
Wistaston Church Lane Academy 

Coronavirus Risk Assessment and Planning Guide for September 2020 

Essential Prevention Measures for all staff, pupils, parents and site users - Procedures are explained in the guide 

• Minimise contact with individuals who are unwell by ensuring that those who have coronavirus symptoms, or who have someone in their household who does, do 

not attend school 

• Where recommended, use of face coverings in schools 

• Clean hands thoroughly more often than usual 

• Ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach 

• Introduce enhanced cleaning, including cleaning frequently touched surfaces often 

Considered Prevention Measures for all staff, pupils, parents and site users – Plans are risk assessed in the guide 

• Minimise contact between individuals and maintain social distancing wherever possible 

Specific Prevention Measures for all staff – Plans are risk assessed in the guide 

• Where necessary, wear appropriate personal protective equipment (PPE) 

Response to any infection – Procedures are explained in the guide 

• Engage with the NHS Test and Trace process 

• Manage confirmed cases of coronavirus (COVID-19) amongst the school community 

• Contain any outbreak by following local health protection team advice 

 

  



ESSENTIAL PROTECTIVE MEASURES 

Minimise contact with individuals who are unwell by ensuring that those who have coronavirus (COVID-19) symptoms, or who have someone in their 

household who does, do not attend school 

Description Measures to 
Implement  

Guidance Communication and to 
whom 

Level of 
Risk 

Actions Required Review 

Preventing 
anyone 
bringing 
symptoms 
to site 

▪ No person 
should come 
onto the school 
site if they have 
coronavirus 
symptoms, or 
have tested 
positive in the 
last 10 days:  

▪ https://www.nhs.uk/conditions/coronavirus-
covid-19/symptoms/ 

 

Staff: 

• Poster in office 

• Sign in system to 
display this message 

• Poster in Staff Room 
& PPA Room 

Parents: 
▪ Message on website 
▪ Weekly reminder on 

newsletter 
▪ Texts every so often 

Low ▪ Poster in 
office 

▪ Sign in 
system to 
be updated 

▪ Poster in 
staff room 

▪ Poster in 
PPA room 

▪ Message on 
school 
website 

▪ Weekly 
reminder 
message on 
newsletter 

▪ Diarise 
dates to 
send text 
reminders 

▪ Update 
recorded 
message on 
school 
phone 

3-9-2020 
▪ Posters are 

on display 
▪ Test & Trace 

sign in 
system set 
up in office 

▪ Reminder on 
newsletter 4-
9-2020 

▪ Message on 
school 
phone has 
been 
updated 

Sending 
anyone 
home who 
develops 
symptoms 
during the 
day - 
ADULTS 

▪ If an adult in the 
school becomes 
unwell with 
symptoms, they 
must be sent 
home and 
advised to 
follow the stay 

https://www.gov.uk/government/publications/covid-
19-stay-at-home-guidance/stay-at-home-guidance-for-
households-with-possible-coronavirus-covid-19-
infection 
▪ Every member of the household must self-isolate 

for at least 7 days and should arrange to have a 
test to see if they have coronavirus: 
https://www.nhs.uk/conditions/coronavirus-

Staff: 

• Ensure that all staff 
are familiar with 
what to do – poster 
in staff room 

Medium ▪ Decide 
where the 
waiting 
area should 
be 

▪ Poster in 
staffroom 

3-9-2020 

• Waiting area 
is the Front 
Room (off 
the Infant 
Hall) – all 
staff are 
aware of this 

https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms/
https://www.nhs.uk/conditions/coronavirus-covid-19/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
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.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/get-an-antigen-test-to-check-if-you-have-coronavirus/


at home 
guidance. 

covid-19/testing-and-tracing/get-an-antigen-test-
to-check-if-you-have-coronavirus/ 

▪ Other members of their household (including any 
siblings) should self-isolate for 10 days from when 
the symptomatic person first had symptoms. 

▪ Any members of staff who have helped someone 
with symptoms and any pupils who have been in 
contact with them do not need to go home to self-
isolate unless they develop symptoms themselves, 
or if the person subsequently tests positive. 

▪ Diarise 
dates to 
send 
reminders 
about 
updating 
contact 
details 

and the 
room has 
signage 

Sending 
anyone 
home who 
develops 
symptoms 
during the 
day - 
PUPILS 

▪ If a child is 
awaiting 
collection, they 
should be 
moved to a 
room where 
they can be 
isolated behind 
a closed door, 
depending on 
the age and 
needs of the 
child, with 
appropriate 
adult 
supervision if 
required.  

▪ The room we 
will use is the 
Front Room off 
the Infant Hall. 

▪ A window should be opened for ventilation. 
▪ If they need to go to the bathroom whilst waiting 

to be collected they should use a separate 
bathroom – this must be cleaned and disinfected 
before being used by anyone else 

▪ PPE must be work by staff caring for the child 
▪ If anyone is seriously ill or injured, call 999. 
▪ Everyone must wash their hands thoroughly for 20 

seconds with soap and running water or use hand 
sanitiser after any contact with someone who is 
unwell. 

▪ The area around the person with symptoms must 
be cleaned with bleach after they have left. 

▪ Any members of staff who have helped someone 
with symptoms and any pupils who have been in 
contact with them do not need to go home to self-
isolate unless they develop symptoms themselves, 
or if the person subsequently tests positive. 

