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Assessment 
conducted by:  A McKenzie 

Job title: 
Principal 

Location Kings College Guildford 

 

Date of 
assessment:  

20/07/20 
Review interval: Half-termly (minimum) 

See Audit Trail overleaf 
Date of next 
review: 

24/08/2020 
 

Template Version  

This template risk assessment checklist has been issued by GEP Academies, the multi-academy trust. 

The first version of this template was issued in May (version 1.0), for 1st June 2020 reopening, following COVID-19 Lockdown. 

This second template was issued 16th July 2020 (July 20, version 2.0).  Changes from the first template are referenced by [REVISED], [NEW], and [REMOVED] in tracked 
changes version issued to schools. This second version would ideally be used as a whole new risk assessment; or as an addendum to the existing risk assessment. 

Related documents  

Please note: this risk assessment checklist should be undertaken in conjunction with the guidance on school reopening issued by the Department for Education.  At the 
time of writing it was known that government guidance for September 2020 was still to be issued.  Such references are made in blue text to enable school leaders to 
review this guidance prior to final risk assessment submission/publication before September 2020. 

Trust/Local Authority documents: 
GEP Shared Documents/Emergency Planning/C-19 
Response 

Government guidance: 

Coronavirus (COVID-19): guidance-for-full-opening-schools 
Actions for educational and childcare settings to prepare for wider opening from 1 June 2020 
Coronavirus (COVID-19): implementing protective measures in education and childcare settings 
Coronavirus (COVID-19) Collection: guidance for schools and other educational settings 
Actions for schools during the coronavirus outbreak 
Coronavirus (COVID-19): implementing social distancing in education and childcare settings 
Coronavirus (COVID-19): guidance for educational settings 
COVID-19: cleaning in non-healthcare settings 

Risk matrix 

Risk rating 
High (H), Medium (M), Low (L) 

Likelihood of occurrence 

Probable Possible Remote 

Likely 
impact 

Major: Causes major physical injury, harm or ill-health. H H H 

Severe: Causes physical injury or illness requiring first aid. H M L 

Minor: Causes physical or emotional discomfort. M L L  

 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/government/publications/actions-for-educational-and-childcare-settings-to-prepare-for-wider-opening-from-1-june-2020?utm_source=3daf3f8c-87d9-4a78-90ec-6196e4a070e5&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings?utm_source=0e6da19a-f422-4893-af47-770e78e58269&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/collections/coronavirus-covid-19-guidance-for-schools-and-other-educational-settings
https://www.gov.uk/government/publications/covid-19-school-closures
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-social-distancing-in-education-and-childcare-settings
https://www.gov.uk/government/publications/guidance-to-educational-settings-about-covid-19
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
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Areas for concern Risk rating 
prior to action 

(H/M/L) 

Control measures In place? 
Yes/No 

N/A 
Partial 

Further action 
 comments 

Residual risk 
rating 

(H/M/L) 

0. Delivering a Broad and Balanced Curriculum to all Pupils 

0.1 Bubble Group Organisation (Minimise Contacts; Social Distancing) 

(a) Impossible to meet full 
capacity, broad and 
balanced curriculum and 
approved budget with 
minimal group size chosen 
to reduce risk infection 
[NEW] 

M 

 Where staffing, timetables and site logistics allow, pupils are kept in smallest 
group bubbles possible for lessons and movement around the site e.g. 
whole class; half the year group; whole year group; Nursery; KS4; KS5.  

 In secondary schools, groups of pupils are timetabled to mix only in groups 
the size of the year group (or smaller where possible). 

 By approval of the Chairman of the Board, upon evidence of alternative 
options chosen and scoring of options against risk criteria, bubble groups 
may exceed year group. 

 Implications of increased risk infection and who would need to self-isolate 
should someone become ill, should be balanced with the ability to deliver a 
broad and balanced curriculum to all pupils onsite within balanced budgets 
approved 

Yes 

 School to operate a Year 
10/7 school bubble (approx. 
150 students) and a Year 
8/9/11 school bubble 
(approx. 200) 

 Bubbles to operate in 
separate parts of the school 
and entering through 
separate entrances. New 
School canteen to be 
continued March 2020 

L 

(b) Pupils not reminded of 
social distancing measures 
[NEW] 

M 

 Staff remind pupils to keep within their group bubble and advise on 
movement around the site to retain bubble group integrity. 

 Staff remind pupils to keep their distance within groups and not to touch staff 
– ideally keeping a 2m distance where possible (recognising younger 
children/ those with complex needs or close contact care will not be able to 
do so). 

Yes 

 Signage throughout school 

 2m distancing lines marked 
where queueing likely 

 Start of year assembly re: 
measures 

L 

0.2 Curriculum Organisation 

(a) Curriculum is broad and 
balanced, meeting national 
standards [NEW] 

M 

 Curriculum meets national standards 

 Agreed new timetable and arrangements confirmed for each year group, to 
minimise social contacts where possible 

 From Summer 2021 the full curriculum is taught; in Autumn 2020 and Spring 
2021, consider revising the timetable to enable best opportunities for catch-
up. 

Yes 

 Curriculum plans 
unchanged (re-written 
March 2020) with additional 
staffing capacity in place for 
intervention (group and 1-1) 

  

L 
 

(b) Pupils will have fallen 
behind in their learning 
during school closures and 
achievement gaps will have 
widened [EXISTING] 

H 

 Gaps in learning are assessed and addressed in teachers’ planning. 

 Home and remote learning is continuing and is calibrated to complement in-
school learning and address gaps identified. 

 Exam syllabi are covered. 

 Plans for intervention are in place for those pupils who have fallen behind in 
their learning. 

Yes 

 Remote learning model 
remains live with all content 
available and newly 
categorised(*) 

 Intervention model led by 
ROB around agreed  
parameters and success 
criteria 

L 
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Areas for concern Risk rating 
prior to action 

(H/M/L) 

Control measures In place? 
Yes/No 

N/A 
Partial 

Further action 
 comments 

Residual risk 
rating 

(H/M/L) 

 All students have access to 
ICT devices (inc. tablets) to 
allow immediate switch to 
remote provision where 
necessary 

 Extended day model in 
place to allow some 
students additional time in 
school day for COVID catch 
up students. Communicated 
with parents and staffed by 
leadership/UPS staff 

(c) Pupils regularly 
attending more than one 
setting do not receive a 
broad and balanced 
curriculum [NEW] 

L 
 The school collaborates with other providers to ensure pupils receive a broad 

and balanced curriculum (when attending on a part-time basis if dual 
registered), whilst considering the system of controls  

Yes 

 Work with Well Project (Guildford 
Schools ALP programme). 
Review of their RA, regular visits 
and student progress reports 

L 

(d) Poor provision for pupils 
learning offsite, whilst 
peers learn onsite [NEW] 

L 
 Offsite learning provision is thought through for those pupils not attending 

classes alongside peers (e.g. due to self-isolation) 

 Engagement levels of offsite learners are monitored 

Yes 

 Use of Oak Academy lessons 
alongside Zoom led Maths and 
English for individual lessons 

 Return to full scale remote 
provision if whole bubble 
 

L 

(e) Educational visits do not 
comply with changing 
guidance [NEW] 

L 

 From Autumn 2020, non-overnight domestic educational visits (incl 
preparation for adulthood visits for pupils with SEND) can resume, following 
the usual risk assessment process 

 Full risk assessments are conducted for all visits, including consideration of 
existing group bubble integrity, local venue COVID-secure measures and 
wider advice on visiting indoor and outdoor venues 

Yes 
 Duke of Edinburgh trips to follow 

protocols 
L 

0.3 Curriculum Expectations by Key Stage 

KS3: risk that DfE 
expectations are not met 
[NEW] 

L 

 Years 7-9: Broad curriculum, so that the majority of pupils are taught a full 
range of subjects over the year, including sciences, languages, humanities, 
the arts, physical education/sport, religious education and relationships, sex 
and health education. 

 Year 7: address gaps in English and maths by teaching essential knowledge 
and skills from the key stage 2 curriculum, as deemed necessary 

Yes 

 All pupils have access to all 
content of the National 
Curriculum 

 Catch-up work completed in 
small groups/1-1, utilising 
additional HLTA capacity 

 ROB to develop list of students 
and success criteria 

 Specialist classrooms cleaned 
throughout the day so practical 
work can continue 

L 
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Areas for concern Risk rating 
prior to action 

(H/M/L) 

Control measures In place? 
Yes/No 

N/A 
Partial 

Further action 
 comments 

Residual risk 
rating 

(H/M/L) 

KS4: risk that DfE 
expectations are not met 
[NEW] 

 

 Assess the need for extra support to catch up on any content missed; the 
school curriculum may be less flexible given the requirements of qualification 
specifications. 

 Year 10: review plans for early entry among year 10 pupils in summer 2021, 
where deemed appropriate to defer. 

 Year 11: only in exceptional circumstances, a year 11 pupil may discontinue 
an examined subject where the school judges that, for example, they would 
achieve significantly better in their remaining subjects as a result, especially 
in GCSE English and mathematics. 

