
Coundon Court Covid 19 Risk Assessment  

 

Phase 2 Full Return September 2020 

 

Executive Summary 

Coundon Court will resume a full timetable operating within the boundaries of a “normal” school day. There will 

be a staggered end to the day to assist in student flow and the reduction of large groups forming. 

Students will be taught in class bubbles for core subjects at KS3 (Years 7 – 9) and have a class base that 

teachers move into. Specialist provision will see some slight changes to the bubbles as we seek to maintain a 

normal timetable. 

We need to utilise specialist rooms to allow KS4 (Years 10 & 11) students full access to the curriculum and 

proper facilities. 

KS4 and the Sixth Form will be managed as a Year Bubble as they will have to break into specialist provision 

for options choices, have staggered breaks to isolate from other year groups and have a staggered end of the 

day. 

Lunch facilities will operate and dining rooms are zoned. Toilet facilities are also zoned at break and lunch. 

A team of full time cleaners will be deployed strategically to constantly clean as rooms / facilities are vacated.  

Shared Office space will have occupancy restrictions and teachers will plan and prepare in their own 

classroom. 

Microsoft Teams will be the main communication tool as opposed to meeting in person. 

SEND and CLC activity will be restricted to small group activity with appropriate social distancing.  

Teaching will be from the front with appropriate social distancing of 2 meters where possible. 

Assessment and feedback will take place through OneNote. Exercise Books will not be collected in.  

A significant emphasis will be placed on educating students into the socially responsible behaviours 

required within a large and complex community.   
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Model COVID-19: Operational risk assessment for school reopening 
 

Assessment 
conducted by:  

Dan Clarkson & Sam 
Mohomed 

Job title: 
Headteacher 

Covered by this 
assessment: 

Staff, pupils, contractors, 
visitors, volunteers 

 

Date of 
assessment:  

24/08/20 
Review 
interval: 

Weekly 
Date of next 
review: 

September 2020 
 

Risk matrix 

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

Likelihood of occurrence 

High (very likely) Medium (possible) Low (remote) 

 

Activity Risk rating 
prior to action 

(H/M/L) 

Control measures In place? 
(Yes/No) 

Additional controls Residual risk 
rating 

(H/M/L) 

 

1. Establishing a gradual and safe approach for pupils and staff to return to school:   

1.1 Establishing if the building is safe following an extended closure 

Health and safety risk 
assessments have not been 
reviewed.  The health and 
safety audit is overdue. 

High 

 Health and safety audit conducted by nominated staff and Governor 
 Classroom audits undertaken using the HSE Health and safety risk 

checklist for classrooms 
 Risk assessments are updated or undertaken before the school 

reopens, mitigation strategies are put into place and communicated to 
staff with appropriate training covering: 
 Different areas of the school 
 Procedures for when pupils and staff enter and leave school  
 Planned movement around the school during lesson, break and 

lunch times 
 Delivering aspects of the curriculum, especially for practical subjects 

and where shared equipment is used 

Yes 

Practical subject and use of 
equipment and socially distanced 
learning activity – subject by 
subject plan required by end of 
September. No practical lessons 
using equipment until this is done.  
 
Seating Plans for KS3 class base 
bubbles will be centrally created. 

Low 

https://www.google.com/url?client=internal-element-cse&cx=015848178315289032903:hqkynptgd1o&q=https://www.hse.gov.uk/risk/classroom-checklist.pdf&sa=U&ved=2ahUKEwikhuPtzb3pAhUE3IUKHcc2BPsQFjAAegQIBBAB&usg=AOvVaw0sOBUv2VS7lvEzM7XkMIlI
https://www.google.com/url?client=internal-element-cse&cx=015848178315289032903:hqkynptgd1o&q=https://www.hse.gov.uk/risk/classroom-checklist.pdf&sa=U&ved=2ahUKEwikhuPtzb3pAhUE3IUKHcc2BPsQFjAAegQIBBAB&usg=AOvVaw0sOBUv2VS7lvEzM7XkMIlI
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Statutory compliance has 
not been completed due 
to the availability of 
contractors during 
lockdown 
 

High 

 All statutory compliance is up to date. 
 Where water systems have not been maintained throughout 

lockdown, chlorination, flushing and certification by a specialist 
contractor has been arranged. 

