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SCHOOL OPERATIONS DURING THE COVID-19 PANDEMIC OUTBREAK  
 
The procedures that have previously been issued remain valid.  It continues to be vital that staff 
understand and accept the precautions that are required at all times with as little variation as is 
possible. 

Staff should ensure they remain in their own assigned bubble, socially distance from one another and, 
as much as possible, the children and staff should take all necessary precautions throughout the day 
to stay apart and to further reduce risk, including handwashing and wearing face coverings in all 
communal areas, such as corridors, Reception, admin offices, staff rooms, etc. 

Should there be any reason why an individual feels unable to comply with the above, they should 
contact a member of SLT before commencing work to discuss the matter further. 
 
In school Lateral Flow Testing and Home Testing is now underway and all staff should ensure they 
present themselves for tests whenever required and do so diligently and conscientiously. Vaccination 
has also commenced for the majority of staff but it is important to remember that even though staff 
may now be protected, the virus can still be transmitted by means of poor practices and hygiene. 
 
INTRODUCTION 
 
The school acknowledges the need to provide clear and specific guidance to all staff when operating during the Covid-19 
pandemic. 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 the 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 continuing to operateduring 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 continue to 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. 
 
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 
 
Prior to full re-opening in March 2021, all staff will be given reminders regarding regarding what is expected in the coming 
weeks and any 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 they  
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remain 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 
and posted on the school website. 
 

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 
they are defined as being extremely clinically vulnerable, an individual staff risk assessment will be carried out and a suitable 
plan of action arranged in discussion with the employee. 
 
Where staff receive Shielding Notices, these should be observed and highlighted. Should the individual request a return to 
work then further medical clarification and assessment will be made to ensure the risk of serious illness or other effects are 
carefully considered. 
 
No members of staff are authorised to travel between sites unless it is to provide vital services, such as essential 
maintenance that cannot wait or the provision of supplies between one building and another. Even in these situations, the 
visit should be minimized and plans made to avoid interaction with others and to ensure areas are cleaned following the 
visit. 
 
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. 
 

4. LATERAL FLOW TESTING (LTF) 
 

Four campuses have been allocated as being able to carry out Lateral Flow Testing (LTF). These are Haselbury, Ponders End, 
Dysons Road and Springfield. A risk assessment has been prepared for the general activities and confirms how the testing 
will be carried out in line with NHS and governmental requirements. 
 
A layout plan has also been prepared for each site to confirm the arrangements for each site; all of the above information 
has been shared and discussed with those who are involved in the testing arrangements. 
 
In the event that a student tests positive in school, they should proceed immediately to their respective isolation room and 
be supervised by someone that is wearing full PPE, open windows, the isolation room needs to be cleaned after use. 
 
Someone from their class can collect their belongings and leave outside the isolation room. Where a positive case has been 
confirmed the room should be deep cleaned before further testing. To arrange this, contact Jayne Fagg or Jackie Wheeler. 
 
Arrangements should then be made for the individual to leave site as soon as possible. The parent or carer needs to be 
called to collect the pupil as soon as possible. A school PCR test needs to be sent home with them which then needs to be 
sent for analysis in the normal way. The pupil needs to stay away from school until they receive the results which should 
be communicated back to the school as soon as they are received. This information must also be passed on to the testing 
team. 
 
If the test returns a negative result and if they are showing no symptoms, they can return to school. 
 
If the test is positive they should stay away from school and isolate as per the existing NHS guidance. 
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Only in an extreme emergency should the student be taken home in a school mini bus by 2 members of staff. Where possible 
these should not be any of the testing team. The student must be placed as far away as possible from the staff, staff need 
to wear full PPE for protection. 
 
On return the mini bus must be cleaned by the staff (weekly cleaning is carried out by site staff). 
If a child uses LA transport to come to school, they should be contacted by school and told the student tested positive and 
follow their policy. 
 
Students that use TFL should not go home this way after being tested positive and be collected. 
 
Private cars must not be used due to inadequate space to socially distance and insurance reasons.  
 
Home Testing Kits will also be provided for pupils and staff and will be subject to the arrangements above. 
 
If a staff member tests positive, they should NOT come to school but should arrange a PSV test in the normal way and self-
isolate as per existing procedures. 
  