 Keep informed by ongoing assessment of a pupil’s progress and wellbeing 

 Discuss future exam decisions with pupils and parents 

 Enable pupils entered in summer 2020 exam series to retake exams in 
Autumn 2020, in line with guidance; consider space and timetable 
implications 

 Consider awaited outcome of Ofqual consultation on adaptations to GCSE 
exam series Summer 2021 

 

 No early entry for Year 10 
students 

 All Year 11 students to receive 
revision books for all subjects by 
Sep 30th 2020 

 Students who have left to be 
allowed to take examinations in 
Autumn 2020 (as per govt 
recommendations on 
private/funded candidates) 

 STE to recommend any students 
to move to reduced GCSE 
options – none considered 
before Xmas 2020 

 All Year 10 students have 
received revision books in all 
subjects (personally packaged) 

L 

0.4 Subject-Specific Considerations 

(a) Music: risk of infection in 
environments where you or 
others are singing, chanting, 
playing wind or brass 
instruments or shouting 
[NEW] 

M 

 Consider how to reduce the risk, particularly when pupils are playing 
instruments or singing in small groups such as in music lessons by, for 
example, physical distancing and playing outside wherever possible, limiting 
group sizes to no more than 15, positioning pupils back-to-back or side-to-
side, avoiding sharing of instruments, and ensuring good ventilation. 

 Singing, wind and brass playing should not take place in larger groups such 
as school choirs and ensembles, or school assemblies.  

 Consider awaited more detailed DfE guidance re music. 

Yes 

 Music curriculum reviewed to 
reduce singing/woodwind 
instrument usage 

 No extracurricular choir until 
recommendations change 

 Music classroom configured by 
rows 

 Regular cleaning of keyboards 

L 

(b) Physical activity: 
increases risk of infection 
[NEW] 

M 

 Pupils should be kept in consistent groups, sports equipment thoroughly 
cleaned between each use by different individual groups, and contact sports 
avoided. 

 Outdoor sports are to be prioritised where possible. 

 Large indoor spaces used (where outdoor not possible), maximising 
distancing between pupils and paying scrupulous attention to cleaning and 
hygiene. 

 External facilities are used in line with government guidance for the use of, 
and travel to and from, those facilities. 

 Schools may refer to the following advice: 
guidance on the phased return of sport and recreation and guidance from 
Sport England for grass root sport 
advice from organisations such as the Association for Physical Education 
and the Youth Sport Trust 

Yes 

 PE curriculum re-designed 
(completed July 2020) to avoid 
contact sports and maximise 
outdoor sports 

 Cleaning of PE equipment 
between bubbles 

 HAM to keep up to date on 
guidance around sport and 
recreation and review curriculum 
as necessary 

 Extra curricular activities re-
started, including sport, following 
all current guidance. Additional 
protocols for cleaning in place 

L 

https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-phased-return-of-sport-and-recreation
https://www.sportengland.org/how-we-can-help/coronavirus
https://www.afpe.org.uk/physical-education/wp-content/uploads/COVID-19-Interpreting-the-Government-Guidance-in-a-PESSPA-Context-FINAL.pdf.
https://www.youthsporttrust.org/coronavirus-support-schools
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Areas for concern Risk rating 
prior to action 

(H/M/L) 

Control measures In place? 
Yes/No 

N/A 
Partial 

Further action 
 comments 

Residual risk 
rating 

(H/M/L) 

0.5 Remote Education Contingency 

(a) Contingency Plans for 
remote education (in case 
of local outbreak), are not in 
place by the end of 
September [NEW] 

M 

 Commitment to the preparation of contingency plans for remote education 
will be submitted to the Exec for review by end of September and Education 
Committee October 2020. 

 Plans to meet expectations of 
- Meaningful and ambitious work each day in different subjects 
- Planned and well sequenced curriculum, delivered by school teacher, 

resources/video 
- Frequent clear explanations of new content 
- Progression gauged and work checked 
- Pace able to be adjusted 
- Programme same length as in-school teaching time, ideally including daily 

teacher contact time. 

 Assess and data protection and safeguarding considerations for online 
solutions. 

 Consider awaited DfE temporary continuity direction for autumn 2020, re 
remote education. 

Yes 

 Remote provision to utilise SLE 

 New staff trained on use of Zoom 
and format of Kings’ lesson 
structure 

 Timetable to follow current video 
content/student upload area 
which has been successful this 
term 

L 

(b) Inability for pupils to 
access remote education 
from home, where 
electronically delivered 
[NEW] 

L 

 Assess pupil access to suitable device and internet connectivity from within 
the home 

 Access funds/devices from in school, DfE-funded or donated, where can, to 
enable home access; work with GEP IT Network Team, to deliver home 
access 

 Provide alternate curriculum delivery method where online access is not 
available within the home. 

Yes 

 All students to have tablet/laptop 
using Amazon fire tablets 
purchased March 2020 and 
laptops provided through RGS 
scheme.  

 61 laptops provided by DfE 

 50 laptops provided by Guildford 
Philanthropy and Unigold 

 Collect in those with current Year 
11s to distribute to Year 7s 

L 

1. Establishing a systematic process of full opening, including social distancing, where possible 

1.1 Net capacity 

(a) Full capacity of the 
school puts required social 
distancing measures at risk 
[NEW] 

L 

 Teachers are able to maintain 2m social distancing from pupils in available 
teaching or meeting spaces, where possible (recognising younger children/ 
those with complex needs or close contact care will not be able to do so). 

 Adults are able to remain 2m social distancing where possible from each 
other when teaching/working across bubble groups 

Yes 

 Classrooms configured in 
rows where possible 

 Staff training in September 
to re-inforce 2m where 
possible intention 

 Desks to be aligned in 
rooms using tape markers 
to avoid ‘creep’ forward over 
time 

L 
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Areas for concern Risk rating 
prior to action 

(H/M/L) 

Control measures In place? 
Yes/No 

N/A 
Partial 

Further action 
 comments 

Residual risk 
rating 

(H/M/L) 

 Premises team to check 
classroom arrangements 
weekly 

 Areas 2m from students 
marked out so staff can give 
instructions after removing 
masks 

 Students expected to wear 
masks in classrooms as per 
DfE guidance unless 
exempt 

1.2 Organisation of teaching spaces 

(a) Classrooms not adapted 
to minimise infection 
[REVISED]  

L 

 Classrooms re-modelled, with chairs and desks in place to allow for social 
distancing with adults, as appropriate.  

 Clear signage displayed in classrooms promoting social distancing. 

 Where comfortable for occupants, windows are opened to assist ventilation 

 In primary schools, classes stay together with their teacher/assigned staff 
and do not mix with other pupils where possible from day-to-day (consistent 
‘bubbles’ of staff and children). 

 In secondary schools, the year group stays together and does not mix with 
other pupils where possible. (consistent ‘bubbles’ of children; minimal 
rotation of specialist staff) 

Yes 

 All classrooms to operate with 
clear desks to allow for easy 
cleaning 

 Signage throughout school re 
social distancing and 
handwashing guidance 

 Areas marked out in classrooms 
to ensure social distancing 

 Staff instructed to ensure 
windows open to allow ventilation 

 N.B. Science configuration is not 
able to move and will require 
students to work in ‘pods’.  
 

L 

(b) Shared classroom 
equipment difficult to clean 
[REVISED] 

L 

 Unnecessary items are removed from classrooms to maximise space 
available 

 Resources shared within a bubble (e.g. toys and games) and frequently 
touched surfaces are cleaned regularly. 

 Items that are hard to clean (soft toys, soft furnishings and toys) are 
removed from circulation 

 Prevent sharing of stationery 

 Shared equipment and resources between group bubbles (sports, art and 
science equipment) should be cleaned meticulously between group bubbles 
or rotated to allow them to be left unused and out of reach for 48 hours (72 
hour for plastic) 

Yes 

 Resources grouped by bubble 

 All soft furnishings (except 
blinds) removed from classrooms 

 List of stationary, including 
calculators sent to parents (July 
2020) with spars ready to 
distribute for PP students where 
necessary 

 Cleaning rota for PE equipment 
in place 

L 

(c) Use of large spaces, for 
example as classrooms 
[REVISED] 

L 

 Limits set for large spaces (e.g. hall, sports hall, dining hall) for teaching 

 Large gatherings prohibited. 

 Design layout and arrangements in place to enable contact 
minimisation/social distancing. 

Yes 

 Bubble assemblies with chairs 
socially distanced 

 New canteen created to reduce 
large groups of students 

L 
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Areas for concern Risk rating 
prior to action 

(H/M/L) 

Control measures In place? 
Yes/No 

N/A 
Partial 

Further action 
 comments 

Residual risk 
rating 

(H/M/L) 

 Additional outdoor seating 
organised 

(d) Resources bought on 
site are not infection free 
[NEW] 

M 

 Pupils limit the amount of equipment they bring onsite to essentials (e.g. 
lunch boxes, hats, coats, books, stationery, mobile phones, bags, PE kits) 

 Staff and pupils only take books and shared resources home that contribute 
to pupil education and development 

 Cleaning of resources, hand cleaning and rotation are considered for any 
returning resources 

Yes 

 Students limited in what they can 
bring in.  

 Resource cleaning by roaming 
cleaner where necessary 

L 

1.3 Availability of staff  

(a) The number of staff who 
are available is lower than 
that required to teach 
classes in school and 
operate effective home 
learning [REVISED] 

M 

 The health status and availability of every member of staff is known and is 
regularly updated so that deployment can be planned. 

