and after eating, and after sneezing or 
coughing 

Be encouraged not to touch their mouth, eyes and nose 

Use a tissue or elbow to cough or sneeze, and use bins 
for tissue waste 

Pupils will be encouraged to learn and practise these habits 
in lessons and by posters put up across the school. 

Help will be available for any pupils who have trouble 
cleaning their hands independently. Skin friendly cleaning 
wipes can be used as an alternative. Young children will be 
supervised during hand washing. 

Supplies for soap, hand sanitiser and disposable paper 
towels and tissues will be topped up regularly and monitored 
to make sure they’re not close to running out. 

Lidded bins for tissues, preferably operated by a foot pedal, 
will be emptied throughout the day. 

All staff 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

HD ordered 

Sept 2020 We are confident and 
have planned for all 
elements coloured green. 
We have experience in 
these areas having 
opened for Key workers 
from 23rd March and 
EYFS, Year 1&6 since 
June 1st. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In place in all office 
spaces and classes. 

 

Spreading 
infection 
through 

Cleaning staff will regularly clean frequently touched 
surfaces using standard cleaning products (e.g. bleach, 
detergent), including: 

All staff (oldest 
pupils) 

Sept 2020 We are confident and 
have planned for all 
elements coloured green. 

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/


 
 

 

HAZARD WHO MIGHT 
BE HARMED 

CONTROLS TO BE PUT IN PLACE WHO WILL BE 
RESPONSIBLE 

WHEN THE 
CONTROLS NEED 
TO BE IN PLACE 

BY 

ADDITIONAL NOTES 

contact with 
coronavirus on 
surfaces  

Banisters 

Classroom desks and tables  

Bathroom facilities (including taps and flush buttons) 

Door and window handles  

Furniture  

Light switches  

Reception desks 

Teaching and learning aids  

Books and games and other classroom-based resources 

Computer equipment (including keyboards and mouse) 

Sports equipment  

Hard toys 

Telephones  

Outdoor play equipment 

Pupils and parents/carers will be asked to limit the amount 
of equipment they bring into school each day to essentials 
like bags, lunch boxes, hats, coats, books and stationery. 

Areas of the school that are used by pupils will be cleaned 
thoroughly at the end of the day.  

Any resources shared between groups, such as sports, art 
and science equipment, will be either: 

Cleaned frequently and meticulously, and always between 
groups using them; or 

Rotated so they can be unused and out of reach for 48 
hours (72 hours for plastics) between use by different 
groups 

The same rules will be followed for books and other shared 
resources that pupils or staff take home. However, 
unnecessary sharing will be avoided, especially where it 
doesn't contribute to pupil education and development. 

Individual and very frequently used equipment, like pens and 

We have experience in 
these areas having 
opened for Key workers 
from 23rd March and 
EYFS, Year 1&6 since 
June 1st. 

 

Keeping up and 
managing the whole 
school returning (438 
pupils) is a concern. 

 

Tables and chairs will be 
cleaned if pupils move 
places 
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pencils, will not be shared. 

Therapy equipment, such as physiotherapy or sensory 
equipment, will be cleaned between each use. If this is not 
possible or practical, it will be: 

• Restricted to one user; or 

• Rotated so it can be unused for 48 hours (72 hours 
for plastics) between use by different individuals 

Shared rooms, such as R of R and ICT suite, will be cleaned 
between different groups using them. 

If a person with coronavirus symptoms comes into school, a 
deep clean will take place in the areas that the person has 
been in, following decontamination guidance. 

Cleaning supplies will be topped up regularly and monitored 
to make sure they’re not close to running out. 

Teachers will wash their hands and surfaces before and 
after handling pupils’ books. 

Spreading 
infection due 
to excessive 
contact and 
mixing 
between pupils 
and staff in 
lessons 

Pupils will normally be kept to their class groups and year 
group bubbles for some worship/assemblies – most 
assemblies/worship will be delivered in each class.  Break 
times outside will be in year group bubbles. Lunch in class 
groups for KS2 – Year group bubbles for KS1. 

Children in the EYFS will be kept in consistent groups based 
on their age groups, while adhering to the usual staffing 
ratios. 