After a positive result the testing team will then arrange the 7-day lateral testing for staff and students in that bubble if 
they have consented, or anyone that has been in direct contact with them. If anyone in that bubble or close contact has 
not consented, they need to go home and isolate for 10 days. 
 

5. ADMINISTRATIVE STAFF 
 
Administrative staff will work at home wherever possible. Should they need to be present on site and will be allocated areas 
where they are permitted to work. 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. 
 
Breaks and rest periods can be taken in the working area or outside and should be carried out taking into account social 
distancing measures. 
 

6. VISITORS, PERIPATETIC STAFF AND CONTRACTORS 
 
Visitors will be limited to all schools 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 school 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. 
 
Work by contractors will only be carried out if work is essential and will be subject to acceptance of the requirements for 
the school and compatibility to allow the work to be carried out. 
 

7. 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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8. ACTIONS IN THE EVENT OF COVID-19 SYMPTOMS 
 
In the event that a member of staff or pupil shows symptoms of COVID-19 during a Lateral Flow Test, the following action 
should be taken: 
 

 
 
 
 
 

  

Pupil or member of staff displays 
Covid-19 symptoms 
 
 

Go to the isolation room immediately 
and make arrangement to go home. 
 
Take a PCR test home and submit in 
the normal way; self-isolate until the 
results are known. 
 
Inform NHS Test and Trace - 
https://contact-tracing.phe.gov.uk/ 

If test is negative and no symptoms 
are shown, return to school and 
household can end self-isolation and 
commence 7-day LFT within school. 
 
If test is positive, self-isolate in line 
with current requirements. 
 
 

 
All staff will be required to engage with the NHS ‘Test and Trace’ system to ensure potential outbreaks are prevented. All 
suspected cases not identified through LFT 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. 
 

9. 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. 
 
Teachers who are assigned to a particular teaching bubble will remain separate from other classes at all times. Support and 
Administrative Staff will limit movement between bubbles and students to essential tasks only. Should a move between 
bubbles be required, then this move will be monitored and carried out with the least potential impact to other bubbles. 
 

10. 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.  
 

https://contact-tracing.phe.gov.uk/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/
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Additional handwashing stations and sanitising have been installed throughout the school near entrances and exits, within 
classrooms and in administrative areas. Higher levels of soap and cleaning solutions will also be monitored in toilets and 
washing stations and levels will be monitored regularly. 
 
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. Breaks will be staggered to ensure there is adequate time to allow for each 
group to wash their hands effectively. Younger pupils and those with physical impairments will have their hands washed as 
often as is necessary by members of staff. 
 
Tissues and wipes for personal hygiene will also be provided in each 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. 
 

11. PERSONAL PROTECTIVE EQUIPMENT (PPE) 
 
All buildings 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 are required to wear face coverings in all communal areas and may wear them within classrooms if they wish. 
 

12. 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. 
 
Where specialist care is needed in any capacity, this will continue to be given as necessary to ensure consistent support is 
given. 
 
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. 
 
For hygiene reasons, sensory rooms will be out of use; quiet spaces will remain available. 
 
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. 
 

13. 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. 
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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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14. DYSON ROAD CAMPUS SAFETY ARRANGEMENTS 
 

Teaching and Administration Bubbles 

Dysons Road Campus will continue to operate in three teaching bubbles, 
using the main building classrooms and the separate classrooms to the rear 
to keep groups separate from each other. 
 
The administrative staff will work at home. 
 
Play areas will also be separated, with the main building classrooms using the 
play area leading to Reception and the Courtyard and the rear classrooms 
using the existing play areas to the rear.  
 
Lunches will be delivered in the normal way but will be served via disposable 
serving cartons to each classroom and other buildings. Catering staff will use 
external routes to access classrooms, rather than internal corridors. 

General Precautions 

To reduce risks and to improve conditions for the staff and pupils, staff will 
be encouraged to carry out activities outside in the playground subject to 
suitable scheduling by the Head of School and Assistants to prevent 
congestion in any areas. 
 
Reception will remain in use throughout but access for parents and visitors 
will only be permitted by appointment and for essential visits. 

Areas Not in Use Soft play and Sensory Rooms will remain in use and will be subject to regular 
cleaning. 