Pupils: 

• Staff should be 
vigilant to the 
symptoms without 
overly worrying 
children 

Parents 

• Regular reminds 
about having up-to-
date contact details 
and the importance 
of being available to 
collect immediately 

• Guide to parents 
about what to do if a 
child develops 
symptoms 

Staff: 

• Ensure that all staff 
are familiar with 
what to do – poster 
in staff room 

Medium ▪ Cleaner 
must be 
clear about 
procedure 

▪ Check that 
cleaners 
have PPE 

▪ Create 
signage in 
case 
required – 
do not 
enter 

▪ Arrange for 
weekly 
check of 
PPE 

▪ Create a 
guide for 
parents 
about what 
to do if a 
child 
develops 
symptoms 

3-9-2020 

• Procedure 
discussed 
with Service 
Master 2-9-
2020 

• Signage set 
up and ready 

• SB to check 
cleaning 
equipment 

• Office to 
check PPE 

• Guide to 
developing 
symptoms 
shared on FB 
and on 
newsletter 

 

  

https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/get-an-antigen-test-to-check-if-you-have-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/get-an-antigen-test-to-check-if-you-have-coronavirus/


ESSENTIAL PROTECTIVE MEASURES 

Where recommended, use of face coverings in schools 

Description Measures to 
Implement  

Guidance Communication and to 
whom 

Level 
of 
Risk 

Actions Required Review 

Face coverings 
are not 
recommended 
in primary 
schools 

▪ Ensure this is 
communicated 
to parents 

▪ Discuss 
sensitively with 
staff 

▪ If staff 
members feel 
vulnerable they 
should discuss 
this with the 
Principal 

The government is not recommending universal use of 
face coverings in all schools… Primary school children 
will not need to wear a face covering 
Based on current evidence and the measures that 
schools are already putting in place… face coverings 
will not be necessary in the classroom even where 
social distancing is not possible. Face coverings would 
have a negative impact on teaching and their use in 
the classroom should be avoided. 

Staff: 

• Discussion on INSET 
Day 

Parents: 
▪ Letter to parents in 

July and reminder in 
newsletters 

Low ▪ Discussion 
on INSET 
Day 

▪ Letter to 
parents 

3-9-2020 

• Discussed 
on INSET 

• We don’t 
feel a letter 
is required 
at the 
moment as 
no one has 
attempted 
to come in 
with a face 
covering 

Visitors to 
school will be 
required to 
wear a face 
covering 

▪ Ensure this is 
communicated 
to visitors on 
arrival 

▪ Posters to 
display this 
requirement 

▪ In primary schools where social distancing is not 
possible in areas outside of classrooms between 
members of staff or visitors, for example in 
staffrooms, headteachers will have the discretion 
to decide whether to ask staff or visitors to wear, 
or agree to them wearing face coverings in these 
circumstances. 

Staff: 

• Ensure that Office 
and Site Team are 
aware that unique 
visitors coming into 
school use a face 
covering 

• Liaise with 
contractors to check 
our understanding of 
their policies 

Visitors 

• Posters on display 

• On arrival they will 
be asked to wear a 
face covering 

Low ▪ Training 
with Office 
and Site 
staff 

▪ Ask the 
office to 
keep a 
record of 
the policies 
of 
contractors 

3-9-2020 

• Discussed 
with Office 
2-9-2020 

• We will 
request 
policies as 
required 

• Our policy is 
shared on 
arrival with 
a card for 
visitors 

Children who 
arrive at school 
wearing a face 
covering will be 

▪ Ensure that all 
staff members 
are clear about 
this procedure 

▪ Schools should have a process for removing face 
coverings when those who use face coverings 
arrive at school and when face coverings are worn 
at school in certain circumstances 

Staff: 
▪ Ensure that staff 

members are aware 
of the procedure 

Low ▪ Purchase 
individual 
bags 

3-9-2020 

• SB sourcing 
bags – not 



asked to 
remove it 
before entering 
school 

▪ Ensure 
appropriate 
equipment is 
available to 
manage the 
situation 

▪ Face coverings should be removed on arrival. 
Pupils must be instructed not to touch the front of 
their face covering during use or when removing 
them. If anyone arrives wearing masks: 

a. Wash hands 
b. Disposable masks should be placed in a 

covered bin. Reusable masks should be 
placed in an individual plastic bag that 
they can take home at the end of the day 
(and then stored in school bag) 

▪ Hands should then be washed again. 

required at 
the moment 

  



ESSENTIAL PROTECTIVE MEASURES 

Clean hands thoroughly more often than usual 

Description Measures to Implement  Guidance Communication and to 
whom 

Level 
of 
Risk 

Actions Required Review 

Wash or 
sanitise 
hands 
regularly 

▪ Everyone should 
wash their hands 
regularly, or use 
sanitiser, 
including: 

a. On arrival 
at school 

b. Coming in 
after 
breaks 

c. When 
changing 
rooms 

d. Before 
and after 
eating 

e. After 
going to 
the toilet 

f. After 
coughing 
or 
sneezing 
into hands 
without a 
tissue 

Regular and thorough hand cleaning is going to be 
needed for the foreseeable future. 
Where soap is not available hand sanitiser should be 
used. 