Where pupils are old enough and capable enough, they will 
be taught and reminded to maintain their distance and not 
touch staff or peers.  

Pupils will be seated side-by-side and in table groups, and 
unnecessary furniture will be moved out of classrooms to 
allow for this. Where pupils sit opposite each other they will 
be at least 1.1m apart 

All staff 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sept 2020 We are confident and 
have planned for all 
elements coloured green. 
We have experience in 
these areas having 
opened for Key workers 
from 23rd March and 
EYFS, Year 1&6 since 
June 1st. 

 

Keeping up and 
managing the whole 
school returning (438 
pupils) is a concern. 

 

 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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Lessons that involve singing, chanting, shouting or playing 
instruments (particularly wind or brass instruments) will be 
limited to no more than 15 pupils, and will take place outside 
wherever possible (if taking place inside, the space will be 
well ventilated). Pupils will be positioned either back-to-back 
or side-to-side at an appropriate distance. Instruments won’t 
be shared. Singing or instrument playing won’t take place in 
any larger groups such as choirs or assemblies. 

For physical activity, contact sports will be avoided. Outdoor 
sports will be prioritised where possible, or large indoor 
spaces used where it is not. Distance between pupils will be 
maximised as much as possible. 

Staff can work across different groups in order to deliver the 
school timetable, but they will keep their distance from pupils 
and other staff as much as they can (ideally 2 metres apart). 
This won’t always be possible, particularly when working 
with younger children, but close face-to-face contact will be 
avoided, and time spent within 1 metre will be minimised. 

Any pupils with complex needs or who need close contact 
care will have the same support as normal as distancing 
isn’t possible here. Staff will be rigorous about hand washing 
and respiratory hygiene. 

Supply teachers, peripatetic teachers and other temporary 
staff will be told to minimise contact and maintain as much 
distance as possible from other staff. The number of 
temporary staff entering the school premises will be kept to 
a minimum. 

Specialists, therapists, clinicians and other support staff for 
pupils with SEND should provide interventions as usual. 
These staff will be advised to be rigorous about hand 
washing and respiratory hygiene. 

 

 

 

 

 

 

 

HT 

 

 

 

 

 

 

 

 

 

HT 

 
 
 
 
Office staff, senior 
leaders and 
teaching  staff 

 

 

 

 

 

 

 

Guidance on social 
distancing, masks 
wearing in place. Caps 
on numbers of staff in 
communal areas and 
offices in place.  

 

 

 

 

 

Supply teachers are not 
used. Visitors including 
Peripatetic music 
teachers and medical 
professionals will be 
required to wear masks 
within the building (all 
visits must be pre-
arranged. 

 

Spreading 
infection due 
to excessive 

Pupils will be kept in class groups for the majority of each 
day and be kept separate from other year groups (with the 
exception of some interventions and individual/small group 

All staff 

 

Sept 2020 We are confident and 
have planned for all 
elements coloured green. 
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contact and 
mixing 
between pupils 
and staff 
around and 
outside of the 
school 

music lessons). For outside break times and some 
assemblies/worship they will be organised in year group 
bubbles. 

Pupil year groups will have staggered timetables, including 
for start and finish times, break and lunch times, and 
assemblies, to avoid too many pupils being in one place at 
the same time.  

Movement around the school site will be kept to a minimum. 

Pupils will be supervised almost all of the time to ensure 
mixing between year groups doesn’t occur, and they will be 
reminded about the rules throughout the day. 

Rooms will be accessed directly from outside where 
possible, and any corridors will have one-way circulation or 
a divider down the middle to keep groups apart. 

Use of toilets will be managed to avoid crowding. When and 
where possible pupils will be accompanied to and from the 
toilets. 

Staff use of staff rooms and offices will be staggered and 
limited to reduce occupancy. 

Visitors to the site, such as contractors, will have guidance 
on physical distancing and hygiene explained to them on or 
before arrival. Visits will happen outside of school hours 
wherever possible. A record will be kept of all visitors. Masks 
must be worn.  

Governors, parent volunteers, other volunteers and students 
will be expected to follow guidance regarding covid-19 and 
not attend should themselves or someone who is a close 
contact develop either symptoms or test positive. When 
moving around the school they may wear a mask as they 
enter and exit different areas of the school. 