Equipment Any equipment used during breaks 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 available in the existing staff room but this should be 
used as little as possible and not as a working space. Additional cleaning 
arrangements will be in place within the kitchen area. 

Drop Off and Collection 

Dropping off will remain as it is with pupils being dropped off near to the 
front entrance and walking in or arriving independently. Parents will be 
advised not to congregate too closely to the front entrance to avoid 
congestion and not to enter the playground. 
 
Minibuses will continue to enter the front parking area and will depart before 
pupils access the area. 

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 

An isolation can immediately be provided in the medical room or the 
adjacent office if required. Arrangements will be made for pupils to be 
evacuated from site as soon as possible in the event of health concerns. 
 
The isolation room will require a thorough clean following use for this 
purpose. 
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15. 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 

mailto:necl.team@phe.gov.uk
mailto:phe.nenclhpt@nhs.net
https://www.gov.uk/health-protection-team
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APPENDIX A – FLOOR LAYOUTS AND LATERAL FLOW TESTING LAYOUT 
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APPENDIX B – CURRENT RISK ASSESSMENTS 



March 2021 
COVID-19 Do’s and Dont’s 

DO: 
Wash your hands, regularly, properly and thoroughly. 
Clean work surfaces, equipment and hard toys with 
disinfectant cleaners at the end of each day. 

ALWAYS wear your face covering in common 
areas or where you cannot maintain social distance. 
Masks should be worn walking as soon as you 
arrive and should be worn whenever moving 
around school. NO EXCEPTIONS. 

STAY 2m or more apart! 
Limit physical contact and maintain social 

distancing wherever you can to reduce the risk of 
the virus spreading 

Stay in your bubbles! 
Keep ventilating the room – open the 
windows and allow as much fresh air 
in as possible! Watch out for 
symptoms in yourself and others and 
take the necessary steps if you think 
you are unwell 

Communicate! 
Report any concerns to those you work 
with or SLT immediately 



March 2021 
COVID-19 Do’s and Dont’s 

DO NOT: 

1 Leave your bubble or designated working area – 
do not enter another bubble for ANY REASON 

Hug, kiss, shake hands or engage in any unnecessary 
physical contact with anyone! This means no mingling, 
no chatting in corridors, no popping in to see other 
colleagues, having face to face meetings where we 
could use phones, Zoom or Teams 

2 

3 Remove your PPE because it is hot or 
uncomfortable, UNLESS you are outside and well 

away from others 

Let hygiene standards slip – they are vital! 4 
5 Do not stop looking after one another – you are not 

immune, others are vulnerable! 



Mass Lateral Flow Testing Risk Assessment 
West Lea School 

Why is this document needed: Public Health England and the Health and Safety Executive require this documentation to ensure end to 
end health, safety and infection control risks for mass lateral flow testing are identified, pre-assessed, managed and monitored regularly 
by the site owners and testing operators. 

Assessment Date 07/01/2021 Lead Assessor Kevin Clarke Assessment Number KC/ 2021/001 

Activity / Task 

Description of task / process 
/ environment being 
assessed 

General and clinical activities on the asymptomatic testing site at West Lea School. 

Activities Involved 
Traversing the site on foot 

Testing School staff and students, including those 
with special educational needs and disabilities 

Location All West Lea Sites carrying out testing 

Who Might be affected 

Employee 

✔ 

Client 

✔ 

Contractor 

✔ 

Visitor 

✔ 

Service User 

✔



Mass Lateral Flow Testing Risk Assessment 
West Lea School 

No Hazards Associated risks Current Control/ Mitigation Measures 

Risk Evaluation (post 
measures) 

Additional 
controls 
required 

Probability Severity Risk 

1 

Contact 
between 
subjects 
increasing the 
risk of 
transmission of 
COVID19 

Transmission of 
the virus leading 
to ill health or 
potential death 

• Asymptomatic: All subjects are to be advised in advance not to attend if
they have any symptoms of COVID 19, or live with someone who is showing 
symptoms of COVID 19 (including a fever and/or new persistent cough) or if
they have returned within 14 days from a part of the world affected by the
virus or have been in close contact with someone who is displaying 
symptoms. 