Staff: 

• Posters in every staff 
toilet 

• Staff to 
communicate this 
regularly to build 
this into school 
culture 

• Consider how this is 
best communicated 
to children with 
SEND 

Pupils: 
▪ Posters in every 

toilet 
▪ Posters in every 

classroom 

Low ▪ Investigate 
outdoor 
handwashing 
facilities 

▪ Hand sanitiser 
stations to be 
installed in 
every 
classroom 

3-9-2020 

• We have 
identified 
the need for 
more sinks 
and possible 
locations 
identified. 
Quotes 
needed for 
plumbing 

• Additional 
hand 
sanistiser 
stations 
ordered 

 

  



ESSENTIAL PROTECTIVE MEASURES 

Ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach 

Description Measures to 
Implement  

Guidance Communication and to 
whom 

Level of 
Risk 

Actions Required Review 

Use of 
tissues and 
bins to 
enable 
everyone to 
use this 
approach 

▪ Tissues to be 
available in 
every room 

▪ Tissue bins to 
be added to 
every 
classroom and 
be emptied 
regularly 
during the day 

▪ All low use 
rooms to have 
lidded bins 

▪ Specific risk 
assessments 
for any pupil 
with complex 
needs 

This approach continues to be very important. 
 
PHE does not recommend the use of face coverings in 
schools. 

Staff: 

• Posters in every 
classroom 

• Posters in toilets 

• Staff to 
communicate this 
regularly to build 
this into school 
culture 

• Consider how this is 
best communicated 
to children with 
SEND 

Pupils: 
▪ Posters in every 

toilet 
▪ Posters in every 

classroom 

Medium ▪ Purchase lidded 
bins for all 
classrooms 

▪ Cleaners to 
check daily for 
stocks of tissues 

▪ Site Manager to 
check daily for 
stocks of 
wipes/cleaning 
spray – COSHH 

▪ Site Manager to 
check stock of 
paper towels – 
investigate 
hand dryers 

3-9-2020 

• SB 
ordering 
new 
classroom 
bins 

• SB to 
check on 
stock of 
cleaning 
materials 

• Seek 
guidance 
about 
paper 
towels 

 

  



ESSENTIAL PROTECTIVE MEASURES 

Introduce enhanced cleaning, including cleaning frequently touched surfaces often 

Description Measures to 
Implement  

Guidance Communication and to 
whom 

Level of 
Risk 

Actions Required Review 

Put in 
place a 
cleaning 
schedule 
that 
ensures 
cleaning is 
generally 
enhanced  

▪ More 
frequent 
cleaning of 
rooms/shared 
areas that are 
used by 
different 
groups 

▪ Frequently 
touched 
surfaces to be 
cleaned more 
often than 
normal 

▪ More 
frequent 
cleaning of 
toilets 

▪ Cleaning 
schedule 
agreed with 
Servicemaster 
– review 
weekly 

▪ Toilet 
cleaning tick 
lists added by 
Servicemaster 

Different groups don’t need to be allocated their own 
toilet blocks, but toilets will need to be cleaned 
regularly and pupils must be encouraged to clean their 
hands thoroughly after using the toilet 
Different groups being allocated their own toilet could 
be considered but is not a requirement if the site 
doesn’t allow for it – The site does not allow for it. In 
the infant building, toilets can be allocated but the 
junior building does not have enough toilets to allow 
this. 

Staff: 

• Wipes available in 
classrooms for the 
end of each lesson 

Pupils: 
▪ Out of use signs for 

toilets 

Medium ▪ How can 
classrooms be 
wiped – can we 
avoid wipes and 
use a spray? 

▪ Cleaning 
schedule to be on 
display outside 
every toilet 

▪ Carefully 
timetable rooms 
that are shared: 

o Junior 
Hall 

o Infant 
Hall 

o Computer 
Suites 

3-9-2020 

• Timetables 
of shared 
rooms 
arranged – 
Computer 
Suites not 
to be used 
for the 
time-being 

Good 
hygiene 

▪ After using 
the 
photocopier, 
staff 
members 

 Staff: 
Labels to be added 

 ▪ Labels to be 
added 

3-9-2020 

• Labels 
added 



should wipe it 
down 

▪ After using a 
communal 
phone, staff 
members 
should wipe it 
down 

 

CONSIDERED PROTECTIVE MEASURES 

Minimise contact between individuals and maintain social distancing wherever possible 

Description Measures to Implement  Guidance Communication and to 
whom 

Level of 
Risk 

Actions Required Review 

Grouping 
children to 
reduce the risk 
of transmission 

• Our bubbles will be year-
group sized (max. 60 
children) – this helps to 
ensure catch-up 
interventions can take 
place across the year 
group, and that resources 
can be shared between 
classes in the year group 

• Limit movement of staff 
between classes when 
delivering PPA 

The only staff working across 
classes on a regular basis are: 

• NWSC coaches 

• Mrs Valente (LKS2) 

• Mr Rogerson (UKS2) 

• Miss Friesner (Infants) 
This is required to ensure a full 
curriculum delivery and PPA 
time. On an emergency basis, 
other TAs may be needed to 
do this, as bringing in supply 

• Consistent groups reduce the 
risk of transmission by limiting 
the number of pupils and staff 
in contact with each other to 
only those within the group. 

• Whatever the size of the group, 
they should be kept apart from 
other groups where possible 
and older children should be 
encouraged to keep their 
distance within groups. 

• Keeping these groups at least 
partially separate and 
minimising contacts between 
children will still offer public 
health benefits as it reduces 
the network of possible direct 
transmission 

• All teachers and other staff can 
operate across different classes 
and year groups in order to 
facilitate the delivery of the 
school timetable. 

Children: 

• Teachers to 
explain the 
bubble process to 
children at the 
start of term 

• Produce a helpful 
guide for children 

Parents: 
▪ Helpful guide 
▪ Publication of 

Risk Assessment 
on website 

Medium ▪ Produce a helpful 
guide 

▪  



teachers can create additional 
risks. 

