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INTRODUCTION 
 
West Lea School acknowledges the need to provide clear and specific guidance to all staff when returning to full-scale 
school opening in September 2020. As the school continues to provide a significant level of care for under-privileged 
children and young adults and those with special educational needs and disabilities, it is important to ensure all the 
arrangements are considered carefully to allow education to commence as safely as possible and in accordance with all 
governmental requirements. 
 
The success of the arrangements will be subject to a significant amount of effort, cooperation and communication over a 
sustained period in circumstances that will likely be challenging. 
 
The document has been prepared with the specific goal of ensuring the health, safety and well-being of all staff, pupils and 
visitors associated with West Lea School.  
 
In the event that any of the arrangements or instructions are felt to be unclear or if clarification is needed, staff should 
not hesitate to contact a member of the Senior Leadership Team to highlight and discuss these issues. 
 

1. RISK ASSESSMENT 
 
A risk assessment has been prepared to identify the key hazards associated with operating the school during the outbreak. 
The risk assessment will be reviewed and updated on a regular basis in order to ensure the hazards associated with the 
lockdown being relaxed or otherwise are carefully assessed and working practices are amended as necessary. 
 
Each campus will operate within a series of protected ‘bubbles’, or groups of staff and pupils who will work in and keep 
within specified areas in order to prevent the large scale socializing that is normally commonplace in the school, but which 
could lead to Covid-19 spreading easily and quickly in the event of an infection being brought in. 
 
Where the building is operated and controlled by a third party, in this case Enfield College, West Lea School staff and pupils 
will work in accordance with the risk assessment for general access arrangements in the school and will liaise with school 
management to ensure the day to day arrangements are known and will work in conjunction with the rest of the school 
and its normal operations. 
 
The pupils assigned to Enfield College will operate as a separate bubble within the school as much as is possible to reduce 
the risk of virus spreading and will observe social distancing at all times. 
 
The risk assessment process has been carried out by the Senior Leadership Team and Kevin Clarke, competent person for 
health and safety for the school and will be circulated to all staff and published on the school website. 
 

2. INFORMATION, INSTRUCTION, TRAINING AND SUPERVISION 
 
At the start of the September term and prior to work commencing, all staff will be given additional instruction and training 
to confirm what is required to ensure risks are managed and minimised. Staff will also be consulted via teaching unions and 
staff Health and Safety Representatives, to ensure all parties are able to review and discuss as necessary. 
 
All staff will receive a copy of these procedures to allow time to read and understand the arrangements and to raise 
questions or seek clarification from the Senior Leadership Team (SLT) about any matters that may be unclear. The 
assessments will then be reviewed by Heads of School and the Health and Safety Reps on a regular basis to ensure it remains 
up to date and in line with current governmental and educational requirements. Where required, this information will be 
translated and / or communicated to those with impairments or for whom English is not their first language. 
 
All staff will be encouraged to identify and raise issues where improvements may be needed and can do so formally and 
informally to Heads of School, SLT who will consult with Trade Union Reps and the local health protection team, as required. 
 
All relevant information received about outbreaks, spikes in statistics or local issues will be highlighted to staff immediately 
by SLT. 
 
The procedures will also be circulated to relevant parents and carers to confirm the measures to protect them and others. 
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3. STAFF HEALTH AND WELLBEING 

 
All staff should carefully assess their own vulnerabilities due to health concerns or those who may be vulnerable in their 
own household. Staff should also discuss all such concerns with the Chief Executive Officer, Sue Tripp as soon as possible. 
Where specific risks are present, such as pregnancy, new mothers, older staff or those with ongoing medical conditions or 
vulnerabilities, an individual staff risk assessment will be carried out and a suitable plan of action arranged in discussion 
with the employee. 
 
In the event that a member of staff displays any known symptoms of Covid-19, they should follow the flow chart below and 
immediately inform the Head of School and commence self-isolation as per government recommendations. 
 
