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COVID-19 Policy 

Trinity School  

 

TRINITAS ACADEMY TRUST 

This policy supports the Trinitas Principles as outlined below;   

 

We will share responsibility for all of the children in all of the 

schools.  

We will recruit high quality staff because the quality of Trinitas 

Academy Trust is determined by the quality of those who work 

within it.  

We will value our staff by respecting their professional 

competence, through robust monitoring, challenge, and support 

and by rewarding them for their contribution to Trinitas 

Academy Trust. 

We will ensure outstanding achievement for children and staff by 

being strategic, aspirational and not afraid to innovate.  

We will teach our children through a curriculum that engages 

and motivates them, celebrates success, meets their individual 

needs and prepares them for the future.  

We will ensure that the systems within the Trust and the 

organisation of the Trust are coherent, robust and offer best 

value for money. 

We will hold true to our values and aspirations, without 

compromise. 
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Introduction 

The way schools are currently operating in response to coronavirus (COVID19) is fundamentally 

different to business as usual. This Policy sets out Trinity School’s actions in response to the COVID-

19 Pandemic.  

From the week commencing 15 June 2020, at the earliest, the government will be asking 

secondary schools to welcome back children in Year 10 and Year 12, alongside the existing priority 

groups already attending. 

The Principal, Senior Leader Team (SLT) and Trinitas Central Services will maintain and update all 

information relating to the development of the epidemic and the current advice from the 

Government, Public Health for England and the Local Authority.  As a result of all the changes there 

are additional measures that we have adopted which have been written into relevant policy 

addendums and risk assessments to stipulate the associated changes because of COVID-19 Pandemic  

Due to the rapidly moving nature of current events, this policy could quickly become out of date, 

therefore we will be re-visiting the policy regularly and updating where necessary.  
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Trinity School  

 

Home School Agreement – 1st June 2020 

COVID-19 Addendum 
 
 

Trinity School Addendum to the Home School Agreement 
 

 
The normal Home School Agreement (please see attached) remains the same however during the 
present situation please note the addendums below 
 
 
 
As a Parent/Carer, I will: 
 
 

1) Ensure that during the COVID-19 Pandemic, my child is attending school regularly, if it has 
been agreed that they can attend, and be punctual. 

2) Support the school’s approach to behaviour management and expectations; accept 
responsibility for my child’s behaviour. 

3) Ensure that the school can contact me remotely and that I have provided up to-date 
contacts. 

4) Inform the school of any circumstances that may affect my child’s learning or emotional 
well-being. 

5) Keep myself fully informed about important school matters through the school’s 
correspondence, letters home, the school’s website, social media, and newsletters. 

6) Notify the school if my child or a member of my child’s household is tested positive for 
Covid-19.   

7) Arrange for my child to be collected if they display any symptoms of ill health, particularly 
symptoms associated with Covid-19. 

8) Should my child or member of their household display symptoms of COVID-19. I agree to 
follow Public Health England’s guidance around self-isolation and keep my child home for 
this period or until such time as a negative COVID-19 test result is received. I will provide the 
school with a copy of the test result. 
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Home School Agreement 

 

I, as a pupil: 

 Will abide by the Trinity School Code 
 Will attend school regularly 
 Will wear the correct uniform and will not wear jewellery except one watch and one small 

plain stud in each ear, if I wish to do so. 
 Will bring the correct equipment and kit for all lessons. This includes the Trinity 5 (reading 

book, ruler, eraser, pen and pencil) in an appropriate container 
 Will attempt all homework set and ensure I regularly check class charts 
 Can be put  in detention after school for lateness, indiscipline or unsatisfactory work. The 

detention will take priority over other commitments. This can be for 30 minutes on the day 
or an hour or more with 24 hours’ notice. I may ask to leave the detention at the start in 
order to inform parents by phoning through student services. 

 Will remain on school premises at lunchtime. 

 

I/We, as Parent(s)/Carer(s): 

1) Have read the school prospectus 
2) Will support the aims of Trinity School and the Trinity School Code 
3) Will ensure regular, punctual attendance. This means avoiding needless absence and not 

taking holidays during term time. Will notify the school by telephoning the Absence Line of 
any absence on the morning of the first day off. 

4) Will ensure full uniform is always worn. Will agree to jewellery being confiscated for a time 
should any be worn to school. 

5)  Will encourage homework and try to provide facilities for homework to be done. 
6) will attend parents’ consultations and read the weekly newsletter. 
7) Will support the school’s ethos especially by ensuring responsible and orderly conduct. 
8) Will support the school’s policy on detentions. 

 

The school agrees to: 

1) Care for your child’s safety and happiness 
2) Provide a balanced curriculum and meet the individual needs of your child 
3) Promote high standards of work and behaviour through building good relationships and 

developing a sense of responsibility. 
4) contact parents if there is a problem with attendance or punctuality. 
5) Let parents know about any concerns or problems that affect their child’s work or behaviour 

and, where appropriate, offer support from local clergy. 
6) Send home regular assessments 
7) Set, mark and monitor homework and provide facilities for children to do homework in 

school. 
8)  Arrange parents’ consultation sessions during which process will be discussed. 
9)  Keep parents informed of school activities through regular parental newsletters. 
10) Make copies of all policies available on request, 
11)  Invite parents to school Eucharist and special services. 
12) Encourage parents to contribute to the further development of Christian values within the 

school. 
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Section 3 

Statutory Policies Addendums and Risk Assessments 
1. Attendance Policy COVID-19 Addendum 

 

Date Agreed by Trustees:  

Please note that any wording in RED after 2nd June 2020 is awaiting Trustee approval. Once approved, 

this should revert to BLACK. 

Introduction  

This addendum applies during the period of school closure due to COVID-19, and reflects updated 

advice from the Department of Education (DfE) concerning attendance and registration of pupils. 

We will continue to have regard to the statutory safeguarding guidance,  

COVID-19_attendance_in_education_settings_170420.pdf  

While COVID-19 measures are in place, the attendance policy will take account of some changes in 

normal attendance procedures in line with the Department for Education’s guidance and should be 

read in conjunction with this policy. 

The Law  

To reflect the new arrangements in response to COVID-19 and the Coronavirus Act 2020, The law 

has been relaxed, so that the parent of a child of compulsory school age is not guilty of an offence on 

account of the child’s failure to attend regularly at the school at which the child is registered (section 

444 of the Education Act 1996). This means that parents will not be penalised if their child does not 

attend school. 

Registration 

Schools have been instructed not to complete the usual day-to-day attendance processes when 

following up on non-attendance during COVID-19 closure.  

The DfE has released new guidance on how schools should take attendance from 23rd March 2020, 

which can be found here. In summary: 

1) Schools should stop taking their normal attendance registers. 
2) Schools should complete the spreadsheet and information from the spreadsheet 

should then be submitted via the DfE’s online form by 12 noon each day.  
3) The school will also upload numbers of pupils attending by 10am each day to the Local 

Authority.  

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/883173/COVID-19_attendance_in_education_settings_170420.pdf
https://www.gov.uk/government/publications/coronavirus-covid-19-attendance-recording-for-educational-settings
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Recording attendance during the coronavirus (COVID-19) outbreak 

1. Schools should resume taking an attendance register. 
2. Schools should use the codes suggested on this page to record attendance and absence in the 

attendance register. 
3. Schools should submit daily attendance figures using the educational setting status form by 

midday every day. 
 

There is further guidance on school attendance policy at Actions for schools during the coronavirus 

outbreak 

Codes 

Not eligible for a session (so Year 7s, or Year 10s not scheduled) – Code X 

Eligible but self-isolating or shielding – Code Y 

Eligible and unwell – Code I 

Eligible but non-attendance – Code C 

Year 10 & 12 Trinity students who are due to be in on a specific day are given a 
present/absent mark for am/pm. 
 

When Year 10 & 12 are not scheduled to be in due to numbers they are being coded as a Y. 
 

Children that can attend school during the COVID-19 outbreak 

Key and critical workers 

 

The school has adhered to the government’s directives and we remain open for children of key and 

critical workers. This is an offer to parents and carers and there is no requirement that their children 

attend school if they do not need or wish them to do so. We acknowledge that every child who can 

be safely cared for at home should be.  

 

Vulnerable Children 

 

Schools plays a valuable contribution, particularly for those vulnerable children who require 

structure and a sense of purpose including maintaining contact with peers and being with known  

trusted adults in a safe, familiar environment.  

We will encourage our vulnerable children to attend school, so long as they do not have underlying 

health conditions that would put them at severe risk. 

The following children are eligible to attend where it is appropriate for them to do so. 

Children with: 

1. Child protection plan.  

2. Child in need plan.  

3. EHC plan.  

4. Family Wellbeing.  

5. LAC.  

https://www.gov.uk/government/publications/coronavirus-covid-19-attendance-recording-for-educational-settings?utm_source=fa9ca817-7439-4d40-a71c-e7f0b2bdf04b&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/coronavirus-covid-19-attendance-recording-for-educational-settings/process-for-recording-attendance-and-using-the-educational-setting-status-form#register
http://www.education.gov.uk/educational-setting-status
https://www.gov.uk/government/publications/covid-19-school-closures/guidance-for-schools-about-temporarily-closing#attendance
https://www.gov.uk/government/publications/covid-19-school-closures/guidance-for-schools-about-temporarily-closing#attendance
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Accepting a school place 

Parents will:    

 Confirm emergency contact numbers are correct and provide any additional emergency 
contact numbers where they are available.  

 Adhere to the opening and closing times of the school including any agreement concerning 
part time attendance.   

 Discuss with the child’s social worker prior to accepting the place.  

 Not send in their child if they appear unwell.  

The school will:  

 Follow up with any parent or carer who has arranged care for their children and the children 
subsequently do not attend.  

 Explore reasons for absence and notify the social worker (If allocated) when child has not 
attended school. 

 In all circumstances, where a vulnerable child does not take up their place at school or 
discontinues, notify their social worker. 

 Take advice from the EWO where appropriate. 
 

The following is a list that will be considered when making a formal decision about a child attending 

school during this time. 

 The government guidance for which children attend school. 
 Discussions with other agencies that provide support for the child (if appropriate) including 

social worker, school nurse or counsellor.  
 Any health issues of the child or someone else in the household that may prevent school 

attendance and what can reduce the risks, this should include those who need to be 
shielded. 

 How settled they were in school and what support is available to them including for their 
emotional wellbeing such as learning mentors, counselling etc. 

 Current placement stability and the impact on a placement and the LAC carer's ability to 
sustain the care of children over a long period without a school placement (possibly until 
September.) 

 Any challenging behaviour that might result in exclusion and how this is managed. 
 The impact of lack of school routine, having to work harder to catch up and the loss of 

motivation. 
 A parents or carers wish and capacity to provide home education. 
 A child’s worries and concerns about attending school or not during this time and how these 

are addressed. 
 If the child’s own school is closed, the impact on them of attending another school.  
 Travel arrangements. 
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Host School 

Trinity School is a host school on a temporary basis for members of staff’s children if their 

own school cannot accommodate them. The pupil will not be registered at the host school. 

The home school should record the pupil as attending an approved education activity using 

code B (off-site educational activity) - the host school does not need to add this pupil to 

their attendance register but should keep a record of their attendance for safeguarding 

purposes and include the child in their daily totals for the educational setting status form - 

schools should put in place arrangements whereby the host school notifies the home school 

of any absences. 

 

Self- isolation and Covid-19 symptoms 

 

Children and staff must stay at home if they are unwell with a new, continuous cough or a high 

temperature to avoid spreading infection to others.  We must be contacted and informed of the 

need for self-isolation, if children have been attending school.  

School Closure  

 

Current advice remains in place: no education or children’s social care setting should close in 

response to a suspected or confirmed COVID-19 case unless advised to do so by Public Health 

England. If Trinity School needs to close we will decide if we request that our pupils attend one of 

the other schools within Trinitas Academy Trust, ensuring parental permission. If school closure 

applies the child remains a pupil at Trinity School and registration and attendance procedures will 

remain the same. 

Monitoring Arrangements 

We will continue to review this addendum where necessary, to reflect any updated guidance from: 

 The DfE. 

 Education Welfare Officers Service at the LA. 

This policy will be reviewed at a minimum every 3 weeks by Elizabeth Hayle, Trinitas Academy Trust 

Safeguarding Lead.  

 

 

 

 

 

 

 

 

 

 



10 
 

 

 

 

 

 

 

 

 

 

 

 

 

2. Behaviour Policy COVID - 19 Addendum  

                           25 May 2020 

Date Agreed by Trustees:  

Please note that any wording in RED after 2nd June 2020 is awaiting Trustee approval. Once approved, 

this should revert to BLACK. 

In the light of the current situation and regarding COVID - 19, addenda to the Trinity School 
Behaviour Policy. 
 

 Normal behaviour rules/rewards/sanctions apply 

 Pupils must stay at a social distance and adhere to all signage / instructions 
displayed across the school (adults in school to remind pupils when necessary) 

 Pupils should not play games that include physical contact 

 Pupils not adhering to the NO TOUCHING rules will be reprimanded and 
parents/carers informed 

 Pupils to line up at a social distance in school when asked 

 Pupils to enter and exit the building patiently and separately 

 Pupils to wash hands for 20 seconds/sanitize when entering the building and at 
regular intervals throughout the day 

 Any antisocial behaviour that endangers or intentionally intimidates others 
regarding COVID - 19 rules (including spitting or deliberately coughing at others, 
not following social distancing arrangements) will result in sanctions being applied 

 Pupils to follow the signs and special routes in place (for example one way system) 
 

 

Any pupil who commits a serious or persistent breach of the new COVID-19 protection rules may be 
sanctioned by the Principal using the full range of sanctions available, dependent on the seriousness 
of the breach, up to and including in extreme cases permanent exclusion. 
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3. Child Protection and Safeguarding Policy COVID-19 
Addendum 

 

Date Agreed by Trustees:  

Please note that any wording in RED after 2nd June 2020 is awaiting Trustee approval. Once approved, 

this should revert to BLACK. 

Contents 

Important  Contacts 

Linked policies 

Scope and definition 

Core safeguarding principles 

DSL & deputy DSL arrangements 

Vulnerable children 

Monitoring attendance  

Safeguarding children not attending school 

Online safety 

Reporting concerns 

Working with other agencies 

Concerns about a member of staff 

Mental health 

Staff recruitment and induction 

GDPR 

Trust Hub 

Change in legislation to private 
fostering/host family arrangements 

Monitoring arrangements 

Important contacts 

ROLE NAME CONTACT DETAILS 

Designated safeguarding 
lead (DSL) 

Darren Heimsath Via Reception: 01322 441371 

Deputy DSL or CPO Kathryn Frawley Via Reception: 01322 441371 

Designated member of 
senior leadership team if 
DSL (and deputy) can’t be 
on site 

Darren Palmer Via Reception: 01322 441371 
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ROLE NAME CONTACT DETAILS 

Principal Simon Godden Via Reception: 01322 441371 

Local authority designated 
officer (LADO) 

Sharon Ackbersingh  Civic Offices, 2 Watling Street, 
Bexleyheath, DA6 7AT 020 3045 
4553 

Sharon.Ackbersingh@bexley.gov.uk 

 

MASH   

Chair of governors Reverend Canon David 
Herbert 

Via Reception: 01322 441371 

 

Links with other policies 

 

Unless covered here, our normal Safeguarding and Child Protection Policy continues to apply. 
 
1. Scope and definitions 
 
On Wednesday 18 March 2020, the secretary of state gave a statement in The House of Commons 
where he announced the ‘closure’ of all schools in England in response to the COVID -19 pandemic 
and would only remain open for the children of key workers and vulnerable children. This is a very 
different type of provision than schools usually provide; for these pupils, it will be about care, not 
education. 
 
While COVID-19 measures are in place, the safeguarding and child protection policy will take 
account for some changes in normal safeguarding and child protection practice in line with 
Coronavirus: safeguarding in schools, colleges and other providers in light of the Department for 
Education’s guidance and should be read in conjunction with that policy. 
 
This addendum applies during the period of school closure due to COVID-19, and also reflects 
updated advice from the Department of Education  (DfE) and our 3 local safeguarding partners, 
known as Bexley SHIELD. 
 
Trinity School  is part of Trinitas Academy Trust and we are working closely with our partner schools 
in collaboration with the Trust’s CEO, Trustees, Governors and Trinitas Central Services (TCS) to 
continue to safeguard all our children and staff during this time.   

  

Linked policies include: Behaviour Policy, Business Continuity Plan, Code of Conduct Policy, 

Complaints Policy Data Protection and GDPR Policy, First Aid Policy, Online-Safety Policy, Safer 

Recruitment Policy, Whistleblowing Policy 

mailto:Sharon.Ackbersingh@bexley.gov.uk
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers
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Core Safeguarding Principles 

We will continue to have regard to the statutory safeguarding guidance, Keeping Children Safe in 
Education.  

Although we are operating in a different way to normal, we are still following these important 
safeguarding principles: 

 The best interests of children must come first 

 If anyone has a safeguarding concern about any child, they should continue to act on it 
immediately 

 A Designated Safeguarding Lead (DSL) or deputy DSL should be available at all times  

 Children should continue to be protected when they are online 

 It’s essential that unsuitable people don’t enter the school workforce or gain access to 
children 

Staff will continue to be alert to any signs of abuse, or effects on pupils’ mental health that are also 
safeguarding concerns, and act on concerns immediately, whether the child is in school or this is 
brought to our attention when the child is not attending school, including concerns of their activity 
whilst online.   

 

DSL (and deputy DSL) arrangements 

Note* For the period which COVID-19 measures are in place, the named DSL (or deputies) who 
have been trained will continue to be classed as a trained DSL (or deputy) even if they miss their 
refresher training. 

We aim to have a trained DSL or deputy DSL in school wherever possible. However, at times they will 
work remotely and be available through phone, email or online video when not on the school site.  

We will ensure that DSLs (and deputies), wherever their location, will know who the most vulnerable 
children in our school are. 

All staff will have access to a DSL or their deputy and will know on any given day who that person is 
and how to contact them through the school’s weekly schedule.  

We will keep all school staff informed by email or phone as to who will be the DSL (or deputy) if they 
change during the weekly timetable. 

For staff that are not in school but need to speak to the DSL/Deputy DSL they will be able to contact 
them via email or the school office.   

For parents or children that contact the school, the school office will contact the DSL or deputy DSL 
who will respond as soon as possible.  

On occasions where there is no DSL or deputy DSL on site and not accessed remotely, a senior leader 
will take responsibility for co-ordinating safeguarding. This will be Darren Palmer. You can contact 
him by phoning  Reception 01322 441371. 

The senior leader will be responsible for prior liaising with the off-site DSL (or deputy) to make sure 
they can: 

 Identify the most vulnerable children in school 

 Update and manage access to child protection files, where necessary 

 Liaise with children’s social workers where they need access to children in need and/or to 
carry out statutory assessments 

 Contact parents regarding safeguarding if appropriate to do so 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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If the school is unable to provide their own DSL or deputy DSL to support the member of SLT for 
specific safeguarding concerns of a sensitive nature, schools will contact Trinitas Academy Trust’s 
Safeguarding Lead who will be available remotely.  

Vulnerable Children 

The Department for Education’s (DfE’s) definition of ‘vulnerable children’ includes those who have a 
social worker, including children: 

with a child protection plan 

assessed as being in need, or otherwise meet the definition In section 17 of the Children Act 
1989. 