Measures 
within the 
classroom 

• Minimal furniture within 
classrooms 

• In years 1 to 6 desks 
should be arranged so that 
children sit facing the class 
teacher. Children will not 
be seated opposite each 
other but side to side at 
desks.  

• In Reception, forward 
facing carpet spaces 
should be used 

• Surfaces should be wiped 
periodically during the day, 
and before moving 
children to new spaces 

• Children should have their 
own resources to minimise 
sharing 

• Toys in Reception will be 
more limited in selection 
but must be cleaned more 
regularly 

• Soft furnishings should be 
removed from the 
classroom wherever 
possible. 

• Good ventilation is 
essential in classrooms. 
Wherever possible 
windows should be kept 
open – if no windows, 
doors should be opened. 

• Cloakrooms can be used 
but only essential items 
should be kept. 

• Maintaining a distance 
between people whilst inside 
and reducing the amount of 
time they are in face to face 
contact lowers the risk of 
transmission. 

• Ideally, adults should maintain 
the 1m+ social distancing rule 
from each other, and from 
children. This is not always 
possible, particularly when 
working with young children, 
but if adults can do this when 
circumstances allow that will 
help. 

• Adults should avoid close face 
to face contact and minimise 
time spent within 1 metre of 
anyone. 

• Children should be supported 
to maintain distance and not 
touch staff and their peers 
where possible. 

• Schools should make small 
adaptations to the classroom 
to support distancing where 
possible. That should include 
seating pupils side by side and 
facing forwards, rather than 
face to face or side on, and 
might include moving 
unnecessary furniture out of 
classrooms to make more 
sense. 

Children: 

• Helpful guide 
Parents: 

• Helpful guide 
Staff: 

• Cleaning rota 

• Staff training 

Medium ▪  ▪  



• No unnecessary high fives, 
holding hands or hugs 

• Wherever possible, adults 
to remain 1+ from children 
within the classroom. 

• Wherever possible, 
children will be 
encouraged to social 
distance from their peers.  

• Staff will avoid being face 
to face with children and 
instead stand to the side or 
behind.  

Measures 
elsewhere 

• No daily assemblies – class 
teachers to undertake 
daily collective worship in 
classrooms and year group 
assemblies should be 
planned once a week. 

• Any required assemblies 
should be done by secure 
video link. 

• Staggered break times and 
lunchtimes (See Timetable) 

• Limit use of staffrooms 

• Now that the school 
building is in full use, it is 
not possible to have one-
way corridors – instead we 
will do our best to 
minimise corridor use – 
only essential use allowed. 

• When using the Infant 
Building, adults should not 
use the usual route, 
through the Reception 
Free Flow Area to get to 
the Junior Building. Instead 
they should use the main 

• Groups should be kept apart, 
meaning that schools should 
avoid large gatherings such as 
assemblies or collective 
worship with more than one 
group 

• There will be no whole-school 
events where children or adults 
are required to congregate 

• When timetabling, groups 
should be kept apart and 
movement around the school 
site kept to a minimum. While 
passing briefly in the corridor 
or playground is low risk, 
schools should avoid creating 
busy corridors, entrances and 
exits.  

• Schools should also consider 
staggered break times and 
lunch times (and time for 
cleaning surfaces in the dining 
hall between groups) 

• Schools should also plan how 
shared staff spaces are set up 
and used to help staff to 

Children: 

• Helpful guide 
Parents: 

• Helpful guide 
Staff: 

• Cleaning rota 

• Staff training 

• Ensure careful 
communication 
with Mas 

• ICT suites 

Medium ▪ Consider 
purchase 
outdoor seats for 
staff to eat 
outside 

▪ Library rota 
▪ Rota and map 

for breaktimes 
and lunchtimes 
to be established 

▪ Consider 
cleaning 
measures in 
relation to ICT 
Suites 

▪ Need to raise 
awareness of 
using an 
alternative route 
rather than 
going through 
Reception Free 
Flow area 

3-9-2020 

• Consider 
cleaning 
measures in 
relation to ICT 
Suites 

• Outdoor seats 
for staff are 
available – not 
needed at the 
moment 



doors and head in through 
the walkway. (It is essential 
that the car park gates are 
closed and that the 
walkway door is pushed to 
when not in use.) 

• Children should not be 
allowed to run errands, for 
example to the 
photocopier 

• External classroom doors 
should be used wherever 
possible during the school 
day 

• Computer Suites should 
not be used at the start of 
term until we are more 
confident with our 
cleaning measures 

• Libraries should be used by 
only one bubble each day – 
timetable required – 
cleaning at the end of each 
day 

distance from each other. Use 
of staff rooms should be 
minimised, although staff must 
still have a break of reasonable 
length during the day. 

Breaktimes • Staggered break times •    ▪  3-9-2020 
We noticed that 
bubbles could 
inadvertently mix 
due to the building 
layout – we have 
rearranged the 
timings so Y3 are at 
the same time as 
Y5 which is more 
effective 

Measures for 
arriving at and 
leaving school 

• Staggered start and finish 
times: (see timetable) – 
We believe we can have all 
children within school, in 

• Schools should consider 
staggered starts or adjusting 
start and finish times to keep 

Parents: 

• Helpful guide 

• Newsletter 

• Regular texts 

Low ▪ Diarise texts 
▪ Helpful guide for 

parents 

2-9-2020 
Mornings: 
KS2 worked well 



year groups within fifteen 
minutes. 