• Face masks: Prominent signage reminding attending subjects of the above 
to be displayed at the entrance to the building. 

• Face coverings/masks to be worn by subjects at all times whilst on the 
premises except for brief lowering at time of swabbing. 

• Requirement to wear face covering/mask to be reminded to all subjects
in advance at time of test booking. 

• Compliance with wearing of face covering/mask of all subjects to be 
visually checked on arrival by reception / security staff. 

• Compliance with wearing of face covering/mask of all subjects to be 
visually checked through building by queue managers and all other staff. 

• Hand hygiene: All subjects to use hand sanitiser provided on arrival 
& adherence to this enforced by reception staff. 

• Social distancing: Two metre social distancing to be maintained between
subjects with measured floor markings in place to ensure compliance in 
addition to verbal reminders if necessary from reception, queue management
& sampling staff. 

• A one-way flow of subjects through the building is to be initiated and
maintained at all times. Compliance with this is to be ensured by queue
management staff. 

• Cleaning: Regular cleaning of the site including wipe down of all 
potential touchpoints in accordance with PHE guidance. 

• Limited clutter-chairs only on request; no physical handing of documents
to subjects except barcodes and PCR test kits for first 200 subjects 

1 4 4 

2 

Working in a 
pressured 
environment; 
external pressure 
leading to short 
cuts or mistakes 

Increased risk of an 
error or incorrect 
reading due to 
hurrying 

• All staff involved in the testing regime should ensure they do not allow
external pressures to allow the testing to be rushed or for any of the
required procedures to be compromised. 

• Should unforeseen events increase the difficulty of testing for any reason, 
the staff reserve the right to close the centre temporarily until all necessary 
arrangements are in place or restored. 

1 4 4 

Hazard Identification and evaluation 
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West Lea School 

3 

Contact 
between 
subjects and 
staff 
increasing the 
risk 
of transmission 
of 
COVID19 : 
Welcome & 
registration 

Transmission of the 
virus 
leading to ill health 
or potential 
death 

On arrival at each testing location, those who are to be tested will queue outside and 
will wait until invited into the Registration Area. 
Signage will be installed to confirm the need for face coverings when entering the 
entering the testing location; those who are to be tested will not be merited entry 
without a suitable face covering. 
Social distancing will be observed throughout the registration process and waiting will 
then be allowed in a designated area prior to testing. 

1 4 4 

4 

Contact 
between subject 
and sampler 
increasing the 
transmission of 
COVID19: 
Sample taking – 
able-bodied 

Transmission of 
the virus leading 
to ill health or 
potential death 

Testing will only be carried out under the supervision of competent staff who have 
received the appropriate training. 

Testing will take place by issuing the person to be tested with the equipment and 
instructions on how to take the sample and all of this will take place from a distance 
greater than two metres. 
Testing will be carried out by the person and the completed swabs placed in the 
holding tray when completed. 

All involved in providing assistance to those testing will wear PPE ands will ensure 
disposal of gloves following completion of the test. 

2 4 8 

5 

Contact 
between subject 
and sampler 
increasing the 
transmission of 
COVID19: 
Sample taking – 
SEND and those 
requiring 
assistance 

Transmission of the 
virus leading to ill 
health or potential 
death

Testing will only be carried out under the supervision of competent staff who have 
received the appropriate training. 

Testing of those who require physical assistance will be carried out by a parent, 
guardian or member of staff. The test will be administered using the means that will 
cause least distress to the individual whilst still being effective. 

Tongue depressors will be available for staff to aid taking samples from the throat; 
where this is not deemed possible, it has been recommended to take both samples 
from the nose, one from each nostril. 

Staff will wear all necessary PPE, including disposable gloves, face covering, goggles or 
visor and a disposable apron to take the test. 

Contact with the pupil will be minimised to reduce the risk of transfer is reduced to the 
lowest possible level. 

2 4 8 

6 

Contact 
between 
sample and test 
centre runner 
increasing the 
transmission of 
COVID19: 
Sample 
transport 

Transmission of 
the virus leading 
to ill health or 
potential death 

All those involved in the administration of the tests and samples will be trained and 
competent. Staff will ensure they are equipped will full PPE to carry out the task and will 
handle samples carefully throughout the process. 