The following members of staff are authorised to travel between sites: 
 

• Senior Leadership Team (can enter Administrative Areas / bubbles) 
• Safety Management Team – Jackie Wheeler, Jayne Fagg, Kevin Clarke 
• Therapists (NHS and employed) 
• Site Team 
• Essential Maintenance Staff 
• IT Support 

 
4. ADMINISTRATIVE STAFF 

 
Administrative staff employed by West Lea School will not be present on the Enfield College site. Teaching staff will work 
within their own bubble and will not be permitted to access teaching areas of the school. Wherever possible, online 
meetings will be held rather than face to face, even if members of staff are all on the same premises. 
 

5. VISITORS, PERIPATETIC STAFF AND CONTRACTORS 
 
West Lea School visitors will be limited to the College and wherever possible, communication with visitors will be via phone 
and online.  
 
Peripatetic Staff will be contacted to discuss the arrangements for their visits to College and to confirm their understanding 
of these requirements. PPE will be available if it is needed; therapists would be expected to supply their own PPE as would 
normally be the case in their role. 
 
Should a visit in person be necessary, this will be by appointment only and with the agreement of the College, subject to 
understanding and acknowledgement of the requirements on site. Contractors, Site Staff and IT will not be permitted to 
enter teaching bubbles unless essential works are necessary. 
 

6. INDIVIDUAL PUPIL RISK ASSESSMENTS 
 
Pupils with significant health risks or vulnerabilities will be subject to a risk assessment to identify whether the risks to their 
health are acceptable due to returning to school. The risk assessment will be carried out by the Head of School and will be 
discussed directly with parents to identify the best solution for the pupil. 
 
Where specific precautions need to be taken, these will be formally communicated to staff, TAs and carers assigned to the 
pupils and ongoing monitoring will be made as is normally the case with all health concerns. 
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7. ACTIONS IN THE EVENT OF COVID-19 SYMPTOMS 

 
In the event that a member of staff or pupil shows symptoms of COVID-19, the following action should be taken: 
 

 
 
 
 
 

  

Pupil or member of staff displays 
Covid-19 symptoms 
 
 

Alert management within Enfield 
College and West Lea School, send 
home and advise to self-isolate for 10 
days. 
 
Household members should self-
isolate for 14 days. 
 
Arrange a test and inform NHS Test 
and Trace - https://contact-
tracing.phe.gov.uk/ 

If test is negative, return to school 
and household can end self-isolation. 
 
If the test is positive, move to the 
‘confirmed case’ scenario below. 
 
 

 
Action to be taken in the event of a confirmed case of COVID-19 in the school: 
 
 
 
 
 
 

  

Pupil or staff member tests positive 
for COVID-19. 

Individual receives medical advice 
and treatment. 
 
Class or group sent home to self-
isolate for 14 days. 

If other cases are detected within the 
school community, report to PHE 
who will advise and investigate. 
 

 
As soon as a pupil displays any symptoms, they will be isolated immediately in accordance with Enfield College management 
until arrangements can be made for them to be collected and taken home. Cleaning staff will be engaged to carry out the 
cleaning of the room as soon as it is empty and will also then remove all waste from the classroom where the individual 
was working and will clean this area as well. 
 
All staff will be required to engage with the NHS ‘Test and Trace’ system to ensure potential outbreaks are prevented. All 
suspected cases should be reported immediately to Jackie Wheeler and the Head of School. The gov.uk website details for 
Test and Trace are as follows: 
 
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/ 
 
Visiting members of staff will be asked to consent to their details being retained, as well as date and time records of their 
attendance in order to contact them via Test and Trace if required. 
 

8. SOCIAL DISTANCING 
 
Wherever possible and practical to do so, staff will try to implement social distancing measures within the school by 
avoiding 1 to 1 contact wherever possible and maintaining a distance of more than 1m wherever possible. Although this 
will continue to present a challenge, especially with pupils who are not able to understand the reasons for social distancing, 
however, this does not mean that all distancing requirements should be relaxed. 
 