• Regular communication to 
parents via newsletter and 
texts 

• Temperature checks are 
not required on arrival but 
must be taken if a child is 
ill 

• Parents of children in the 
Infants must enter through 
the Car Park Pedestrian 
gate but must leave 
through the big gate on 
the school playground 

• Parents of children in the 
juniors must enter through 
the small pedestrian gate 
and leave through the big 
gate on the school 
playground 

• Parents will be encouraged 
to walk to school and only 
one parent will be 
permitted on the school 
grounds. 

• One-Way system required 
for infant playground 
passageway 

• Parents must not 
congregate at the drop-
off/collection point – they 
should drop off/collect and 
leave straight away. They 
should adhere to social 
distancing. 

• Parents must not arrive 
early or late – they must 
collect their children on 

groups apart as they arrive and 
leave school. 

• Staggered start and finish times 
should not reduce the overall 
teaching time. 

• Schools should consider how to 
communicate this to parents 
and remind them about the 
process that has been agreed 
for drop off and collection, 
including that gathering at the 
school gates and otherwise 
coming onto the site without 
an appointment is not allowed. 

▪ Signage required 
for walkway 
doors 

▪ Site Manager to 
periodically 
check the 
gates/doors 

▪ Refresh signage 
for playground 

▪ One-way system 
for Infant 
playground 

Infants – gate 
opened early and 
flow wasn’t 
controlled. 
Tomorrow need JB 
or SW present to 
manage flow 
Afternoons: 
Not successful on 
KS2 playground – 
flow wasn’t 
managed well and 
too much gathering 
of parents. Y6 out 7 
minutes late which 
caused lingering 
3-9-2020 
Mornings: 
Much improved – 
no issues in KS1 
Reception new 
starters – parents 
were slow to leave 
– allow some 
leeway for first day 
but monitor closely 
Afternoons: 
Much improved 
Need to encourage 
parents to leave 
after collecting 
their child – still 
some lingering but 
this was better 
Shared reminders 
on FB page 
Reminders on 
newsletter 



time so that teachers can 
release children safely. 

• Teachers will not be 
available to speak to unless 
teachers initiate the 
contact. Teachers must 
commit their time to 
ensuring that all children 
safely leave their care. 
Parents can contact 
teachers via the school 
office. 

• Medication should be 
passed to the teacher in 
the morning and collected 
at the end of the day 

Other 
considerations 

CONTACTING THE SCHOOL 
OFFICE 

• Parents should not come 
to the school office unless 
agreed with the school. 
Please contact the school 
office by phone or email if 
you have a query. 

SEND 

• Produce social stories to 
share with children to 
support the changes 

• Children with additional 
needs should receive as 
much support as normal 
but adults are to be extra 
vigilant and mindful of 
their face-to-face time 
with the children and 
reduce this where possible. 

Visiting teachers 

• The DfE guidance states that 
coming to the site without an 
appointment is not allowed. 

• Some pupils 
with SEND (whether with 
education, health and care 
plans or on SEN support) will 
need specific help and 
preparation for the changes to 
routine that this will involve, so 
teachers and special 
educational needs coordinators 
should plan to meet these 
needs, for example using social 
stories. 

• Supply teachers, peripatetic 
teachers and/or other 
temporary staff can move 
between schools. They should 
ensure they minimise contact 
and maintain as much distance 
as possible from other staff. 
Specialists, therapists, clinicians 

  ▪ Produce 
information 
leaflet for 
visitors 

▪ Purchase 
quarantine 
boxes for books 

▪ Communicate 
expectations to 
parents 

▪ Revise Feedback 
and Marking 
Policy 

▪ Consider staffing 
in school office – 
can anything be 
done remotely? 

3-9-2020 
Staffing in school 
office is working 
fairly well, but need 
to consider the 
‘junction’ in the 
office – 4-way 
traffic is causing 
some closer 
contact. Could we 
move the 
photocopier? 
All staff are needed 
on site at the 
moment 



• Social distancing measures 
and good hygiene must be 
insisted upon 

• An information leaflet 
should be handed to them 
before entering school. 

Contractors 

• Where contractors can 
attend outside of school 
hours they should. If that is 
not possible, they should 
follow all procedures as 
determined by school. 

Individual classroom resources 

• Children and staff to have 
individual resources 

Classroom-based resources 

• Books and games can be 
shared within the bubble 
but should be cleaned 
frequently 

Shared equipment, e.g. PE 

• These should be cleaned 
frequently between use by 
different bubbles or 
rotated and out of reach 
for 72 hours 

• These items should be 
clearly labelled stating 
when they can be used 
again 

Outdoor equipment & Swan 
Stars Resources 

• This should be cleaned 
between use 

• The equipment for each 
bubble should only be 
used for each bubble. 

and other support staff for 
pupils with SEND should 
provide interventions as usual. 

• Schools should consider how to 
manage other visitors to the 
site, such as contractors, and 
ensure site guidance on 
physical distancing and hygiene 
is explained to visitors on or 
before arrival. Where visits can 
happen outside of school 
hours, they should. A record 
should be kept of all visitors. 

• For individual and very 
frequently used equipment, 
such as pencils and pens, it is 
recommended that staff and 
pupils have their own items 
that are not shared. 

• Classroom based resources, 
such as books and games, can 
be used and shared within the 
bubble; these should be 
cleaned regularly, along with all 
frequently touched surfaces. 