Looked after by the local authority (LAC) 

with an education, health and care (EHC) plan – These children will require an individual risk 
assessment  

 

Support for children who aren’t ‘Defined by DFE as vulnerable’ but where we have concerns 

We have the option to offer places in school to children who don’t meet the Department for 
Education’s definition of ‘vulnerable’, but who we have safeguarding concerns. We will work with 
parents/carers to do this. This may include children:  

 who have previously had a social worker 

 who haven’t met the threshold for a referral but where staff have raised concerns 

 with mental health  

 displaying challenging behaviour 

If these children do not attend school during the COVID-19 pandemic, we will put a contact plan in 
place. 

 

Monitoring Attendance 

Most children will not be attending school during this period of school closure and therefore we will 
not be completing our usual attendance registers or following our usual procedures to follow up on 
non-attendance.  

The exception to this is where any child we expect to attend school during the closure doesn’t 
attend, or stops attending. In these cases, we will: 

Follow up on their absence with their parents or carers, by using parent mail 

Notify their social worker, where they have one 

We are using the DfE’s daily online attendance form to keep an accurate record of who is attending 
school and uploading accordingly. 

We have made arrangements with parents and carers to make sure we have up-to-date emergency 
contact details.  

Keeping Records of Who’s On Site 

We will keep a record of which staff are on site each day and they will continue to sign in and make 
contact with the member of SLT on duty.  
At this time, visitors are discouraged to attend the school site. 
We will continue to keep our single central record up to date. 
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Safeguarding for children not attending school 

Contact Plans 

We have contact plans for children with a social worker and children who we have safeguarding 
concerns about, for circumstances where: 

They won’t be attending school (for example where the school, parent/carer and social 
worker, if relevant, have decided together that this wouldn’t be in the child’s best 
interests); or 

They would usually attend but have to self-isolate 

These plans set out: 

How often the school will make contact 

Which staff member(s) will make contact 

How they will make contact 

Raise any concerns with the DSL as arises 

If we can’t make contact, and the child is known to children social care we will contact the 
department no later than 10.00am or if we have a concern that the child may be at significant risk of 
harm or in immediate danger, the police will be contacted. 

Peer-on-Peer Abuse 

We will continue to follow the principles set out in part 5 of Keeping Children Safe in Education when 
managing reports and supporting victims of peer-on-peer abuse. 

Staff should continue to act on any concerns they have immediately to the DSL, deputy DSL or a 
member of SLT. 

 

Online Safety 

In school 

The school will continue to provide a safe online environment. Filters and monitoring systems will 
remain in place. If IT staff become unavailable, school leaders will ensure that contingency plans are 
put in place. 
The UK Council for Internet Safety provides information to help governing boards and proprietors 

assure themselves 

We will continue to adhere to our Online Safety Policy and the acceptable use of technology and 
staff/pupil relationships and communication, including the use of social media. 

Staff will continue to be alert to signs that a child may be at risk of harm online, and act on any 
concerns immediately, following our reporting procedures and contacting the DSL or deputy DSL. 

We will make sure children know how to report any concerns they have back to our school, and 
signpost them to other sources of support too.  

Outside School 

Where staff are interacting with children online, they will continue to follow our existing code of 
conduct and /IT acceptable use policy.  

  

https://www.gov.uk/government/publications/online-safety-in-schools-and-colleges-questions-from-the-governing-board
https://www.gov.uk/government/publications/online-safety-in-schools-and-colleges-questions-from-the-governing-board
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Working with Parents and Carers 

We will make sure parents and carers: 

 Are aware of the potential risks to children online and the importance of staying safe 
online 

 Know what our school is asking children to do online, including what sites they will be 
using and who they will be interacting with from our school 

 Are aware that they should only use reputable online companies or tutors if they wish to 
supplement the remote teaching and resources our school provides 

 Know where else they can go for support to keep their children safe online 

 

Children home alone  

As more parents return to work but schools are not able to accommodate all pupils back in 

their classes there are concerns around children being home alone. The law does not say an 

age when you can leave a child on their own, but it’s an offence to leave a child alone if it 

places them at risk. The (NSPCC) states: children under 12 are rarely mature enough to be 

left alone for a long period of time children under 16 should not be left alone overnight 

babies, toddlers and very young children should never be left alone. 

 

Live Webcams in Teaching and Learning 

We will adhere to the following:   

 No 1:1s, groups only  

 Staff and children must wear suitable clothing, as should anyone else in the household.  

 Any computers used should be in appropriate areas, for example, not in bedrooms; and 

where possible be against a neutral background. 

 The live class should be recorded and backed up elsewhere, so that if any issues were to 

arise, the video can be reviewed. 

 Live classes should be kept to a reasonable length of time, or the streaming may prevent 

the family 'getting on' with their day 

 Language must be professional and appropriate, including any family members in the 

background 

 Schools should risk assess the use of live learning using webcams 

 Data Controllers need to reassure themselves that any teaching/learning software and/or 

platforms are suitable and raise no privacy issues; or use cases against the provider’s 

terms and conditions (for example, no business use of consumer products)" 

 

 

Reporting Concerns 

All staff must continue to act on any concerns they have about a child immediately. It is still vitally 
important to do this. 
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 All staff must follow our normal procedures, ensuring that the reporting protocol is 
followed. 

 If there is a concern or a disclosure that occurs outside of the school environment, staff 
must contact the DSL/Deputy DSL named on the rota and follow their advice. If they are 
not available, the named member of SLT must be contacted.  

 We will continue to work with and support children’s social workers, where they have 
one, to help protect these vulnerable children. 

 We will refer where necessary to the Multi Agency Safeguarding Hub (Mash)  

 

Working With Other Agencies 

We will continue to work with children’s social care, and with virtual school heads for looked-after 
and previously looked-after children. The DSL and deputy DSLs are aware of any changes in the 
multi-agencies systems and procedures. 

Staff working at school  

The school will provide facilities in a familiar setting to the children that attend. We have a weekly 
schedule that rotas staff, including:  

 A member of SLT 

 A DSL or Deputy (At times will be accessed remotely)  

 A member of office staff 

 A First Aider 

 In addition to the above there will be a teacher and/or teacher assistant in attendance 

 

Concerns About a Staff Member  

We will continue to follow the principles set out in part 4 of Keeping Children Safe in Education.  

Staff should continue to act on any concerns they have immediately. 

The procedures in place remain. 

We will continue to refer adults who have harmed or pose a risk of harm to a child or vulnerable 
adult to the Disclosure and Barring Service (DBS). 

We will continue to refer potential cases of teacher misconduct to the Teaching Regulation Agency. 
We will do this using the email address Misconduct.Teacher@education.gov.uk for the duration of 
the COVID-19 period, in line with government guidance. 

Staff are aware that this difficult time potentially puts all children at greater risk. 

 

Mental Health 

Where possible, we will continue to offer our current support for pupil mental health for all pupils.  

We will also signpost all pupils, parents and staff to other resources to support good mental health 
at this time. 

We will contact our parents who we know have reduced mental health to check how they are.  

When setting expectations for pupils learning remotely and not attending school, teachers will bear 
in mind the potential impact of the current situation on both children’s and adults’ mental health. 

mailto:Misconduct.Teacher@education.gov.uk
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Staff Recruitment, Training and Induction 

Recruiting new staff  

We continue to recognise the importance of robust safer recruitment procedures, so that adults 
who work in our school are safe to work with children. We will continue to follow our safer 
recruitment procedures, and part 3 of Keeping Children Safe in Education. 

In urgent cases, when validating proof of identity documents to apply for a DBS check, we will 
initially accept verification of scanned documents via online video link, rather than being in physical 
possession of the original documents. This approach is in line with revised guidance from the DBS. 

New staff must still present the original documents when they first attend work at our school. 

Safeguarding Induction and Training 

We will make sure staff are aware of changes to our procedures and local arrangements. 

New staff will continue to receive: 

 A safeguarding induction – including confirmation of current DSL arrangements 

 A copy of our Safeguarding and Children Protection Policy (and this addendum) 

 Keeping Children Safe in Education part 1 2019 

 All existing staff have had safeguarding training and have read part 1 of KCSIE. Changes to 
local arrangements will be communicated to all staff by the DSL / Deputy DSL  

 During this time staff will be given links to continue with safeguarding CPD intermittently 
whilst working from home   

  
  Existing Staff training  

 

All existing staff have had various safeguarding training including basic awareness and have read 

part 1 of KCSIE 2019. Changes to local arrangements will be communicated to all staff by the DSL / 

Deputy DSL. During this time staff will be given links to continue safeguarding CPD via e-learning.    

GDPR 

 

Whilst the school must continue to have appropriate regard to data protection and GDPR this does 

not prevent the sharing of information for the purposes of keeping children safe. Further advice 

about information sharing can be found at paragraphs 76-83 of KCSIE 2019. 

 

Safeguarding file transfer arrangements 2020 Arrangements 

DSLs must ensure that child protection files are transferred to a new school / setting / 

college as soon as possible as part of transition.  All files should be passed on to the 

receiving school by June 30th. 

DSLs from primary schools should contact the DSL of the receiving school to discuss children 

with CP and CIN plans. This discussion should take place early in Summer 2 term. It is 

recommended that this year these discussions take place virtually. 
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If any safeguarding information is logged following the handover of files, this should be 

discussed by the DSLs and details should be sent to the receiving DSL via egress so that the 

chronology log and pupil file can be updated. 

 

Trust Hub 

If there is a decision made for the schools within the Trust to form a hub, the principles in Keeping 

children safe in education (KCSIE) will continue to apply.   

If children from Trinity School are required to attend another Trust School, we will continue to 

provide a named DSL who may work remotely. 

The Virtual School Head  (VSH) for Looked After Children will be informed of any changes to the 

school’s settings for a LAC child. 

Where children are temporarily required to attend another school within the Trust, we will make 
sure the receiving school is provided with any relevant welfare and child protection information, 
including the: 

 child protection plan and file and contact details of the named social worker 

 child in need plan and file and contact details of the named social worker  

 EHC plan and file and contact details of the case worker and details of the case worker  

 Family Wellbeing file and contact details of the key worker 

 LAC personal education plan and file and contact details of the virtual school head   

This will be shared before a child arrives and, where that is not possible, as soon as reasonably 

practicable. Any exchanges of information will happen at DSL (or deputy) level, and likewise 

between SENCOs with oversight of SEN provision for children with EHC plans. However, it is 

acknowledged this may not always be possible. Where this is the case senior leaders will take 

responsibility. 

The hub will have a centrally located password encrypted list of information for all vulnerable 

children that attend. This will be accessed only by DSL’s or deputies.  Any medical information for 

the child will be made available to all staff caring for that child. 

Wherever possible, our DSL (or deputy) and/or special educational needs co-ordinator (SENCO) will 
share, as applicable. 

Where the DSL, deputy or SENCO can’t share this information, the senior leader(s) identified in 
section 4 will do this. 

We will share this information before the child arrives as far as is possible, and otherwise as soon as 
possible afterwards. 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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Change in legislation to private fostering/host family arrangements 

The Government have amended some of the timeframes to the Children (Private Arrangements for 
Fostering) Regulations 2005 to provide more time for visits to take place during the coronavirus 
(COVID-19) pandemic period. Under these regulations, initial visits to planned or existing private 
fostering arrangements must take place within 7 days of the local authority learning of such 
arrangements. These regulations have been amended so that the visit takes place within 7 days or as 
soon as reasonably practicable, to allow for flexibility where it is not possible to conduct the visit 
within 7 days. The Government is allowing flexibility in the maximum interval between visits during 
the pandemic period – currently every 6 weeks in the first year, and every 12 weeks thereafter. 

 If the school is informed of a private fostering or host family arrangement being in place we will 
immediately notify the local authority of where the child resides. 

Monitoring Arrangements 

We will continue to review this addendum where necessary, to reflect any updated guidance from: 

 The DfE 

 The 3 local safeguarding partners – Bexley Shield 

 The local authority about children with education, health and care (EHC) plans, the local 
authority designated officer and children’s social care, reporting mechanisms, referral 
thresholds and children in need 

The following guidance is currently in place: 

https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-

providers 

The Department for Education COVID-19 helpline, is available to answer questions. 

DfE coronavirus helpline: emailDfE.coronavirushelpline@education.gov.uk Telephone0800 046 8687 

Bexley Safeguarding Partners – SHIELD will give regular updates on their website and e-bulletins are 

available http://www.bexleylscb.org.uk/  

This policy will be reviewed at a minimum every 3 weeks by Elizabeth Hayle, Trinitas Academy Trust 
Safeguarding Lead.  

 

 

 

 

 

 

 

 

 

 

 

 

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
mailto:DfE.coronavirushelpline@education.gov.uk
http://www.bexleylscb.org.uk/
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4. First Aid COVID-19 Addendum  

21 May 2020 
Date Agreed by Trustees: Please note that any wording in RED after 2nd June is awaiting Trustee 

approval. Once approved, this should revert to BLACK 

 
All staff have a statutory obligation to follow and co-operate with the First Aid Policy requirements 
unless amended in this COVID-19 addendum. 
 
First aid cover and qualifications during the COVID-19 Pandemic 
A first aider will be available at all times during the school day. If staff hold a first aid certificate that 
expires on or after 16 March 2020 and we are unable to access requalification training because of 
COVID-19 the Health & Safety Agency (HSA) have confirmed that such staff will qualify for a 3-month 
extension - If requalification training has been prevented for reasons associated directly with Covid-
19. This will be reviewed before the 16 June by the HSA.   
 
Personal hygiene 
Extra measures to further safeguard staff that provide first aid are now necessary in light of the 
COVID-19 Pandemic. Staff must follow normal school procedure as well as the following: 

Clean your hands more often than usual and thoroughly for 20 seconds with running water and soap 
and dry them thoroughly with paper towels, or use alcohol hand rub/sanitiser ensuring that all parts 
of the hands are covered, particularly after arriving at school, touching your face, blowing your nose, 
sneezing or coughing, and before eating or handling food. 

Children and young people will be told to wash their hands after an injury.  

Personal protective equipment (PPE) 
A range of PPE will be worn if a child needs to receive first aid. This should include, at the minimum, 
apron and gloves.  
 
Full PPE should be worn by staff caring for a child that is displaying COVID-19 symptoms if a distance 

of 2 metres cannot be maintained . 

 

Further information regarding PPE can be found at 

https://i.emlfiles4.com/cmpdoc/2/2/6/0/0/1/files/668341_schools-reopening-first-aid---

guidance-note--june-2020..pdf 
 
Symptoms of COVID-19 
If anyone in school becomes unwell with a new, continuous cough or a high temperature, or has a 

loss of, or change in, their normal sense of taste of smell, they must be sent home and advised to 

follow the Government guidance for households with possible COVID-19 infection. 

 

If a child is awaiting collection, they will be moved, if possible, to a room where they can be isolated, 

behind a closed door, with appropriate adult supervision if required depending on the age of the 

child or young person. Ideally, a window should be opened for ventilation. If it is not possible to 

isolate the child or young person, move them to an area which is at least 2 metres away from other 

people. The room in which the child was before isolation will be evacuated and  deep cleaned by the 

cleaning staff, together with the room or area in which they awaited collection. 
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If a child or young person need to use the toilet facilities whilst waiting to be collected, they should 

use a separate toilet, if possible. The toilet facilities will receive a deep clean after the child has left 

by the cleaning staff.  

 

If a member of staff has helped someone with symptoms they do not need to go home unless they 

develop symptoms themselves. They should wash their hands thoroughly for 20 seconds after any 

contact with someone who is unwell.  

 
CPR updated advice in relation to COVID-19 
Because of the heightened awareness of the possibility that the victim may have COVID-19, 
Resuscitation Council UK offers this advice:  

 Recognise cardiac arrest by looking for the absence of signs of life and the absence of normal 
breathing. Do not listen or feel for breathing by placing your ear and cheek close to the 
patient’s mouth. If you are in any doubt about confirming cardiac arrest, the default position 
is to start chest compressions until help arrives.  

 Make sure an ambulance is on its way. If COVID - 19 is suspected, tell them when you call 
999 

 If there is a perceived risk of infection, rescuers should place a cloth/towel over the victim’s 
mouth and nose and attempt compression only CPR and early defibrillation until the 
ambulance arrives. Put hands together in the middle of the chest and push hard and fast. 

 Early use of a defibrillator significantly increases the person’s chances of survival and does 
not increase risk of infection.  

 PPE should be worn. 
1) After performing compression-only CPR, all rescuers should wash their hands thoroughly 

with soap and water; alcohol-based hand gel is a convenient alternative. They should also 
seek advice from the NHS 111 coronavirus advice service.  

 
Paediatric advice for cardiac arrest 
For out-of-hospital cardiac arrest, the importance of calling an ambulance and taking immediate 
action cannot be stressed highly enough. If a child is not breathing normally and no actions are 
taken, their heart will stop and full cardiac arrest will occur. Therefore, if there is any doubt about 
what to do, this statement should be used.  
It is likely that the child/infant having an out-of-hospital cardiac arrest will be known to you. We 
accept that doing rescue breaths will increase the risk of transmitting the COVID-19 virus, either to 
the rescuer or the child/infant. However, this risk is small compared to the risk of taking no action 
as this will result in certain cardiac arrest and the death of the child.   
 
Administering medicine in school 
All children’s medication will now be kept in the vicinity that they are based. Universal medication 
for asthma (where appropriate) and auto-injectors will remain in Student Services, or an appropriate 
location close to pupil activity.  Staff must, at the least, wear a PPE minimum of gloves and apron if 
supporting a child taking medication and both child and adult must wash their hands thoroughly 
afterwards. 
 
Calling an ambulance and notifying parent /carers  

The school will call an ambulance before contacting parents if a child becomes seriously ill or has a 

significant injury. We must safeguard our staff to exposure of COVID-19 and will want to eliminate 

travel and being asked to attend hospitals as much as possible. Therefore, it is imperative that 

contact numbers are up to date and that parents/carers have a named person who will be close to 

the vicinity of the school, in order to travel with the child to hospital if required. If the named person 

does not arrive before the ambulance takes the child/young person to the hospital a member of 

staff will travel to the hospital in their own vehicle, so that they can travel back. They will be 
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provided with PPE and stay with the child at the hospital until the parent/carer or named person 

arrives.  

 
 
Serious Accident 
                 

● In the event of a serious incident an ambulance is always called and parents/carers are then 
contacted. 

● We will follow the actions for notification of parent/carer in this addendum. 
● For all incidents the schools ‘critical incidents’ plan as outlined in every risk assessment will 

be followed. 
 
Monitoring and review 
This addendum will be reviewed by Elizabeth Hayle, Trust Safeguarding Lead, every 3 weeks or in 
light of new government guidance as and when it is published. 
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4. Health and Safety Policy COVID -19 Addendum 

18 May 2020 

Date Agreed by Trustees:  

Please note that any wording in RED after 2nd June 2020 is awaiting Trustee approval. Once approved, 

this should revert to BLACK. 

This health and safety addendum is an immediate response to the COVID-19 Pandemic. We have 
adhered to Government and Local Authority guidance during the outbreak.  

The Principal and Senior Leader Team have carried out a stringent risk assessment for health and 
safety procedures in specific regard to children returning to school during the outbreak in response 
to opening for children of key or critical workers and vulnerable children since the 23 March 2020.  