Sample trays will be immediately transported from the sample areas to the testing area 
and placed on a clean, level surface prior to testing. Samples that are observed as 
being open can be sealed by the member of staff wearing appropriate PPE which will 
then be disposed of once used. 

Areas where samples are taken and stored will be cleaned regularly and thoroughly 
using disinfectant sprays and cloths, all of which will be disposed of as contaminated 
waste.  

2 4 8 
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West Lea School 

7 
Cleaning and 
hygiene 
arrangements 

Transmission of 
the virus leading 
to ill health or 
potential death 
through 
introduction of 
additional 
cleaning 
personnel 

All required cleaning will be carried out by Covid-19 testing staff. No external parties, 
cleaners or otherwise should enter the testing area. 

Cleaning equipment should be allocated to the testing area specifically and clearly 
marked as being for this purpose only. 

All cloths and wipes should be securely stored and disposed of as contaminated waste. 

2 4 8 

8 

Contact 
between 
samples and 
sample testers 
increasing the 
transmission of 
COVID19: 
Sample 
processing & 
analysis. 

Transmission of 
the virus leading 
to ill health or 
potential death 

Prior to testing being carried out, the sample testers will be equipped with all 
necessary PPE to physically prevent them from contamination. A visual inspection will 
first be made of samples to ensure the integrity of the samples. 

Samples will be taken as per the training instructions and the data recorded 
immediately, along with the relevant bar code information before the recommended 
disposal takes place. 

All equipment used in the analysis of samples will be disposed of on completion and 
the area thoroughly cleaned prior to the next sampling batch being received. 

2 4 8 

9 

Contact 
between 
samples and 
sample testers 
increasing the 
transmission of 
COVID19: 
Sample disposal 
and waste 
disposal 

Transmission of 
the virus leading 
to ill health or 
potential death 

Prior to movement of samples for testing, samples will be visually inspected to ensure 
they are correctly sealed and stored and can be transferred in a way that will not 
involve a risk of toppling or falling from the container. 

Samples will only be moved and tested by staff who are trained and competent. No 
other persons will be permitted to move samples for any reason. 

Should a spillage occur, the testing area will be cleared and the waste carefully 
removed, prior to a thorough decontamination of the area. 

2 4 8 

10 
Incorrect result 
communication 

Wrong samples or 
miscoding of 
results 

• 2 identical barcodes are provided to subject at check in 
• The subject registers their details to a unique ID barcode before conducting 

the test 
• Barcodes are attached by trained staff at the sample collection bay 

Barcodes are checked for congruence at the analysis station 1 and applied to
Lateral Flow Device at this station 

1 4 4 

11 

Damaged 
barcode, lost 
LFD, failed scan 
of barcode 

Orphaned record on 
registration portal & 
No result 
communicated to 
individual 

• Rule based recall of subjects who have not received a result within x hrs
of registration 

• Subjects are called for a retest 

1 4 4 
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12 

Extraction solution 
which comes with 
the lab test kit 
contains the 
following 
components: 
NA2HPO4 
(disodium 
hydrogen 
phosphate), 
NaH2PO4 (sodium 
phosphate 
monobasic), NaCl 
(Sodium Chloride) 

These components do 
not have any hazard 
labels associated with 
them, and the 
manufacturer states 
that there are no 
hazards anticipated 
under conditions of 
use as described in 
other product 
literature. This is the 
case for exposure to: 
eye, skin, inhalation, 
ingestion, chronic 
toxicity, reproductive 
and developmental 
toxicity, 
carcinogenicity, and 
medical conditions 
aggravated by 
exposure. 

• PPE: nitrile gloves which meet the Regulation (EU) 2016/425 to be used at
all times when handling the extraction solution. Safety glasses with side
shields which are tested and approved under appropriate government
standards to be worn at all times when handling the extraction solution. 
Impervious clothing to be worn to protect the body from splashes or
spillages. 

• Environmental: do not let product enter drains 
• Spillages: wipe surfaces which the solution has been spilt on and dispose

of cleaning material in line with the lab's waste disposal procedures 

• Do not use if the solution has expired 
• Training to be provided in handling potentially biohazardous samples, 

chemicals and good lab practice. Adhere to guidelines in these training
procedures to prevent improper handling. 