Non-overnight domestic educational visits can take place in 
the same pupil groups, but only subject to a separate risk 
assessment that considers the coronavirus measures in 
place at the destination. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

HT 

We have experience in 
these areas having 
opened for Key workers 
from 23rd March and 
EYFS, Year 1&6 since 
June 1st. 

 

 

 

 

 

 

 

 

 

 

Guidance in place limiting 
use of communal areas 
and office space 
including when masks 
must be worn 

 

 

School trips remain 
cancelled at present 

 

Now term has started we 
know who, and how 
many use this provision  
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Energy Kidz will resume breakfast or after-school provision. 
They will try to keep pupils in their same groups where 
possible, but if that’s not possible then try to stick to small, 
consistent groups.  

Spreading 
infection due 
to the school 
environment 

Checks to the premises will be done to make sure the 
school is up to health and safety standards before opening 
in September. 

Fire, first aid and emergency procedures will be reviewed to 
make sure they can still be followed with limited staff and 
changes to how the school space is being used. 

Areas in use will be well ventilated by opening windows or 
using ventilation units. Doors will be propped open, where 
fire safety and safeguarding wouldn’t be compromised. 

Lidded bins will be provided in classrooms and other key 
locations to dispose of tissues and any other waste. 

Outdoor space will be used for exercise and breaks, and for 
education where possible. 

All Staff Sept 2020 We are confident and 
have planned for all 
elements coloured green. 
We have experience in 
these areas having 
opened for Key workers 
from 23rd March and 
EYFS, Year 1&6 since 
June 1st. 

 

Lidded bins in all offices 
and class rooms 

 

 

Spreading 
infection due 
to excessive 
contact and 
mixing in 
meetings 

Where possible, all meetings will be conducted by telephone 
or using video conferencing. This includes meetings with 
staff, parents/carers, visitors and governors. 

Where this isn’t possible, essential meetings will be 
conducted outside, or in a room large enough to allow for 
social distancing. 

  Guidance in place 

Individuals 
vulnerable to 
serious 
infection 
coming into 
school 

The school will continue to follow any shielding guidance in 
place to decide who should come into school. 

If the guidance is paused, all staff and pupils are expected to 
come into school, apart from staff who can continue to work 
from home (e.g. some admin staff). 

Staff who are clinically vulnerable or clinically extremely 
vulnerable and coming into school will be placed in the 
safest possible on-site roles where it’s possible to maintain 

DS, JF & HD Sept 2020 We are confident and 
have planned for all 
elements coloured green. 
We have experience in 
these areas having 
opened for Key workers 
from 23rd March and 
EYFS, Year 1&6 since 

https://www.gov.uk/government/publications/managing-school-premises-during-the-coronavirus-outbreak/managing-school-premises-which-are-partially-open-during-the-coronavirus-outbreak
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social distancing.  June 1st. 

 

Keeping up and 
managing the whole 
school returning (438 
pupils) is a concern. 

 

 

 



 

 

Appendix 6  Timetable for drop off and collection and advice to parents 

 

 

 

Dear Parents & Carers, 

I hope this letter finds you well! 

As you will be aware we are currently planning for the full reopening of school to all pupils from September. 

This is something we have all longed for, but at the same time may cause some anxiety as we take further steps 

towards normality as we move out of lock down.   

What follows is based on Central Government advice and that provided by the local authority which we are all 

expected to follow.  What follows provides you with the information on how we will open the school in September, 

with particular detail regarding;  

• drop-off and pick-up organisation and timings 

• class timetable, routines and organisation 

• expectations around uniform and equipment needed 

• details about social distancing and preventative measures 

• Covid symptoms and illness 

The government’s advice can be found here https://www.gov.uk/government/publications/what-parents-and-

carers-need-to-know-about-early-years-providers-schools-and-colleges-during-the-coronavirus-covid-19-

outbreak/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-in-the-autumn-

term 

NB. Please remember that the government has stated that normal expectations around school attendance resumes 

in September.  Only those children and families with highly-vulnerable health conditions will be exempt. Medical 

evidence stating the danger of attending school will be required to have absence authorised. 