Yes None Low 

1.2 First Aid/Designated Safeguarding Leads 

The lack of availability of 
designated First Aiders and 
Designated Safeguarding 
Leads may children’s safety 
at risk 

High 

 First Aid certificates have been extended for three months by Gov’t 

 A programme for training additional staff is in place, using on-line 
training. 

 Collaborative arrangements for sharing specialist staff with other 
schools in the locality have been agreed though the LA 

 Potential deployment of LA central staff available Yes 

Review training programme to  
ensure compliance until at least 
December 2020. DFE has extended  
renewal dates by three months.  

 
First Aid staffs to wear full PPE and  
Work to a protocol only to  
manage severe injury, leaving  
parents to manage minor issues  
that can wait until a child gets  
home.  

Low 

 

2. Determining the number of pupils that can be accommodated within the school infrastructure 

2.1 Organisation of teaching spaces and communal areas 

Classroom sizes will not 
allow adequate social 
distancing 

High 

 Classroom size capacity audit undertaken using social distancing 
measure of 2m – maximum number of people (children and adults) 
determined 

 Timetables and staffing model determined to secure curriculum 
delivery for class-group size 

 Classrooms are re-modelled, with chairs and desks in place to allow for 
social distancing. Any surplus furniture including ‘spare’ chairs are 
removed if possible and area de-cluttered 

 Clear age appropriate signage displayed in classrooms promoting social 
distancing. 

 Ensure class groups and staff stay together consistently and do not mix 
or blend with other groups 

Yes 

Years 7 – 9 will be taught in class bases 
for core subjects and in specialist 
rooms for practical subjects.  
Student desks will face the front where 
practically possible.  
Staff will have a teaching space located 
at the front or rear of the room with at  
least 1.5m+ and ideally 2m away  
from the nearest student.   
Staff will not work at arm’s length  
normally and if required not   
without visor, mask, gloves and an  
apron. 
Windows and doors will be open 
all the time to improve air 
Circulation.  
The school site will have class and  
corridor signs  for movement  

Medium 
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flow, hygiene and social  
distancing.  
Toilet Zones will be clearly  
Labelled as will the need to queue. 

Large spaces that need to be 
used as classrooms  

High 

 Set group size limit for large spaces (e.g. hall, sports hall, dining hall) that 
match teaching group size. 

 Large gatherings of pupils and/or staff are prohibited, compliance is 
supported by signage, training and monitoring 

 Design layout and arrangements in place to enable social distancing. 

Yes 

Assemblies will not take place.  
PE, Art and Tech will be taught in 
specialist facilities with appropriate 
space for KS3 classes.  

Low 

Staff rooms and offices do 
not allow for observation of 
social distancing guidelines 

High 

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

 Staff are discouraged from congregating in communal spaces and are 
encouraged to eat observing social distance alone or with their designated 
team 

Yes 

Staff will use workrooms with an 
agreed maximum occupancy, to be 
determined by each team. A rota for 
use will allocate times for individual 
access or use of the Library as staff, 
socially distanced work space.  
 
The Main Office will have rearranged 
furniture and Perspex screens for desk 
division to create a dedicated, 
distanced work space. Reception will 
also have a Perspex screen and 
envelope post slot for deliveries. No 
other staff are allowed in this space.  

Medium 

 

2.2 Availability of staff and class sizes 

The number of staff who are 
available is insufficient to 
safely teach classes in 
school, operate effective 
home learning schemes and 
safeguard children not in 
school 

 

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

 Staff members with concerns / issues need to follow the Covid 19 related 
guide at the end of this document.  

 Staff are aware of the current symptom checker for Covid-19, including 
high temperature, persistent cough and loss of taste and smell and 
understand that they are not permitted to attend school if they or a 
household member is symptomatic 

 All staff are aware of the testing procedure and report their illness or the 
illness of a household member immediately to enable testing to take place. 

 Full use is made of those staff who are self-isolating or shielding but who 
are well enough to teach lessons online. 