To make the school as safe as possible we have: 

 completed a 'risk assessment', and taken reasonable steps to prevent potential risk from 
COVID-19 in school 

 followed the government guidelines on safer working on GOV.UK 

 adhere to advice on working safely during coronavirus from the Health and Safety Executive 
(HSE) https://www.hse.gov.uk/news/coronavirus.htm  

On the 25 May the Prime Minster confirmed that schools would ‘re-open’ to Nursery, Year 1 and 
Year 6 pupils from 1 June 2020 and continue to offer places for children of key/critical workers and 
vulnerable children. For pupils in Year 10 and 12 the expectations that they will have some contact 
with their teachers from 15 June.  

It’s important to reiterate that the Principal and Senior Leader Team will need to make individual 
decisions about whether it is safe to open their school to the above year groups, safely. 

There are many risks and factors that we have needed to take into account in response to an 
increasing amount of pupils re-entering the school. Please refer to Appendix 1. 

We will notify the LCRC on 0300 3030 450 or lcrc@phe.gov.uk  of all confirmed cases of Covid-19.  
We will also notify Trinitas HR of any confirmed cases. 

Our guidance and advice remains - We can only open if it is safe to do so!  

 

 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
https://www.hse.gov.uk/news/coronavirus.htm
mailto:lcrc@phe.gov.uk
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Corporate Health & Safety created this risk assessment on: 20 May 2020 (Corporate Health & Safety Review Date 20 May 2022) 

Directorate: Children’s Services Department: Education, Partnership, Schools and Colleges 

Service: Education (LBB-run schools) Location: All LBB run schools 

Manager Completing Form: Lauren Ovenden Date Completed: 20-5-20 

 

Overall risk rating: 7 (LOW) 

 

Instructions: 

 This applies to all work activities that fall under this particular task. 
 If this risk assessment does not cover all of the hazards and existing control measures required relevant to your service, you should add them below at ‘Other risks 

(please detail)’ and notify the Corporate Health and Safety Team by sending the risk assessment attached to the email. 
 If further controls are necessary, these should be recorded in the ‘Additional controls to reduce risk’ column and a revised lower score given. 
 Please communicate this risk assessment to all your staff e.g. via email, team meetings etc evidencing how you do this. 
 Review the risk assessment annually, after an accident/incident or significant changes to the workplace or working processes. 

 

Terminology: 

 Activity- The type of work being undertaken e.g. use of a piece of electrical equipment or machinery. 

 Hazard- Something with the potential to cause harm. Harm can be physical, chemical, biological or psychological. 

 Control Measures- Actions taken to prevent hazard being realised. Control measures can include such areas as training, supervision, safe systems of work, 
maintenance procedures, physical measures such as guarding and personal protective equipment. 

 Likelihood – the chances of harm occurring on a scale of 1 to 5 with 1 being highly unlikely and 5 being highly likely 

 Risk Rating- Multiply the likelihood figure by the severity figure to get the risk rating after the existing control measures have been considered. 

 Severity – the level of harm/injury caused by the accident or incident, on a scale of 1 to 5 with 1 being First aid required and 5 being a fatality. 
 

Likelihood (L) × Severity (S)  
= Risk Rating (RR): 

 L = 1 L = 2 L = 3 L = 4 L = 5 

S = 1 1 2 3 4 5 

S = 2 2 4 6 8 10 

S = 3 3 6 9 12 15 

S = 4 4 8 12 16 20 

S = 5 5 10 15 20 25 
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Possible Likelihood 

5 Highly likely 

4 Likely  

3 Possible 

2 Unlikely 

1 Highly unlikely 

Possible Severity 

5 Fatality 

4 Major injury 

3 Hospital 
treatment  

2 First aid required 

1 No injury

 

Rating Action 

15-25 Very High Work should not be undertaken without reducing risk 

10-12 High As above 

8-9 Moderate Work fine to continue. Additional controls should be 
considered 

4-6 Low Work fine to continue with existing controls 

1-3 Very Low As above 
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Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk rating Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

1. Risk 
assessment 
and 
consultation 
with staff 
and 
provision of 
staff 
wellbeing 

Staff concerns not 
taken into 
account.  
Staff concerned 
about the return 
to work 

Staff As required under health and safety 
legislation, risk assessments must be subject 
to consultation with staff. This risk 
assessment will be circulated to all LBB-run 
schools for dissemination by the school’s 
own internal school consultation and 
training methods and reassurance will be 
sought that an Action Plan of all control 
measures in this risk assessment is 
completed by each school. Actions Plans 
must be returned to Corporate Health and 
Safety to confirm the school has completed 
all necessary actions. Where a suitable and 
sufficient risk assessment is in place, LBB 
Insurance will cover Covid-19 related 
incidents. 
General Covid-19 risk assessment in place 
for LBB staff and also communicated within 
each school’s own cascade system. Staff 
informed of plans (for example safety 
measures, timetable changes, staggered 
arrival and departure times). The Council 
consults with the Unions weekly as well as 
meetings with the Local Consultative Group 
(LCG) to ensure a corporate approach to risk 
controls, which includes community schools. 
Staff have access to a 24-hour Carefirst EAP 
counselling and advice service available to 
staff.  

1 4 4 -Wellbeing ‘check-ins’ 
have conducted via email 
throughout (led by LRa) 
 
-Staff supported to attend 
site as part of rota for 
vulnerable & key worker 
pupils  
 
-Staff survey completed 
and results shared with 
staff 
 
-Ongoing communication 
from SLT maintained 
 
-HoD & HoY online 
meetings have continued 
 
-Staff meeting planned 
prior to any increase in 
pupil numbers on site 
 
-Provision agreed on 
case-by-case scenario 
for staff ‘vulnerable’ and 
anxious to return 
 
-Refinement of online 
work setting expectations 
when staff are onsite to 
maintain appropriate 
work/life balance.  

1 4 4 

mailto:saferschools@bexley.gov.uk
mailto:saferschools@bexley.gov.uk
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School Heads encourage active 
communication between staff on concerns 
and ensure staff read all communications 
and this includes senior leaders and 
governing bodies. Senior leaders implement 
working practices promoting a good work-
life balance. Staff surveys to be encouraged 
locally at each school on aspects of working 
during Covid-19. LBB Senior management 
‘Restore Group’ in place for high level 
corporate decision making. 

 

 

Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk rating Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

2.Occupancy 
of 
classrooms, 
corridors and 
communal 
areas. 
Social 
distancing 
Taking of 
play breaks 
and lunch 
 

Risk of Covid-19 
transmission 

Staff, 
children 
and invited 
visitors 

Scientific evidence exists that younger 
children are less likely to suffer extreme 
symptoms if they catch Covid-19 and older 
children are able to be supported to learn at 
home. Therefore, the government is 
promoting the return of pupils in year R, 1 
and 6 of primary school to return initially, 
from 1 June 2020 for 1 month, ensuring that 
children of key workers maintain a place in 
those settings. Likewise, nursery settings will 
be encouraged to re-open from 1 June. 
Allow for input from schools setting out 
what they have put in place 
Social distancing of 2-metres between 
persons to be maintained at all times by a 

2 4 8 -Entry & exit procedures 
ensure distancing 
 
-Use of large, open 
spaces only for phase 1 
return (Hall/Gym/Sports 
Hall) 
 
-Use of playground 
(weather permitting) 
 
-Signposted one-way 
systems in place 
 
-Signposted social 
distancing markers 
 

1 4 4 
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temporary cap on numbers attending and 
smaller group sizes which can be achieved by 
cutting the class in half or by a third, 
dependent on the rooms being sufficiently 
large enough to maintain a 2-metre social 
distance even with the smaller group sizes. 
Government guidance suggests no more 
than 15 pupils per classroom. 
The reduction in pupils attending allows 
social distancing to be maintained and for 
staffing levels to be sufficient to cope with 
attendees. 
Use of the largest classrooms is advised. 
Small groups with one teacher used (and, if 
needed, a teaching assistant).  
If there are any shortages of teachers, then 
teaching assistants can be allocated to lead a 
group, working under the direction of a 
teacher.  

-Consistent signage 
throughout route 
 
-Teacher/pupil desks 
distanced at 2m minimum 
 
-Rota system for pupils & 
staff, thus ensuring 
teaching staff <20 and 
pupils <50 onsite for any 
given session 
 
-Separate sessions 
planned (10-12 / 1-3) 
 
-Staffing consistent / 
working at in same area 
for both sessions 
 
-Deep clean between 
sessions 
 
-Ongoing cleaning 
throughout session 
 
-No need for break / food 
service due to timing of 
sessions (FSM provision 
continues with vouchers) 
 
-Toilets identified & 
monitored to ensure 
single occupancy. 
Ongoing cleaning.  
 
-Staff briefed re: systems 
& procedures prior to 
pupil return 
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-Pupils briefings at the 
start of each session re: 
systems & procedures 
 
-Playground marked into 
2m grids to ensure safe 
arrival & dismissal 
 
 

 

Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk rating Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

Occupancy of 
classrooms, 
corridors and 
communal 
areas. 
Social 
distancing 
Taking of 
play breaks 
and lunch 
(Continued) 

Risk of Covid-19 
transmission 

Staff, 
children 
and invited 
visitors 

Refresh the timetable to prioritise which 
activities can be delivered safely. 

Ensure that the same teacher(s) and other 
staff are assigned to each group and, as far 
as possible, these stay the same during the 
day and on subsequent days,  

Ensure that wherever possible children use 
the same classroom or area of a setting 
throughout the day, with a thorough 
cleaning of the rooms at the end of the day. 
Children could or is it should? sit at the same 
desk each day. 

Open doors where possible to avoid 
touching, being mindful of fire 
compartmentalisation. 

Where possible, outdoor or well-ventilated 
spaces within school grounds could be 
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utilised for lessons and use of accessing 
rooms directly from outside used where 
possible. 
 
In consideration of class size, children of 
critical key workers must have a school place 
regardless of whether their year group has 
returned to school or not.   
Desks and seating should be spaced at least 
2 metres apart for social distancing. 

 

 

Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk 
rating 

Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

Occupancy of 
classrooms, 
corridors and 
communal 
areas. 
Social 
distancing 
Taking of 
play breaks 
and lunch 
(Continued) 

Risk of Covid-19 
transmission 

Staff, 
children 
and invited 
visitors 

If the school cannot achieve these small 
groups at any point the School should 
discuss options with the Education Team 
EIS@bexley.gov.uk   with assistance from 
Corporate Health and Safety. This might be 
because there are not enough classrooms or 
spaces available in the setting or because 
they do not have enough available teachers 
or staff to supervise the groups. 

Reduce movement around the school and 
stagger any assembly groups and break 
times so that all children are not moving 
around the school at the same time. 

       

mailto:EIS@bexley.gov.uk
mailto:saferschools@bexley.gov.uk
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Put in place one-way circulation where 
possible or place a divider down the middle 
of the corridor to keep groups apart. 

Stagger drop off and collection times for 
different groups. Plan parents’ drop-off and 
pick-up protocols that minimise adult to 
adult contact. 
In addition, childcare settings or early years 
groups in school should:  
Consider how to keep small groups of 
children together throughout the day and to 
avoid larger groups of children mixing. 

 

 

 

 

 

 

 

Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk 
rating 

Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

Occupancy of 
classrooms, 
corridors and 
communal 
areas. 

Risk of Covid-19 
transmission 

Staff, 
children 
and invited 
visitors 

Decide how play equipment is used ensuring 
it is appropriately cleaned between groups 
of children using it, and that multiple groups 
do not use it simultaneously 
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Social 
distancing 
Taking of 
play breaks 
and lunch 
(Continued) 

Remove any unnecessary items from 
classrooms and other learning environments 
where there is space to store it elsewhere to 
make the school easier to clean. 
Remove soft furnishings, soft toys and toys 
that are hard to clean (such as those with 
intricate parts). 

Breaks should be staggered to maintain 
social distance including when queuing for 
food, and to ensure limited pupils in 
corridors. Hands MUST be washed before 
and after eating.  Breaks taken in outdoor 
spaces where possible although outdoor 
play equipment, if in use with restrictions on 
numbers, should be cleaned after every 
break and not used by multiple groups in the 
same session. 

Tables cleaned between each lunch group. If 
such measures are not possible, children 
should bring their own lunch to eat in their 
classrooms. 
Toilets must have limits on the number of 
children able to enter the facility at one 
time. Note: Some children will need 
additional support, for example, routes 
around school marked in braille or with 
other meaningful symbols and social stories 
given to support them in understanding how 
to follow rules. 
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Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk 
rating 

Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

Occupancy of 
classrooms, 
corridors and 
communal 
areas. 
Social 
distancing 
Taking of 
play breaks 
and lunch 
(Continued) 

Risk of Covid-19 
transmission 

Staff, 
children 
and invited 
visitors 

For physical activity lessons, avoid group 
games. 
Stagger use of staff rooms and limit 
occupancy. 
Review of the school’s pupil behaviour policy 
to ensure that it covers COVID-19-related 
incidents for sanctions and exclusions where 
a child wilfully refuses to follow 
arrangements of social distancing, 
deliberately coughs or spits at pupils or staff, 
or incidents of assault and violence, putting 
others at risk. 
For children who normally receive SEND 
(Special Educational needs) or EHC (health-
related) supported, they will require a 
personal risk assessment. Government 
guidance on conducting a SEND risk 
assessment: 
https://www.gov.uk/government/publicatio
ns/coronavirus-covid-19-send-risk-
assessment-guidance 

       

3. Protecting 
extremely 
clinically 
vulnerable 
adults and 
children 

Pre-existing 
medical 
conditions 
putting someone 
at greater risk if 
they develop 
symptoms of 
Covid-19 

Staff and 
children 

Staff and children should not attend if they 
have symptoms or are self-isolating due to 
symptoms in their household. Children who 
are notified by parents as extremely 
vulnerable, should not attend school and 
should continue with home-schooling. 
Specific groups will not be able to attend 

2 4 8 -Pupils classed as 
‘clinically extremely 
vulnerable’ not to attend; 
support will be provided 
via telephone consultation 
or online meetings (min 2 
staff present in online 
forum) 
 

1 4 4 

https://www.gov.uk/government/publications/coronavirus-covid-19-send-risk-assessment-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-send-risk-assessment-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-send-risk-assessment-guidance
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school following reopening. The advice from 
dfe is as follows:  
Vulnerable children who have been classed 
as clinically extremely vulnerable due to pre-
existing medical conditions have been 
advised to shield. These children should not 
attend school or childcare, and they should 
continue to be supported at home as much 
as possible. 

-Staff classed as ‘clinically 
extremely vulnerable’ not 
to attend. Laptops set-up 
for pupils sit at for virtual 
one-to-one (staff member 
working from home) 

 

Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk 
rating 

Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

Protecting 
extremely 
clinically 
vulnerable 
adults and 
children 
(Continued) 

Pre-existing 
medical 
conditions 
putting someone 
at greater risk if 
they develop 
symptoms of 
Covid-19 

Staff and 
children 

Vulnerable adults Clinically vulnerable 
individuals who are at higher risk of severe 
illness (for example, people with some pre-
existing conditions as set out in the Staying 
at home and away from others (social 
distancing) guidance should work from home 
where possible. Clinically vulnerable 
individuals who cannot work from home, 
should be offered the safest available on-site 
roles (staying 2 meters away from others 
when possible).  

Living with shielded or clinically vulnerable 
person If a child or a member of staff lives 
with someone who is clinically vulnerable 
including those who are pregnant, they can 
attend school or childcare setting. 
If a child/young person or staff member lives 
in a household with someone who is 

   -Staff classed as ‘clinically 
vulnerable’ (inc. pregnancy) 
to discuss individual 
circumstances with SLT 
 
-Option outlined above for 
‘extremely vulnerable’ 
deployed if staff member 
concerned re: social 
distancing measures 
 
-Children for phase 1 return 
(Years 10 & 12) able to fully 
understand and comply with 
SD measures 

   

https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/covid-19-guidance-on-protecting-people-most-likely-to-get-unwell-from-coronavirus-shielding-young-peoples-version
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/covid-19-guidance-on-protecting-people-most-likely-to-get-unwell-from-coronavirus-shielding-young-peoples-version
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/covid-19-guidance-on-protecting-people-most-likely-to-get-unwell-from-coronavirus-shielding-young-peoples-version
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people
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extremely clinically vulnerable, as set out in 
the guidance on shielding, it is advised they 
only attend an education or childcare setting 
if stringent social distancing can be adhered 
to and, in the case of children, if they are 
able to understand and follow those 
instructions.  

If social distancing cannot be adhered to, 
due to the nature of the children, those 
individuals should not attend the setting and 
be supported to learn or work from home. 
 
Parents must be told to follow medical 
advice. 

 

 

 

Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk 
rating 

Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

4. Use of 
public 
transport to 
reach school 
 
Use of 
school or 
coach 
transport 
provision 

Risk of Covid-19 
transmission 

Children, 
accompany
ing staff 
and 3rd 
party 
drivers of 
transport 

Encourage staff and the parents with their 
children to walk or cycle to school where 
possible. 
Reduce any unnecessary travel on public 
transport where possible. Applying the 
Coronavirus (COVID-19): safer travel 
guidance for passengers 

Ensure that transport arrangements cater 
for any changes to start and finish times. 
Make sure transport providers do not work if 

2 4 8 -Communication to pupils and 
parents encourages 
walking/cycling/car 
 
-Sessions timings (10-12 / 1-
3) permit sufficient travel time 
for walking from broad 
catchment area 
 
-Staggered sessions to 
minimise ‘cross-over’ 
 

2 4 8 

https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
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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they or a member of their household are 
displaying any symptoms of coronavirus, 
follow hygiene rules and try to keep distance 
from their passengers.  
 
Take appropriate actions to reduce risk if 
hygiene rules and social distancing is not 
possible, for example when transporting 
children with complex needs who need 
support to access the vehicle or fasten 
seatbelts. 
Assessment of the availability of school 
transport, including transport for pupils with 
special needs is required. Assess the 
arrangements being made by the transport 
providers for compliance with social 
distancing and hygiene. 

-Later start (10am) to avoid 
peak public transport times 

 

Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk 
rating 

Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 
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 Cleaning 
and hand 
washing 
facilities 

Risk of Covid-19 
transmission 

Staff, 
children, 
visitors 
and 
contractors 

Follow the COVID-19: cleaning of non-
healthcare settings guidance 

Ensure that sufficient handwashing facilities 
are available. Where a sink is not nearby, 
provide hand sanitiser in classrooms and 
other learning environments. Clean surfaces 
that children and young people are touching, 
such as toys, books, desks, chairs, doors, 
sinks, toilets, light switches, bannisters, 
more regularly than normal 

Ensure that all adults and children frequently 
wash their hands with soap and water for 20 
seconds and dry with paper towels 
thoroughly. Switch off hand dryers which 
can spread microbes. Review the guidance 
on hand cleaning . Clean their hands on 
arrival at the setting, before and after eating, 
and after sneezing or coughing.  

Are encouraged not to touch their mouth, 
eyes and nose and use a tissue or elbow to 
cough or sneeze and use bins for tissue 
waste (‘catch it, bin it, kill it’). Ensure that 
help is available for children and young 
people who have trouble cleaning their 
hands independently. Consider how to 
encourage young children to learn and 
practise these habits through games, songs 
and repetition. Ensure that bins for tissues 
are emptied throughout the day. 

Where possible, all spaces should be well 
ventilated using natural ventilation (opening 
windows) or ventilation units. 