PREVENTING THE SPREAD OF COVID-19 

In educational settings the government requires that we seek to reduce the chance of infection by implementing 

strategies to combat direct transmission (sneezing and coughing on someone) and indirect transmission (touching 

infected surfaces).  These are social distancing and rigorous cleaning. 

NB. Due to the large numbers of children and parents who will be attending school each day, we ask that parents 

and their children maintain a distance of at least 1.5m from other families at all times; 2m is preferable. 

What follows details how we at St. John’s will implement the strategies required by central government and the local 

authority. 

ADVICE AND GUIDANCE FOR DROP-OFF and PICK-UP 

Walk to school if at all possible, leaving the car at home.   

If you absolutely have to drive to and from school, be very respectful of social distancing requirements with regard 

to pedestrians when getting into and out of your car (the further you can park away from school, the better). The 

school carpark will remain strictly out of bounds to anyone except staff. 

As we will be operating classes as individual ‘pods’, by isolating them from all other classes we hope to drastically 

reduce the risk of infection should we have any positive Covid-19 cases.  As a result communal areas like the 

https://www.gov.uk/government/publications/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-during-the-coronavirus-covid-19-outbreak/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-in-the-autumn-term
https://www.gov.uk/government/publications/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-during-the-coronavirus-covid-19-outbreak/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-in-the-autumn-term
https://www.gov.uk/government/publications/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-during-the-coronavirus-covid-19-outbreak/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-in-the-autumn-term
https://www.gov.uk/government/publications/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-during-the-coronavirus-covid-19-outbreak/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-in-the-autumn-term


 

 

bike/scooter parking will not be in use, so if your child comes to school on a bike or scooter you must take it home 

after drop-off. 

Everyone approaching the school site, moving around the site and leaving the school site must socially distance from 

each other – on site floor markings and signage will provide clear guidance. 

Drop-off and collection from school will be staggered (timings detailed below). 

Parents and children must not congregate before or after school, when waiting to enter or when leaving the school 

site.  

All pupils including Year 6 must be brought to and collected from school by one parent only; pupils will need to stay 

close to their parent at all times. 

Entering the school site - when facing the school entrance please line up on the left along the pavement as guided 

by the signage and wait to be called to enter. 

Drop-off and pick-up access to the school will be via a one way system, with entry through the green gates at the 

front of the school, and exiting through the gates at the rear of the school (behind the Key Stage 2 block), through 

the carpark and back out onto the pavement on Provender Way. 

At the beginning and end of the school day, unfortunately parents will not be able to enter classrooms or talk to staff 

for any length (safe distancing will be clearly marked). Questions and queries will need to be directed to the school 

office via email or phone, not in person please.   

Please be aware that until further notice parents will not be able to come into the school building. 

If you are dropping off and collecting more than one child – try to arrive at a time that fits as well as possible with 

the staggered timings. 

Please be patient and understand that drop-off and collection will be tricky to manage and will take longer than 

normal due to social distancing requirements and as initially some children maybe a little anxious about returning – 

staff will be present to direct you and provide reassurance if needed at these times. 

Drop-off and pick-up timings are detailed below; 

ENTRY AND PICK-UP FROM SCHOOL 
CLASSES ENTRY PICK-UP LOCATION 

Year R (EYFS) 
Morning group 
First 2 weeks of term 

9.00 11.30 Classroom door 

Year R (EYFS) 
Afternoon 
group 
First 2 weeks of term 

12.30 3.00 Classroom door 

Year 1 8.40 - 8.50 2.40 – 2.50 Classroom door 

Year 2 8.50 – 9.00 2.50 – 3.00 Classroom door 

Year 3 8.50 – 9.00 2.50 – 3.00 Classroom door 
Year 4  8.30 - 8.40 2.30 – 2.40 (double doors onto top playground)  

Look out for Mr Linton and Mrs Drury 

Year 5 8.40 - 8.50 2.40 – 2.50 Miss Milsted’s class through classroom door 
Mr Read’s (double doors onto top playground) 

Year 6 8.30 - 8.40 2.30 – 2.40 Miss Griffiths’ class through classroom door 
Mrs Gee’s through Year 6 door at the end of the class 
block (Look out for Mrs Gee) 
 

 

Please remember that unless you are dropping off a number of children, try to stick to the time slots allocated – this 

will be a huge help in controlling the flow of children and parents through the school site. 