• Resources that are shared 
between classes or bubbles, 
such as sports, art and science 
equipment should be cleaned 
frequently and meticulously 
and always between bubbles, 
or rotated to allow them to be 
left unused and out of reach for 
a period of 48 hours (72 hours 
for plastics) between use by 
different bubbles. 

• Outdoor playground 
equipment should be more 
frequently cleaned. This would 



• Outdoor play equipment 
should be unused for half 
an hour between bubbles 
and if this is not possible 
this should not be used. 

Reading books and Listening 
to Readers 

• Books can be taken home 
and brought back into 
school – quarantine box 
should be used to store 
returned items for 72 
hours before being 
returned to shelves 

• We want to encourage 
adults to listen to readers 
in school. However, this 
should be done using 
social distancing. 

Bringing in items to school 

• Kept to an absolute 
minimum – no toys 
allowed 

• Reading books, reading 
records, spare clothes, 
coats, packed lunches 

• Sun cream should be 
applied at home 

• There can be no ‘Show and 
Tell’ 

Uniform 

• Uniform policy back in 
place 

• Children should come to 
school in their PE kits on 
the days when PE is 
happening – these should 
be communicated clearly 

Marking and Feedback 

also apply to resources used 
inside and outside by 
wraparound care providers. 

• It is still recommended that 
pupils limit the amount of 
equipment they bring into 
school each day, to essentials 
such as lunch boxes, hats, 
coats, books, stationery and 
mobile phones. Bags are 
allowed. 

• Pupils and teachers can take 
books and other shared 
resources home, although 
unnecessary sharing should be 
avoided, especially where this 
does not contribute to pupil 
education and development. 

• Similar rules on hand cleaning, 
cleaning of the resources and 
rotation should apply to these 
resources. 



• Initially, books should not 
be taken home to be 
marked. Children will be 
given time to purple polish 
their own work, using a 
whole class feedback 
approach. 

First Aid 

• First aid should always be 
carried out when needed. 
Staff individual risk 
assessments may apply 

Changing Children after 
accidents 

• Where possible children 
should be able to change 
themselves but in cases of 
soiling, we may need to 
contact parents to collect 
their child. Staff individual 
risk assessments may 
apply. 

Dinner times • Hands should be washed 
before and after eating 

• Children will eat their 
lunch in classrooms. 

• Teachers/TAs will collect 
the lunch and take it to the 
classrooms. 

• Children in Y6V will eat in 
the Junior Hall. 

• Midday Assistants will 
supervise two classrooms 
at a time from outside of 
the room. Additional MAs 
will be deployed in the 
infants to support their 
needs. 

•  Midday Assistants 

• Helpful guide 

Low ▪  ▪  



• Once the children have 
eaten they will be taken 
outside to the assigned 
play area. 

• Lunchtimes will be 45 
minutes long (which 
prevents the staggered 
start and finish times from 
reducing the length of the 
school day) 

• Children should wash their 
hands at the end of 
lunchtime 

Swan Stars 
(Before And 
After School 
Club) 

All of the same measures that 
run in school time will apply in 
full during Swan Stars, with 
some minor amendments 
Bubbles 

• It is not possible to 
maintain the bubbles that 
they children use during 
the school day. Therefore 
Children will be organised 
into two or three bubbles 
of infants and two or three 
bubbles of juniors. The 
arrangement of bubbles 
will be agreed in 
September and will be 
based on the confirmed 
number of bookings. 

• These bubbles should be 
consistent. 

• Children in these bubbles 
should be kept separate. 

• Adults can work across the 
Junior Bubble or the Infant 
Bubble but not both. 

• Schools should carefully 
consider how they can make 
such provision work alongside 
their wider protective 
measures, including keeping 
children within their year 
groups or bubbles where 
possible. If it is not possible to 
maintain bubbles being used 
during the school day then 
schools should use small, 
consistent groups. 

Swan Stars Staff 

• Training session 
in September 

Low ▪  2-9-2020 
Meeting with JB, 
SW, WS, JS to 
prepare for re-
opening 



• Flexi-bookings are no 
permitted until further 
notice so that we can 
manage the groupings of 
children. 

Food 

• Snacks will be provided, as 
always. To manage 
operations, the Swan Stars 
Team will plan the snacks 
so that everything is 
manageable 

Collection by parents 

• Parents will not be allowed 
into Swan Stars. They must 
adhere to social distancing 
from the Swan Stars Team. 

Cleaning 

• The enhanced cleaning 
measures applied in school 
should also apply in Swan 
Stars. 

Staff health and 
wellbeing 

• Staffrooms can be used 
but distance of 2m – 
maximum people in at any 
one time is 6 

• PPA room can be used but 
distance of 2m – maximum 
people in at any one time 
is 4 

• Mental wellbeing advice 
from DfE passed on to staff 
members 

• SAS insurance package 
includes mental health 
wellbeing support 

• Staff should adhere to 
strict social distancing from 

•    ▪ Refresh signage 
for staffrooms 

▪ Forward any 
subsequent 
information to 
staff members 
regarding SAS 
support 

3-9-2020 

• Signage 
refreshed 



other staff members not in 
their ‘bubble’. 

Transport to 
and from 
school 

• Remind parents that 
anyone who uses public 
transport or taxis to travel 
to school must wear a face 
covering 

• Promote walking or cycling 
to school 

• Arrange for Y5 to have 
cycle training as soon as 
possible 

• Remind parents that 
transport should not be 
shared with children 
outside the family or 
outside the bubble 

•  Parents 
▪ Via newsletters 
▪ Promote walking 

to school to the 
children 

Medium ▪ Arrange for 
walking to school 
promotion 

▪ Walk to school 
banner? 