1 4 4 -Pupils wash hands as soon 
as they arrive on site 
 
-Installation of external 
handwashing facilities 
 
-Hand sanitiser placed at all 
entrances / exits to each 
venue 
 
-Latest Government signage 
re: handwashing on display 
 
-All areas / surfaces ‘deep 
cleaned’ during session break 
(12-1) 
 
-Ongoing cleaning throughout 
(staff member with suitable 
PPE) 
 
-Use of large, ventilated 
spaces – not classrooms 
 
-Doors/windows open at all 
times 

1 4 4 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public
https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public
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Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk 
rating 

Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

Cleaning 
and hand 
washing 
facilities 
(continued) 

Risk of Covid-19 
transmission 

Staff, 
children, 
visitors 
and 
contractors 

Prop doors open, where safe to do so 
(bearing in mind fire safety and 
safeguarding), to limit use of door handles 
and aid ventilation 

Normal detergents and bleach will remove 
traces of the Covid-19 virus, so it must be 
insured that there are sufficient supplies and 
cleaning staff are available are available to 
maintain good infection control. Get in touch 
with public sector buying organisation 
partners (for example ESPO, YPO, NEPO) 
about proportionate supplies of soap, hand 
sanitiser and cleaning products. 

Normal personal hygiene and washing of 
clothes following a day in an educational or 
childcare setting is sufficient. 

       

 Shared 
resources 

Risk of Covid-19 
transmission 

Staff and 
children 

Limit the amount of shared resources such 
as books that are taken home and limit 
exchange of take-home items between 
children and staff. 

Prevent the sharing of stationery and other 
equipment where possible. Shared materials 

1 4 4 -No shared resources 
required for teacher/pupil 
consultations 
 
-Staff to wash hands / 
sanitiser if handling pupil 
work/books 
 
-No practical lessons 

1 4 4 
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and surfaces should be cleaned and 
disinfected more frequently. 

 Practical lessons can go ahead if equipment 
can be cleaned thoroughly and the 
classroom is occupied by the same children 
in one day, or properly cleaned between 
cohorts. 

 

 

 

Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk 
rating 

Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

 Discovery 
of ill health 

 
Temperature 
testing and 
tracing 

Risk of Covid-19 
transmission 

Staff and 
children 

Symptoms of Covid-19 
If a child or staff member develops 

symptoms they should be isolated in a 

separate room whilst awaiting their 

transport/lift home, then sent home 

immediately. Staff will be required to use 

National smart phone App when rolled out. 

Arrangements in place for anyone who 

becomes unwell with a new continuous 

cough or a high temperature at work, and 

how they will be isolated, to be sent home 

and staff are advised to follow the stay at 

home guidance. 

https://www.gov.uk/government/publicatio

ns/covid-19-stay-at-home-guidance/stay-at-

home-guidance-for-households-with-

2 4 8 -Temporary medical room set-
up to ensure effective & 
immediate isolation 
 
-First-aiders to have PPE 
 
-Follow all published 
guidelines identified in 
existing control measures 

2 4 8 

https://www.nhs.uk/conditions/coronavirus-covid-19/check-if-you-have-coronavirus-symptoms/
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
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possible-coronavirus-covid-19-infection 

Anyone showing symptoms should request 

to be tested within 5 days of symptoms 

starting (government test guidance).   

A negative test will enable children to get 

back to childcare or education, and their 

parents to get back to work. A positive test 

will ensure rapid action to protect other 

pupils and staff in their setting. Those who 

are clinically vulnerable, or are living with 

someone who is, should follow our 

protective measures guidance.  

A positive test result in the rest of their class 

or group being sent home and advised to 

self-isolate for 14 days. The other household 

members of that wider class or group do not 

need to self-isolate unless the child, young 

person, or staff member they live with in 

that group subsequently develops 

symptoms. 

 

 

Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk 
rating 

Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

Discovery of 
ill health  
 
Temperature 
testing and 

Risk of Covid-19 
transmission 

Staff and 
children 

As part of the national test and trace 
program, if other cases are detected within 
the cohort or in the wider setting, Public 
Health England’s local health protection 
teams will conduct a rapid investigation and 

       

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
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tracing 
(continued) 

will advise the school and other settings on 
the most appropriate action to take. In some 
cases, a larger number of other children, 
young people may be asked to self-isolate at 
home as a precautionary measure – perhaps 
the whole class, site or year group. Where 
settings are observing guidance on infection 
prevention and control, which will reduce 
risk of transmission, closure of the whole 
setting will not generally be necessary. 
School must follow decontamination 
advice: the COVID-19: cleaning of non-
healthcare settings guidance 

 PPE Risk of Covid-19 
transmission 

Staff and 
children 

The majority of staff in education settings 
will not require PPE beyond what they 
would normally need for their work. PPE is 
only needed in a very small number of 
cases such as for children with intimate, 
special or medical care needs that need 
assistance. A risk assessment for assisting 
those pupils should be carried out to 
identify PPE such as gloves, protective 
mask and apron that will be required. Face 
coverings may be beneficial for short 
periods indoors where there is a risk of 
close social contact with people you do not 
usually meet and where social distancing 
cannot be maintained, for example on 
public transport or in some shops. This 
does not apply to schools or other 
education settings. 

1 4 4 -Individual risk assessment 
for pupils with specialist care 
needs (0 at present) 
 
-PPE available to first aid 
staff 

1 4 4 

 

 

 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
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Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk 
rating 

Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

9.Emergency 
arrangements 
for 
First Aid 
provision 
and CPR, 
Fire 
Marshals, 
Buddies for 
PEEPs 
Evac+chair 
personnel 

Risk of Covid-19 
transmission 

Staff and 
children 

Two-metre social distancing not applicable. 
First Aiders issued with masks and gloves. 
Review of the first aid risk assessment is 
required for each site. Do not carry out 
mouth to mouth resuscitation, just chest 
compressions. See guidance video from 
Resuscitation Council UK 
https://www.resus.org.uk/media/statement
s/resuscitation-council-uk-statements-on-
covid-19-coronavirus-cpr-and-
resuscitation/covid-community/ 
 

All emergency personnel must practice good 
sanitation measures afterwards including 
washing hands. 
Minimum number of first aiders on site daily 
in line with the first aid risk assessment and 
continual review based on occupancy and 
tasks. 
 
Must socially distance at any assembly 
point 

2 4 8 -Individual risk assessment 
for pupils with PEEP 
 
-Fire/evacuation procedures 
included with pupil briefing at 
start of every session  
 
 

2 4 8 

10.Visitors 
and 
contractors 
on site 

Rick of Covid-19 
transmission 

Staff, 
children, 
visitors 
and 
contractors 

Reception tell visitors and contractors to 
socially distance upon entry to building, or 
use of notices to remind visitors. 
 
Visitors and contractors are by appointment 
only, and only allowed into the building for 
essential services. 
 

1 4 4 -NO visitors in designated 
areas for pupils (other than in 
the event of an emergency) 
 
-Appointment only for 
essential services 
 
-No parents onsite with 
appointment (communicated 
to parents) 

1 4 4 

https://www.resus.org.uk/media/statements/resuscitation-council-uk-statements-on-covid-19-coronavirus-cpr-and-resuscitation/covid-community/
https://www.resus.org.uk/media/statements/resuscitation-council-uk-statements-on-covid-19-coronavirus-cpr-and-resuscitation/covid-community/
https://www.resus.org.uk/media/statements/resuscitation-council-uk-statements-on-covid-19-coronavirus-cpr-and-resuscitation/covid-community/
https://www.resus.org.uk/media/statements/resuscitation-council-uk-statements-on-covid-19-coronavirus-cpr-and-resuscitation/covid-community/
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Contractor visits planned so they do not 
overlap with other contractors working in 
the same area. Also consider if work can be 
done out of hours when staff not in. 

 

Activity Nature of 
hazard and 
potential 
injuries 

Persons 
at risk 

Existing control measures Current risk 
rating 

Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

Visitors and 
contractors 
on site 
(continued) 

Risk of Covid-19 
transmission 

Staff, 
children, 
visitors 
and 
contractors 

Revise signing in procedure so that 
Reception can sign the person in, to avoid 
the sharing of pens.  
 
Consider how visitor passes will be cleaned 
after each use if they are the variety that 
hangs around the neck. 

       

11. 
Communi-
cation to 
parents 

Risk of concerns 
from parents not 
being received. 
Risk of parents 
not receiving vital 
health and safety 
information to 
control risk of 
Covid-19 
transmission 

Children 
and staff 

Refer to Government publication on ‘What 
parents and carers need to know 11 May 
2020’ 

Tell children, parents, carers or any visitors, 
such as suppliers, not to enter the education 
or childcare setting if they are displaying any 
symptoms of coronavirus (following the 
COVID-19: guidance for households with 
possible coronavirus infection) 

Tell parents that if their child needs to be 
accompanied to the education or childcare 
setting, only one parent should accompany 
the child. 

Tell parents their allocated drop off and 
collection times and the process for doing 

1 4 4 -All communication channels 
in use: email / website / 
twitter (to signpost to website) 
 
-‘Trinformer’ established 
communication method 
 
-Formal letters re: wider-
opening sent via email 
 
-Parent survey already sent 
 
-pastoral@ email address set-
up 
 
-closure@ email address set-
up 

1 4 4 

https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers/closure-of-educational-settings-information-for-parents-and-carers
https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers/closure-of-educational-settings-information-for-parents-and-carers
https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers/closure-of-educational-settings-information-for-parents-and-carers
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
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so, including protocols for minimising adult 
to adult contact (for example, which 
entrance to use). 

Make clear to parents that they cannot 
gather at entrance gates or doors, or enter 
the site (unless they have a pre-arranged 
appointment, which should be conducted 
safely). 

 

Communi-
cation to 
parents 
(continued) 

Risk of concerns 
from parents not 
being received. 
Risk of parents 
not receiving vital 
health and safety 
information to 
control risk of 
Covid-19 
transmission 

Children 
and staff 

Ensure parents and oldest children who may 
travel alone are aware of recommendations 
on transport to and from education or 
childcare settings (including avoiding peak 
times). Read the Coronavirus (COVID-19): 
safer travel guidance for passengers  

Talk to staff about the plans (for example, 
safety measures, timetable changes and 
staggered arrival and departure times), 
including whether training is needed. 

Any parents who need to attend the school 
during the day to administer medication to 
their child, must be isolated from the other 
children and consider use of a separate 
room to administer. Any arrangements 
would need to be agreed beforehand. 

Encourage surveys to parents to collect in 
any concerns. Set up an email address which 
is monitored for parent concerns and 
consultation. 

       

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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Activity Nature of 
hazard and 
potential 
injuries 

Persons at 
risk 

Existing control measures Current risk 
rating 

Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

12. Incident 
reporting 
procedures 

Risk of Covid-
19 transmission 
during incidents 
where social 
distancing is 
not met by 
accident or 
deliberately 

Staff and 
children 

First aiders report Covid-19 related incidents 
on ‘My View’ so that RIDDOR reporting 
requirements are met. 
 
Any incidents at the school where it is 
found that staff have become infected 
through contact with work colleagues, 
children or members of the public during 
the course of undertaking their job, must be 
reported to HSE as a RIDDOR.   
 
Any member of staff who thinks they may 
have been exposed to Covid-19 from 
someone outside of the family (where 
isolation would normally be required), and 
is not themselves displaying any 
symptoms, is allowed to continue to work. 
That staff member must be mindful of the 
symptoms and act as soon as these 
appear. If symptoms present, they must 
self-isolate and their family members will 
also be required to isolate as per 
guidance:  https://www.gov.uk/government/
publications/covid-19-stay-at-home-
guidance/stay-at-home-guidance-for-

2 4 8 -Liaison with Trust Operations 
Director with regard to any 
incident reporting   

2 4 8 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
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households-with-possible-coronavirus-
covid-19-infection 
 
School informs parents of any contact-
related incidents between children or 
between children and staff and parents 
asked to monitor their child for symptoms. 
School head asks staff to monitor their own 
health for symptoms. 

 

 

 

 

 

Activity Nature of 
hazard and 
potential 
injuries 

Persons at 
risk 

Existing control measures Current risk 
rating 

Additional controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

13. Re-
opening 
buildings 

Risk of 
legionella in 
water systems, 
tanks and 
ventilation 
systems 
causing serious 
ill health or 
death 
Lifts not 
meeting LOLER 
requirements 
resulting in a 
serious injury or 
death Risk of 
poor site 
welfare 

Staff, 
children, 
visitors and 
contractors 

Review arrangements for routine 
maintenance of the premises. Consider how 
social distancing is maintained and limit 
maintenance to regulatory requirements and 
emergencies. Risk assessment of any capital 
building works which were suspended during 
lockdown, are re-scheduled to start when 
the school reopens.  

Review the contractors’ risk assessments in 
the context of government and public health 
guidance and the presence of staff and 
pupils on site. Communicate early with 
contractors and suppliers that will need to 

1 4 4 -All routine checks (e.g. 
legionella) have continued 
and are up to date (ongoing 
monitoring of Every system) 
 
-Maintenance works to areas 
in use (Hall/Gym/Sports Hall) 
to occur outside of pupil hours 
 
-Social distancing observed 
as maintenance continues 
across rest of school site – 
areas not accessible to pupils 
and staff.  

1 4 4 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
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provision 
affecting staff 
and children’s 
wellbeing 

prepare to support your plans for opening 
for example, cleaning, catering, food 
supplies, hygiene suppliers. Discuss with 
cleaning contractors or staff the additional 
cleaning requirements and agree additional 
hours to allow for this 

Buildings must remain safe to occupy and 
the site manager must treat the school as if 
it has been closed for the summer holidays. 
Schools should review their arrangements 
for all building-related systems but in 
particular: 
 

Activity Nature of hazard and 
potential injuries 

Persons at 
risk 

Existing control measures Current risk 
rating 

Additional 
controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

Re-opening 
buildings 
(continued) 

Risk of legionella in 
water systems, tanks 
and ventilation systems 
causing serious ill health 
or death 
Lifts not meeting LOLER 
requirements resulting in 
a serious injury or death 
Risk of poor site welfare 
provision affecting staff 
and children’s wellbeing 

Staff, children, 
visitors and 
contractors 

• Hot and cold water systems including tanks, 
sinks, basins, showers and drinking water 
outlets: Assess drinking water arrangements 
for children. Do not drain down systems. 
Increase outlet testing and flushing and 
temperature monitoring to maintain water 
hygiene and quality. Record tests. Water 
temperatures must be kept within limits 
recommended for the control of legionella 
bacteria in water systems. For reference, use 
the Approved Code of Practice and HSG 274. 
For drainage systems, check traps have not 
dried out and ensure water seals are in place 
to prevent smells within the building, for 
example, hygiene rooms, sports hall showers. 
Flush all toilets that have not been used for 
more than 2 weeks 

• Gas safety. Do not isolate gas supplies to boilers and 
hot water generation. To avoid leaks and build-up of 
fumes, only isolate gas supplies where not in use 

       

https://www.hse.gov.uk/pubns/books/l8.htm
https://www.hse.gov.uk/pubns/books/hsg274.htm
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such as in science labs and school kitchens, 
otherwise leave supplies on.  

• Kitchen equipment. Equipment that holds water for 
example, dishwashers, combination ovens – should 
be run through at least a full cleaning cycle per 
week. This is to remove scale build-up and standing 
water build-up to prevent possible bacteria growth. 

• Fire safety. Review escape routes and continue to 
carry out weekly checks of fire alarms, call points 
and emergency lighting. Check fire doors are 
operational.  Brief the children on how to evacuate 
and where to assemble, whilst maintaining social 
distancing at the assembly point. 

Activity Nature of hazard and 
potential injuries 

Persons at 
risk 

Existing control measures Current risk 
rating 

Additional 
controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

Re-opening 
buildings 
(continued) 

Risk of legionella in 
water systems, tanks 
and ventilation systems 
causing serious ill health 
or death 
Lifts not meeting LOLER 
requirements resulting in 
a serious injury or death 
Risk of poor site welfare 
provision affecting staff 
and children’s wellbeing 

Staff, children, 
visitors and 
contractors 

 Security including access control and 
intruder alarm systems. All areas of the 
school should be kept secure. Further site 
security guidance is available. Access to 
certain closed areas should only be possible 
by relevant staff 

 Ventilation. All systems to remain energised 
in normal operating mode. Where 
mechanical ventilation is present, 
recirculatory systems should be adjusted to 
full fresh air. If mechanical ventilation 
systems cannot be adjusted to full fresh air 
these should be switched off. Where 
possible, occupied room windows should be 
open.  If you are unsure, advice should be 
sought from your Heating, Ventilation and 
Air Conditioning (HVAC) Advisor. 
 

       

https://www.gov.uk/government/publications/school-and-college-security/site-security-guidance
https://www.gov.uk/government/publications/school-and-college-security/site-security-guidance
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Staff should be familiar with the actions for 
schools during the coronavirus outbreak and 
work with their responsible bodies to ensure 
that statutory health and safety arrangements 
are in place. 
 
In all schools, a member of staff should be 
identified with responsibility for managing 
premises. In cases of staff illness, cover 
arrangements should be put in place as soon as 
possible. 
 
Contact your contractors and suppliers to check 
on any special interim arrangements in place 
due to the coronavirus outbreak. 
 

 

 

Activity Nature of hazard and 
potential injuries 

Persons at 
risk 

Existing control measures Current risk 
rating 

Additional 
controls to 
reduce risk 

Revised risk 
rating 

L S RR  L S RR 

Re-opening 
buildings 
(continued) 

Risk of legionella in 
water systems, tanks 
and ventilation systems 
causing serious ill health 
or death 
Lifts not meeting LOLER 
requirements resulting in 
a serious injury or death 
Risk of poor site welfare 
provision affecting staff 
and children’s wellbeing 

Staff, children, 
visitors and 
contractors 

Staff should be familiar with guidance on actions 
for education and childcare settings to prepare 
for wider opening from 1 June 2020.  
More detailed information on maintenance 
arrangements can be found in good estate 
management for schools, in the section on 
maintenance checks and testing. 

       

 

https://www.gov.uk/government/publications/covid-19-school-closures/guidance-for-schools-about-temporarily-closing
https://www.gov.uk/government/publications/covid-19-school-closures/guidance-for-schools-about-temporarily-closing
https://www.gov.uk/government/publications/actions-for-educational-and-childcare-settings-to-prepare-for-wider-opening-from-1-june-2020
https://www.gov.uk/government/publications/actions-for-educational-and-childcare-settings-to-prepare-for-wider-opening-from-1-june-2020
https://www.gov.uk/government/publications/actions-for-educational-and-childcare-settings-to-prepare-for-wider-opening-from-1-june-2020
https://www.gov.uk/guidance/good-estate-management-for-schools
https://www.gov.uk/guidance/good-estate-management-for-schools
https://www.gov.uk/guidance/good-estate-management-for-schools/health-and-safety#maintenancechecksandtesting
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Notes 

Follow the general principles of prevention for health and safety:  

Can the risk be avoided or removed?  

If not, what precautions can be taken to reduce the risk, so far as is reasonably practicable? Evaluate that risk in a risk assessment. 

Can the risk be combated at source? i.e. can safer equipment be purchased? 

Has the work been adapted to the individual? (work design and its potential effect on health) 

Has advantage been made of technical safety improvements?  

Can the dangerous be replaced by a less dangerous method or equipment, without creating any fresh hazards?  

Is there an overall coherent prevention policy on technology, organisation of work, conditions, relationships and other work environmental factors?  

Has priority been given to collective protection measures to all staff over individual measures?>  

Has adequate information, instruction and training been given? Is there supervision?  
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 Action Plan - Schools COVID-19 - Preparing and implementing protective measures – CWI 015 010/3 

 
Completion of this action plan will help to inform your decisions and control measures for the risk assessment for your school and help to ensure that the detail 

has been covered, providing assurance that GOV.UK guidance has been followed. 