• Follow procedures on the MSDS form provided by Innova to mitigate
against inhalation, skin contact or ingestion of these chemicals. 

1 4 4 

13 

Unauthorised 
access by 
members of the 
public 

Transmission of the 
virus leading to ill 
health or potential 
death 

Access to all testing areas will be secure and only permitted to those legitimately being 
tested or staff who are involved in testing. The setting will be within secure school 
buildings so access will not be available to general members of the public. Staff and 
other school users will be prevented from entering by means of keeping doors locked 
and the installation of signage to indicate the areas where access is not permitted. 

1 4 4 

14 

Uneven surfaces 
(floor protection in 
the Testing and 
Welfare areas) 

Increased risk of slips, 
trips and falls in critical 
areas 

Wherever possible and practicable, floors will be either hard washable floors or 
surfaces that have been covered to provide a cleanable surface. Wherever floors are 
uneven, particular attention will be given to highlighting these areas to reduce the 
potential for slips, trips and falls. 

Where the floor covering is slightly porous, shoe coverings will be available for staff to 
wear. 

Staff should wear sturdy footwear that is appropriate for the task. 

1 4 4 

15 
Inclement 
weather 

Exposure to cold, wind 
and rain whilst waiting 
for testing 

Where possible and practicable, those who are waiting for testing will be outdoors and 
will only queue indoors where inclement weather makes this necessary. A separate 
classroom with seating spaced appropriately will be made available to allow waiting 
with social distancing. 

Queueing is permitted in cars when weather is poor; each centre can organise a 
ticketing system as appropriate in order to call those waiting forward when required. 

1 4 4 
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16 
Use of 
shared 
equipment 

Contamination 
through shared 
equipment not being 
cleaned or used for 
other activities 

Equipment used within the testing area will not be used for other purposes and will 
therefore remain within the testing centre. Should any item be replaced or be required 
elsewhere at some future time, the furniture will be cleaned thoroughly and then left 
unused for a period of 72 hours before further use.  

1 4 4 

17 
Incorrect 
result 
communicati
on 

Wrong samples or 
miscoding of 
results 

• 2 identical barcodes are provided to subject at check in 
• The subject registers their details to a unique ID barcode before conducting 

the test 
• Barcodes are attached by trained staff at the sample collection bay 

Barcodes are checked for congruence at the analysis station 1  and applied to 
Lateral Flow Device at this station 

1 4 4 

18 

Damaged 
barcode, lost 
LFD, failed scan 
of barcode 

Orphaned record 
on registration 
portal & No result 
communicated to 
individual 

• Rule based recall of subjects who have not received a result within x hrs
of registration 

• Subjects are called for a retest 

1 4 4 

19 

Extraction 
solution which 
comes with the 
lab test kit 
contains the 
following 
components: 
NA2HPO4 

(disodium 
hydrogen 
phosphate), 
NaH2PO4 

(sodium 
phosphate 
monobasic), 
NaCl (Sodium 
Chloride) 

These components 
do not have any 
hazard labels 
associated with 
them, and the 
manufacturer states 
that there are no 
hazards anticipated 
under conditions of 
use as described in 
other product 
literature. This is the 
case for exposure 
to: eye, skin, 
inhalation, 
ingestion, chronic 
toxicity, 
reproductive and 
developmental 
toxicity, 
carcinogenicity, and 
medical conditions 
aggravated by 
exposure. 

• PPE: nitrile gloves which meet the Regulation (EU) 2016/425 to be used at
all times when handling the extraction solution. Safety glasses with side
shields which are tested and approved under appropriate government
standards to be worn at all times when handling the extraction solution. 
Impervious clothing to be worn to protect the body from splashes or 
spillages. 

• Environmental: do not let product enter drains 
• Spillages: wipe surfaces which the solution has been spilt on and dispose 

of cleaning material in line with the lab's waste disposal procedures 

• Do not use if the solution has expired
• Training to be provided in handling potentially biohazardous samples, 

chemicals and good lab practice. Adhere to guidelines in these training
procedures to prevent improper handling. 

• Follow procedures on the MSDS form provided by Innova to mitigate
against inhalation, skin contact or ingestion of these chemicals. 