▪ Arrange for cycle 
training for 
pupils 

▪ Information on 
newsletter 

▪  

Music • Background music must 
not be played in 
classrooms 

• For Y4 Wider 
Opportunities music and 
individual and group 
tuition, please see Love 
Music Trust’s specific risk 
assessments. 

• For whole class singing – 
see Love Music Trust’s 
specific risk assessment 

•  Staff 
▪ Ensure that all 

staff members 
are aware of this 
guidance and 
adhere to it 

Medium ▪ Share risk 
assessments with 
staff members 

2-9-2020 
LMT risk 
assessments shared 
with staff 

PE • Outdoor sports should be 
prioritised 

• Follow Sportscape’s risk 
assessment 

• Follow Sale Sharks’ risk 
assessment 

• We will not participate in 
competitive sport against 
other schools until this has 
been risk assessed further 

• See elsewhere in the guidance 
for guidance regarding cleaning 

Staff 
▪ Discussion with 

staff members 
Pupils 
▪ Teachers will 

need to 
communicate 
about break time 
activities 

Low ▪ Ensure that staff 
are aware of risk 
assessments 

▪ Ensure that 
sports 
equipment is 
available 

▪  



• Football at break times will 
not be allowed until this 
has been risk assessed 
further – other sports will 
be encouraged 

 

  



Infants 

  Start of the day Playtime Lunch (in classrooms) KS1 lunch break Playtime End of the day 

Rec 8.55am Reception outdoor areas 12pm- 12.45pm 
Reception outdoor 

areas 
Reception outdoor 

areas 
3.20pm 

Y1 8.45am 10-10.15am 11.45am -12pm 12pm- 12.30pm 1.50pm-2pm 3.10pm 

Y2 8.50am 10.15-10.30am 12.15pm- 12.30pm 12.30pm-1pm 2-2.10pm 3.15pm 

  

Juniors 

  Start of the day Playtime Lunch (in KS2 hall) Zone 1 Zone 2 Playtime End of the day 

Y3 8.45am 10-10.15am (Zone 1) 11.45am-12pm 12pm-12.30pm   1.50-2pm (Zone 1) 3.10pm 

Y4 8.50am 
10.15-10.30am (Zone 

1) 
12pm-12.15pm  12.15pm- 12.45pm 1.50-2pm (Zone 2 ) 3.15pm 

Y5 8.55am 10-10.15am (Zone 2)  12.15pm- 12.30pm 12.30pm-1pm     3.20pm 

Y6 9am 
10.15-10.30am (Zone 

2) 
12.30pm-12.45pm   12.45pm- 1.15pm   3.25pm 

 

  



SPECIFIC PROTECTIVE MEASURES 

Where necessary, wear appropriate personal protective equipment (PPE) 

Description Measures to Implement  Guidance Communication and to 
whom 

Level of 
Risk 

Actions Required Review 

PPE • Face coverings from 
home should be removed 
before coming into school  

• PPE to be worn by staff 
when delivering First Aid or 
intimate care.  

• PPE to be worn to install 
hearing aids for those 
children who need them. 

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, including: 

• where an individual child or young person 
becomes ill with coronavirus (COVID-19) 
symptoms while at schools, and only then if a 
distance of 2 metres cannot be maintained 

• where a child or young person already has 
routine intimate care needs that involves the 
use of PPE, in which case the same PPE should 
continue to be used 

 

Parents: 
▪ Helpful guide 
Staff: 
▪ Staff training 

Medium ▪ Staff to keep up 
to date of any 
changes in 
guidance  

▪ Office staff to 
monitor and 
maintain levels of 
PPE 

1-9-2020 

• INSET to 
share 
new 
guidance 

 

  



RESPONSE TO INFECTION 

Engage with the NHS Test and Trace process 

Description Measures to Implement  Guidance Communication and to whom Level of 
Risk 

Actions Required Review 

Test and 
Trace 

• Use of isolation booth if 
symptoms are apparent.  

• Parents to be called and 
child to be sent home as soon 
as possible if they develop 
symptoms and then will need 
to isolate with their 
household members 
(including siblings in school) 
for 10 days. Parents will be 
asked to book a test for their 
child and inform school of the 
results as quickly as possible.  

• Any staff who display 
symptoms, should access a 
test at the earliest 
opportunity. 

• If a children or staff 
member tests negative, they 
can return to their setting 
and end the self-isolation 
once they feel better.  

• If any children or staff test 
positive, the rest of their 
‘bubble’ should be sent home 
and advised to isolate for 10 
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.  

• Schools must engage with NHS Test and Trace 
process.  

• Staff and pupils must not come into the school 
if they have symptoms, and must be sent home to 
self-isolate if they develop them in school. Any 
staff/children who have suspected cases must 
book a test.  