 Flexible and responsive use of teaching assistants and pastoral staff is in 
place to supervise classes under the direction of a teacher if required 

 Teaching assistants are attached to one class or cohort bubble in order to 
mitigate any risk of cross-contaminating bubble whilst managing the 
needs of our most vulnerable SEN students. 

Yes 

A Full staff briefing is required on  
updated symptoms and vulnerable staff  
classifications as well as the working 
expectations.  
 
Individual letters sent to all staff asking  
vulnerable staff to clarify their position 
Staff will be encouraged to share  
concerns with their line manager and  
where possible alternative activity to  
class based work will be found. When  
needed to work with students the risk  
assessment does ensure safe working  
DFE guidance.  
Local authority VERA risk assessments 

will be completed by all staff.   
Teaching assistants will have a 1m+ 

box allocated to them somewhere 

Low 
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 A blended model of home learning and attendance at school is utilised 
until staffing levels improve. 

 An appropriate hierarchy of deputization is in place should a senior leader 
be unavailable.  This might include external leadership capacity 

in the allotted classroom to support 
students in their classroom.  

The Core Leadership Team is  
supplemented by an experience  
extended leadership team who have  
experience of managing the school  
independently. The updated Coventry 

Covid 19 plan is on the SharePoint 
drive.  

VERAS will be completed for staff who 
have an identified need. 

 

2.3 Testing and managing symptoms 

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

High 

 Guidance on accessing a priority test for symptomatic household members 
has been brought to the attention of all staff  

 Staff share the outcome of the test with their employer Yes 

We will follow the Public Health 
England protocol – see end of 
document. 
All those sent home suspected of 
symptoms will have duty of care follow 
up calls daily until the results are 
known.  

High 

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

High 

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

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

 Procedures are in place to deal with any pupil or staff displaying symptoms 
at school.  This includes safe isolation procedures, departure and cleaning. 

 A record of any COVID-19 symptoms in staff or pupils is reported to the 
trust or local authority.  Public health advice is followed. 

Yes 

Remind parents and students of their 
obligations in routine communications 
home.  
Students displaying symptoms to be 
self-isolated in the Medical Room with 
a teacher attending outside the room.   
Parents will be directed to the room to 
pick up the student and will be 
supported by a member of the core LT. 
Room to be cleaned after use. Parents 
to be issued with the PHE guide as to 
reporting and testing.  

High 

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

Medium 

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

 This guidance has been explained to staff and pupils as part of the 
induction process and systems are in place to validate understanding 

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

Yes 

Weekly Review of website information 
and links created 
Use Edulink, Twitter and Website to 
update parents weekly through the HT 
Update Low 
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Staff, pupils and parents are 
not aware of the school’s 
procedures should there be 
a confirmed case of COVID-
19 in the school 

Medium 

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

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

Yes See above Low 
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2.4 Prioritising provision: determining which children will be in school, taking not account social distancing requirements and staffing 

The continued prioritisation 
of vulnerable pupils and the 
children of critical workers 
will create ‘artificial groups’ 
within schools when they 
reopen 

High 

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

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

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

 A plan is in place for the phasing in of the other cohorts at phase 2 
 Ongoing risk assessments are in place to identify children whose 

circumstances may have changed when initial decisions were made 

Yes 

Routine home contact is tracked 
weekly through the Vulnerable Student 
Tracker and done through the Inclusion 
team and monitored by the Inclusion 
Manager.  
All VP and EHC risk 
assessments will be  
reviewed and recorded. 
  

Medium 

Children who most need to 
be in school, may not be 
identified through the age 
categorisation or parental 
decision 

High 

 Vulnerable pupils including those with an EHC Plan have been subject to a 
risk assessment under the LAs guidance for SEND (based on Government 
guidance) 

 Children who need to develop early learning skills, are experiencing 
emotional withdrawal or anxiety are identified 

 Children with significant underlying health conditions that place them at 
risk and those who are shielding are not in school 

 Children where a household member is identified as clinically vulnerable or 
clinically extremely vulnerable are not in school 

Yes 

All EHC and highly vulnerable CLC 
students have been subject to a risk 
assessment and a plan for each exists 
to manage their return to school.  
The Inclusion Manger has a tracker of  
all vulnerable students, they are  
engaged weekly to assess their  
individual positions.  