 Staff members who have not yet returned to site are (re)assessed for return 
in September 2020 following changes to government guidance over the 
summer. (GEP C-19 Staff Work Assessment Form can be used; July 
template)  

 Full use is made of those staff who are self-isolating or shielding but who are 
well enough to teach lessons online or perform other duties from home 

 Flexible and responsive deployment of all staff, based on the operational 
needs of the school and staff circumstances, in line with requirements of 
regulated activity  

 Flexible and responsive use of suitably skilled/experienced/trained teaching 
assistants and pastoral staff to supervise classes, in line with legislation and 
funding agreements. 

 Deployment of NQTs and ITT trainees, in line with guidance and legislation. 

 External support (e.g. supply staff, curriculum consultants, volunteers), 
continues to be employed, within usual safeguarding guidelines, where 
appropriate for curriculum delivery 

 Full use is made of testing to inform staff deployment. 

 A blended model of home learning and attendance at school is utilised 
where onsite provision is not possible, upon consultation with the academy 
trust. 

Yes 

 GEP Risk Assessment proforma 
used with vulnerable staff 

 Staff classed as CEV with 
shielding letters to teach ‘live’ 
from home with on site cover 
staff supporting 

 Re-deployment of cloakroom 
staff to roaming cleaning 

 HLTAs redeployed to cover 
lessons where necessary with 
SLT support 

 NQTs appropriately deployed. 2 
x ITT in place 

 All staff aware of availability of 
testing where necessary 
including new home tests 

 Remote provision plans in place 
should a bubble have to close 

L 

1.4 Prioritising provision 

(a) Provision is not offered 
for onsite and offsite 
[REVISED] 

M 

 Plans are in place to meet the learning needs of the children who are outside 
of the pupils attending school. 

 Pastoral and SEND support is deployed wherever possible to support 
prioritised pupils, as usual. 

 Efforts continue to improve the attendance of vulnerable pupils and those 
from disadvantaged backgrounds.  

Yes 

 Blend of Oak Academy and 
school provided work packs for 
students self-isolating (where 
individuals) or full remote 
provision (for bubbles) 

 VP in charge of attendance 

L 
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Areas for concern Risk rating 
prior to action 

(H/M/L) 

Control measures In place? 
Yes/No 

N/A 
Partial 

Further action 
 comments 

Residual risk 
rating 

(H/M/L) 

 SEND staff to continue to 
support student remotely where 
appropriate using email and 
Zoom 

1.5 The school day 

(a) The start and end of the 
school day create risks of 
breaching social distancing 
guidelines [REVISED] 

L 

 Start and departure times are staggered, where possible. 

 The number of entrances and exits to be used is maximised. 

 Different entrances/exits are used for different groups where possible. 

 Staff and pupils are briefed and signage provided to identify which 
entrances, exits and circulation routes to use. 

 A plan is in place for managing the movement of people on arrival to avoid 
groups of people congregating. (Parents and pupils) 

 Floor markings are visible where it is necessary to manage any queuing. 

 Attendance patterns have been optimised to ensure maximum safety. 

Yes 

 Separate school entrances and 
wash rooms for the two bubbles 

 Clear signage at both entrances 
with students met and directed 
by senior staff 

 Floor markings in place from 
entrances to hand washing areas 

 No staggered start and departure 
times, but floor markings to 
ensure social distancing on 
arrival 

 Few students arrive by public 
transport 

 Letter sent home re parental 
responsibilities for social 
distancing 

 

(b) Face Coverings are not 
safely removed and stored 
upon arrival [NEW] 

L 

 Pupils and staff are made aware of how to remove and store face coverings 
safely 

 Bins are available for disposal and where possible, plastic bags are available 
for safe storage. 

Yes 
 Letter and video sent to parents 

 All bins have spare plastic bags 
beneath the  

L 

1.6 Planning movement around the school 

(a) Movement around the 
school risks breaching 
social distancing guidelines 
or bubble group integrity 
[REVISED] 

L 

 Circulation plans have been reviewed and revised. 

 One-way systems are in place where possible. 

 Corridors are divided where feasible. 

 Access rooms from outside where possible. 

 Appropriate signage is in place to clarify circulation routes. 

 Pinch points and bottle necks are identified and managed accordingly. 

 Movement of pupils around school is minimised as much as possible, 
although groups can pass briefly in corridors/playgrounds. 

 Lesson change overs are staggered if possible to avoid overcrowding. 

 Appropriate duty rota and levels of supervision are in place. 

Yes 

 100 minute lessons reduce 
movement 

 Bubbles housed in separate 
areas of the school 

 Duty rota in place and students 
to be given assembly in 
September to go through rules 
and expectations, re-enforced by 
addendum to behaviour policy 

L 
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Control measures In place? 
Yes/No 

N/A 
Partial 

Further action 
 comments 

Residual risk 
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(H/M/L) 

1.7 Curriculum organisation [EXPANDED – See Section 0] 

1.8 Staff workspaces 

(a) Staff rooms and offices 
do not allow for observation 
of social distancing 
guidelines [REVISED] 

L 

 Staff rooms and offices have been reviewed and appropriate configurations 
of furniture and workstations have been put in place to allow for social 
distancing. 

 Staff have been briefed on the use of these rooms, to reduce social contact 

 Where comfortable for occupants, windows are opened to assist ventilation 

Yes 
 Staff briefed re: staff rooms 

 Low staff numbers reduce risk 
significantly 

L 

1.9 Managing the school lifecycle 

(a) Pupils moving on to the 
next phase in their 
education do not feel 
prepared for the transition 
[REVISED] 

M 

 A plan is in place for pastoral staff to speak with pupils and their parents 
about the next stage in their education and resolve any issues. 

 There is regular and effective liaison with the destination institutions (e.g. 
secondary schools, post-16 providers, universities, apprenticeship providers) 
to assist with pupils’ transition. 

 Regular communications with the parents of incoming pupils are in place, 
including letters, newsletters and online broadcasts. 

 Virtual tours of the school are available for parents and pupils; onsite tours 
by appointment, as required. 

 Online and/or small group (less than 30), onsite induction/integration 
sessions for pupils and parents are planned, as required. 

Yes 

 Communication sent re: Post-16 
transition, including points of 
contact and websites of use 

 In person results day with staff to 
support where necessary 

 Transition morning 10th July for 
incoming Year 7 students with 77 
visiting 

 Additional Year 7 transition day 
in place on 3rd September 

L 

1.10 Governance and policy 

(a) Trustees are not fully 
informed or involved in 
making key decisions 
[REVISED] 

L 

 Online meetings are held regularly with Trustees and GLAC chairs Held 
centrally. 

 Governors are briefed regularly on the latest government guidance and its 
implications for the school. 

 This risk assessment checklist is available for review 

Yes 

 Governors informed of plans on 
15th July in meeting 

 Written plan sent to GEP central 
team. Zoom meeting with central 
team on 20th July 

 Risk Assessment checklist 
uploaded by 20th August 

L 
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Areas for concern Risk rating 
prior to action 

(H/M/L) 

Control measures In place? 
Yes/No 

N/A 
Partial 

Further action 
 comments 

Residual risk 
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(H/M/L) 

1.11 Policy review  

(a) Existing policies on 
safeguarding, health and 
safety, fire evacuation, 
medical, behaviour, 
attendance and other 
policies are no longer fit for 
purpose in the current 
circumstances 

L 

 All relevant policies have been revised to take account of government 
guidance on social distancing and COVID-19 and its implications for the 
school. 

 Staff, pupils, parents and governors have been briefed accordingly. 

Yes 

 All policies revised, updated or 
issued with addendum re: 
COVID 

 Staff INSET completed.  

 Letters and video re: September 
plans and risk mitigation sent 
before end of Summer term  

L 

1.12 Communication strategy  

(a) Key stakeholders are not 
fully informed about 
changes to policies and 
procedures due to COVID-
19, resulting in risks to 
health [REVISED] 

L 

 Communications strategies for the following groups are in place: 

 Staff  

 Pupils 

 Parents 

 Governors/ 

 Other partners 

 Cleaners 

GEP Responsibility 

 Trustees 

 GEP central Team 

 Local authority GEP Central 

 Regional Schools Commissioner 

 Caterers  

Yes 

 Staff INSET delivered 

 2 INSET days planning 1st and 
2nd September 

 Letter and video to parents 

 Risk checklist sent to trustees 

 Meeting with Innovate 17th July 
and written plan confirmed 

 Guidance re-released to staff 
March 2020 

 Letter and video released to 
parents March 2020 

 Video and wellbeing session for 
students March 2020 

L 

1.13 Staff induction and CPD  

(a) Staff are not trained in 
new procedures, leading to 
risks to health 

L 

 A communication / addendum to staff handbook issued to all staff prior to 
reopening. 