 

 

SCHOOL UNIFORM 

Please send your children into school wearing normal school uniform. School shoes (not trainers) suitable for 

outdoor activities are advised as we hope the children will be spending as much time outside as possible.  With the 

exception of Year R, all other children can attend school in their PE kits on PE days (this information will be shared 

through class timetables with parents and children when we return in September). 

Sun protection: Please make sure on sunny days that you have applied sun protection cream to your child(ren) at 

home – please don’t send it in with them. Sun hats are positively encouraged. 

What to bring: Children may bring a small bag/rucksack into school each day containing; 

• a filled water bottle,  

• a healthy break-time snack   

• a packed lunch if they are not having one provided by the school 

• Children in Years 3-6 should also bring a small pencil case 

• Only children in Year R should bring a PE kit 

• NB. Pens and pencils etc. will be provided for all children in Key Stage 1 

LEARNING 

Summer homework activities and equipment list will be posted on Seesaw as part of transition. From September, all 

homework and activities other than reading will be ‘posted’ via Seesaw rather than sent home in paper format. We 

will also be using Seesaw to plan teaching activities so that if children are absent but well, due to shielding 

requirements or the need to isolate, they will still be able to access to home learning. 

DAILY ROUTINE & THE CURRICULUM 

APPROX 
TIMINGS 

ACTIVTY 

 

8.30 – 9.00 Staggered entry into school, wash hands on entry to class and registration 

9 – 9.20 Daily class worship or assembly 

 Maths 
From 10.15 
BREAK 
(15mins) 

Break (classes by rota on playground), wash hands on return to class. Class cleaning by 
staff during break. No more than 4 classes will be on the playground at one time - 
supervised in socially distanced zoned areas. 

 English 

 Topic, PE or Art/DT and well-being 

From 12 
LUNCH 
BREAK (for 
1 hour) 

Wash hands before lunch (eaten in class or outside) and lunch break (classes by rota on 
playground). Class cleaning by staff during break. The number of classes on the playground 
will be limited and supervised in socially distanced zoned areas. 
 

 Wash hands on return to class, Topic, PE or Art/DT and well-being 
2.30 – 3.00 Wash hands in preparation to leave school, Staggered pick-up and exit from school 

NB 
Each class 
will: 
 

• be able to access the ICT suite, the Sanctuary and the main hall through a rota system  

• also have their own individual marked out space on the school field they can visit any 
time with staff during the day 

• controlled use of year group shared toilets during lesson time and break times 

• on return to class hands will be washed again 

 

During the first term we will ‘gently’ assess all the children to help identify gaps in learning due to time missed from 

school.  This will provide each teacher with a ‘baseline’ to plan what needs to be taught especially regarding Maths 

and English going forward. During term 2 we will provide you with assessment details of where your child(ren) is 

within their year group programme of study for their year group in Maths and English. 

 



 

 

SOCIAL DISTANCING and PREVENTATIVE MEASURES - as advised by the Government 

Children are going to be taught in their class groups and will rarely meet any other children from other classes. 

The aim of establishing class ‘pods’ is that through isolating them from all other classes and most other adults in 

school, we drastically reduce the risk of spreading infection should we have a case. The organisation of the school 

day and restriction on movement and socialising with all others on the school site is designed to achieve this through 

keeping each class/pod in its own ‘bubble’ during their time in school each day. 

The exception to this will be where children work together in small groups for learning interventions. This will be 

done in a controlled manner, respecting social distancing to protect class bubbles. 

During the day, staff will aim to remain at least 1.5m from each other and encourage the children to do likewise but 

not to the detriment of their well-being (eg. staff will provide first aid and comfort if needed). We fully understand 

that encouraging the children to remain socially distant from each other is going to be very difficult, especially for 

the younger children. 

In class hand washing will occur throughout the day and there will be regular cleaning of desks and frequently 

touched items (eg. door handles) by staff. Classes will be cleaned thoroughly at the end of each day. The correct use 

of tissues for personal hygiene will remain a key focus, together with the ‘catch it, bin it, kill it’ strategy, which will 

continue. 