• provide details of anyone they have been in 
close contact with if they were to test positive for 
coronavirus (COVID-19) or if asked by NHS Test 
and Trace 

• self-isolate if they have been in close contact 
with someone who develops coronavirus (COVID-
19) symptoms or someone who tests positive for 
coronavirus (COVID-19) 

Schools should ask parents and staff to inform 
them immediately of the results of a test: 

• if someone tests negative, if they feel well and 
no longer have symptoms similar to coronavirus 
(COVID-19), they can stop self-isolating. They 
could still have another virus, such as a cold or flu 
– in which case it is still best to avoid contact with 
other people until they are better. Other 
members of their household can stop self-
isolating. 
• if someone tests positive, they should follow 
the guidance and must continue to self-isolate for 
at least 10 days from the onset of their symptoms 
and then return to school only if they do not have 
symptoms other than cough or loss of sense of 
smell/taste. This is because a cough or anosmia 

Parents/Children/Staff: 
▪ Share the protocols 

with parents with 
regards to Test and 
Trace and testing.  

 

Medium ▪ All staff and 
parents need to be 
fully briefed on 
protocols and 
procedures when a 
case is suspected 
and/or confirmed. 

1-9-
2020 

• IN
SE
T 
to 
sh
ar
e 
gu
id
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ce 

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


• Confirmed cases should be 
reported to Public Health 
England: 
https://www.gov.uk/guidanc
e/contacts-phe-health-
protection-teams#cheshire-
and-merseyside-hpt 

can last for several weeks once the infection has 
gone. The 10-day period starts from the day when 
they first became ill. If they still have a high 
temperature, they should keep self-isolating until 
their temperature returns to normal. Other 
members of their household should continue self-
isolating for the full 10 days. 

 

 

R 
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ESPONSE TO INFECTION 

Manage confirmed cases of coronavirus (COVID-19) amongst the school community 

Description Measures to Implement  Guidance Communication and to whom Level of 
Risk 

Actions Required Review 

Managing 
confirmed 
cases 

• Confirmed cases should be 
reported to Public Health 
England: 
https://www.gov.uk/guidanc
e/contacts-phe-health-
protection-teams#cheshire-
and-merseyside-hpt 

• Follow actions 
recommended  by local HPT 
in the event of a confirmed 
case.  

• Any people in close 
contact with person testing 
positive will be sent home for 
10 days- they will not be able 
to return until the end of this 
period.  

• Schools should contact the local health 
protection team swiftly if there is a confirmed 
case. This team will also contact schools directly if 
they become aware that someone who has tested 
positive for coronavirus (COVID-19) attended the 
school – as identified by NHS Test and Trace. 
 

• The health protection team will carry out a rapid 
risk assessment to confirm who has been in close 
contact with the person during the period that 
they were infectious, and ensure they are asked 
to self-isolate. 

 

• Send home those people who have been in 
close contact with the person who has tested 
positive, advising them to self-isolate for 10 days 
since they were last in close contact with that 
person when they were infectious. Close contact 
means: 

▪ direct close contacts - face to face contact 
with an infected individual for any length 
of time, within 1 metre, including being 
coughed on, a face to face conversation, 
or unprotected physical contact (skin-to-
skin) 

▪ proximity contacts - extended close 
contact (within 1 to 2 metres for more 
than 15 minutes) with an infected 
individual 

▪ travelling in a small vehicle, like a car, with 
an infected person 

 
 

Parents/Children/Staff: 
▪ Share the protocols 

with parents with 
regards to Test and 
Trace and testing. 

Medium ▪ All staff and 
parents need to be 
fully briefed on 
protocols and 
procedures when a 
case is suspected 
and/or confirmed. 

▪  

https://www.gov.uk/guidance/contacts-phe-health-protection-teams#cheshire-and-merseyside-hpt
https://www.gov.uk/guidance/contacts-phe-health-protection-teams#cheshire-and-merseyside-hpt
https://www.gov.uk/guidance/contacts-phe-health-protection-teams#cheshire-and-merseyside-hpt
https://www.gov.uk/guidance/contacts-phe-health-protection-teams#cheshire-and-merseyside-hpt


 

RESPONSE TO INFECTION 

Contain any outbreak by following local health protection team advice 

Description Measures to Implement  Guidance Communication and to whom Level of 
Risk 

Actions Required Review 

Containm
ent of 
outbreaks 

• Confirmed cases should be 
reported to Public Health 
England: 
https://www.gov.uk/guidanc
e/contacts-phe-health-
protection-teams#cheshire-
and-merseyside-hpt 

• Liaise with local HPT in the 
event of multiple confirmed 
cases.  

• Follow actions/advice of 
local HPT to contain the 
spread of the virus 

• If schools have two or more confirmed cases 
within 14 days, or an overall rise in sickness 
absence where coronavirus (COVID-19) is 
suspected, they may have an outbreak, and must 
continue to work with their local health 
protection team who will be able to advise if 
additional action is required. 

• In some cases, health protection teams may 
recommend that a larger number of other pupils 
self-isolate at home as a precautionary measure – 
perhaps the whole site or year group. If schools 
are implementing controls from this list, 
addressing the risks they have identified and 
therefore reducing transmission risks, whole 
school closure based on cases within the school 
will not generally be necessary, and should not be 
considered except on the advice of health 
protection teams. 

• In consultation with the local Director of Public 
Health, where an outbreak in a school is 
confirmed, a mobile testing unit may be 
dispatched to test others who may have been in 
contact with the person who has tested positive. 
Testing will first focus on the person’s class, 
followed by their year group, then the whole 
school if necessary, in line with routine public 
health outbreak control practice. 
 

Parents/Children/Staff: 
▪ Share the protocols 
with parents with regards 
to Test and Trace and 
testing. 

Medium ▪ All staff and 
parents need to be 
fully briefed on 
protocols and 
procedures when a 
case is suspected 
and/or confirmed. 

▪  
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