Medium 

 

3 Preventative measures to reduce risk of transmission through breaches of social distancing or good hygiene 

3.1  Staff induction and CPD  

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

Medium 

A virtual induction and CPD programme is delivered to all staff prior to 
reopening, which includes: 
 Infection control 
 Fire safety and evacuation procedures 
 Constructive behaviour management 
 Safeguarding 
 Risk management 

Yes 

The updated Staff and Student Working 
Expectations document will give a clear 
message about safe practice, the need 
for social distancing and not at arms’ 
length working.  
HT will lead a full staff meeting on the 
training day to present the key 
requirements. Staff will have a chance 
to raise questions in advance to clarify 
matters.  
The Behaviour Policy has been 
amended and is set out within the 
Working Expectations booklet for staff 
and students.  
Any major policy review will be 
summarised onto a single A4 document 
to ease the information load. These will 

Low 
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located on the Staffroom SharePoint 
area.  

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

Medium 

 Induction programmes are in place for all new staff – either online or in-
school – prior to them starting. 

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

All new staff starting in June have a 
virtual induction process. 
HT updates are issued weekly 
New staff will have access to policies 
and the risk assessment through their 
Learning Team Leader before they have 
access to the schools’ network.  

Low 

 

3.2  Communication strategy  

Key stakeholders are not 
fully informed about 
changes to policies and 
procedures due to COVID-19, 
resulting in risks to health 

Medium 

 Communications strategies for the following groups are in place: 
 Staff 
 Pupils 
 Parents 
 Governors/Trustees 
 Local authority 
 Professional associations including Trade Unions 
 Other partners including peripatetic staff and health professionals 

Yes 

Key information has been sent to 
Governance and staff prior to Phase 2 
for consultation. Key information will 
then be shared directly with parents 
about the school’s rationale for 
returning. 
Key information has been shared with 
health professionals and outside 
agencies supporting our SEN students’ 
physical, emotional and behavioural 
needs in the transition back to school.  

Low 

There is a lack of clarity and 
understanding in 
maintaining social distancing 
and good hygiene 

Medium 

 Clear signage is in place at all school entrances, reception, toilets, washing, 
teaching, social and communal areas promoting the 2-metre rule, good 
handwashing and ‘catch it bin it’ rules. 

 Clear floor markings identify 2 metre spaces and one-way systems in 
corridors and thoroughfares to ensure safe distancing when travelling in 
and around the building or the external environment, including arrival and 
leaving procedures. 

 All systems and procedures are visibly modelled by leaders and routinely 
monitored and reviewed throughout the day. 

Yes 

Clear access / exit routes will be 
published in the Student Working 
Expectations guide and with signage.  
Floor marking installed across the 
school. 
Students will enter and depart the site 
through one of three gates, according 
to their year group.  
Staggered break and lunch times will 
create space for socially distanced 
movement.  

Low 

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

Medium 

 As part of the overall communications strategy referenced in parents are 

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

on a weekly basis using a range of communication tools. 

 A COVID-19 section on the school website is created and updated.  
 Parent and pupil handbooks/information leaflets are created. 

Yes 

The Website and a Student SharePoint  
Page has been developed and key 
information shared prior to the  
students return in Phase 2. Low 

Parents and carers may not 
fully understand their 
responsibilities should a 
member of their household 

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

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

See above 

Low 
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or a  child show symptoms of 
COVID-19 
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4 Planning movement around the school 

Movement around the 
school risks breaching social 
distancing guidelines 

High 

 Circulation plans have been reviewed and revised. 
 One-way systems are in place where possible. 
 Corridors are divided where feasible. 
 Appropriate signage is in place to clarify circulation routes. 
 Pinch points and bottle necks are identified and managed accordingly. 
 Movement of pupils around school is minimised as much as possible, with 

pupils staying in classrooms and utilising any external learning 
environment that is available 

 Pupils are regularly briefed regarding observing social distancing guidance. 
 Appropriate levels of supervision and guidance are in place 

Yes 

Phase 2 has a quick reference guide for 
staff, parents and students with daily 
expectations for managing a limited 
space. 
Entry and exit through allocated gates. 
Staggered breaks reduced congestion. 
Staggered departure reduces 
congestion and supports social 
distancing on way home.  
Students will not wait outside of rooms 
and subject teams will police their 
areas to ensure no congestion and 
good behaviour. Leadership will patrol 
an allocated block at every lesson start 
time on a rota.  