1 4 4 
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20 

Positive result 
being received 
through testing 
– isolation and
removal 
required 

Transmission of the 
virus leading to ill 
health or potential 
death 

• Should a positive result be returned, the person will immediately be taken
to the isolation room where they will remain until arrangements are made
for their safe removal from the building. 

• The individual will also be required to arrange a PCR test as soon as 
possible in order to confirm the positive test result. 

• The individual should return home using the safest means possible, ideally
using their own private transport but where this is not possible, transport 
may be provided using a minibus or private vehicle with the individual
seated as far away from the driver as possible and both driver and patient 
should wear full protective equipment throughout and have windows open
for the duration of the journey. 

• On completion of the journey the vehicle used should be subject to
disinfectant clean and all surfaces wiped down thoroughly and thoroughly 
ventilated for as long as possible before further use. 

2 4 8 

21 

Students who 
are exempt 
from wearing 
face coverings 
requiring 
testing 

Transmission of the 
virus leading to ill 
health or potential 
death 

• Where students have legitimate exemptions from wearing face coverings for 
medical reasons, extreme care should be taken to socially distance during
the testing session. 

• Should the exemption be for someone who has a higher than normal risk of
spitting or spraying saliva, the waiting area should be isolated and contact 
with the individual limited. 

• Should a member of staff or volunteer be needed to take a sample from
such an individual, a visor should be worn which should be cleaned
immediately after the test process is complete. 

• The test centre should remain empty until all surfaces that could have been 
affected are cleaned and disinfected prior to reuse. 

2 4 8 
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Control Improvements 

Action No Recommended additional control measures Responsibility Target Date Date completed 

1 Content of the risk assessment to be communicated with all 
workers as part of induction 

Covid Coordinator 

2 
Toolbox talks to be delivered to all workers on a regular 
basis including slips trips falls and complacency Covid Coordinator 
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Risk Evaluation 

Likelihood 

Rare, will probably never happen/recur 

Unlikely, do not expect it to happen, but is possible 

Possible, Might happen 

Likely, will probably happen 

Almost Certain, will undoubtedly happen 

Severity 

Negligible Minor Moderate Major Critical 

Risk control strategies 
Intolerable – stop activity, take immediate action to reduce the risk 

Substantial - Take action within an agreed period 

Tolerable – monitor the situation 

Trivial – No action required 
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Declaration - If the above control measures are implemented the risks posed by the task / process / environment assessed will be controlled to as low 
as is reasonably practicable. 

Persons involved in assessment Kevin Clarke, Jackie Wheeler 

Signature of Lead Assessor 

Reviews – this assessment should be reviewed at intervals no greater than 12 months or when there are changes in operational procedure, personnel, the work 
environment or following an incident 

Review date Comments 
Reviewed by 

Signature 

07 Jan 2021 Initial Draft Covid-19 Team 

13 Jan 2021 Revised and updated version for issue to staff Covid-19 Team 
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Health and Safety Risk Assessment Sign off Sheet Assessment Number 

Employee Name Signature Supervisors Name Date 

Declaration by employees involved in the activity detailed above – I fully understand the activity outlined above and the risk control measures 
that I must implement, use or wear. I have received sufficient information, instruction and training so as to enable me to conduct this activity with the 
minimum of risk to myself and others. 
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Severity 

Medium High High 

Low Medium High 

Low Low Medium 

Key: 
Red:  Do not proceed – risk must be reduced to a lower level 
Amber:  Proceed only if specific controls will not allow the risk to increase 
Green: Risk controlled effectively. Proceed with operation and monitor for changes 

Risk 
Assessment School premises opening during Coronavirus 

Location: 
All sites 

Persons 
Exposed: 

Staff:  Pupils:  Visitors:  

Hazards and 
Consequences 

Risk Rating Control Measures to Reduce Risk Residual Risk 
Likelihoo

d 
Severity Risk Likelihood Severity Risk 

Covid 19 
A coronavirus is a type 
of virus, typical 
symptoms of the virus 
include fever and a 
cough that may 
progress to a severe 
pneumonia causing 
shortness of breath and 
breathing difficulties. 

H H High 

All workers should be updated on actions being taken to 
reduce the risks of expose in the workplace. 