 

Person completing action plan: Simon Godden 

 

School: Trinity School        Date: 24/05/20   

NB: Secondary Guidance published 25/5: no return prior to 15th June 

 

    

  Applied 
Yes or 
No 

Action Taken/Notes by 
Whom/when 

Status  

1.Risk 
assessment and 
consultation with 
staff and provision 
of staff wellbeing 
 
 
 
 
 

Every setting should carry out a risk assessment or update their 
existing risk assessments to reflect the associated risks of wider 
opening. The assessment should directly address risks associated 
with coronavirus, so that sensible measures can be put in place to 
control those risks for children and staff. All employers have a duty to 
consult employees on health and safety, and they are best placed to 
understand the risks in individual settings. 
This action plan assists with informing your decisions and control 
measures for your Corporate Covid-19 risk assessment. 

Y See associated Risk 
Assessment 

Complete 

 Refresh your risk assessment and other health and safety advice for 
children, young people and staff in light of recent government advice, 
identifying protective measures (such as the things listed below). Also 

Y Individual Risk 
Assessments 
completed for pupils as 

Ongoing 
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ensure that all health and safety compliance checks have been 
undertaken before opening 

required (e.g. those with 
IHP) 

 Share the results of risk assessment with staff Y To be shared 
electronically following 
Trustee approval, and 
at Staff meeting 
(planned 1/6/20) 

Ongoing 

 Talk to staff about the plans (for example, safety measures, timetable 
changes and staggered arrival and departure times), including 
discussing whether training would be helpful 

Y Staff meeting 1/6/20 Planned 

 Staff workload and wellbeing 
Governing boards and senior leaders should be conscious of 
the wellbeing of all staff, including senior leaders themselves, 
and the need to implement flexible working practices in a way 
that promotes good work-life balance and supports teachers 
and leaders. 
Workload should be carefully managed and schools should 
assess whether staff who are having to stay at home due to 
health conditions are able to support remote education, while 
others focus on face-to-face provision. Senior leaders and 
boards will want to factor this into their resource and curriculum 
planning, and consider where additional resource could be 
safely brought in if necessary. 

Y Included in Risk 
Assessment 
 
Changes to work setting 
routines for staff on-site 
to manage workload 
 
Staff meetings planned 
to capture staff views 

Planned 

     

2. Occupancy of 
classrooms, 
corridors and 
communal areas. 
 
Social distancing 
 
Taking of play 
breaks and lunch 
 

Social distancing of 2-metres between persons to be maintained at all 
times by a temporary cap on numbers attending and smaller group 
sizes which can be achieved by cutting the class in half or by a third, 
dependent on the rooms being sufficiently large enough to maintain a 
2-metre social distance even with the smaller group sizes. 
Government guidance suggests no more than 15 pupils per 
classroom. 

Y 
 
 

Included in Risk 
Assessment 
 
Large space use only 
(Hall/Gym/Sports Hall) 
 

Complete 

The reduction in pupils attending allows social distancing to be 
maintained and for staffing levels to be sufficient to cope with 
attendees. 

Y Updated guidance: no 
more than ¼ pupils of 
Years 10&12 on site – 

Planned 
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Use of the largest classrooms is advised. Small groups with one 
teacher used (and, if needed, a teaching assistant).  
If there are any shortages of teachers, then teaching assistants can 
be allocated to lead a group, working under the direction of a teacher. 

already included in prior 
planning 

 Organise small class groups. Y One-to-ones only – no 
teaching at this stage 

Planned 

 Ensure that the same teacher(s) and other staff are assigned to each 
group and, as far as possible, these stay the same during the day and 
on subsequent days,  

Y As above Planned 

 Ensure that wherever possible children use the same classroom or 
area of a setting throughout the day, with a thorough cleaning of the 
rooms at the end of the day. It may be appropriate for children to sit at 
the same desk each day. 

Y Ongoing cleaning 
throughout (Trinity 
staffing) 
 
‘Deep clean’ during 
hour break between 
sessions (Contractors) 

Planned 

 Organise classrooms and other learning environments, maintaining 
space between seats and desks where possible 

Y One way system / 
signage / physical 
barriers / floor markings 
all in place / being 
installed  

Planned 

 Refresh the timetable: 
 decide which lessons or activities will be delivered 

 consider which lessons or classroom activities could take place 
outdoors 

 use the timetable and selection of classroom or other learning 
environment to reduce movement around the school or building 

 stagger assembly groups 

 stagger break times (including lunch), so that all children are not 
moving around the school at the same time 

 tables cleaned between each lunch group, if such measures are 
not possible, children should bring their own lunch to eat in their 
classroom 

 stagger drop-off and collection times 

Y  
Plan for one-to-one 
support  
 
No group teaching at 
present (impractical to 
meet guidance in doing 
so) 
 
Day planned to avoid 
need for breaks / lunch 
provision (FSM voucher 
scheme to continue) 
 
 

Planned 
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 consider how best to supplement remote education with some 
face to face support for students 

 plan parents’ drop-off and pick-up protocols that minimise adult to 
adult contact 

 Childcare settings or early years groups in school should: 
 consider how to keep small groups of children together throughout 

the day and to avoid larger groups of children mixing 

 consider how play equipment is used ensuring it is appropriately 
cleaned between groups of children using it, and that multiple 
groups do not use it simultaneously 

N/A   

 Remove unnecessary items from classrooms and other learning 
environments where there is space to store it elsewhere 

Y All areas reviewed / as 
much removed as 
possible 

Complete 

 Remove soft furnishings, soft toys and toys that are hard to clean 
(such as those with intricate parts) 

Y  Complete 

 Open doors where possible to avoid touching, being mindful of fire 
compartmentalisation 

Y  Planned 

 Where possible, outdoor or well-ventilated spaces within school 
grounds could be utilised for lessons and use of accessing rooms 
directly from outside used where possible. 

Y Playground to be used, 
weather permitting 

Planned 

 Toilets must have limits on the number of children able to enter the 
facility at one time. Note: Some children will need additional support, 
for example, routes around school marked in braille or with other 
meaningful symbols and social stories given to support them in 
understanding how to follow rules. 

Y Designated toilets in 
use / queuing system 
(monitored)  

Planned 

 If the school cannot achieve these small groups at any point the 
School should discuss options with the Education Team 

EIS@bexley.gov.uk with assistance from Corporate Health and 
Safety. This might be because there are not enough 

classrooms or spaces available in the setting or because they 
do not have enough available teachers or staff to supervise 
the groups. 

N/A   

mailto:EIS@bexley.gov.uk
mailto:saferschools@bexley.gov.uk
mailto:saferschools@bexley.gov.uk
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 Reduce movement around the school and stagger any assembly 
groups and break times so that all children are not moving around the 
school at the same time. 

Y Designated open 
spaces in use / one way 
systems 

Planned 

 Put in place one-way circulation where possible or place a divider 
down the middle of the corridor to keep groups apart. 

Y As above Planned 

 For physical activity lessons, avoid group games. Y Not included  

 Stagger use of staff rooms and limit occupancy. Y 4 x classrooms (IT 
access) designated for 
staff 
 
Occupancy maximums 
displayed 

Planned 

 Review of the school’s pupil behaviour policy to ensure that it covers 
COVID-19-related incidents for sanctions and exclusions where a 
child wilfully refuses to follow arrangements of social distancing, 
deliberately coughs or spits at pupils or staff, or incidents of assault 
and violence, putting others at risk. 

Y Reviewed by Pastoral 
Lead / Trust 
Safeguarding Lead 

Ongoing 

 For children who normally receive SEND or EHE support, they will 
require a personal risk assessment. 
https://www.gov.uk/government/publications/coronavirus-covid-19-send-
risk-assessment-guidance 

Y Completed for EHCP  
 
SENCO & Pastoral 
team to review Yr 10 & 
12 inc. IHP 

Planned 

     

3. Protecting 
extremely 
clinically 
vulnerable adults 
and children 

Shielded and clinically vulnerable children and young people - 
For the vast majority of children and young people, coronavirus is a 
mild illness. Children and young people (0 to 18 years of age) who 
have been classed as clinically extremely vulnerable due to pre-existing 
medical conditions have been advised to shield. It is not expecting 

these children to be attending school and they should continue to be 
supported at home as much as possible. Clinically vulnerable (but not 
clinically extremely vulnerable) people are those considered to be at a 
higher risk of severe illness from coronavirus. A small minority of 
children will fall into this category, and parents should follow medical 
advice if their child is in this category 

Y Pupils & families 
contacted individually 
 
Telephone / online one-
to-one to be arranged to 
negate need for 
attendance  
 

Ongoing 

https://www.gov.uk/government/publications/coronavirus-covid-19-send-risk-assessment-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-send-risk-assessment-guidance
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/covid-19-guidance-on-protecting-people-most-likely-to-get-unwell-from-coronavirus-shielding-young-peoples-version
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/covid-19-guidance-on-protecting-people-most-likely-to-get-unwell-from-coronavirus-shielding-young-peoples-version
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 Shielded and clinically vulnerable adults - Clinically 
extremely vulnerable individuals are advised not to work outside 
the home. We are strongly advising people, including education 
staff, who are clinically extremely vulnerable (those with serious 
underlying health conditions which put them at very high risk of 
severe illness from coronavirus and have been advised by their 
clinician or through a letter) to rigorously follow shielding 
measures in order to keep themselves safe. Staff in this position 
are advised not to attend work. Read COVID-19: guidance on 

shielding and protecting people defined on medical grounds as 

extremely vulnerable for more advice. 
Clinically vulnerable individuals who are at higher risk of severe 
illness (for example, people with some pre-existing conditions 
as set out in the Staying at home and away from others (social 

distancing) guidance have been advised to take extra care in 
observing social distancing and should work from home where 
possible. Education and childcare settings should endeavour to 
support this, for example by asking staff to support remote 
education, carry out lesson planning or other roles which can be 
done from home. If clinically vulnerable (but not clinically 
extremely vulnerable) individuals cannot work from home, they 
should be offered the safest available on-site roles, staying 2 
metres away from others wherever possible, although the 
individual may choose to take on a role that does not allow for 
this distance if they prefer to do so. If they have to spend time 
within 2 metres of other people, settings must carefully assess 
and discuss with them whether this involves an acceptable level 
of risk. 

Y Clinically Vulnerable 
staff to work from home 
/ utilise ICT & telephone 
to offer pupil one-to-
ones 
 
 
Vulnerable staff to hold 
discussions with 
Principal / SLT to review 
individual 
circumstances. 
Measures in place on-
site permit attendance 
due to strict social 
distancing, if staff 
member comfortable.  
 
No Vulnerable member 
of staff forced to attend.  

Ongoing 

 Living with a shielded or clinically vulnerable person - If a 
child, young person or a member of staff lives with someone 
who is clinically vulnerable (but not clinically extremely 
vulnerable), including those who are pregnant, they can attend 
their education or childcare setting. 

Y As above  Ongoing  

https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people
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If a child, young person or staff member lives in a household 
with someone who is extremely clinically vulnerable, as set out 
in the COVID-19: guidance on shielding and protecting people 

defined on medical grounds as extremely vulnerable guidance, it is 
advised they only attend an education or childcare setting if 
stringent social distancing can be adhered to and, in the case of 
children, they are able to understand and follow those 
instructions. This may not be possible for very young children 
and older children without the capacity to adhere to the 
instructions on social distancing. If stringent social distancing 
cannot be adhered to, we do not expect those individuals to 
attend. They should be supported to learn or work at home. 

 If social distancing cannot be adhered to, due to the nature of the 
children, those individuals should not attend the setting and be 
supported to learn or work from home. 

Y Continue existing 
arrangements as 
already in place.  

Complete 

     

4. Use of public 
transport to 
reach school 
Use of school or 
coach transport 
provision 

Consider how children and young people arrive at the education or 
childcare setting, and reduce any unnecessary travel on coaches, 
buses or public transport where possible. Read the Coronavirus 
(COVID-19): safer travel guidance for passengers 

Y Parent/pupil 
communication to 
encourage 
walking/cycling/car 

Planned 

 Encouraging parents and children and young people to walk or cycle 
to their education setting where possible 

Y   

 Making sure schools, parents and young people follow the Coronavirus 
(COVID-19): safer travel guidance for passengers when planning their 

travel 

Y Communicate with 
parents 

Planned 

 Ensuring that transport arrangements cater for any changes to start 
and finish times 

Y   

 Making sure transport providers do not work if they or a member of 
their household are displaying any symptoms of coronavirus 

N/A   

 Making sure transport providers, as far as possible, follow hygiene 
rules and try to keep distance from their passengers 

N/A   

https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
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
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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 Taking appropriate actions to reduce risk if hygiene rules and social 
distancing is not possible, for example when transporting children and 
young people with complex needs who need support to access the 
vehicle or fasten seatbelts 

N/A   

 Assessment of the availability of school transport, including transport 
for pupils with special needs is required. Assess the arrangements 
being made by the transport providers for compliance with social 
distancing and hygiene. 

Y Individual review of LA 
transport (none at 
present) 

Ongoing 

 Local authorities or transport providers could consider the following: N/A   

  guidance or training for school transport colleagues    

  substituting smaller vehicles with larger ones, or running 2 
vehicles rather than one, where possible, to reduce the 
number of passengers per vehicle and increase the amount of 
space between passengers 

   

  cordoning off seats and eliminating face-to-face seating, 
where vehicle capacity allows, to help passengers spread out 

   

 Communicating revised travel plans clearly to contractors, local 
authorities and parents where appropriate (for instance, to agree pick-
up and drop-off times 

Y Parent/pupil 
communication 

Planned 

 Encouraging parents and children and young people to walk or cycle 
to their education setting where possible 

Y Parent/pupil 
communication 

Planned 

 Making sure schools, parents and young people follow the Coronavirus 
(COVID-19): safer travel guidance for passengers when planning their 

travel 

Y Parent/pupil 
communication 

Planned 

 Ensuring that transport arrangements cater for any changes to start 
and finish times 

Y Timings planned to 
ensure significant time 
for walking / cycling 
from wide catchment 
area (10am / 1pm) 

Planned 

 Making sure transport providers do not work if they or a member of 
their household are displaying any symptoms of coronavirus 

N/A   

     

5. Cleaning and 
hand washing 
facilities 

Follow the COVID-19: cleaning of non-healthcare settings guidance Y   

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
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
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 Ensure that sufficient handwashing facilities are available. Where a 
sink is not nearby, provide hand sanitiser in classrooms and other 
learning environments 

Y Additional external sink 
to be installed outside 
main hall – 
handwashing forms part 
of arrival routine 

Planned 

 Clean surfaces that children and young people are touching, such as 
toys, books, desks, chairs, doors, sinks, toilets, light switches, 
bannisters, more regularly than normal 

Y Ongoing cleaning of 
surfaces & toilets 

Planned 

 Ensure that all adults and children: 

 frequently wash their hands with soap and water for 20 
seconds and dry thoroughly. Review the guidance on hand 
cleaning 

 switch off hand dryers which can spread microbes and provide 
paper towels 

 clean their hands-on arrival at the setting, before and after 
eating, and after sneezing or coughing 

 are encouraged not to touch their mouth, eyes and nose 

Y   

 Use a tissue or elbow to cough or sneeze and use bins for tissue 
waste (‘catch it, bin it, kill it’) 

Y   

 Ensure that help is available for children and young people who have 
trouble cleaning their hands independently 

N/A   

 Consider how to encourage young children to learn and practise 
these habits through games, songs and repetition 

N/A   

 Ensure that bins for tissues are emptied throughout the day Y   

 Where possible, all spaces should be well ventilated using natural 
ventilation (opening windows) or ventilation units 

Y Large spaces in use / 
windows and doors 
open 

Planned 

 Prop doors open, where safe to do so (bearing in mind fire safety and 
safeguarding), to limit use of door handles and aid ventilation 

Y As above Planned 

 Get in touch with public sector buying organisation partners (for 
example ESPO, YPO, NEPO) about proportionate supplies of soap, 
anti-bacterial gel and cleaning products if needed 

Y Premises manager has 
sourced supplies 

Ongoing 

https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public
https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public
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 There is no need for anything other than normal personal hygiene 
and washing of clothes following a day in an educational or childcare 
setting 

   

     

6 Shared 
resources 

By limiting the amount of shared resources that are taken home and 
limit exchange of take-home resources between children, young 
people and staff 

Y No shared resources Complete 

 Prevent the sharing of stationery and other equipment where 
possible. Shared materials and surfaces should be cleaned and 
disinfected more frequently 

Y No shared resources Complete 

 Practical lessons can go ahead if equipment can be cleaned 
thoroughly and the classroom or other learning environment is 
occupied by the same children or young people in one day, or 
properly cleaned between cohorts 

Y No lessons planned for 
reopening; one-to-ones 
only 

Complete 

     

7 Discovery of ill-
health, 
temperature 
testing and 
tracing 

The government is developing a new national test and trace 
programme. This will bring together an app, expanded web and 
phone-based contact tracing, and swab testing for those with 
potential coronavirus symptoms. This programme will play an 
important role in helping to minimise the spread of coronavirus 
in the future. It will also include more traditional methods of 
contact tracing if a child, young person or parent tests positive. 
This could include, for example, direct discussion with parents 
and schools or colleges on recent contacts. The government is 
recruiting 18,000 contact tracers to support contact tracing and 
will recruit more if needed. They will play an important part in 
tracing the contacts of those with coronavirus, including 
children. 

Y Communicate to 
parents as required 
NB: cannot guarantee 
compliance of families 

Planned 

 If anyone in an education or childcare setting becomes unwell 
with a new, continuous cough or a high temperature, or has a 
loss of, or change in, their normal sense of taste of smell 
(anosmia), they must be sent home and advised to follow 

Y   
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the COVID-19: guidance for households with possible coronavirus 

infection guidance. 
 If a child is awaiting collection, they should be moved, if 

possible, to a room where they can be isolated behind a closed 
door, depending on the age of the child and with appropriate 
adult supervision if required. Ideally, a window should be 
opened for ventilation. If it is not possible to isolate them, move 
them to an area which is at least 2 metres away from other 
people. 

Y Isolation room identified 
/ deep clean if used 
before using again. 
 
Use of external space if 
possible 

Planned 

 If they need to go to the bathroom while waiting to be collected, 
they should use a separate bathroom if possible. The bathroom 
should be cleaned and disinfected using standard cleaning 
products before being used by anyone else. 

Y   

 PPE should be worn by staff caring for the child while they await 

collection if a distance of 2 metres cannot be maintained (such as for 
a very young child or a child with complex needs). 

Y PPE packs available  Complete 

 In an emergency, call 999 if they are seriously ill or injured or their life 
is at risk. Do not visit the GP, pharmacy, urgent care centre or a 
hospital 

Y   

 If a member of staff has helped someone with symptoms, they do not 
need to go home unless they develop symptoms themselves (and in 
which case, a test is available) or the child subsequently tests positive 
(see ‘What happens if there is a confirmed case of coronavirus in a 
setting?’ below). They should wash their hands thoroughly for 20 
seconds after any contact with someone who is unwell. Cleaning the 
affected area with normal household disinfectant after someone with 
symptoms has left will reduce the risk of passing the infection on to 
other people. See the COVID-19: cleaning of non-healthcare settings 
guidance 

Y   

 When a child, young person or staff member develops symptoms 
compatible with coronavirus, they should be sent home and advised 
to self-isolate for 7 days. Their fellow household members should 
self-isolate for 14 days. All staff and students who are attending an 
education or childcare setting will have access to a test if they display 

Y Accessing test 
information shared by 
HR 

 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
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symptoms of coronavirus, and are encouraged to get tested in this 
scenario. 