 Induction and CPD programmes are in operation for all staff prior to 
reopening, and include: 

 Infection control 

 Fire safety and evacuation procedures 

 Constructive behaviour management 

 Safeguarding 

 Risk management 

Yes 

 INSET 1st and 2nd Sep to 
incorporate infection control 
measures, fire and evacuation 
processes 

 Behaviour management COVID 
addendum written and distributed 
to staff, students and parents 

 

L 
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prior to action 

(H/M/L) 
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N/A 
Partial 

Further action 
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Residual risk 
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(H/M/L) 

(b) New staff are not aware 
of policies and procedures 
prior to starting at the 
school when it reopens 

L 
 Induction programmes are in place for all new staff – either online or in-

school – prior to them starting. 

 The revised staff handbook is issued to all new staff prior to them starting. 

Yes 

 Revised staff handbook 
distributed 

 Induction process started before 
summer holidays and completed 
on pm INSET 2nd Sep 

L 

1.14 Free school meals  

(a) Pupils eligible for free 
school meals do not 
continue to receive 
vouchers on the days that 
they are not in school 
[REVISED] 

L 

 A member of the school’s administrative team is tasked with ensuring that 
pupils eligible for free school meals receive free meals when in school and 
continue to receive vouchers/school meals when not in school, in line with 
government guidance. 

Yes  Delegated to R. Maguire.  L 

1.15 Risk assessments  

(a) Risks are not 
comprehensively assessed 
in every area of the school 
in light of COVID-19, leading 
compromising social 
contact/distancing and 
hygiene measures. 
[REVISED] 

M 

 Risk assessments are updated or undertaken before the school reopens and 
mitigation strategies are put in place and communicated to staff covering: 

 Different areas of the school 

 When pupils enter and leave school  

 During movement around school 

 During break and lunch times 

 Delivering aspects of the curriculum, especially for practical subjects and 
where shared equipment is used 

 Headteachers take responsibility to review this risk assessment regularly 
with SLT (at least half termly) and ensure the latest updated assessment, 
with an audit trail of updates made, is available for school staff via GEP 
Shared documents. 

Yes 

 Risk Assessment checklist 
completed 

 All DfE guidance red and cross 
checked 

 Staff communication strategy in 
place and re-enforced in 
September INSET 

 Risk document uploaded to GEP 
shared documents by 20th 
August 

L 

(b) Risks are not 
comprehensively 
reassessed for Autumn20 
return under C-19 guidance 
[NEW] 

M 

 All schools’ wider risk assessments have been reviewed, revised and 
recommunicated, considering the need for relevant revised controls in 
respect of their conventional risk profile with implications of coronavirus 
(COVID-19). 

 Sensible and proportionate control measures are implemented, which follow 
the health and safety hierarchy of controls to reduce the risk to the lowest 
reasonably practicable level. 

 This includes 
· Specialist teaching risk assessments 
· Medical risk assessment 
· All other risk assessments 

Yes 

 Central GEP team meeting with 
Principal 20th August 2020 

 Working methodology shared 
with CEO (Jack Mayhew) and 
GLac on 15th July 

 Medical risk assessments and 
medical plans reviewed 

 Plan in place for cleaning of 
specialist classrooms 
(ICT/Science/PE/DT) 

 Re-reviewed prior to March 
return 

L 



          

GEP C-19 Risk Assessment Checklist (July20, 2.0)  

Areas for concern Risk rating 
prior to action 

(H/M/L) 
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Further action 
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(c) Arrangements are not in 
place to monitor that the 
controls are:  effective; 
working as planned; 
updated appropriately 
considering any issues 
identified and changes in 
public health advice [NEW] 

L 

 Schools have a maintained list of risk assessments 

 A risk assessment reviewer/owner has been identified for each risk 
assessment to review risk on an ongoing basis  

 Live risk assessments are available for all to read (via GEP Shared 
Documents) 

Yes 
 Live RA in shared areas 

 Reviewed fortnightly in SLT 
meeting 

L 

(d) Schools fail to meet 
Health & Safety Executive 
(HSE) and equalities duties 
re staff involvement [NEW] 

M 

 H&S Committee (with union representation, where appropriate) have 
reviewed risk assessment 

 Schools involve staff in the process of developing measures to put in place – 
by enabling access to the risk assessment and feedback 

 Headteachers should recognise concerns raised during consultation and 
give them proper consideration. 

 This GEP Risk Assessment (Checklist), is published on each schools 
Coronavirus web-page, prior to 1st September [HSE requirement] 

Yes 

 Work with Premises and 
Business Manager to review risk 

 Full RA available to all staff 

 To be published on website by 
1st September 

L 

1.16 School transport 

(a) Changes to LA transport 
/bus schedules as a result 
of COVID-19 adversely 
affect pupils’ attendance 
and punctuality and do not 
align with staggered start 
and departure times 
[REVISED] 

L 

 The details of how pupils will travel to and from school are known. 

 Records are kept of pupils travelling by dedicated transport, for test and 
trace purposes, as this is a consistent bubble group 

 Effective liaison with bus companies and Local Authorities is used as a 
basis for planning staggered start and departure times. 

Yes 

 Very few students use public 
transport to arrive 

 No private school bus 
arrangement here 

 Record to be created in 
September for students who 
travel in on each bus number for 
T and T purposes 

L 

(b) Children (and staff), fail 
to use face covering on 
public transport or other 
control measures [NEW] 

L 

 Reinforce use of face coverings in public transport for staff and secondary 
pupils 

 Signpost that families using public transport should refer to the safer travel 
guidance for passengers. 

Yes 
 Clearly messaged to students 

and parents in face to face days 
and letter home 

L 

(c) Reliance on congested 
transport means pupils and 
staff cannot attend 
punctually [NEW] 

L 
 Pupils and staff are encouraged to walk or cycle to school where possible 

 The school provides the Local Authority with information as requested to 
assist traffic demand management 

Yes 

 V few staff and students arrive by 
public transport 

 Information to be shared with LA 
as requested 

L 

1.17 Attendance 

(a) Attendance is low [NEW] H 

 Schools reinforce to parents that school attendance is mandatory - it is 
parents’ duty to secure that their child attends regularly at school where the 
child is a registered pupil at school and they are of compulsory school age 

 Schools record attendance, as per (evolving) DfE requirements 

Yes 
 Letter sent pre-summer 

confirming statuatory 
requirement of attendance 

M 

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
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prior to action 

(H/M/L) 

Control measures In place? 
Yes/No 

N/A 
Partial 

Further action 
 comments 

Residual risk 
rating 

(H/M/L) 

 Schools follow up absence, develop plans for re-engagement of low 
attendance pupils, including social worker contact where necessary. Schools 
consider all available resources to secure attendance e.g. use the additional 
catch-up funding schools will receive, as well as existing pastoral and 
support services, attendance staff and resources and schools’ pupil premium 
funding  

 Schools consider the availability to issue sanctions, including fixed penalty 
notices in line with local authorities’ codes of conduct, but do not penalise 
absence where children to attend school as parents are following clinical 
and/or public health advice. 

 Schools discuss pupil/parental concerns and provide reassurance of the 
measures they are putting in place to reduce the risk in school and 
encourage attendance 

  

 Close engagement with social 
workers via DSL and Deputy 
DSL 

 Attendance officer in place 

 Intention to work with families 
where possible and where 
circumstance, rather than choice 
is the driver for non-attendance 

2. Investing in safety equipment and health and safety arrangements to limit the spread of COVID-19 

2.1 Cleaning 

(a) Cleaning capacity is 
reduced so that an initial 
deep-clean and ongoing 
cleaning of surfaces are not 
undertaken to the standards 
required 

M 

 A return-to-work plan for cleaning staff (including any deep cleans) is agreed 
with contracting agencies prior to opening. 

 An enhanced cleaning plan is agreed and implemented which minimises the 
spread of infection. 

 Working hours for cleaning staff are increased. 

Yes 

 Working plan agreed with 
cleaning company. 

 Cloakroom staff member re-
deployed for roaming cleaning 
with tightly organised schedule 

L 

(b) Shared areas are not 
cleaned on a regular basis 
[NEW] 

M 

 Cleaning schedules are maintained by staff and cleaners for shared areas, 
visible to all. 

Yes 

 Cleaning schedule in place 

 Shared teaching areas cleaned 
between lessons 

 All teachers have cleaning 
product, sanitiser and wipes 

L 

2.2 Respiratory hygiene and handwashing 

(a) Inadequate supplies of 
soap and hand sanitiser 
mean that pupils and staff 
do not wash their hands 
with sufficient frequency 
[EXISTING] 

M 

 An audit of handwashing facilities and sanitiser dispensers is undertaken 
before the school reopens and additional supplies are purchased if 
necessary. 

 Monitoring arrangements are in place to ensure that supplies of soap, hand 
towels and sanitiser are maintained throughout the day. 

Yes 
 Premises manager to monitor 

stocks 

 Audit completed 

L 

(b) Pupils forget to wash 
their hands regularly and 
frequently [EXISTING] 

M 

 Staff training includes the need to remind pupils of the need to wash their 
hands regularly and frequently. 

 Posters and electronic messaging boards reinforce the need to wash hands 
regularly and frequently. 

Yes 

 Signage in place in all toilets 

 School leaders to direct students 
to hand washing areas as they 
arrive at school 

L 
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Residual risk 
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(H/M/L) 

 School leaders monitor the extent to which handwashing is taking place on a 
regular and frequent basis. 