In the event that plans do not work as intended, staff should use their initiative to prevent congestion in certain areas. This 
may involve waiting in classrooms for a time or moving away from others whilst congestion subsides. 

https://contact-tracing.phe.gov.uk/
https://contact-tracing.phe.gov.uk/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/
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9. CATERING, CLEANING AND HYGIENE ARRANGEMENTS 
 
All areas of the school that are used as part of the daily routine will be cleaned throughout the day and then thoroughly at 
the end of each day. This will involve cleaning using sprayed and wiped disinfectants on all hard surfaces and floors. All 
equipment that is used throughout the day should also be cleaned; teaching staff will also have a supply of wipes and 
cleaning equipment available throughout the day in order to clean whenever it is deemed necessary. 
 
Cleaning will involve stair railings, door handles, desks, keyboards, and any other hard surfaces that have been in use. 
Cleaning should be carried out quickly and as soon as is practicable, especially where any form of human waste is involved. 
Staff should also ensure that PPE is worn whenever there is a risk of splashing or contamination from the waste products 
or substances. 
 
Contaminated waste will be disposed of daily with a central location for waste to be placed before removal at each site.  
 
All staff will be expected to wash their hands regularly and thoroughly with warm water and hand soap. It is expected that 
hand washing will be carried out much more frequently than previously; all staff working together should be aware of this 
and be patient and alert to this important task.  
 
Tissues and wipes for personal hygiene will also be provided in the classroom and will be re-stocked regularly to ensure the 
supply is always available. Disposal bins will be double-bagged and lidded to reduce the risk of contamination from this 
waste. 
 
It has been recommended that washing hands at least six times per day significantly reduces the risk of infection and drying 
will be carried out with paper towels or hand dryers.  
 
Catering arrangements have been reviewed in light of recommendations from the government to ensure arrangements are 
compatible with social distancing and the needs of the school. The catering team will continue within the kitchens and will 
involve all staff working as far apart as is practicable. All areas will continue to be kept clean and will be subject to regular 
disinfectant application. 
 

10. PERSONAL PROTECTIVE EQUIPMENT (PPE) 
 
Staff will be provided with PPE for use primarily in dealing with intimate care and to remove waste such as tissues to bins. 
In the circumstances, it is vital that this PPE is worn to prevent infection caused by airborne bacteria from person to person. 
An assessment of members of staff with health vulnerabilities will also be made. 
 
Staff and pupils will also comply with the requirements of the school regarding the use of masks in communal areas. Face 
coverings will not be required within the classrooms when teaching. 
 

11. PUPIL AND CLASSROOM SAFETY 
 
All classrooms will be adapted to improve space and circulation and all equipment that can be removed will be stored 
elsewhere, including soft-furnishings and equipment that will not be used during the period. 
 
All pupils will be reminded of the need to maintain high hygiene standards at all times. This will include reminders to sneeze 
and cough in a hygienic way, namely into a tissue or elbow and to implement the ‘Catch it, bin it, kill it’ approach. For Early 
Years children and those who are not able to follow these guidelines, staff will intervene wherever possible and assist with 
administering cleaning and hygiene where necessary. 
 
Movement around site will be closely monitored to ensure measures are implemented effectively. Pupils will attend tutorial 
in their classroom to prevent overcrowding in communal areas. They will also stay in their classrooms for lunch and the 
bubble will have access to a designated outside space for breaks and lunch. 
 
Pupils will be encouraged to bring minimal amounts of personal items into school. Work involving hard resources and paper 
will also be limited as far as possible. 
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Natural ventilation will be maximized at all times by keeping windows and doors open as much as possible. Where air 
conditioning systems are present, these will be switched off and used to cool rooms when they are empty. Lessons will be 
scheduled outdoors wherever this is possible and achievable. 
 

12. FIRST AID AND OTHER EMERGENCIES 
 
All existing arrangements for managing emergencies remain in place throughout this period. Staff should ensure all fire 
exits and routes remain clear in order to ensure safe exit in the event of an emergency. Exits should not be blocked or 
unofficially secured, even for a short period and any objects blocking exits should be moved as a priority. 
 