EXTRA CURRICLUM CLUBS 

Please be aware that there will not be any extra-curricular or sporting clubs running during the first term. 

LUNCHES 

Due to the restrictions on the movement of classes around the school and the requirements of social distancing from 

other classes, I am sorry to say that hot meals cannot be provided at present. However, I am delighted that the 

school kitchen will be up and running and available to provide a wide variety of ‘packed-lunch’ menu options which 

change weekly; information and menus have already been provided. 

ENERGY KIDZ (before and after school child care) 

Central Government guidance allows for wrap around care provision to begin again in September and we expect 

Energy Kidz will be operating again from the start of term in September. Please see link below for more details and 

how to book. 

https://www.energy-kidz.co.uk/breakfast-and-after-school-clubs/st-johns-cep-school-maidstone/ 

Although taking children from classes across the school, Energy Kidz aim to create their own pods which children will 

consistently attend. 

COVID SYMPTOMS AND ILLNESS 

Most importantly, it is vital that if your child has a new cough or a temperature do not send them to school - notify 

us and seek advice from your GP or the NHS to gain information regarding isolation and testing.   

The return to school in September may be a nervous time for us all depending on the local and national infection 

rates at the time, so please do not send your child in if they are ‘under the weather’ - we won’t be hanging on to 

children who feel poorly even if they don’t have Covid symptoms. 

If you are contacted to come and collect your child, please respond quickly – if you are traveling more than an hour 

away from school please be sure to have someone available on standby to collect your child swiftly if required. 

 

FUTURE LOCK DOWN OR RISE IN INFECTION RATES LOCALLY 

What I have outlined to you regarding the September return of all children is obviously based on the continued good 

progress with the Covid-19 epidemic that this country has made to date.  Should this situation worsen and we return 

https://www.energy-kidz.co.uk/breakfast-and-after-school-clubs/st-johns-cep-school-maidstone/


 

 

to some form of limited schooling due to lockdown restrictions, my personal wish would be that all children would 

be able to come to school for at least 2 days a week on a rota, complimented by learning at home, but this scenario 

would be dependent on central and local Government guidance.  

If the situation does change, I will be in touch during the end of August to inform you of any changes we have to 

make to our September plans. 

As ever I must thank you all for your continued support throughout what has been a very challenging time for us all; 

the staff and I very much look forward to welcoming you all back to St. John’s on Wednesday 2nd September. 

Kind regards and best wishes, 

 

DJ Smith 

Mr Smith, Headteacher 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

St. John’s Mask wearing and Social Distancing Requirements 1/9/20 (Updated 10/9/20) , 

(30/11/20) & (1,1,21). 

On Friday 28th August the government released new guidance about the wearing of masks in primary schools.  

It states this will be at the discretion of the Headteacher and relates to adults using masks in areas outside of the 

class room where the size of the room (office) or communal space means social distancing will not easily be possible.  

The advice is outside of classroom bubbles, social distancing of 2m must be observed and adults who are not able to 

achieve this in corridors, communal areas and offices must wear masks. 

NB – if at all possible masks should not be worn in front of children (unless dealing with Covid 19 symptoms in 

school) if it can be avoided - and certainly not in classrooms. 

With reference to all of the above and following consultation with the DHT & BM and through discussion with 

teachers and all other staff the following has been agreed. Therefore it is my expectation that what is outlined below 

is followed at all times. 

This guidance was updated on 10/9/20 in response to the experience of the Chair of KHA who has direct 

experience in the scrutiny of the schools he leads by PHE due to the positive Covid-19 cases in 3 of his schools, 

resulting in the closure and isolation of classes. The key points are; 

1) PHE had put an increased focus on ‘if not 2m then 1m+’ (this is the requirement determining what additional 

measures were in place where staff could not stay 2m from each other – namely the use of masks.   

2) Also what plans and measures were in place to ensure the highest level leaders, middle management, teachers 

were isolated from each other so that in the event of positive C-19 tests, the loss of staff due to the need to 

isolate through association or infection was limited. This would try to ensure the best chance that the school 

could continue as only the minimum of stay would be absent. 

From Monday 30 Nov 2020, as the cases in Kent and Maidstone have continued to rise, the following additional 

measures have been implemented. 