 Leaders to monitor handwashing 
from outside of toilet facilities. 
Leaders will not monitor from 
within toilets due to safeguarding 
vulnerability caused by this. 

(c) Regularity of 
handwashing does not meet 
specified guidelines [NEW] 

M 

Sufficient hand washing/sanitiser ‘stations’ available for the following 
circumstances 

 arrival at school 

 when pupils return from breaks 

 when changing rooms 

 before and after eating 

Yes 
 Areas organised and students 

directed by leaders on arrival and 
signage within washrooms 

L 

(d) Hand sanitiser ingestion 
[NEW] 

M 
 Sanitisers which dispense large quantities are under supervision (or 

inaccessible when not supervised) 

 Unsupervised hand sanitisers dispense small quantities. 

Yes 

 Pump-style bottles reduce how 
much is dispensed 

 Students to be made aware of 
risks at September assembly 

L 

(e) Respiratory 
transmission through 
coughing/sneezing [NEW] 

H 
 “Catch it, kill it, bin it” posters are displayed 

 Individuals are encouraged to use sleeves or tissues and bins where 
available across the school site. 

Yes 

 Posters displayed 

 Reminders in form time and 
assemblies 

 All classrooms to have a supply 
of tissues 

M 

(f) Misuse of face coverings 
leads to transmission 
and/or impaired 
communication [NEW] 

M 

 Any staff member required to use a face covering is trained in doing so. 

 Any staff member or pupil electing to use a face covering is ideally sign-
posted to relevant training. 

 School leaders/personnel should ideally discus with those electing to wear 
face coverings in the school setting the benefits and risks of doing so, to 
minimise risk of transmission and ensure education is not impacted through 
negative effects on communication. 

Yes 

 Staff trained on PPE in INSET in 
June 2020, refresher in Sep 
2020 

 

L 

2.3 Clothing/fabric 

The use of fabric chairs 
may increase the risk of the 
virus spreading 

L 

 Take fabric chairs out of use where possible. 

 Where that is not possible then ensure chairs are limited to single person 
use. 

 [Necessity of guidance to be verified] 

Yes 

 Fabric chairs removed from all 
areas of school and replaced 
with easily cleanable plastic 
chairs 

L 
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2.4 Testing, tracing and managing symptoms 

(a) School leadership are 
not aware of their 
responsibilities under the 
NHS Test and Trace 
programme [NEW] 

L 

 The same day they are aware someone who has tested positive for 
coronavirus, schools contact the local healthcare protection team (0344 225 
3861 Surrey and Sussex Health Protection Team South East).  
https://www.gov.uk/health-protection-team 

 Where schools have an overall rise in sickness absence where coronavirus 
(COVID19) is suspected, the local healthcare protection team are contacted. 

 Leaders document the case scenario and actions advised by local 
healthcare, informing local SLT and GEP executive that same day. 

Yes 

 All SLT receive daily DfE 
bulletins 

 COVID Risk Assessment 
standing item at SLT meetings 

 Principal to lead response to any 
suggested cases and to liaise 
with local healthcare protection 
team 

L 

(b) Staff, pupils and parents 
are aware of their 
responsibilities under the 
NHS Test and Trace 
programme [NEW] 

L 

 Staff, pupils and parents have been made aware of 4 responsibilities under 
the NHS Test and Trace Programme (booking a test, providing details of 
close contacts, self-isolating, communicating test result outcome the day it is 
received) 

Yes 
 Parents aware from letter home 

 COVID-19 section set up on 
website 

L 

(c) Schools do not retain 
records that enable close 
contacts to be identified 

M 

 Timetables and changes are maintained 

 Schools maintain records of dedicated transport usage by pupils 

 Identified bubble breaches are recorded in a way that support test and trace 
and is not overly burdensome e.g. through pupil behaviour logs and/or 
staff/visitor identification of staff/pupil mixing of groups 

Yes 

 Bubble breaches recorded on 
live spreadsheet 

 Transport database kept as live 
document re: public transport 

 Timetables kept up to date  

L 

(d) Testing is not used 
effectively to help manage 
staffing levels and support 
staff wellbeing 

L 

 Guidance on getting tested has been published.  

 The guidance has been explained to staff as part of the induction process. 

 Post-testing support is available for staff through the school’s health 
provider. 

Yes 
 All member of school community 

kept aware of guidance and 
requirements 

L 

(e) Infection transmission 
within school due to 
staff/pupils (or members of 
their household) displaying 
symptoms 
[REVISED] 

L 

 Robust collection and monitoring of absence data, including tracking return 
to school dates, is in place. 

 Daily records kept of staff/pupil whereabouts for track and trace purposes 
including mobile staff e.g. SLT, caretaker, home-school link worker) 

 Procedures are in place to deal with any pupil or staff displaying symptoms 
at school.  This includes the use of testing for both staff and pupils and 
appropriate action, in line with government guidance, should the tests prove 
positive or negative. 

 Pupils, parents and staff are aware of what steps to take if they, or any 
member of their household, displays symptoms. This includes an 
understanding of the definitions and mitigating actions to take in relation to 
the terms clinically vulnerable and clinically extremely vulnerable should 
these apply. 

 A record of any COVID-19 symptoms in staff or pupils is reported to the trust 
(local authority and DfE, as required). 

Yes 

 Clear records kept of 
staff/student attendance and 
absence including tracking of 
return to school dates 

 Medical plan in place for dealing 
with suspected cases, including 
keeping in a separate ventilated 
room before being collected 

 RA to be completed for students 
and staff in risk categories 

 Website used to sign-post 
students and parents for testing 

L 

https://www.gov.uk/health-protection-team
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(H/M/L) 

 There is clear sign-posting of where tests can be obtained from 
(online/telephone booking); government provided supplies of home-testing 
kits are offered where it is thought that this will significantly increase the 
likelihood of an individual getting tested 

(f) Staff, pupils and parents 
are not aware of the 
school’s procedures 
(including on self-isolation 
and testing) should anyone 
display symptoms of 
COVID-19 [REVISED] 

L 

 Staff, pupils and parents have received clear communications informing 
them of current government guidance on the actions to take should anyone 
display symptoms of COVID-19 and how this will be implemented in the 
school. 

 This guidance has been explained to staff and pupils as part of the induction 
process. 

 Any updates or changes to this guidance are communicated in a timely and 
effective way to all stakeholders. 

 SLT are aware their communication responsibilities to GEP Head Office 

 Pupils are not required to produce negative test results or medical evidence 
upon return to school  

Yes 

 INSET and Sep Assembly used 
to highlight responsibilities 

 Covid page on website live by 
September 

L 

(g) Staff, pupils and parents 
are not aware of the 
school’s procedures should 
there be a confirmed case 
of COVID-19 in the school 

L 

 Staff, pupils and parents have received clear communications informing 
them of current government guidance on confirmed cases of COVID-19 and 
how this will be implemented in the school. 

 This guidance has been explained to staff and pupils as part of the induction 
process. 

 Any updates or changes to this guidance are communicated in a timely and 
effective way to all stakeholders. 

Yes 

 INSET and Sep Assembly used 
to highlight responsibilities 

 Covid page on website live by 
September 

L 

(h) Data protection breach 
[NEW] 

L 
 Schools must not share the names or details of people with coronavirus 

(COVID-19) unless essential to protect others, or other legal basis (e.g. 
consent) 

Yes  Data protection policies followed L 

(i) Local outbreak is not 
managed [NEW] 

H 
 Schools continue to work with local public health where an outbreak may be 

suspected and advising SLT and GEP executives accordingly. 
Yes 

 School to work and co-operate 
with local public health bodies 
where necessary 

L 

2.5 First Aid/Designated Safeguarding Leads 

(a) The lack of availability of 
designated First Aiders and 
Designated Safeguarding 
Leads puts children’s safety 
at risk [REVISED] 

L 

 First Aid certificates from 20 March extended for three months by 

government, with requalification required by 30 September. 

 A programme for training additional staff is in place, where deemed 
necessary. 

 Collaborative arrangements for sharing staff with other schools in the locality 
have been agreed. 

Yes 

 All office based administrative 
staff trained in first aid by end of 
September 2020 

 All PE teachers first aid trained 

L 
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(b) Backlog of safeguarding 
or welfare concerns are not 
addressed [NEW] 

M 

 DSLs and/or pastoral staff have been provided more/sufficient time 

(especially in September), to help them provide support to staff and children 

(and liaison with external organisations including school nurses), regarding 

any new safeguarding and welfare concerns 

Yes 

 Time provided where necessary. 
In school cover supervisor and/or 
HLTA team to step in where 
required 

L 

2.6 Medical rooms 

(a) Medical rooms are not 
adequately equipped or 
configured to maintain 
infection control [REVISED] 

L 

 Social distancing provisions are in place for medical rooms (2m distance).  

 Additional rooms are designated for pupils with suspected COVID-19 whilst 
collection is arranged and/or an area which is at least 2 metres away from 
other people 

 Ideally, a window should be opened for ventilation 

 Procedures are in place for medical rooms to be cleaned after suspected 
COVID-19 cases, along with other affected areas, including toilets, with 
standard cleaning products/normal household disinfectant/bleach. 