In the event of an incident involving first aid, staff should ensure that PPE is worn as soon as appropriate. Should an 
ambulance need to be called, arrangements will need to be made to ensure ambulance staff can enter and access the 
building safely and without having to navigate crowded areas. It will likely be necessary to take classes to safe areas for a 
time when the ambulance crew are in attendance. 
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13. ENFIELD COLLEGE SAFETY ARRANGEMENTS 

 

Teaching and Administration Bubbles 

Pupils who are taught at Enfield College will operate as a single bubble within 
the existing school. Social distancing will still be observed as much as possible 
and the class will be kept separate from others as much as possible and as 
required by the school management team. 
 
Break periods will be staggered to allow breaks to be taken separately and in 
a separate area from other school users who will be in separate bubbles in 
line with current guidance. 
 
A third classroom will be available as a social space and pupils can also access 
the external courtyard areas during breaks. 

General Precautions 

All pupils and staff will keep socially distanced from others with teaching staff 
teaching from a distance for 2m at the front of the class and pupils keeping 
1m plus apart. The movements of pupils during breaks and lunch periods will 
need to be coordinated to ensure safe access to areas such as canteens and 
other facilities as these areas will be busy. 
 
All desks will be separated to allow a 1m space between each pupil and all 
will face the front. 
 
Pupils will be required to bring packed lunches, unless they are in receipt of 
free school meals, in which case lunch will be provided by the college.  

Areas Not in Use 

Staff and pupils should remain in their own areas as much as possible and 
limit unnecessary movement around the site. Access routes should be used 
to enter and exit the classrooms only. Social and communal areas are out of 
bounds throughout the term so pupils and staff will not have access to 
canteens, dining areas and other social areas. 

Equipment Any equipment used in the classroom will be cleaned and sprayed after use; 
any equipment that will prove difficult to clean will be removed from use. 

Staff Facilities Staff facilities will be within the teaching spaces only as the social staff rooms 
are out of use. Staff can also take breaks outside. 

Drop Off and Collection 

Dropping off will remain via the main entrance to the School under the 
control and supervision of the School. Pupils will congregate outside the 
school and await a member of staff who will escort them through the school 
to their classrooms. 

Classrooms and Layouts 

In order to prevent congestion, classrooms will be arranged so as to allow 
social distancing to take place, removing any excess furniture. To improve the 
working space available, some equipment will need to be moved or even put 
away for this period to improve access and reduce the need for cleaning. 

Isolation Arrangements / Location 

Arrangements will be made for pupils to be leave site as soon as possible in 
the event of health concerns. Contact should be made with management and 
medical staff at Enfield College to confirm how to deal with any cases of those 
who are unwell. It may be possible to isolate within the assigned classroom 
or within an area designated by the school. 
 
Should an isolation room or area be required, this will require a thorough 
clean following use for this purpose. 
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14. REFERENCES AND FURTHER INFORMATION 

 
Further information on the sources of this document can be found using the following links: 
 
Gov.uk – Advice for those in Education and Childcare 
https://www.gov.uk/coronavirus/education-and-childcare 
Gov.uk – Protective Measures in Education and Childcare 
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-ineducation- 
and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-andchildcare- 
settings 
Gov.uk – Keeping Schools Safe when Reopening 
https://www.gov.uk/government/publications/actions-for-educational-and-childcare-settings-to-prepare-forwider- 
opening-from-1-june-2020/actions-for-education-and-childcare-settings-to-prepare-for-wider-openingfrom- 
1-june-2020 
Gov.uk – Supporting Vulnerable Children and Young People 
https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-vulnerable-children-andyoung- 
people 
 
Local Health Protection Team 
 
North East and North Central London HPT 
 
Email: necl.team@phe.gov.uk  phe.nenclhpt@nhs.net 
 
Telephone: 020 3837 7084 (option 1) 
Out of Hours advice: 020 7191 1860 
 
To find another area: 
https://www.gov.uk/health-protection-team 
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APPENDIX A – CURRENT RISK ASSESSMENT 
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