 Where the child, young person or staff member tests negative, they 
can return to their setting and the fellow household members can end 
their self-isolation. 

Y   

 Where the child, young person or staff member tests positive, the rest 
of their class or group within their childcare or education setting 
should be sent home and advised to self-isolate for 14 days. The 
other household members of that wider class or group do not need to 
self-isolate unless the child, young person or staff member they live 
with in that group subsequently develops symptoms. 

Y Individual contact with 
parents/families 
(preferably by phone 
call) 

 

 As part of the national test and trace programme, if other cases are 
detected within the cohort or in the wider setting, Public Health 
England’s local health protection teams will conduct a rapid 
investigation and will advise schools and other settings on the most 
appropriate action to take. In some cases, a larger number of other 
children, young people may be asked to self-isolate at home as a 
precautionary measure – perhaps the whole class, site or year group. 
Where settings are observing guidance on infection prevention and 
control, which will reduce risk of transmission, closure of the whole 
setting will not generally be necessary. 
School must follow decontamination advice: the COVID-19: cleaning 
of non-healthcare settings guidance 

Y   

 Parents, carers and settings do not need to take children’s 
temperatures every morning. Routine testing of an individual’s 
temperature is not a reliable method for identifying coronavirus. 
Educational and childcare settings should reiterate to parents the 
need to follow the standard national advice on the kind of symptoms 
to look out for that might be due to coronavirus, and where to get 
further advice. If anyone in the household develops a fever, or a new 
continuous cough, or a loss of, or change in, their normal sense of 

taste or smell (anosmia), they are advised to follow the COVID-19: 
guidance for households with possible coronavirus infection 
guidance (which states that the ill person should remain in isolation for 

7 days and the rest of the household in isolation for 14 days). 

Y   

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
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 When settings open to the wider cohort of children and young people, 
all those children and young people eligible to attend, and members 
of their households, will have access to testing if they display 
symptoms of coronavirus. This will enable them to get back into 
childcare or education, and their parents or carers to get back to 
work, if the test proves to be negative. To access testing parents will 
be able to use the 111 online coronavirus service if their child is 5 or 
over. Parents will be able to call 111 if their child is aged under 5. 

Y   

 Access to testing is already available to all essential workers. This 
includes anyone involved in education, childcare or social work – 
including both public and voluntary sector workers, as well as foster 
carers. See the full list of essential workers. Education settings as 

employers can book tests through an online digital portal. There is 
also an option for employees to book tests directly on the portal. 

Y   

     

8. PPE The majority of staff in education settings will not require PPE beyond 
what they would normally need for their work, even if they are not 
always able to maintain a distance of 2 metres from others. PPE is 
only needed in a very small number of cases including: 
 children, young people and students whose care routinely already 

involves the use of PPE due to their intimate care needs should 
continue to receive their care in the same way 

 if a child, young person or other learner becomes unwell with 
symptoms of coronavirus while in their setting and needs direct 
personal care until they can return home. A fluid-resistant surgical 
face mask should be worn by the supervising adult if a distance of 
2 metres cannot be maintained. If contact with the child or young 
person is necessary, then disposable gloves, a disposable apron 
and a fluid-resistant surgical face mask should be worn by the 
supervising adult. A risk assessment for assisting those pupils 
should be carried out to identify PPE such as gloves, protective 
mask and apron that will be required. Face coverings may be 
beneficial for short periods indoors where there is a risk of close 
social contact with people you do not usually meet and where 
social distancing cannot be maintained, for example on public 

Y Full social distancing 
measures in place on 
site.  
 
No pupils require 
intimate care. 
 
PPE available for first 
aiders.  

Planned 

https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested#essential-workers
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transport or in some shops. This does not apply to schools or 
other education settings 

 Education, childcare and children’s social care settings and providers 

should use their local supply chains to obtain PPE. Where this is not 

possible, and there is unmet urgent need for PPE in order to operate 

safely, they may approach their nearest local resilience forum. 

Y PPE sourced. Complete 

 Read the guidance on safe working in education, childcare and 

children’s social care for more information about preventing and 
controlling infection, including the use of PPE. 

Y   

     

9. Emergency 
arrangements for 
first aid 
provision and 
CPR, fire 
marshals, 
buddies for 
PEEPs, Evac + 
chair personnel 

Two-metre social distancing not applicable. First Aiders issued with 
masks and gloves. Review of the first aid risk assessment is required 
for each site. Do not carry out mouth to mouth resuscitation, just 
chest compressions. See guidance video from Resuscitation Council 
UK 
https://www.resus.org.uk/media/statements/resuscitation-council-uk-
statements-on-covid-19-coronavirus-cpr-and-resuscitation/covid-
community/ 
All emergency personnel must practice good sanitation measures 
afterwards including washing hands. 
Minimum number of first aiders on site daily in line with the first aid 
risk assessment and continual review based on occupancy and tasks. 

 
Must socially distance at any assembly point 

Y First aider briefing 
planned as part of staff 
meetings. Guidance 
video to be viewed by 
all first aiders. 

Planned 

     

10. Visitors and 
contractors on 
site. 

Communicate early with contractors and suppliers that will need to 
prepare to support your plans for opening for example, cleaning, 
catering, food supplies, hygiene suppliers 

Y Premises manager 
already contacted all 
contractors. 
 
Arrangements in place. 
 

Ongoing 

 Discuss with cleaning contractors or staff the additional cleaning 
requirements and agree additional hours to allow for this 

Y Cleaning schedule 
agreed with contractor.  

Complete 

https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care
https://www.resus.org.uk/media/statements/resuscitation-council-uk-statements-on-covid-19-coronavirus-cpr-and-resuscitation/covid-community/
https://www.resus.org.uk/media/statements/resuscitation-council-uk-statements-on-covid-19-coronavirus-cpr-and-resuscitation/covid-community/
https://www.resus.org.uk/media/statements/resuscitation-council-uk-statements-on-covid-19-coronavirus-cpr-and-resuscitation/covid-community/


 

66 

 

 

 Reception tell visitors and contractors to socially distance upon entry 
to building, or use of notices to remind visitors. 

Y Essential visitors by 
appointment only.  

Ongoing 

 Visitors and contractors are by appointment only, and only allowed 
into the building for essential services. 

Y Above  

 Contractor visits planned so they do not overlap with other 
contractors working in the same area. Also consider if work can be 
done out of hours when staff not in. 

Y No works/visitors to 
areas where pupils are 
on-site during sessions; 
out of hours only if 
essential.  

Ongoing 

 Revise signing in procedure so that Reception can sign the person in, 
to avoid the sharing of pens.  

Y Reception briefing 
planned as part of staff 
meetings. 

Planned 

 Consider how visitor passes will be cleaned after each use if they are 
the variety that hangs around the neck. 

Y Use of disposable 
badges temporarily.  

 

     

11. 
Communication 
to parents. 

Refer to Government publication on ‘What parents and carers need to 
know 11 May 2020’ 

Y All points addressed in 
regular communication 
to parents. 
 
Also signposted on 
social media. 
 
Website directs straight 
to parent letter.  

Ongoing 

 Tell children, young people, parents, carers or any visitors, such as 
suppliers, not to enter the education or childcare setting if they are 

displaying any symptoms of coronavirus (following the COVID-19: 
guidance for households with possible coronavirus infection) 

Y   

 Tell parents that if their child needs to be accompanied to the 
education or childcare setting, only one parent should attend 

Y   

 Tell parents and young people their allocated drop off and collection 
times and the process for doing so, including protocols for minimising 
adult to adult contact (for example, which entrance to use) 

N/A   

https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers/closure-of-educational-settings-information-for-parents-and-carers
https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers/closure-of-educational-settings-information-for-parents-and-carers
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
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 Make clear to parents that they cannot gather at entrance gates or 
doors, or enter the site (unless they have a pre-arranged 
appointment, which should be conducted safely) 

Y   

 Also think about engaging parents and children in education 
resources such as e-bug and PHE schools resources 

Y   

 Ensure parents and young people are aware of recommendations on 
transport to and from education or childcare setting (including 
avoiding peak times). Read the Coronavirus (COVID-19): safer travel 
guidance for passengers 

Y   

 Talk to staff about the plans (for example, safety measures, timetable 
changes and staggered arrival and departure times), including 
whether training is needed. 

Y Staff meetings planned. Planned 

 Any parents who need to attend the school during the day to 
administer medication to their child, must be isolated from the other 
children and consider use of a separate room to administer. Any 
arrangements would need to be agreed beforehand. 

N/A   

 Encourage surveys to parents to collect in any concerns. Set up an 
email address which is monitored for parent concerns and 
consultation. 

Y Parent surveys 
completed. 
 
Re-survey following first 
cycle of wider opening, 
if guidance has not 
changed.  

Complete 
 
 
Planned 

     

12. Incident 
reporting 
procedures. 

First aiders report Covid-19 related incidents on ‘My View’ so that 
RIDDOR reporting requirements are met. 
 

Any incidents at the school where it is found that staff have 
become infected through contact with work colleagues, 
children or members of the public during the course of 
undertaking their job, must be reported to HSE as a 
RIDDOR.   
 

Y Liaison with Operations 
Director to report any 
cases.  

Planned 

https://www.e-bug.eu/
https://campaignresources.phe.gov.uk/schools
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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Any member of staff who thinks they may have been exposed 
to Covid-19 from someone outside of the family (where 
isolation would normally be required), and is not themselves 
displaying any symptoms, is allowed to continue to work. 
That staff member must be mindful of the symptoms and act 
as soon as these appear. If symptoms present, they must 
self-isolate and their family members will also be required to 
isolate as per 
guidance:  https://www.gov.uk/government/publications/covid-
19-stay-at-home-guidance/stay-at-home-guidance-for-
households-with-possible-coronavirus-covid-19-infection 
 
School informs parents of any contact-related incidents 
between children or between children and staff and parents 
asked to monitor their child for symptoms. School head asks 
staff to monitor their own health for symptoms. 

     

13. Reopening 
building. 

Review arrangements for routine maintenance of the premises. 
Consider how social distancing is maintained and limit maintenance 
to regulatory requirements and emergencies. Risk assessment of any 
capital building works which were suspended during lockdown, are 
re-scheduled to start when the school reopens.  

Review the contractors’ risk assessments in the context of 
government and public health guidance and the presence of staff and 
pupils on site. Communicate early with contractors and suppliers that 
will need to prepare to support your plans for opening for example, 
cleaning, catering, food supplies, hygiene suppliers. Discuss with 
cleaning contractors or staff the additional cleaning requirements and 
agree additional hours to allow for this 

Buildings must remain safe to occupy and the site manager must 
treat the school as if it has been closed for the summer holidays. 

Y Trinity site team have 
continued routine 
maintenance and 
Health & Safety checks. 
 
‘Every’ compliance 
system updated.  

Ongoing 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
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Schools should review their arrangements for all building-related 
systems but in particular: 
 

• Hot and cold-water systems including tanks, sinks, basins, 
showers and drinking water outlets. Assess drinking water 
arrangements for children. Do not drain down systems. 
Increase outlet testing and flushing and temperature 
monitoring to maintain water hygiene and quality. Record 
tests. Water temperatures must be kept within limits 
recommended for the control of legionella bacteria in water 
systems. For reference, use the Approved Code of 
Practice and HSG 274. For drainage systems, check traps 
have not dried out and ensure water seals are in place to 
prevent smells within the building, for example, hygiene 
rooms, sports hall showers. Flush all toilets that have not 
been used for more than 2 weeks 

• Gas safety. Do not isolate gas supplies to boilers and hot water 
generation. To avoid leaks and build-up of fumes, only isolate gas 
supplies where not in use such as in science labs and school 
kitchens, otherwise leave supplies on.  

• Kitchen equipment. Equipment that holds water for example, 
dishwashers, combination ovens – should be run through at least 
a full cleaning cycle per week. This is to remove scale build-up 
and standing water build-up to prevent possible bacteria growth. 

• Fire safety. Review escape routes and continue to carry out 
weekly checks of fire alarms, call points and emergency lighting. 
Check fire doors are operational.  Brief the children on how to 
evacuate and where to assemble, whilst maintaining social 
distancing at the assembly point. 

 Security including access control and intruder alarm systems. All 
areas of the school should be kept secure. Further site security 
guidance is available. Access to certain closed areas should only 
be possible by relevant staff 

https://www.hse.gov.uk/pubns/books/l8.htm
https://www.hse.gov.uk/pubns/books/l8.htm
https://www.hse.gov.uk/pubns/books/hsg274.htm
https://www.gov.uk/government/publications/school-and-college-security/site-security-guidance
https://www.gov.uk/government/publications/school-and-college-security/site-security-guidance
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 Ventilation. All systems to remain energised in normal operating 
mode. Where mechanical ventilation is present, recirculatory 
systems should be adjusted to full fresh air. If mechanical 
ventilation systems cannot be adjusted to full fresh air these 
should be switched off. Where possible, occupied room windows 
should be open. If you are unsure advice should be sort from your 
heating, ventilation and air conditioning (HVAC) adviser. 
 

Staff should be familiar with the actions for schools during the 
coronavirus outbreak and work with their responsible bodies to 
ensure that statutory health and safety arrangements are in place. 
 
In all schools, a member of staff should be identified with 
responsibility for managing premises. In cases of staff illness, cover 
arrangements should be put in place as soon as possible. 
 
Contact your contractors and suppliers to check on any special 
interim arrangements in place due to the coronavirus outbreak. 
 
Staff should be familiar with guidance on actions for education and 
childcare settings to prepare for wider opening from 1 June 2020.  
More detailed information on maintenance arrangements can be 
found in good estate management for schools, in the section on 
maintenance checks and testing. 
 

 

 

 

 

https://www.gov.uk/government/publications/covid-19-school-closures/guidance-for-schools-about-temporarily-closing
https://www.gov.uk/government/publications/covid-19-school-closures/guidance-for-schools-about-temporarily-closing
https://www.gov.uk/government/publications/actions-for-educational-and-childcare-settings-to-prepare-for-wider-opening-from-1-june-2020
https://www.gov.uk/government/publications/actions-for-educational-and-childcare-settings-to-prepare-for-wider-opening-from-1-june-2020
https://www.gov.uk/guidance/good-estate-management-for-schools
https://www.gov.uk/guidance/good-estate-management-for-schools/health-and-safety#maintenancechecksandtesting
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6. Looked After Children Policy COVID-19 Addendum 18 May 2020 

Date Agreed by Trustees:  

Please note that any wording in RED after 2nd June  2020 is awaiting Trustee approval. Once approved, 

this should revert to BLACK. 

 

The Department for Education’s (DfE’s) definition of ‘vulnerable children’ includes those who have a 

social worker, including children looked after by the local authority (LAC). We will continue to have 

regard to the statutory safeguarding guidance, Keeping Children Safe in Education and Promoting 

the health and wellbeing of LAC https://www.gov.uk/government/publications/promoting-the-

health-and-wellbeing-of-looked-after-children--2   

We will support these children in partnership with social workers and the local authority’s virtual 

school head (VSH) for looked-after children. The Designated Teacher for this will be: Darren 

Heimsath. 

Attendance 

The expectation is that LAC will attend school and places will be offered to them, unless it has been 

decided by the child’s Social Worker and the carers that it is not in the best interests of the child or 

where carers are concerned about the risk of the child contracting COVID19. Some children, young 

people and their carers are understandably anxious. The social worker or the DSL/Designated 

Teacher will talk through these anxieties with the carer discussing the advice set out by Public Health 

England https://coronavirusresources.phe.gov.uk/  

If we expect a LAC to attend school during the closure that does not attend, or stops attending, we 

will: 

 Follow up on their absence with the carers, by using either, email and phone 

 Notify their social worker 

 Report attendance of a LAC child to the local authority’s welfare check   

 

If by agreement it continues to be the case that a LAC or previously LAC does not attend school 

during the COVID-19 pandemic, we will put a contact plan in place. 

We will contact the child’s social worker no later than 10.00am if we have not had any contact by 

the carer.  

The Designated Teacher will provide updates to the relevant local authority virtual school. 

Help with technology and remote education during coronavirus (COVID-19) 
 
Following the announcement by the Secretary of State for Education on Sunday 19 April, 
laptops and tablets are now available to help the most disadvantaged young people access 
online learning and social care services. Including: 

·       LAC   
·       Care leavers    

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/promoting-the-health-and-wellbeing-of-looked-after-children--2
https://www.gov.uk/government/publications/promoting-the-health-and-wellbeing-of-looked-after-children--2
https://coronavirusresources.phe.gov.uk/
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Trinitas Academy Trust will work with schools to identify eligible young people, and place an 
order. Where care leavers, children with a social worker at secondary school and 
disadvantaged children do not have an internet connection, they will also receive a 4G 
router. 
 
Schools will be able to keep these devices once they’ve reopened, allowing children and 
young people to continue to learn and receive support at home in the future.  
 

What happens if the school is closed? 

If the school has to close, we will use the Trinitas Academy Hub setting and notify the local authority 

and the child’s social worker that there has been a change of school. Please refer to our 

Safeguarding and Child Protection COVID- 19 Addendum and Attendance Covid-19 Addendum. 

 

Multi agency working, child protection conferences and PEP meetings  

We recognise that there may be instances where multi-agency working will need to be conducted 

differently during this period, within the framework set out in law. We will continue to contribute 

reports as appropriate and will take part in child protection conferences and Personal Education Plan 

(PEPs) meetings, using video conferencing or conference calling where appropriate. We will continue 

to work with local authorities and other agencies in ensuring that vital information sharing and joint 

risk assessments continue to benefit LAC children. 

We will continue to work with children’s social care and with virtual school heads for looked-after 

and previously looked-after children. The DSL and Designated Teacher are aware of the changes in 

the multi-agencies systems and procedures during COVID-19 and will make most contact remotely. 
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7. SEN-D Policy COVID-19 Addendum 

18 May 2020 

Date Agreed by Trustees:  

Please note that any wording in RED after 2nd June 2020 is awaiting Trustee approval. Once approved, 

this should revert to BLACK. 

 

The Department for Education’s (DfE’s) definition of ‘vulnerable children’ includes children and 

young people who have an Educational and Health Care Plan (EHC plan) up to the age of 25. We will 

continue to have regard to the statutory safeguarding guidance, Keeping Children Safe in Education 

and https://www.gov.uk/government/publications/changes-to-the-law-on-education-health-and-

care-needs-assessments-and-plans-due-to-coronavirus  

The Coronavirus Act 2020 allows the Secretary of State, where appropriate, to temporarily lift the 

statutory duty on local authorities to maintain the precise provision in EHC plans, with local 

authorities needing instead to apply ‘reasonable endeavours’ to support these children and their 

families.  

Safeguarding  

We want children to be in school, if safe to do so. Careful consideration must be taken for each 

individual child’s needs and capacity to follow new rules, particularly in regards to our adaption of 

social distancing rules whilst in school. For some children, this may be difficult for them to conform.  

We must safeguard everyone as much as possible, therefore, if we consider that a child would not 

be able to adjust to the new rules safely we will ask parents to contemplate that the child stays at 

home and we will continue to support the child and parent/carer remotely.   