High 

4.1 Management of social distancing in the reception area 

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

Medium 

 No visitors are allowed on the premises without a pre-arranged 
appointment  

 Any visitors are provided with clear guidelines on behaviours whilst on 
premises – ideally sent electronically in advance of the visit 

 Non-contact signing in arrangements are in place that do not require 
writing or electronic entry by the visitor 

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

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

 Non-essential deliveries and visitors to school are minimised. 
 Arrangements are in place for segregation of visitors. Yes 

The simple rule is no visitors unless 
contractors, vaccination teams, 

healthcare professionals,  
deliveries or parents collecting an ill  
student. All other communication can  
be delivered through email, phone or  
video.  
Social Care can visit at 3.00 pm for  
individual student essential contact.   
Non-contact signing in exists. Gloves  
will be available for use of the screen. 
Reception Staff will keep the window  
shut at all times. They will also have a  
mask and visor if required. 
2m marking will be set by the main 
gate for any queuing to access the site.   
Signs will only ask for one person at a  
time in Reception. 2m markings will  
support a distanced queue 
Contractors for two separate building 
works will have their own signing in 
processes and submit registers daily via 
email. 
Reception furniture will be removed to 
prevent waiting.  

Low 
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The Main Office is only open to its own 
staff at all times.  
No one must enter anyone’s isolated 
work space for any reason. 
Parcels etc. will be managed by SSO’s 
with gloves and left in a quarantine 
area for 48 hours. 

 

4.2   Management of Aggress and Egress – arrival and departure  

The start and end of the 
school day create risks of 
breaching social distancing 
guidelines 

 
 
 
 
 

 
High 

 
 
 
 

 Parents have clear information on drop-off, pick up procedures whether on 
foot or driving with clear signage in place 

 Start to the day is controlled and departure times are staggered to reduce 
pinch points and risk of breach. 

 A clear traffic management scheme is in place that allows safe queuing of 
vehicles monitored on the school gate with a drop-off and go procedure in 
place 

 All available safe exits are utilised to leave the school building, with clear 
safeguarding procedures in place to ensure children are handed over to 
their parents 

 Segregation of groups is considered wherever practicable  
 Floor markings are visible where it is necessary to manage any queuing. 

Yes 

See Student Working Expectation 
Guide. 
Students and parents will have a clear 
statement on working expectations and 
responsibilities.  
All students will receive a weekly 
presentation on expectations, the 
wider issues that Covid 19 presents 
society and wellbeing and resilience. 
Parents and Students will receive a 
weekly update on school life and any 
adjustments that are required.  
 
Masks will be required on the Allesley 
Bus. Students will be briefed and a staff 
member on duty to support 
enforcement. Masks must be carried in 
a sealed bag i.e. Ziploc type during the 
day.  

High 

Pupils and parents 

congregate at exits and 

entrances, making social 

distancing measures difficult 

to apply 

High 

 

 Start to the day is controlled and finish times are staggered. 

 The use of available entrances and exits is maximised. 

 Social distancing guidelines are reinforced at entrances and exits through 

signage and floor/ground markings, including external drop-off and pick-

up points. 

 Weekly messages to parents stress the need for social distancing at 

arrival and departure times. 

Yes See above High 

 

4.3 Management of classrooms and teaching spaces 
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The size and configuration of 
classrooms and teaching 
spaces does not support 
compliance with social 
distancing measures  

 

 Home base arrangements are in place. 
 Net capacity assessment is completed, with each classroom and teaching 

space compliant with social distancing measures and in line with local and 
government guidance  

 All furniture not in use has been removed from classrooms and teaching 
spaces into safe storage 

 Arrangements are reviewed regularly. 
Yes 

All classrooms have been aligned for 
safe teaching with social distancing 
measures in place. 