1. Further reduction in shared office space working through flexible working and increased hours working from 

home (including teachers during PPA). 

2. Reduction in possible ‘contacts’ amongst staff – staff in classes where we are awaiting the results of covid 

tests, are to have reduced contact with other staff, will not use the staff room and be designated toilet for their 

sole use. Those staff must also wear their masks around the school with exception of when in their own class. 

All staff may also wear visors when working closely with pupils or at a staff member’s discretion. 

From Monday 4th Jan 2021 (when reduced staff attend work for the keyworker and vulnerable pupil contingency 

provision stipulated as a Tier 4 area with very high infection rates and then also due to the Nationwide lockdown 

which began on Tuesday 5th Jan 2021 the following additional measures have been put into place). 

1. Masks are required to be worn by all staff when anywhere in the school apart from their base class. 

2. All staff must take their temperature on entry to school. 

3. Pupils will have their temperature taken on entry to school and again at lunch time.  

4. Staff or pupils whose temperature is 37.8 or above will be asked to isolate at home and seek a test. 

5. Lone office working will be mandatory (extension of working from home for admin and finance staff time table 

will be in place). 

6. Reduced class sizes for keyworker and vulnerable pupils in each Year group will be in operation. On site staffing 

will be reduced to enable more effective home-learning and to reduce the chance of ‘contacts’ between staff. 

7. The keyworker testing program for staff will be used to ensure those returning to school are not carriers of the 

virus. 

 

All staff have been provided with a mask and a plastic wallet to keep it in (guidance eon the use of masks also 

provided). All rooms, if possible should be well ventilated. 



 

 

STAFF ROOM – a maximum of 10 adults may use the staff room at any one time. Masks will not be required as staff 

can socially distance themselves from each other (minimum of 2 m). Check the number of staff in the room at the 

threshold before you enter. 

A ‘one-way’ system will be in place for entry and exit to ensure social distancing (entry through the normal door to 

staff room – exit through the NQ room. Be especially careful around social distancing when entering and leaving the 

staff room. 

NB There are 2 tea making areas in the staff room. Another will also be set-up in the servery for use at break and 

lunchtimes (please social distance while making a drink). 

PPA SPACE – a maximum of 3 people may work here without wearing masks (2 at the workstations and 1 at the 

table). Please take care to social distance within the room and on the stairs when accessing or leaving the room (give 

way to someone already on the stairs!) Ventilate the room when in use. 

If one or more person joins the room to work/meet – everyone in this room must wear a mask. 

DAN’S OFFICE- a maximum of 3 people may work here without wearing masks. If one or more person joins the room 

to work/meet – everyone in this room must wear a mask. 

HASLEY’S OFFICE- a maximum of 2 people may work here without wearing masks. If one or more person joins the 

room to work/meet – everyone in this room must wear a mask. 

DEBBIE & GILL’S OFFICE - a maximum of 2 people may work here without wearing masks. If one or more person joins 

the room to work/meet – everyone in this room must wear a mask. 

THE CHAMBERS (Julia’s office) - a maximum of 2 people may work here without wearing masks. If one or more 

person joins the room to work/meet – everyone in this room must wear a mask. 

NB To access this room, masks would have to be worn to access this room if Debbie and Gill are in their office with 

someone else. 

HEIDI & NATALIE & TANYA’s OFFICE - a maximum of 3 people may work here without wearing masks. If one or more 

person joins the room to work/meet – everyone in this room must wear a mask. 

LIBRARY & ROOM OF REQUIREMENT – If used a meeting space rather than for teaching a maximum of 6 people may 

work here without wearing masks. If one or more person joins the room to work/meet – everyone in this room must 

wear a mask. 

NOISY QUIET ROOM - a maximum of 3 people may work here without wearing masks. If one or more person joins 

the room to work/meet – everyone in this room must wear a mask. 

MIRIAM’S OFFICE- a maximum of 2 people may work here without wearing masks. If one or more person joins the 

room to work/meet – everyone in this room must wear a mask. 

PHOTOCOPIER & ART STORE – 3 in total without masks – 2 at the photocopier and 1 in the art store area. If one or 

more person joins the room – everyone in this room must wear a mask. 