 

Where children with EHC plans take up an eligible place in school, we will endeavour to ensure a 

safe space for these children to attend and flourish.  

If we are concerned that a child is at risk of significant harm or in immediate danger, we will follow 

our Safeguarding and Child protection procedures.  

The school will share safeguarding links and advice on its website. 

Risk Assessment 

Those with an EHCP will be risk-assessed in consultation with the Local Authority and parents, to 

decide whether they need to continue to be offered a school place in order to meet their needs, or 

whether they can safely have their needs met at home.  

Risk assessments will also consider children without an EHCP where the following may apply: 

 the potential health risks to the individual from COVID-19, bearing in mind any underlying 

health conditions. This will be on an individual basis and with advice from an appropriate 

health professional where required. 

 the risk to the individual if some or all elements of their EHC plan, or any high level of SEND 

support, cannot be delivered at all, and the risk if they cannot be delivered in the normal 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/changes-to-the-law-on-education-health-and-care-needs-assessments-and-plans-due-to-coronavirus
https://www.gov.uk/government/publications/changes-to-the-law-on-education-health-and-care-needs-assessments-and-plans-due-to-coronavirus
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manner or in the usual setting the ability of the individual’s parents or home to ensure their 

health and care needs can be met safely. 

 the potential impact on the individual’s wellbeing due to changes to routine or the way in 

which provision is delivered. 

 the availability of appropriately trained staff (school will liaise with the local authority if a 

place is needed for an eligible child, but the school is unable to provide the specialist staffing 

for them). 

Support for social and emotional development 

School understands that children’s social and emotional development is particularly at risk within 

the current national climate and period of school closure. Individual risk assessments for children 

with EHC plans, and those who require significant levels of SEND support, will consider children’s 

social and emotional development and will ensure that contact plans are in place to enable at least 

fortnightly review. Regular contact between school staff and parents/children will be central to 

identifying when additional support may be needed. Where concerns are raised or are apparent 

within these communications, the child’s risk assessment will be reviewed by the SENCO along with 

the school’s senior leader team and the school’s principal and appropriate action and onward 

referrals considered. 

Many children and young people with EHC plans and/or high level SEND needs can safely be 

supported at home. This could be for various reasons, including because: 

 they do not need irreplaceable care or health provision 

 the services they most need can be moved from their educational setting into their home 

 their parents can meet their needs full-time 

 they are able to follow hygiene and social distancing practices at home 

 due to their health vulnerabilities, they are safer in the more stringent social distancing 
environment of their home 

 

Arrangements for assessing and reviewing children’s progress 

Trinity School recognises that assessments and reviews of children’s progress will continue to be 

necessary for some purposes during this period of school closure, mainly for the purpose of 

statutory assessment and review for new or existing EHC plans and for other assessments being 

completed by external professionals, for example, community paediatricians. 

Where this is required, the SENCO will maintain communication with parents and relevant 

professionals to share, with necessary consents, the most current assessment information and 

professional observations that the school holds. 

Where children’s EHC plans are due for review within the period of school closure, the school will 

discuss arrangements with parents, children, the Local Authority and professionals involved in the 

plan to decide whether arrangements for a ‘remote review’ should be made, or whether reviews 

should be postponed until it is possible to meet with all parties involved in the plan. The SENCO will 

make the necessary arrangements following this decision. 
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Remote Learning 

Class Teachers and/or the SENCO will call all their children’s parents/carers weekly to discuss home 

learning, discussions around appropriate learning activities, adaptions to learning 

resources/activities and discussions of strategies for supporting children at home. All contact will be 

logged and where concerns arise the SENCO will consider any referrals as appropriate. 

For children with SEND, with or without an EHC plan, differentiation will be included within year 

group home learning to support them in accessing appropriate learning activities. Teachers will also 

be mindful of the availability of support and resources when setting accessible home learning for 

children with SEND with or without a EHCP. 

Working with other agencies or providers 

Trinity School will continue to maintain remote contact with other professionals during this period of 

school closure. This will particularly include liaison with the Local Authority’s SEN department, 

Speech and Language Team, Early Intervention Team and Educational Psychology Service within the 

Local Authority.  

Transition 

Trinity School’s approach to supporting children with transition will continue to be reviewed in line 

with all available DfE and government guidance. 

This addendum will be reviewed by the SENCO every 3 weeks or in light of new government 

guidance as and when it is published. 
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COVID-19 Risk Assessment for Trinity School 15 June 2020 
 

 

Reason for completing this risk assessment  

Can we maintain the highest standards of safety for adults and children? This risk assessment and checklist will support the decision to 

whether each individual pupil with additional needs stays at home or attends school during the COVID-19 Pandemic.  

 

The risk assessment can be revisited at any time at the request of the school or parent.  

Pupil Details 

Name of pupil:  DOB:  Class: 

Does the pupil have an EHC plan? <Yes/no> Does the pupil have additional learning or 

behavioural needs but no EHC plan? 

<Yes/no> 

Does the pupil have a social worker? <Yes/no> 

Does the pupil have a medical condition?  

Are they considered extremely vulnerable or 

clinically vulnerable? 

<Yes/no> 

Is the pupil on the school’s own vulnerable 

register? <Yes/no> 

Do parent (s)/ carer (s) believe the pupil or student is 

safer at the educational provision or at home? 

<School/home> 

 

 Safeguarding, EHC, Health, Behaviour 

needs  

Yes/No  COVID-19 risk to pupil/staff  Control measures necessary?  

Are there any potential safeguarding risks if the 

child does not attend school?  

 For example:  
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  Danger to themselves if at 

home? 

 Danger to their family if at 

home? 

 Danger to the community if 

at home? 

If the child needs a supporting adult, will there 

be the same adult or adults every day? 

 

If no, how will we minimise cross-contamination 

   

Will the child need an adult to complete a direct 

handover to/from their parent? 

 

If yes, how will this be managed appropriately? 

   

Does the child require access to particular 

resource or equipment to support their SEND 

needs? 

   

What are the child’s current health risks? 

 

   

What are the behavioural risks?  For example 

1) Runner 

2) Walks out of classroom 

3) Refuses instructions 

4) Altercations with other pupils 
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5) Spitting  

 Hygiene  

Can the child understand and demonstrate the 

20-second handwashing routine without adult 

intervention? 

 

If no, what steps must be in place to ensure 

safety and reduce risk of infection to adult and 

child? 

 

 

   

Can the child demonstrate good respiratory 

hygiene (coughing/sneezing etc) 

 For example 

1) Use it, bin it, rule for tissues 

2) Sneeze, cough into middle 

of arm 

 

Does the child have any personal health or 

intimate care needs that require adult support? 

 

If yes, what steps must be in place to ensure 

safety and reduce risk of infection to adult and 

child? 

 

 For example: 

 Urinating, defecating outside 

of toilet 

 Playing with bodily fluids 

 Close proximity to others 

faces 
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Does the child put things in their mouth? 

 

 For example: 

 Mouthing equipment 

 Licking 

 Biting 

 

Will the supporting adult require the use of PPE 

(including eye protection) at any time? 

   

1) Social distancing 

Can the child maintain social distancing as 

much as possible within the school setting? 

   

Will the child remain contained in the ‘bubble’ 

setting without being distressed? 

 

Will the child remain inside the room when 

doors are open? 

 For example  

 Different classroom or part 

of school building 

 Different teacher  

 Change of routines 

 

Will the child understand visual or verbal 

instructions and respond appropriately without 

close contact? 

 

   

Do they have a sibling in school, in a different 

bubble? 

  

 

Conclusion of risk assessment: <The pupil is safer at the education provision>/ <The pupil is safer at home> 
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Brief rationale: 

 

 

Monitoring and Liaison Arrangements while the child is at home 

Risk Assessment Review statement (This may be a suitable date of review, coupled with a commitment to review in light of new information):  

Monitoring arrangements while child is at home: <daily>/<weekly>/<fortnightly>/<monthly>/other (specify)> 

Liaison plan while child is at home: Please give details of the safeguarding arrangements while the child is at home.  

 

 

 

Risk assessment completed by 

(signature)  

Name Job title  Date 

    

    

    

Risk assessment agreed by member 

of SLT  

 

Name  Date 
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8. Supporting Children with Medical Conditions in Schools 

Policy COVID -19 Addendum   

        20 May 2020 

Date Agreed by Trustees: Please note that any wording in RED after 2nd June is awaiting Trustee 

approval. Once approved, this should 

  

The health and safety of all our children and staff is our utmost priority.  Government and scientific 

guidance during this COVID-19 Pandemic has specified that there are two levels of high risk groups 

● high risk (clinically extremely vulnerable) 

● moderate risk (clinically vulnerable) 

Adults and children and young people are more susceptible to the COVID-19 disease and therefore 

at greater risk of becoming extremely ill and/or dying if their health conditions are categorised in 

these two groups and should not be attending school. Parent/carers of children and young people 

that fall into these two groups will be strongly advised to keep their children at home and we will 

continue to provide remote learning and emotional support.  

Children and young people who do not fit into either vulnerable groups but have a physical or 

mental health condition will need a risk assessment completed if their parent/carer shows a 

preference for their child to return to school. If after conducting the risk assessment it is decided 

that a child or young person cannot return to school, we will discuss this with the parents/carers and 

if necessary require additional advice from health professionals in order that we can safeguard the 

child from possible infection and that they continue to be provided with remote learning and 

emotional support.  

Parent/Carers are responsible for: 

● ensuring school is informed if a child or young person has been diagnosed with a 

medical condition, whether or not they are attending school during the COVID-19 

Pandemic. 

● Adhering to the Home School Agreement if symptoms of COVID-19 are suspected 

We recognise that children or young people with long term physical or mental health issues may 

have stronger reactions to the COVID-19 Pandemic. They might experience more intense distress, 

worry or anger than children and young people without these issues because they are more 

vulnerable to being infected with the disease or find it harder to deal with the risk and fears around 

it. We will support these children and their families with appropriate members of staff who will 

make contact remotely and will sign-post or refer to relevant organisations, if required. 

Medicine in school 

We will continue to administer medication for children diagnosed with medical conditions such as 

asthma, epilepsy, allergies and anaphylactic shock, will complete the administering of medication 

agreement form and will provide staff with PPE. 

  

Children should not attend school if they are taking antibiotics or steroids, as their resilience will be 

lowered due to infection or medication. 
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Parents should not send a child to school if they are unwell or their medical condition has 

deteriorated. They should  source medical advice first to whether or not the child should remain at 

home until they have improved. When we are notified of this we will carry out another (a new) risk 

assessment before the child or young person can return to school. 

 

 

Children taken ill at school 

If a child is taken ill at school, we will isolate them with a member of staff who will stay with them 

until their parent/carer or named person arrives. Staff that care of children who are taken ill will 

wear Personal Protection Equipment comprising of an apron, gloves, mask and googles.    

 

Calling an ambulance and notifying parent carers  

The school will call an ambulance before contacting parents if a child becomes seriously ill or has a 

significant injury. If COVID 19 is suspected, tell them when you call 999.  

 

We must safeguard our staff to exposure of COVID-19 and will want to eliminate travel and being 

asked to attend hospitals as much as possible. Therefore, it is imperative that contact numbers are 

up to date and that parents/carers have a named person who will be close to the vicinity of the 

school, in order to travel with the child to hospital if required. If the named person does not arrive 

before the ambulance takes the child/young person to the hospital a member of staff will travel to 

the hospital in their own vehicle, so that they can travel back. They will be provided with PPE and 

stay with the child at the hospital until the parent/carer or named person arrives.  

 

Inclusion 

During this period, we will need to change what we do as a school inclusively. The school will ensure 

that children with medical conditions can participate in the new ways of working as long as social 

distancing rules can be applied and that it is not detrimental to the child’s physical or mental 

wellbeing.  

 

Health Professionals 

We will continue to liaise with other professionals either via phone, email or video links and ensure 

as far as possible that all the child or young person’s, health, social, education and emotional needs 

are being addressed. 

Monitoring and review 

This addendum will be reviewed by Elizabeth Hayle, Trust Safeguarding Lead, every 3 weeks or in 

light of new government guidance as and when it is published. 

 

 

 

 

 

 



 

83 

 

 

9. Trinitas Disciplinary and Grievance COVID-19 Addendum  
26 May 2020 

 
 

The Advisory, Conciliation and Arbitration Service (ACAS) has published Coronavirus Disciplinary and 
Grievance guidance for use during the Coronavirus pandemic.   
 
Disciplinary and grievance procedures during the coronavirus pandemic 
 
The law and Acas Code of Practice on disciplinary and grievance procedures still apply during the 
coronavirus (COVID-19) pandemic. This includes while social distancing and lockdown measures are 
in place.  During the pandemic, the Trust will follow the ACAS guidance in relation to disciplinary and 
grievance matters, which states: 
 
The employer needs to decide if it would still be fair and reasonable to carry on with or start a 
disciplinary or grievance procedure while: 
 

● people are on temporary leave because of coronavirus (on ‘furlough’) 
● following social distancing and other public health guidelines, if they’re in the workplace 
● people are working from home, and it would have to be carried out remotely 
 
If an employee wants to raise a grievance under the Grievance or Fair Treatment at Work 
Procedures  
 
An employee can still raise a grievance if they’re working from home or are on furlough. The employer 
must consider if they can carry out a fair grievance procedure (guidance here). 
 
Furloughed Employees 
 
Furloughed employees can take part in a disciplinary or grievance investigation or hearing, including if 
they: 
● are under investigation in a disciplinary procedure 
● raised a grievance 
● are chairing a disciplinary or grievance hearing 
● are taking notes at a hearing or during an investigation interview 
● are being interviewed as part of an investigation  
● are a witness at a hearing  
● are an employee’s companion for a hearing 
 
This is as long as: 
● they are doing it out of their own choice ('voluntarily') 
● it takes place in line with current public health guidance 
 
Deciding if a disciplinary or grievance procedure can still go ahead 
 

Any disciplinary or grievance procedure at this time will be carried out in a way that follows public 
health guidelines around social distancing and closure of certain business premises. 
The Trust will give careful consideration to the health and wellbeing of employees when deciding 
whether and how to proceed at this time. 
Where possible, it will be helpful to talk through the options with everyone involved before making a 
decision whether or not to proceed. 

https://www.acas.org.uk/disciplinary-grievance-procedures-during-coronavirus#deciding
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When the Trust decides whether to go ahead with the procedure or postpone it, it will explain the 
decision with those involved. This will help everyone to be clear about what has been agreed and 
why. 
 
If the workplace is still open 
 
If all those involved in the procedure are still going to the workplace, the Trust will consider whether 
the procedure can be carried out in line with public health guidelines. 
For example, if interviews and meetings can be held in a place that safely allows for social distancing 
as well as privacy. 
 
Employees working from home 
 
If some or all of those involved in the procedure are working at home or on furlough, the Trust will  
decide if the procedure can still be carried out in a fair and reasonable way.  We will consider: 
 

● the individual circumstances and sensitivity of the case, for example if it needs to be dealt with 
urgently, or if it would be dealt with more fairly when people are able to return to the workplace 

● if anyone involved has a reasonable objection to the procedure going ahead at this time 
 

Going ahead with a procedure at this time might mean having to use video meetings for any 
investigation interviews and hearings. The Trust will consider if this can be done in a fair way, 
including if: 
 

1. everyone involved has access to the technology needed for video meetings, for example the 
necessary equipment and internet connection 

2. anyone involved has any disability or other accessibility issues that might affect their ability to use 
video technology, and whether any reasonable adjustments might be needed 

3. any witness statements or other evidence can be seen clearly by everyone involved during the 
hearing 

4. it will be possible to fairly assess and question evidence given by people interviewed in a video 
meeting 

5. it’s possible to get hold of all the evidence needed for the investigation or hearing, for example 
records or files that are kept in the office 

6. it’s possible for the person under a disciplinary investigation or who raised a grievance to be 
accompanied during the hearing 

 
Disciplinary and Capability procedures at the Trust follow the ACAS code of practice. 
 
The right to be accompanied 
The right for an employee to be accompanied at a disciplinary or grievance hearing still applies. The 
employee's chosen companion must be able to attend the hearing, even if it's being carried out 
through a video meeting. 
During the coronavirus pandemic, the availability of an employee’s chosen companion might be 
more limited than usual. For example, they might have more caring responsibilities. The Trust will 
consider if a delay of more than 5 days is reasonable in the circumstances. 
 
 
The employee’s right of appeal 
 
The employee’s right of appeal still applies. 

https://www.acas.org.uk/reasonable-adjustments
https://www.acas.org.uk/disciplinary-grievance-procedures-during-coronavirus#accomp
https://www.acas.org.uk/disciplinary-grievance-procedures-during-coronavirus#accomp
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The Trust will follow a fair appeals procedure taking in the same considerations as for carrying out a 
disciplinary or grievance procedure during the coronavirus pandemic. 
 
Monitoring and review 
This addendum will be reviewed by Jan Stoddard, Trinitas HR Director, every 3 weeks or in light of 
new government guidance as and when it is published. 

 

  

https://www.acas.org.uk/disciplinary-grievance-procedures-during-coronavirus#deciding
https://www.acas.org.uk/disciplinary-grievance-procedures-during-coronavirus#deciding
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Trinitas Safer Recruitment Policy COVID-19 Addendum  

Statutory via KCSiE 

26 May 2020 
 

Date Agreed by Trustees: Please note that any wording in RED after 2nd June 2020 is awaiting Trustee 

approval. Once approved, this should be changed to BLACK 

Context 

The DfE website page relating to safeguarding arrangements in schools during the Coronavirus 

(COVID-19) pandemic says “Whilst acknowledging the pressure that schools and colleges are 

under, it remains essential that as far as possible they continue to be safe places for children.” 

This addendum is intended as a temporary supplement to the Trinitas Safer Recruitment Policy.  

Safer Recruitment  

In accordance with the ‘Keeping children safe in education (September 2019)’ statutory guidance, 

Trinitas Academy Trust is committed to safeguarding and promoting the welfare of children and 

young people.  All staff and volunteers are expected to share this commitment, which remains the 

same throughout the current pandemic.  

Trinitas Academy Trust is committed to recruiting and selecting high quality staff with the necessary 
skills, experience and aptitude to care for, nurture and enable the pupils to learn and thrive in a 
happy, caring and safe environment. 

During the current pandemic, all of the procedures will remain in place as outlined in the Trinitas 
Safer Recruitment Policy, with the following exceptions.  

Interviews  

Where Social distancing guidelines mean it is not possible for schools to hold face-to-face 
recruitment processes. Interviews will take place remotely, via an online video platform. 

Schools will ensure that all employment law requirements are met and that all applicants have 
equality of opportunity throughout the selection process.  

Pre-employment Checks 

Schools will continue to adhere to the legal requirements regarding pre-appointment checks. Please 
note that the following temporary changes have been made to the DBS ID checking guidance: 

 checks can now be carried out over video call 

 job applicants and existing workers can send scanned documents or a photo of documents 

Please note, the change will only be implemented for urgent cases where it is not possible to follow 
the normal identity checking guidelines. The applicant must present the original versions of these 
documents when they first attend their employment or volunteering role.  

Monitoring and review 
This addendum will be reviewed by Jan Stoddard, Trinitas HR Director, every 3 weeks or in light of 
new government guidance as and when it is published. 

https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people/guidance-on-social-distancing-for-everyone-in-the-uk-and-protecting-older-people-and-vulnerable-adults
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Section 4  

Bereavement Policy COVID-19 Addendum 

Date Agreed by the Principal: 19 April 2020 

Updated: 18 June 2020 

 

Our schools are now open not only to vulnerable children and critical worker children but 

also children in Year 10 and potentially Year 12 during the outbreak of coronavirus- COVID -19.  For 

the purpose of this guidance we will refer to the coronavirus as COVID -19.  