The CLC and SEND teams will operate  
at 1m+ and ideally 2m social distancing,  
largely through small group activity in  
appropriately sized and ventilated  
rooms as well as in allotted 1m+ 

signage in a designated bubble 
within a classroom. 

 
Where items of equipment cannot  
readily be removed they will be taped  
off or signed to ensure non-use.  

High 

 

4.4 Management of movement in corridors 

Social distancing guidance is 
breached when pupils 
circulate in corridors 

High 

 Circulation plans have been reviewed and amended. 
 One-way systems are in operation where feasible. 
 Corridors are divided where feasible. 
 Circulation routes are clearly marked with appropriate signage. 
 Any pinch points/bottle necks are identified and managed accordingly. 
 The movement of pupils around school is minimised as much as possible. 
 Where possible, pupils and staff stay in classrooms or in designated 

external areas 
 Pupils are reminded regularly to observe social distancing guidance whilst 

circulating, supported by signage 
 Appropriate supervision levels are in place. 

Yes 

Staggered breaks and a three period  
day reduces congestion risk. 
Staff will police all areas at lesson starts  
to supervise students behaviour and  
flow.  
The Leadership team and allocated  
support staff i.e. Progress Mangers will  
police all blocks on a daily rota /  
allocation. 
Years 7 – 9 will be taught core lessons  
in a class base.  
Toilets are zoned.  
 

High 

 

4.5 Management of social distancing at break times 

Pupils may not observe 
social distancing at break 
times 

High 

 Break times are staggered. 
 External areas are designated for different groups. 
 Pupils are reminded about social distancing as break times begin. 
 Social distancing signage is in place around the school and in key areas. 
 Supervision levels have been enhanced, especially with younger pupils, 

to support social distancing. 

Yes 

Lesson starts are staggered.  
Duties are located strategically around  
the site including the dining areas  and  
toilet zones.  All  staff have  
responsibility for routine policing of  
teaching blocks.  
Students will have year zones for social  
time. 

 
High 
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4.6 Management of social distancing at lunch times 

Pupils may not observe 
social distancing at lunch 
times 

High 

 Pupils are reminded about social distancing as lunch times begin. 
 Pupils sanitise their hands before and after eating. 
 Dining area layouts have been configured to ensure social distancing.  
 Tables and chairs have been cordoned off where this is not possible. 
 Floor markings are used to manage queues and enable social distancing. 
 Additional arrangements are in place, such as staggering lunch times, 

delivering grab bags to classrooms, pupils eating in classrooms or other 
spaces. 

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

 Eating areas are cleaned after lunch. 

Yes 

Hand sanitising  stations are deployed 
at  

all key entrances, classroom bases  
and main entrances.  
 
Signs will remind students of the need 
for good hygiene.  
 
Dining provision will be simplified to 
manage / speed up queuing. It cannot 
be avoided or socially distanced. 
Seating will be as spaced as is possible 
within the constraints that exist. 
Students will be allowed to eat outside.  

 

Phase 1 Low 
 
 

 

4.7 Management of social distancing and hygiene in the toilets 

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

High 

 Zones for toilets and hand washing have been established and are 
monitored. 

 Floor markings are in place to enable social distancing. 
 Pupils know that they can only use the toilet one at a time. 
 Pupils are encouraged to access the toilet during class/throughout the day 

to help avoid queues. 
 The toilets are cleaned frequently. 
 Monitoring ensures a constant supply of soap and paper towels. 
 Bins are emptied regularly.  
 Pupils are reminded regularly on how to wash hands and young children 

are supervised in doing so. Signage is in place 

Yes 

Toilets will be zoned for breaks. They 
will be routinely cleaned. 
In lesson time zones will not apply.  
 
Student numbers and supervision 
constraints within the toilets means 
that this will require an educational 
approach to create self-responsible 
behaviours in toilets distributed across 
the sites.  
 