SCIENCE & DT STORE - a maximum of 1 person may work here without wearing a mask. If one or more person joins 

the room – everyone in this room must wear a mask. 

PETER’S OFFICE - a maximum of 4 people may work here without wearing masks. If one or more person joins the 

room to work/meet – everyone in this room must wear a mask. 

PE STORES (indoor and outdoor) - a maximum of 1 person may work here without wearing a mask. If one or more 

person joins the room – everyone in this room must wear a mask. 

BOILER ROOM - a maximum of 2 people may work here without wearing masks. If one or more person joins the 

room to work/meet – everyone in this room must wear a mask. 



 

 

NB Talking to members of staff in offices from the door threshold does not necessitate the need to wear a mask as 

long as social distancing is possible. 

 

• We will review all measures to combat Covid 19 regularly including the need to wear masks when we can’t 

socially distance ourselves effectively. 

 

First written 1/9/20, reviewed 10/9/20, updated 30/11/20 

 

MASK ADVICE 

• PLEASE CAN YOU ENSURE YOU HAVE A FACE MASK WITH YOU AT ALL TIMES (you may use your own or the 

one provided by the school).   

• FACE MASKS SHOULD ALWAYS BE KEPT IN A BAG.   

• THE SCHOOL WILL PROVIDE EVERY MEMBER OF STAFF WITH 1 REUSABLE/WASHABLE FACE MASK. 

• WHEN USING A REUSABLE MASK, HANDS SHOULD BE WASHED AFTER PUTTING IT ON AND TAKING IT OFF.   

• WHEN NOT IN USE, THE REUSABLE FACEMASK SHOULD BE KEPT IN ITS BAG. 

• DISPOSABLE MASKS USED IN SCHOOL SHOULD BE THROWN AWAY AFTER USE INTO A PEDDLE BIN. 

• VISORS MAY ALSO BE WORN FORM 30 NOV 2020 WHEN WORKING CLOSELY WITH PUPILS OR AT A STAFF 

MEMBER’S DISCRETION. 

 

 

GENERAL ADVICE ABOUT PUTTING ON AND TAKING OFFA MASK CAN BE FOUND BELOW 

 



 

 

  

 

 

 

 

 

 

 

 



 

 

Appendix 8 Social distancing rules and guidance 

 

SOCIAL DISTANCING RULES & GUIDANCE 

REMEMBER: the fewer adults you mix with the less the chance of infection – this also reduces the number of staff 

and children that would be required to isolate in the event of a positive Covid-19 case at the school. 

CLASS BUBBLE GUIDANCE 

• Try to remain 2m from fellow employees working within your class bubble/year group bubble (we realise 

this will not always be possible in certain situations). 

OUTSIDE OF CLASS BUBBLE GUIDANCE 

• Wash or hand gel your hands as you leave your class and repeat this as you re-enter your class. This also 

applies to the staffroom. 

• Strictly follow ‘Keep Left’ signage when moving around the corridors. 

• Unless absolutely necessary don’t visit other class bubbles (this will not be possible for staff who work in 

more than one class, those who run interventions and those who may need to cover absence or training - 

this is necessary to effectively run the school). 

• If you need to visit a class room or office, try to resolve the visit from the door threshold (eg. dropping off 

resources, PE kit etc. can be achieved from the threshold without entering the class). 

• Contact between all staff outside of class bubbles must be kept to a minimum.  2m distancing must be 

observed (where it cannot follow the guidance for each number of persons permitted in a room and wear 

masks when required). 

• Where possible meetings should be virtual (this can be the case for most Staff and SLT meetings) 

• When staff have meetings (phase meeting, Year group teacher planning) a space must be chosen that allows 

2m distancing to be maintained or masks must be worn (see mask wearing requirements guidance). 

• In the event of the fire bell sounding or the need to evacuate the school – follow normal procedures. The 

Risk to life overrides the need to follow social distance requirements. 

 

 

PARENTS & VISITORS 

 

• Parents are permitted inside the school building for pre-arranged meetings only. As long as 2m social 

distancing can be observed, there is no need to wear masks. 

• All visitors who are not part of the normal school community* must wear a mask while they are in the school 

building 

*(the school community is defined in this instance as staff, children, parents, governors, volunteers and student 

teachers) 
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