 Staff are trained on PPE equipment (where 2m social distancing cannot be 
maintained) as a minimum the GEP PPE posters are displayed in the 
medical room 

Yes 

 Screen in place in medical bay to 
protect staff 

 Medical room size means 1 in 1 
out to be followed 

 PPE training completed June 
INSET 2020 

 Plan in place for where students 
should be based if possible 
COVID symptoms prior to being 
collected 

L 

(b) Staff/pupils do not 
adequately take care of 
themselves following 
interaction with possibly 
COVID-19 infeed individual 
[NEW] 

L 

 Staff/pupils wash their hands thoroughly for 20 seconds with soap and 
running water or use hand sanitiser after any contact with someone who is 
unwell with COVID-19 symptoms. 

 Staff assisting someone with symptoms and pupils who have been in close 
contact with them do not need to go home to self-isolate unless they develop 
symptoms themselves 

Yes 

 Staff briefed on expected safety 
measures 

 All staff briefed on processes if 
they have come into contact with 
someone suspected of having 
COVID 

L 

(c) Medical assistance is 
not appropriately called 
upon when COVID-19 
symptoms are involved 
[NEW] 

L 

 Medical/first aid staff are aware that COVID-19 suspected cases should not 
visit the GP, pharmacy, urgent care centre or a hospital 

 Staff continue to call 999 if someone is seriously ill or injured or their life is at 
risk, and ideally make relevant parties of potential COVID-19 symptoms. 

Yes  Protocols in place L 

2.7 Communication with parents 

Parents and carers are not 
fully informed of the health 
and safety requirements for 
the reopening of the school 

L 

 As part of the overall communications strategy referenced in 1.12, parents 

are kept up to date with information, guidance and the school’s expectations 

on a weekly basis using a range of communication tools. 

 A COVID-19 section on the school website is created and updated, with this 
risk assessment published.  

 Parent and pupil handbooks updated if relevant 

Yes 
 Letters and video distributed 

 COVID section of website to be 
live by September 

L 

Parents and carers may not 
fully understand their 
responsibilities should a 

M 
 Key messages in line with government guidance are reinforced on a weekly 

basis via email, text and the school’s website. 
Yes 

 Consistent messaging in all 
communication 

L 
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child show symptoms of 
COVID-19 

2.8 Personal Protective Equipment (PPE) 

Provision of PPE for staff 
where required is not in line 
with government guidelines 

M 

 Government guidance on wearing PPE is understood, communicated and 

sufficient PPE has been procured. 

 Those staff required to wear PPE (e.g. SEND intimate care; 

receiving/handling deliveries; cleaning staff ) have been instructed on how to 

put on and how to remove PPE carefully to reduce contamination and also 

how to dispose of them safely.  

 Staff are reminded that wearing of gloves is not a substitute for good 

handwashing. 

Yes 
 PPE in stock 

 Staff trained on use where 
necessary, June 2020 

L 

3. Maximising social distancing measures and bubble group integrity  

3.1 Pupil behaviour 

(a) Pupils’ behaviour on 
return to school does not 
comply with prevention 
controls [REVISED] 

M 

 Clear messaging to pupils on the importance and reasons for social 
distancing, reduced contacts and hygiene is reinforced throughout the 
school day by staff and through posters, electronic boards, and floor 
markings. For young children this is done through age-appropriate methods 
such as stories and games. 

 Staff model social contact/distancing consistently. 

 The movement of pupils around the school is minimised. 

 Large gatherings are avoided. 

 Break times and lunch times are staggered and structured to support social 
distancing and are closely supervised. 

 The school’s behaviour policy has been revised to include rewards and 
sanctions (including exclusion), as appropriate re compliance with social 
distancing and hygiene; this has been communicated to staff, pupils and 
parents. 

 Senior leaders monitor areas where there are breaches of bubble groups 
and social distancing measures and arrangements are reviewed. 

 Messages to parents reinforce the importance of minimising contact, social 
distancing and hygiene. 

 Arrangements for social distancing of younger primary school children have 
been agreed and staff are clear on expectations. 

Yes 

 Tight behaviour management 
processes in place 

 COVID addendum in behaviour 
policy and published on website 

 In school timetable altered to 
keep students in bubbles in 
separate parts of the school 

 Senior leader on duty at all times 

 FER in charge of whole school 
behaviour policy and monitoring 
of its implementation 

L 

(b) Communications are not 
received or understood by 

L 
 The schools has adapted communications for pupils with complex needs 

e.g. through use of social stories; preparation and repetition of routines 
Yes 

 TAs to re-iterate policies for 
students with EHCPs 

L 
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pupils e.g. those with 
complex needs [NEW] 

 Video created for some SEND 
children with September plans 
clearly signposted and illustrated 

(c) Exclusion is 
inappropriately used [NEW] 

L 

 Permanent exclusion is only be used as a last resort. 

 Where a child with a social worker is at risk of exclusion, their social worker 
should be informed and involved in relevant conversations. 

 Any disciplinary exclusion of a pupil, even for short periods of time, is 
consistent with the relevant legislation. 

 The school does not off-roll: pressure a parent to remove their child from the 
school (including to home educate their child). 

Yes 

 School behaviour policy 
(including exclusions) remains 
consistent with additional COVID 
addendum 

L 

3.2 Classrooms and teaching spaces 

(a) The size and 
configuration of classrooms 
and teaching spaces does 
not consider possible social 
distancing measures 
[REVISED] 

L 

 Seating arrangements have been revised where possible (where 
space/teaching allows) to reduce face-to-face contact: e.g. facing forwards in 
rows rather than face-to-face. 

 Any furniture not in use has been removed from classrooms and teaching 
spaces. 

 Outside spaces are considered for teaching, as a possible alternative. 

Yes 
 Rooms cleared of ‘clutter’ and 

set up with rows in all rooms bar 
Science 

L 

3.3 Movement in corridors 

(a) Social distancing 
guidance is breached when 
pupils circulate in corridors 

L 

 Circulation plans have been reviewed and amended. 

 One-way systems are in operation where feasible. 

 Corridors are divided where feasible. 

 Circulation routes are clearly marked with appropriate signage. 

 Any pinch points/bottle necks are identified and managed accordingly. 

 The movement of pupils around school is minimised as much as possible. 

 Where possible, pupils stay in classrooms and staff move around. 

 Lesson change overs are staggered to avoid overcrowding. 

 Pupils are briefed regularly regarding observing social distancing guidance 
whilst circulating. 

 Appropriate supervision levels are in place. 

Yes 

 100 minute lessons mean 
minimal movement around site 

 Students briefed on appropriate 
distancing 

 Duty staff in place during all 
breaks 

L 
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3.4 Break times 

(a) Pupils may not observe 
social distancing at break 
times 

M 

 Break times are staggered 

 External areas are designated for different groups. 

 Pupils are reminded about social distancing as break times begin. 

 Social distancing signage is in place around the school and in key areas. 

 Supervision levels have been enhanced, especially with younger pupils, to 
support social distancing. 

 Outdoor equipment is only used where it can be cleaned between groups of 
children and not used simultaneously by groups. 

Yes 

 Higher levels of supervision 
initially 

 Regular reminders for students 
about social distancing 

 Behaviour policy in place where 
students are unable to meet 
these expectations 

 Bubbles have break and 
lunchtimes in different 
playground areas 

 Additional canteen facilities 
created so each bubble has its 
own canteen 

L 

3.5 Lunch times 

(a) Pupils may not observe 
social distancing at lunch 
times 

M 

 Pupils are reminded about social distancing as lunch times begin. 

 Pupils wash their hands before and after eating. 

 Dining area layouts have been configured to ensure social distancing.  

 Tables and chairs have been cordoned off where this is not possible. 

 Floor markings are used to manage queues and enable social distancing. 

 Additional arrangements are in place, such as staggering lunch times, 
delivering grab bags to classrooms, pupils eating in classrooms or other 
spaces. 

 Guidance has been issued to parents and pupils on packed lunches (e.g. the 
use of disposable bags instead of lunch boxes). 

 Eating areas are cleaned after lunch. 

Yes 

 Higher levels of supervision 
initially 

 Regular reminders for students 
about social distancing 

 Behaviour policy in place where 
students are unable to meet 
these expectations 

 Bubbles have break and 
lunchtimes in different 
playground areas 

 Additional canteen facilities 
created so each bubble has its 
own canteen 

L 

3.6 Toilets 

(a) Queues for toilets and 
handwashing risk non-
compliance with social 
distancing measures 

L 

 Queuing zones for toilets and hand washing have been established and are 
monitored. 

 Floor markings are in place to enable social distancing. 

 Propping open main toilet entrance where possible. 

 Pupils know that they can only use the toilet one at a time (unless the toilet 
has been assessed as able to receive a greater capacity and this is clearly 
marked). 

 Pupils are encouraged to access the toilet during class/throughout the day to 
help avoid queues. 

 The toilets are cleaned frequently. 

Yes 

 Line markings in place for 
queues for the toilet 

 Doors propped open in most 
toilets (where modesty and 
safety permits) to allow 
ventilation 

 Students have used facilities in 
face to face days before summer 
to learn processes 

 Bins emptied daily on premises 
rota 

L 
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 Monitoring ensures a constant supply of soap and paper towels. 

 Bins are emptied regularly.  