Staff duty positions will police toilet 
zones and support queuing and good 
conduct.  

High 

 

4.8 Safety arrangements for the use of medical rooms 
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The configuration of medical 
rooms may compromise 
social distancing measures 

Medium 

 Social distancing provisions are in place for medical rooms. 
 Additional rooms are designated for pupils with suspected COVID-19 whilst 

collection is arranged. 
 Procedures are in place for medical rooms to be cleaned after suspected 

COVID-19 cases, along with other affected areas, including toilets. 
 Covid-19 first aid packs are available to ensure appropriate PPE for 

supervising staff 

Yes 

A student with suspected Covid 19 
symptoms will be isolated in the  
Medical Room with a teacher on duty  
outside. Parents will receive the  
student from the Medical Room. It will  
be cleaned afterwards.   
Chairs and ledges and walls will be  
cleaned immediately after a student  
departs.  
Any student sent home will self-move  
to the Main Reception to meet their  
Parent. They will be directed to leave  
immediately via the main gate. 
Reception will maintain a  
Covid 19 Log so we can   
support families with testing  
and reporting results. A LT member  
will be informed immediately so we 
can isolate, control and support  the 
group at risk of infection 

Medium 
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5. Securing and sustaining robust hygiene systems and procedures 

 

5.1 Cleaning 

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

High 

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

 Working hours for cleaning staff are increased to secure sufficient capacity 
to undertake an enhanced cleaning regime throughout the day 

 Sufficient supplies of soap/hand wash, paper towels, tissues and cleaning 
products are procured to ensure constant supplies ae available in every 
teaching and washing space 

Yes 

A team of cleaners will be deployed 
across the school on a daily basis with a 
cleaning regime to routinely clean 
communal areas, touch points and 
empty classrooms.  
Cleaning protocol is as follows: 
Hard surfaces to be cleaned prior to 
disinfecting. 
A combined detergent disinfectant 
solution or chlorine-based cleaner is to 
be used. 
Extra attention is to be given to 
frequently touched areas and surfaces, 
e.g. doors, toilets, door handles, 
phones, light switches and door fobs, 
etc. 
Hand towels and hand wash are to be    
checked and replaced as needed by the 
Site Services Officer and cleaning staff. 
Enhance the cleaning regimes for toilet 
facilities, particularly door handles, 
locks and the toilet flush, etc.   
Only cleaning products supplied by the 
school are to be used. 
Bin liners should be used in all bins 
Cleaning stores are fully supplied, and 
all toilets have soap dispensers.  
Stocks are well managed. Disinfectant 
upgraded to anti-virus specification.  

Low 

5.2 Hygiene and handwashing 

Inadequate supplies of soap 
and hand sanitiser mean 
that pupils and staff do not 
wash their hands with 
sufficient frequency 

High 

 An audit of handwashing facilities and sanitiser dispensers is undertaken 
before the school reopens and additional supplies are ordered 

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

Yes 

All toilets have fully stocked dispensers 
with a large amount of refills for the 
soap dispensers also in storage. 

Medium 
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Pupils forget to wash their 
hands regularly and 
frequently 

High 

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

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

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

 Pupils and staff are taught how to effectively wash their hands especially 
before and after eating, going to the toilet, or following direct contact with 
another person 

Yes 

Student Working expectations guide 
and signage will make this clear. 
All staff, students and visitors to be 
asked to do the following:  
Routinely wash hands.  
Use alcohol-based hand sanitiser 
stations around the site. 
All hand contact surfaces to be cleaned 
throughout the day. 
Posters will be displayed in toilets 
showing good practice for 
handwashing. 

High 

 

 

5.3 Personal Protective Equipment (PPE) 

Provision of PPE for staff 

where required is not in line 

with government guidelines 
High 

 Government guidance on wearing PPE is understood, communicated and 

sufficient PPE has been procured. 

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

receiving/handling deliveries; cleaning staff; first aid staff) have been 

instructed on how to put on and how to remove PPE carefully to reduce 

contamination and also how to dispose of them safely).  

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

handwashing. 