A comprehensive action plan has been prepared to confirm 
the plans of the school when planning to re-open, in line with 
government guidelines and instructions and should be read in 
conjunction with this risk assessment. 

The plan will be subject to regular review and revision as 
deemed appropriate by SLT. 

M M Med 

Illness caused by 
Coronavirus symptoms 

Illness-coronavirus 
symptom’s 

H 

H 

H 

H 

High If any student or member of staff becomes unwell during the 
school day speak to a member of medical. If symptoms are 
possibly that of the virus then call home for an immediate 
collection. If this should be a member of staff please let SLT 
you are going. The student should be safely isolated until 
collection. Any areas should be cleaned after. 

Both will need to adhere to the Government guidelines and 
abstain from school. 

When testing body temperatures please record, if Calpol is to 
be administered through a syringe please wash in boiling 
water before taking another dose out of the bottle. This must 

M 

M 

M 

M 

Low 

Low 
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Severity 

Medium High High 

Low Medium High 

Low Low Medium 

Key: 
Red:  Do not proceed – risk must be reduced to a lower level 
Amber:  Proceed only if specific controls will not allow the risk to increase 
Green: Risk controlled effectively. Proceed with operation and monitor for changes 

only be given by a member of the medical team or SLT and 
recorded on a drug chart. 

DO NOT LET STUDENTS SHARE BEAKERS OR OTHER 
MATERIALS WHERE BODILY FLUIDS MAY BE TRANSFERRED. 

Use of Minibuses H H High If mini buses are used then they need to have surfaces wiped 
before and after journeys. 

L L Low 

Cleaning and Hygiene 

Cleaning contractors 

 H  H High Cleaning will take place throughout the day and will involve all 
hard toys and surfaces being cleaned regularly.  

Do not leave any washing up in the sink as the cleaners will 
not clean in the morning. Wash any beakers, plates etc 
thoroughly 

Leave desks, surfaces clear so cleaners can spray and 
wipe/hoover. 

Main cleaning will be done between 6-8am, there after a rota 
has been put in place during the school day for contractors to 
clean toilets, sinks door etc. 

Please safeguard the students whilst cleaning is undertaken 
(escort students to the toilets please) 

M M Low 

Medical conditions 

Allergies 

 H  H High Please make sure you are aware of any students medical 
conditions and read any emergency care plan they may have. 

Know where emergency medication is kept. 

Before giving any student food or drink please make sure you 
are aware of their allergies, each campus should have a list. 

M M Low 
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Severity 

Medium High High 

Low Medium High 

Low Low Medium 

Key: 
Red:  Do not proceed – risk must be reduced to a lower level 
Amber:  Proceed only if specific controls will not allow the risk to increase 
Green: Risk controlled effectively. Proceed with operation and monitor for changes 

 Fire evacuation  H H High As some of you do not work at HC you may not be aware of 
emergency procedures and evacuation point.  

Ask SLT or Health and Safety Manager who will show you the 
procedures. 

L L Low 

Slips, Trips and Falls: 
Slippery changing 
room floors, spills on 
the floor, uneven 
surfaces,  
Equipment on floor 

M 

 M 

M 

M 

Medium If any floor is wet, then a floor sign needs to be put in place. 
Clear up spillages immediately and report to site team if 
spillage is too large. 

  L 

    L 

  L 

L 

LOW 

Low 

Accident/incident  M  M Medium Staff to take student/staff to medical where first aid treatment 
can be given. 
Continue to log as usual 

 L L LOW 

Breakfast/lunch H H Medium Pupils and staff to wash hands before and after eating   M M Low 

Lunch provided by 
catering 

H H High Lunch will be prepared by the catering hub team and 
infection control would have been adhered to. 

  M M Low 

Overcrowding and 
visitors 

 H  H High This should be kept to a minimum  
No assemblies, no communal dining 
Visitors to be kept to an absolute minimum-hand washing 
procedures adhered to. 
Staff who are not required to work should stay away from 
school premises. 

   M 
M 

M 
M 

Low 
Low 

Date: March 2021 Revision date:  April 2021 
Prepared 
by: 

Jackie Wheeler / 
Kevin Clarke 
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