 Pupils are reminded regularly on how to wash hands and young children are 
supervised in doing so. 

(b) Toilets are not cleaned 
on a regular (at least daily) 
basis, including frequently 
touched surfaces [NEW] 

L 
 Daily cleaning schedules (and supply checks) are maintained for toilet 

blocks, visible to all. Yes   L 

3.7 Medical Rooms 

(a) The configuration of 
medical rooms may 
compromise social 
distancing measures 

M 

 Social distancing provisions are in place for medical rooms. 

 Additional rooms are designated for pupils with suspected COVID-19 whilst 
collection is arranged. 

 Procedures are in place for medical rooms to be cleaned after suspected 
COVID-19 cases, along with other affected areas, including toilets. 

Yes 

 Protective screen in place for 
staff protection 

 Community room allocated for 
suspected COVID-19 cases 
whilst waiting to be collected 

 Use of roaming cleaner if 
suspected COVID cases to clean 
all areas required 

L 

3.8 Reception area 

(a) Groups of people gather 
in reception (parents, 
visitors, deliveries) which 
risks breaching social 
distancing guidelines 

M 

 Social distancing points are clearly set out, using floor markings, continuing 
outside where necessary. 

 Social distancing guidance is clearly displayed to protect reception staff (e.g. 
distance from person stood at reception desk). 

 Non-essential deliveries and visitors to school are minimised. 

 Arrangements are in place for segregation of visitors. 

Yes 

 Protective reception screen in 
place 

 Parental visits by appointment 
only 

 Seating in reception socially 
distanced and plastic chairs for 
easy cleaning 

L 

3.9 Arrival and departure from school 

(a) Pupils and parents 
congregate at exits and 
entrances, making social 
distancing measures 
difficult to apply 

M 

 Start and finish times are staggered. 

 The use of available entrances and exits is maximised. 

 Social distancing guidelines are reinforced at entrances and exits through 
signage and floor/ground markings, including external drop-off and pick-up 
points. 

 Weekly messages to parents stress the need for social distancing at arrival 
and departure times. 

Yes 

 Entrances and exits manned by 
SLT at start and end of day 

 Markings on floor inside and 
outside of entrances to remind 
students of social distancing 

 COVID page on website to 
remind parents to keep message 
consistent re: social distancing 

L 

3.10 Transport 

(a) The use of public and 
school transport by pupils 

M 
 Guidance is in place for pupils and parents on how social distancing can be 

observed on public and school transport. This includes advice on the use of 
Yes 

 Students to wear masks on 
public transport 

L 
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poses risks in terms of 
social distancing 

face coverings if pupils are travelling with children other than from their own 
class. 

 Discussions have been held with the relevant public transport authority and 
with bus companies on how social distancing measures will be applied. 

 Record of students using public 
transport kept 

3.11 Staff areas 

(a) The configuration of 
staff rooms and offices 
makes compliance with 
social distancing measures 
problematic 

L 
 Reconfiguration of staff rooms and offices has been undertaken prior to the 

school opening to allow for social distancing between staff. 
Yes 

 Low staff numbers mean space 
available for staff 

L 

3.12 Large gatherings 

(a) Staff and pupil 
organised gatherings are 
greater than planned bubble 
group sizes [NEW] 

H 

 Assemblies and collective gatherings do not exceed bubble groups 

 Staff meetings and training sessions are organised so staff bubble groups 
retain 2m social distancing; virtual alternatives are considered. 

 Schools keep up-to-date with guidance on community gatherings (currently 
maximum of 30) 

Yes 

 Assemblies for bubbles or Year 
groups only 

 Social distancing used for staff 
briefings and for INSET days 

 Updates provided by staff as and 
when new guidelines are  

L 

4. Continuing enhanced protection for children and staff with underlying health conditions 

4.1 Pupils with underlying health issues 

(a) Pupils with underlying 
health issues or those who 
are shielding are not 
identified and so measures 
have not been put in place 
to protect them [REVISED] 

L 

 Parents have been provided with clear guidance and this is reinforced on a 
regular basis. 

 Parents have been asked to make the school aware of pupils’ underlying 
health conditions and the school has sought to ensure that the appropriate 
guidance has been acted upon. 

 The school, and parents are clear about the definitions and associated 
mitigating strategies relation to people who, in July 2020, were classed as 
clinically vulnerable and clinically extremely vulnerable. 

 Schools have a regularly updated register of pupils with underlying health 
conditions. 

 Consider 1st August and evolving guidance on vulnerable people. 

Yes 
 Updated individual health plans 

 
L 
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4.2 Staff with underlying health issues 

Staff with underlying health 
issues or those who are 
shielding are not identified 
and so measures have not 
been put in place to protect 
them [REVISED] 

M 

 

 All members of staff with underlying health issues, those within vulnerable 
groups or who are shielding have been instructed to make their condition or 
circumstances known to the school. Records are kept of this and regularly 
updated. 

 Members of staff with underlying health conditions have been asked to seek 
and act on the advice of their GP/consultant/midwife or current government 
advice. 

 Staff are clear about the definitions and associated mitigating strategies 
relation to people who, in July 2020, were classed as clinically vulnerable 
and clinically extremely vulnerable. 

 All staff with underlying health conditions that put them at increased risk from 
COVID-19 are working from home in line with national guidance. 

 Current government guidance is being applied. 

 Consider 1st August and evolving guidance on vulnerable people 

Yes 

 Risk meetings planned for 
September utilising GEP 
proforma 

 All governmental guidance re: 
staff and health to be followed 

 Communication with unions as 
and when required 

L 

5. Enhancing mental health support for pupils and staff 

5.1 Mental health concerns – pupils 

Pupils’ mental health has 
been adversely affected 
during the period that the 
school has been closed and 
by the COVID-19 crisis in 
general [REVISED] 

H 

 There are sufficient numbers of trained staff available to support pupils with 
mental health issues. 

 There is access to designated staff for all pupils who wish to talk to someone 
about wellbeing/mental health. 

 Wellbeing/mental health is discussed regularly in PSHE/virtual 
assemblies/pupil briefings (stories/toy characters are used for younger pupils 
to help talk about feelings). 

 Resources/websites to support the mental health of pupils are provided. 
Schools consider the benefits of educational psychologists, social workers, 
and counsellors, within budgets available. 

 Work with local services (such as health and the local authority) to ensure 
the services and support are in place for a smooth return to schools for 
pupils with SEND. 

Yes 

 Summer term triage work with 
Eikon, Dawn and Tony Oliva to 
continue in September 

 Whole school Wellbeing 
approach to continue and form 
part of tutor time work (HAM to 
organise) 

 Wellbeing messages and 
signposting via 
website/Facebook/Twitter and in 
person for students as and 
where required 

L 

Pastoral support is not 
applied to assist well-being 
[NEW] 

L 

 Consider the provision of pastoral and extra-curricular activities to all pupils 
designed to: 

 support the rebuilding of friendships and social engagement 

 address and equip pupils to respond to issues linked to coronavirus (COVID-
19) 

 support pupils with approaches to improving their physical and mental 
wellbeing 

Yes 

 Students have clear time with 
tutors 

 School wellbeing student group 
used to promote approaches to 
wellbeing 

 Display signage around school 
re: wellbeing 

L 
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 Provide more focused pastoral support, as appropriate, where issues are 
identified that individual pupils may need help with, drawing on external 
support where necessary and possible 

 Consider support needs of particular groups they are already aware need 
additional help (for example, children in need), and any groups they identify 
as newly vulnerable on their return to school.  

Multi-agency approach to 
well-being [NEW] 

L 
 Schools and school nurses will work together to ensure delivery of the 

healthy child programme (which includes immunisation), identifying health 
and wellbeing needs which will underpin priorities for service delivery. 

Yes   L 

5.2 Mental health concerns – staff 

(a) The mental health of 
staff has been adversely 
affected during the period 
that the school has been 
closed and by the COVID-19 
crisis in general 

M 

 Staff are encouraged to focus on their wellbeing. 

 Line managers are proactive in discussing wellbeing with the staff that they 
manage, including their workload. 

 Staff briefings and training have included content on wellbeing. 

 Staff briefings/training on wellbeing are provided. 

 Staff have been signposted to useful websites and resources. 

Yes 

 New ‘staff wellbeing role’ (HAM) 

 Leadership decisions made 
mindful of staff wellbeing 

 Additional INSET in Sep 2020 

 Staff signposted to support 
mechanisms 

 Staff access to Tony Oliva where 
necessary 

L 

(b) Working from home can 
adversely affect mental 
health 

M 

 Staff working from home due to self-isolation have regular catch-ups with 
line managers. 

 Staff are encouraged to speak regularly with colleagues, take regular breaks 
and exercise. 

 Appropriate work plans have been agreed with support provided where 
necessary. 

 Staff working from home may help provide remote learning for any pupils 
who need to stay at home. 

Yes 

 Regular Zoom staff briefing 

 Staff ‘wellbeing challenges’ 

 Regular check ins from line 
managers 

L 

5.3 Bereavement support 

Pupils and staff are grieving 
because of loss of friends 
or family [REVISED] 

M 

 The school has access to trained staff who can deliver bereavement 
counselling and support. 

 Support is requested from other organisations when necessary. 