COVID-19 is a new strain of coronavirus and can be life threatening for some people, resulting in 

death.  

Children and young people will be hugely affected by what is going on around them at this difficult 

time. Their lives are changing and they will have picked up worries and fears about the virus and the 

possibility that they or someone they love and depend on may get ill. They may be particularly worried 

that grandparents, older relatives and family members with health conditions or disabilities might die. 

They will also pick up on other worries parents and carers may have about the situation. For children 

who have already been bereaved, anxiety may be worse. Feelings of isolation may intensify as visiting 

extended family members and spending time with close friends are restricted. 

We acknowledge and empathise with the worries around the current situation and how our families 

and staff are feeling and coping.  

 

Supporting children through the pandemic 

Parents/carers 

Children can sense tension. Frightening events that are widely reported in the media such as the 

COVID -19 pandemic can cause children/young people to worry about themselves and others. Be open 

with them, so they learn that it is OK to share important news, and to have different feelings. 

Questions that parent/carers may ask:  

● what can I do to help my child who is grieving? 

● how to understand the concept of loss in children and young people of different ages? 

● how to recognise potential complicated grief? 

Read more. 

Becoming seriously ill with COVID -19 

Not being able to visit someone either in your own home, away or in hospital due to COVID-19 will 
add greatly to a child’s/young person’s and your own anxiety about the relative or friend at a time of 
considerable stress and uncertainty. The link attached provides helpful information. 

https://www.childbereavementuk.org/Handlers/Download.ashx?IDMF=45dc8050-2152-49e8-a8d7-
50629fc0a08c  

Non-Statutory Addendums, Risk Assessments and 
COVID-19 HR Information  

https://www.cruse.org.uk/children
https://www.childbereavementuk.org/Handlers/Download.ashx?IDMF=45dc8050-2152-49e8-a8d7-50629fc0a08c
https://www.childbereavementuk.org/Handlers/Download.ashx?IDMF=45dc8050-2152-49e8-a8d7-50629fc0a08c
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When discussing COVID -19 with children/young people, be honest and clear, in an age appropriate 
way. We have included some responses that may help you when discussing a person who is admitted 
to hospital with the virus. 

Things to say:  

● “You know …. is ill. He is now being looked after in hospital and the nurses and doctors are 
trying to help him to get better from the COVID-19 virus. So we can’t visit him.”  

● For young children, use simple words and positive ideas. You might say: “Nanny is poorly. We 
can’t visit her today but let’s send her a video. Shall we show her your picture?” 

● Answer questions honestly. It is OK to say if you don’t know the answer. 
● Check their understanding. You might say: “That’s a great question.  What do you think?” 
● Show your feelings. You might say: “I’m really sad about Grandad being ill…. but it’s OK to be 

sad sometimes.  I’m OK”.  

Things to do: 

● Give your child an item that connects them to the person whom they can’t visit. 
● Children/young people can write the person a letter or card, write poetry or draw a picture, 

that you could post, or send a photo of it electronically. 
● With children, create a simple ‘I wonder…?’ box or jar. You can all write or draw feelings, ideas 

or worries and put them in the box.  You can then have a regular ‘share time’ using the 
box.  This may help to stop worries building up, and for you to know what your children are 
thinking. Try to avoid bedtime as a ‘share time’. 

Death from COVID-19 and saying goodbye 
If someone dies of COVID-19 or complications resulting from the virus, a number of things may be 
particularly hard for families and friends to deal with. 

Infection controls may mean that family members do not have an opportunity to spend time with 
someone who is dying, or to say goodbye in person.  

Depending on the person, the illness may have progressed and become serious very quickly, which 
can lead to feelings of shock. If members of the family were not able to be present for the death and 
cannot view the body, it may be difficult to accept the reality of a bereavement.  

Funerals 
As of 24 March 2020 in the UK, funerals can only go ahead at a crematorium or graveside. Only 
'immediate family' are able to attend (many funeral directors are limiting numbers to 10) and they 
must abide by social distancing rules. That means unless you are attending with the family you are 
isolating with, you need to stay two metres apart and sadly will not be able to give physical comfort 
to each other if you are from different households. Anyone with Covid-19 symptoms, who is self-
isolating after being exposed, or who is in a high risk group, will not be able to attend. 

We strongly recommend that if you display symptoms of COVID-19 that you book a self-referral test 
available through the NHS. https://self-referral.test-for-coronavirus.service.gov.uk/ 
Also there is a Track and Trace service to contact people who you may have physically been in contact 
with. https://contact-tracing.phe.gov.uk/     

 

https://self-referral.test-for-coronavirus.service.gov.uk/
https://contact-tracing.phe.gov.uk/
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In the sad event that someone dies during this period of social and physical distancing it is possible for 
a family to involve their children, perhaps by contributing to a funeral with drawings, letters, music or 
poetry.  

Maybe they could help to plan a memorial event for the future, or send pictures, messages or film 
clips to share with their extended family or close friends. Taking part in an event at home such as 
lighting a candle or sharing memories of the person who died may help them feel connected to others 
who are grieving, as well as to the person who died. 
 
 
School staff 
It is important that parent/carers remind their child that they have people who care as well as their 
immediate family/carers. School plays an important role in children and young people’s lives.  

We want to offer support and guidance during this time and contact with our children/ young people 
and their families is vital in order that we can monitor their wellbeing and provide a little stability and 
normality. This will be possible through telephone conversations.  

We will stay in contact with bereaved parent/carers and the children that attend Trinity School. The 
parent/carer or child/young person can talk about how they are feeling and about the person who has 
died, if they wish to – talking can be one of the most helpful things after someone dies.  

If a parent/carer says that their child is experiencing very severe symptoms or trauma or flashbacks, 
we will recommend they contact Child Bereavement UK or their GP for further advice and support. 
However, it is likely that GP services will be under additional pressures at this time. 

We will continue to adhere to government guidelines and endorse the recommendations. In addition 
to this, we will encourage family to continue as much as possible to instil a routine that includes, where 
possible, exercising, eating well, regular bedtimes, time to connect with people remotely, as well as 
fun time and quiet time with their children.  

Members of the SLT, DSLs and CPOs will:  
 

● be available every day, either at the school or remotely. Our school office will be open 
during normal school hours, every week day. Parents/carers can ask to speak to 
member of SLT, DSLs or CPOs, if they require their assistance.   

● make contact on a weekly basis to any of our parent/carers who are critical workers or 
whose children are considered vulnerable and who have not attended school.  

● contact parent/carers whose children are named on a CP plan or LAC children if they do 
not attend school. We will contact the social worker allocated to a family via email in 
this event.  

● continue to attend CP and CIN meetings through video conference and between these 
times will ask for regular updates from the social worker. 

Teachers will: 

● make contact with all other parent/carers. They will talk to the child/young person to 
see how they are. (Teachers will ask this generally when discussing their work).   

● inform SLT who are also DSLs if a member of the household is admitted to hospital with 
COVID-19. SLT will then make the contact calls. 

Looking ahead 
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As schools re-open to more pupils there will be much to do in order that we continue to support 
our pupils, parent/carers and staff, whether they are attending school or if their parent/carer 
continue to have them taught remotely. This will include continued voice calls, therapeutic 
support for children/young people, and additional external practitioners’ input when 
specialised counselling is required and available. 

For further support around bereavement or when someone is not expected to live, please contact: 
A member of SLT or a DSL. 

Online Safety Policy COVID-19 Addendum 

Date Agreed by the Principal: 25 May 2020 

Updated: 

 

Trinity School is committed to providing a safe environment for online learning. This commitment 
remains the same in the difficult circumstances brought about by the COVID-19 outbreak. During the 
period of Guided Home Learning our expectations of staff and pupils also remain the same, and the 
principles and practices of the school’s Safeguarding and Child Protection Addendum including 
Online Safety information, and, Staff Code of Conduct and Acceptable Use Agreements for staff and 
pupils will continue to apply, both to existing and any new online and distance learning 
arrangements introduced.  

In order to ensure the safety and welfare of children during this period that pupils are engaging in 
guided home learning, the school will follow the DfE remote learning guidance: 

https://www.gov.uk/guidance/safeguarding-and-remote-education-during-coronavirus-covid-19 

Staff will continue to be alert to signs that a child may be at risk of harm online, and act on any 
concerns immediately, following our reporting procedures and contacting the DSL or deputy DSL. 

 

 

 

 

 

 

 

 

 

 

https://www.gov.uk/guidance/safeguarding-and-remote-education-during-coronavirus-covid-19
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Positive Handling Policy - COVID- 19 Addendum 

Searching, Screening, Confiscation Policy COVID- 19 Addendum 

Positive Handling Addendum - Date Agreed by the Principal: 27 May 2020  

Updated: 

Searching Screening and Confiscation - - Date Agreed by the Principal: 27 May 2020  

Updated: 

Introduction  

There are a number of staff at Trinity School who are trained in positive handling. These staff will be 

called upon if any form of physical restraining is necessary. 

Any physical interventions in the school environment are made to protect the child from harming 

themselves and other people in school.  The key factor to consider in the light of the COVID -19 

Pandemic, is the safety of the child and staff.  We will undertake a risk assessment on each child 

coming into school at this time to ensure their SEND needs and appropriate ratios can be met.  This 

includes having appropriately trained staff for the above on site. 

Adjustments to the environment to allow children enough safe space, as well as the reduction of 

academic pressure in the school day may remove much of the need for physical restraint keeping 

the child and staff members safer from cross-infection.  These are general good practice measures at 

any time for reducing the need for physical restraint. 

Where leaders consider there is too much risk to staff from having to restrain a pupil they should 

discuss this with the parent/carers and explain the risks involved and that the children/young person 

cannot attend school. 

 

Searching Screening and Confiscation  

Members of senior staff can conduct a search for the items in the prohibited list of the Searching, 
Screening and Confiscation Policy. The minimum PPE of gloves and apron should be worn for 
protection.  
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Visitors Policy COVID-19 Addendum  

Date Agreed by the Principal: 19 May 2020 

Updated: 

 

Due to the COVID -19 Pandemic we are restricting visitors coming into Trinity School and therefore we 

require that ALL VISITORS (without exception) comply with the following addendum until further notice.  

   

The school has a legal duty of care for the health, safety and wellbeing of all pupils and staff and will 

ensure that this duty is implemented at all times in order that the security and welfare of our pupils is not 

compromised by potential visitors coming into the school and increasing the risk of possible transmission 

of COVID-19.  

The addendum applies to all external visitors including: 

● Trustees and Governors   
● Parent/carers and their children if they do not attend the school *(One parent will be 

allowed to collect an ill child) 
● Volunteers 
• Other Education related personnel  
• Building and maintenance and all other independent contractors  

 

Visitors must not arrive unannounced or invited. They will be turned away if this happens. 

The school will complete a risk assessment for every visitor  

Pre-arrangement of visit 

● Correspondence in regards to the visit will be by phone or email only.   
● Visitors must provide proof of identity prior to the visit via secure email or password 

encrypted email. 
● If the visitor has not been to the school before, we will also need to have confirmation of 

their DBS 
● Visitors must be given information about fire safety evacuation procedures following the 2-

metre rule if possible. 
● Visitors will be advised not to use the toilet facilities whilst at the school. 
● Visitors will be asked not to attend if they have symptoms of COVID-19. 

 

On arrival 
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● All visitors must report to the school office/ reception first and should not enter the school 
via any other entrance. 

● Visitors must not arrive early. 
● Visitors must wait to be instructed by a member of office staff of the current systems in 

place. 
● Visitors will be supplied with hand sanitising products, before entering the main building of 

the school. 
● Visitors will not be asked to sign the Visitors Record Book. This will be completed by office 

staff, including car registration details. 
● Visitors will be provided with a disposable visitor badge. 

 

During the visit 

● The visitor’s point of contact will be asked to come to reception to receive the visitor, 
adhering to the 2-metre rule. The contact will then be responsible for the visitor whilst they 
are on site. The visitor must not be allowed to move about the site unaccompanied, this 
includes those that are registered on the Approved Visitor List to eliminate coming into 
contact with other people unnecessarily. 

 

All breaches of this addendum must be reported to the Principal with immediate effect. 

Monitoring and review – To be reviewed in accordance with Government guidance. 



 

Trinitas 

Risk Assessment Form 

 

Topic: Coronavirus (COVID-19) Person at Risk: 

Assessment carried out by: Date: Date of Review: 

After assessing the overall risk to ALL staff, the school will have put control measures in place, which adhere to the government’s guidance in relation to social 
distancing, hygiene and transmission of infection.   

This individual risk assessment is designed to consider any additional risks to staff members in the following circumstances. 

 Staff that have been categorised as clinically vulnerable, in respect of Coronavirus (COVID-19).  These individuals are at higher risk of severe illness (for example, 

people with some pre-existing conditions as set out in the staying at home and away from others (social distancing) guidance.  These individuals have been 

advised to take extra care in observing social distancing and work from home where possible. This includes pregnant women. The school should endeavour to 

support home working where the role permits.  Where this is not possible, this risk assessment should be completed.   

 

 Staff that live with someone that has been categorised as extremely vulnerable   in respect of Coronavirus (COVID-19) as set out in the guidance-on-shielding-

and-protecting-extremely-vulnerable-persons (all people in this group will have received communication from the NHS). 

The school should endeavour to support home working where the role permits.  Where this is not possible, this risk assessment should be completed.   

When completing the risk assessment, consider any risks and measures, which are additional to those already in place for all staff, in relation 
to: 

Social Distancing 
Hygiene 
Transmission of Infection 
 
 

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
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Hazard Controls in Place Additional Controls Target Date and by Whom  

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

Employee Signature: 
 

Date: Line Manager’s Signature: Date:  
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Advice Regarding Staff that are Medically Vulnerable and High Risk (COVID19) Issued 12 May 20 
 

Category  Trust Position So Far  Latest Government Advice Actions/Considerations for 
Principals 

Extremely 
vulnerable staff (all 
people in this cohort 
will have received 
communication 
from the NHS) 
 

Staff Work from 
home and 
follow 
shielding 
advice and 
measures to 
keep 
themselves 
safe  

We are strongly advising people, including education staff, to rigorously 
follow shielding measures in order to keep themselves safe. Staff in this 
position are advised not to attend work 

Continue as before, staff in this 
category should remain at home 
until the government advises 
that it is safe to end the 
‘shielding’ measures 
 
Please ask to see a copy of the 
letter from the government. 

Staff with 
vulnerable 
family 
members  

We have 
allowed staff 
with family 
members in 
this category 
to work from 
home 

If a member of staff lives in a household with someone who is in the most 
vulnerable health groups, they should only attend work if stringent social 
distancing can be adhered to. Settings should allow staff who live with 
someone in the most vulnerable health groups to work from home where 
possible. 

We should continue to support 
home working in these cases.   
 
If there is a need to come into 
school, then consider the 
government advice about making 
the role as safe as possible and 
carry out a risk assessment  
 
Please ask to see a copy of the 
letter from the government. 
 

People considered 
to be vulnerable 
and at higher risk of 
severe illness from 
COVID-19. 

Staff 
 
 
 
 
 

We have 
allowed staff 
in this 
category to 
work from 
home 

Individuals who are at higher risk of severe illness have been advised to 
take extra care in observing social distancing and should work from home 
where possible. Education and childcare settings should endeavour to 
support this, for example by asking staff to support remote education, 
carry out lesson planning or other roles which can be done from home. If 
individuals cannot work from home, they should be offered the safest 

We should continue to support 
home working where possible, 
however if the role requires 
employees to be in school, then 
consider the government advice 
about making the role as safe as 
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Which includes the 
following: people 
aged 70 or older, 
people with 
diabetes, pregnant 
women and others. 
 
Full list here:  
 
Staying at home and 
away from others 
(social distancing) 
guidance 
 
 

 
 
 
 
 
 
Staff with 
high risk 
family 
members 

 
 
 
 
 
 
In some 
circumstances, 
we have 
allowed staff 
members to 
work from 
home where 
possible 

available on-site roles, staying 2 metres away from others wherever 
possible, although the individual may choose to take on a role that does 
not allow for this distance if they prefer to do so. If they have to spend 
time within 2 metres of other people, settings must carefully assess and 
discuss with them whether this involves an acceptable level of risk. 
 
If a member of staff lives with someone who is clinically vulnerable (but 
not clinically extremely vulnerable), including those who are pregnant, 
they can attend their education or childcare setting. 

possible and carry out a risk 
assessment  
 
 
 
 
We should continue to support 
home working where possible, 
however if the role requires 
employees  to be in school, then 
consider the government advice 
about making the role as safe as 
possible and carry out a risk 
assessment  
 

 

 

 

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people


 

Self-Isolation Notes  
 
When staff notify you that they in self-isolation, either because they have symptoms, or someone 
they live with has symptoms, they should be asked to complete a self-isolation form.  

 
Please see the template email below. 

 
They should also refer themselves for Coronavirus testing (see also separate guidance on this) 

 
https://self-referral.test-for-coronavirus.service.gov.uk/ 

 

_________________________________________________________________________________ 

 

Dear  

 
Thank you for letting us know that you are now in self-isolation. I hope that you and members of 
your family keep safe and well.  

 
We are asking all staff that are self-isolating due to the coronavirus to provide a self-isolation note.  

 
Could you please therefore obtain a self-isolation note starting from your first day of absence and 
return it to HR. You can do this by using the link below.  

 
When your period of self-isolation ends, please contact Amanda Page so that we can discuss your 
return to work arrangements. 

 
https://111.nhs.uk/isolation-note/ 

 
Thank you. 
 
 
 
 
 
 

https://self-referral.test-for-coronavirus.service.gov.uk/
https://111.nhs.uk/isolation-note/


 

Coronavirus Testing 
All Essential Workers are now eligible for Coronavirus testing.  This means that all of our staff 
members, without exception, can now request a test if they or anyone they live with has symptoms 
of the virus. Testing is also extended to household members. 

 
Therefore, the government guidelines now are that any member of staff currently in self-isolation 
because they or a member of their household has symptoms, should now be referred for testing, 
along with members of their household.   If all tests results are negative, they can then return to 
work.  

 
The staff member should make the referral themselves, using this link – as the referral process 
moves forward, any feedback you can give to us, will be useful.   

 
https://self-referral.test-for-coronavirus.service.gov.uk/ 

 
See the template (below) which can be used to email to applicable staff members.  

 

Dear  XXXX 

 
All Essential Workers are now eligible for Coronavirus testing, and this includes anyone that works in 
Education.    

 
This means that you can now be tested if you or anyone you live with has symptoms of the virus 
and testing is also extended to household members. 

 
Therefore, as you are currently in self-isolation because you or a member of your household has 
symptoms, you should now follow the government guidelines and have a Coronavirus test, along 
with the members of your household.  

 
For further information and to book the test, please go to:  https://self-referral.test-for-
coronavirus.service.gov.uk/ 

 
Please let us know when you have booked the tests and keep us updated with the results of the 
tests.  

 
If you have any concerns regarding this, please let us know.  

 

 

 

 

 

 

 

 

https://self-referral.test-for-coronavirus.service.gov.uk/
https://self-referral.test-for-coronavirus.service.gov.uk/
https://self-referral.test-for-coronavirus.service.gov.uk/