 GEP Bereavement Policy followed 

Yes 
 MCK to investigate bereavement 

support through GEP as required 

 Bereavement policy followed 

L 
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6. Maintaining educational provision for children of key workers and vulnerable children 

6.1 Maintaining provision  

(a) Educational provision 
for all pupils with a broad 
and balanced curriculum, 
including caring for those 
with SEND that should not 
be based on a rota system 
[NEW] 

L 

 Curriculum that is offered is broad and balanced 

 All pupils attend, including those with complex needs, SEND and part-time 
dual registered 

 Assessments have been conducted for SEND pupils Yes 
 Fulltime provision available for all 

students incorporating a full 
curriculum offer 

L 

7. Operational issues 

7.1 Review of fire procedures 

(a) Fire procedures are not 
appropriate to cover new 
arrangements [REVISED] 

M 

 Fire procedures have been reviewed and revised where required, due to: 

 Reduced numbers of pupils/staff 

 Possible absence of fire marshals 

 Social distancing/bubble integrity rules during evacuation and at muster 
points 

 Possible need for additional muster point(s) to enable social distancing 
where possible 

 Staff and pupils have been briefed on any new evacuation procedures. 

 Incident controller and fire marshals have been trained and briefed 
appropriately. 

Yes 

 Fire evacuation practise in Sep 
INSET 

 Fire Marshal training updated 

 Students briefed on processes 
which remain unchanged but 
with socially distanced lining up 

L 

(b) Fire evacuation drills - 
unable to apply social 
distancing effectively  

L 
 Plans for fire evacuation drills are in place which are in line with social 

distancing/group bubble integrity measures. Yes  Planned L 

(c) Fire marshals absent 
due to self-isolation 

M 
 An additional staff rota is in place for fire marshals to cover any absences 

and staff have been briefed accordingly. Yes 
 Reserve marshal allocated for 

each area 
L 

7.2 Managing premises on reopening after lengthy closure 

(a) All systems may not be 
operational 

L  Government guidance is being implemented where appropriate. Yes  All systems operational L 
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 All systems have been recommissioned. 

(b)Statutory compliance has 
not been completed due to 
the availability of 
contractors during 
lockdown 

L 

 All statutory compliance is up to date. 

 Where water systems have not been maintained throughout lockdown, 
chlorination, flushing and certification by a specialist contractor has been 
arranged. 

Yes  Maintained throughout lockdown L 

7.3 Visitors attending site  

(a) Contractors on-site 
whilst school is in operation 
may pose a risk to social 
distancing and infection 
control  

L 

 Ongoing works and scheduled inspections for schools (e.g. estates related) 
have been designated as essential work by the government and so are set 
to continue. 

 An assessment has been carried out to see if any additional control 
measures are required to keep staff, pupils and contractors safe. 

 Assurances have been sought from the contractors that all staff attending 
the setting will be in good health (symptom-free) and that contractors have 
procedures in place to ensure effective social distancing is maintained at all 
times.  

 Alternative arrangements have been considered such as using a different 
entrance for contractors and organising classes so that contractors and 
staff/pupils are kept apart. 

 Social distancing is being maintained throughout any such works and where 
this is not possible arrangements are reviewed. 

 In addition to arrangements for COVID-19, normal contractor procedures are 
being applied and have been updated in light of COVID-19 (including 
contractor risk assessments and method statements, and contractor 
induction). 

Yes 

 Works arranged through 
Premises Managed and 
appropriate arrangements in 
place 

 GEP track and trace document in 
place in reception for all visitors 

L 

(b) Visitors in reception 
area risk of Covid19 
transmission [REVISED] 

L 

 Create physical barriers to ensure social distancing between staff and 
visitors  

 Have signs up displaying the maximum number of visitors and/or social 
distancing reminders 

 Visitors are encouraged to attend by appointment only 

Yes 

 Physical barrier in place in 
reception 

 Parents asked to visit school by 
appointment only 

L 

(c) External people 
necessary for curriculum, 
SEND, extended services 
provisions, or wider 
charitable activity do not 
adhere to social distancing. 
[NEW] 

L 

 External people (such as professional service organisations, curriculum 
consultants, coaches, extended service/club providers, supply teachers, 
peripatetic teachers, nurses, volunteers, specialists, therapists, clinicians 
and other support staff for pupils with SEND) are inducted in the key 
messages of school risk assessment including the need to maintain a 2m 
social distance, and/or use of appropriate PPE 

Yes 
 Visiting staff/people to be 

advised or requirements in 
reception 

L 
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(d) Records are not 
consistently kept of who 
has attended site to allow 
track and trace to be 
effective [NEW] 

M 

 The school has ensured that all visitors and staff have a means to sign in, 
irrespective of the time of day 

 Sign-in areas have available information on key messages from risk 
assessment, as well as hand hygiene station 

 Visitors are encouraged to report, on sign-out, any ‘close contacts’ they have 
had during their visit.; staff report the same in terms of bubble integrity. 

Yes 

 New receptionist to be trained 
around ensuring accurate record 
of signing in area and list of who 
visitors will see 

L 

7.4 Recruitment 

(a) Recruitment checks are 
not compliant with 
changing guidelines and 
legislation [NEW] 

L 

 During the summer, safeguarding checks can be carried out remotely as set 
out in coronavirus (COVID-19): safeguarding in schools, colleges and other 
providers. 

 From the start of the autumn term checks will revert to being carried out in 
person. 

Yes 
 All checks undertaken as per 

guidelines 
L 

7.5 Catering 

(a) Full catering service is 
not provided [NEW] 

M 

 Caterers are onsite, providing lunch service to all pupils (and staff), as 
appropriate 

 Catering service complies with guidance for food business on coronavirus, 
as per assurance visit(s) from GEP Estates Manager 

 Provision is made for payment via means other than finger scanning (if 
surfaces are not wiped between customers) 

Yes 

 Bespoke plan in place with 
innovate 

 Finger print payment not to be 
used 

 Innovate RA in place 

L 

7.6 Extended Services / Clubs 

(a) Resuming extended 
services and clubs 
undermines the school-day 
social contacts/distancing 
measures[NEW] 

L 

 Schools provide in-house (before/after) school clubs, considering the 
guidelines Protective measures for out-of-school settings during the 
coronavirus (COVID-19) outbreak 

 Before any external provider offers onsite service, local school leaders 
review external provider risk assessment, to provide assurance that COVID-
secure measures are in place   

 Procedures are defined and/or information on key messages from risk 
assessment are shared, to ensure that the provider does not undermine the 
school’s measures. Parents are advised that limiting the number of 
clubs/wraparound care providers helps reduce risk of infection. Where 
possible, schools carefully consider how they can maintain their group 
bubbles with such provision or use small consistent groups. Contact sports 
do not take place at such provisions 

Yes 

 Enrichment opportunities 
provided by in house staff for 
single bubble groups only  

 Woking to provide RA prior to 
starting football sessions 

L 

https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak/protective-measures-for-out-of-school-settings-during-the-coronavirus-covid-19-outbreak
https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak/protective-measures-for-out-of-school-settings-during-the-coronavirus-covid-19-outbreak
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7.7 Lettings 

(a) Resuming lettings 
undermines the school’s 
measures to minimise risk 
[NEW] 

M 

 Local school leaders review external provider risk assessment to provide 
assurance that COVID-secure measures are in place before any club starts 
up. 

Yes 
 RA analysis for external lettings 

delegated to Nick Irwin 
L 

8. Finance 

8.1 Costs of the school’s response to COVID-19 

The costs of additional 
measures and enhanced 
services to address COVID-
19 when reopening places 
the school in financial 
difficulties 

M 

 Additional cost pressures due to COVID-19 identified and an end-of-year 
forecast which factors them in has been produced. 

 GEP finance team has been consulted to identify potential savings in order to 
work towards a balanced budget. 

 Additional COVID-19 related costs are under monitoring and options for 
reducing costs over time and as guidance changes are under review. 

 Additional sources of income are under exploration. 

 The school’s projected financial position has been shared. 

Yes 

 Changes budgeted 

 Continued search for additional 
lettings 

 Finances shared and reviewed 
by GEP 

L 

9. Governance 

9.1 Oversight of the governing body 

Lack of Trustee / Governor 
oversight during the COVID-
19 crisis leads to the school 
failing to meet statutory 
requirements. 

L 

 The governing committees continue to meet regularly via online platforms. 

 The governing committees’ agendas are structured to ensure all statutory 
requirements are discussed and school leaders are held to account for their 
implementation. 

 The CEO/Principal’s report to governors includes content and updates on 
how the school is continuing to meet its statutory obligations in addition to 
covering the school’s response to COVID-19. 

 Regular dialogue with the Chair of Trustees / Governors and those Trustees / 
governors with designated responsibilities is in place. 

 Minutes of governing body meetings are reviewed to ensure that they 
accurately record governors’ oversight and holding leaders to account for 
areas of statutory responsibility. 

Yes 

 GLAC has met as per schedule 
(using virtual technology) 

 MCK has regularly shared 
updates with Chair of Governors 

L 
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10. Additional site-specific issues and risks 

Settings to add any site-specific issues/arrangements here and ensure mitigation strategies are in place to address them 

        

        

        

        

 