Yes 

Staff will be allowed to wear masks,  
face shields and gloves. 
First Aid rota staff will be trained  
in proper use of PPE. A safe disposal  
bin will be located at Student  
Reception.  
Visiting healthcare professionals will 

be required to wear full PPE when 
providing students with SEN 
intimate care. 

Students will be given the option to  
face masks / gloves at school and  
they will be supported to do so.  
IT staff will have gloves, mask and  
visor for entry into IT rooms with  
students present for close up  
technical work.  

Low 
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6. Curriculum organisation 

Children may need to re-
socialise and familiarise with 
new routines 

High depending 
on individual 

context 

 Consideration should be given on planning what to teach, and how, taking 
into account the temporary disapplication of the curriculum 

 The priorities for young children currently is resocialisation into new style 
school routines; speaking and listening and regaining momentum in 
particular with early reading. 

Yes 

Phase 2 will continue to support home 
learning and individual student reviews 
of their engagement. 
 
A separate curriculum reset and 
recover plan is found within the annual 
development plan.  
 
Students will all receive a presentation 
on Covid 19 and their responsibilities 
 
The Student Working Expectations 
guide will set out responsibilities 
clearly.  

Low 

Children may have fallen 
behind in their learning 
during the school closure 
and achievement gaps will 
have widened 

High depending 
on individual 

context 

 Gaps in learning are assessed and addressed in teachers’ planning. 
 Home and remote learning is continuing and is calibrated to complement 

in-school learning and address any gaps identified to minimise inequality 
 Plans for intervention are in place for those pupils who have fallen behind 

in their learning. 

Yes 
See above 
 
 

High 

Pupils moving on to the next 
phase in their education do 
not feel prepared for the 
transition 

High depending 
on individual 

context 

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

 Virtual tours of the school are available for parents and pupils. 
 Online induction days for pupils and parents are planned. 

Yes 

A Y6 transition Plan is in place and 
subject to development. It will feature 
a virtual tour, staff talking heads and 
activities. 
 
A phased restart in the first week and 
half in September will allow for Year 6 
transition, Y12 induction and a reset 
induction for all students. This 
induction will set out the working 
practicalities and social responsible 
behaviours required.  

Low 
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7. Enhancing mental health support for pupils and staff 

7.1 Mental health concerns – pupils 

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

Medium 
depending on 

individual 
context 

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

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

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

 Resources/websites to support the mental health of pupils are provided.  
Yes 

The website contains links to wellbeing 
resources. 
A regular tutorial session is allowed for 
daily to support students. 
The CLC will continue to support the 
most vulnerable through small group 
activity. Where possible the groups will 
be formed from within class and year 
bubbles.  
Virtual Assemblies will promote key 
messages.  
Counselling will take place subject to 
availability and a suitable risk 
assessment for socially distanced 
conversation.  
Special, small group induction sessions 
will take place in September for the 
most vulnerable.  

Low 

7.2 Mental health concerns – staff 

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

Medium 
depending on 

individual 
context 

 Staff are encouraged to focus on their wellbeing. 
 Line managers are proactive in discussing wellbeing with the staff that they 

manage, including their workload. 
 Staff briefings and training have included content on wellbeing. 
 Staff briefings/training on wellbeing are provided. 
 Staff have been signposted to useful websites and resources. 

Yes 

Staff well-being resources will be 
distributed via the virtual staff room. 
The Staff Mental health lead will deliver  
this throughout the summer term and  
into the autumn.  

Low 

Working from home can 
adversely affect mental 
health 

Medium 
depending on 

individual 
context 

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

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

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

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

No 

We have a sensible and proportionate  
home / distance learning policy that  
balances student need against the  
domestic and personal needs of  
staff.  
Microsoft Teams is used as the main  
communication / networking tool by  
Learning Teams.  
All vulnerable staff will have the  
opportunity for a risk assessment and a  
support plan.  

Low 

7.3 Bereavement support 
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Pupils and staff are grieving 
because of loss of friends or 
family 

High 

 The school has access to trained staff who can deliver bereavement 
counselling and support. This includes the Council’s critical incident team 

 Support is requested from other organisations when necessary. 
Yes 

Counselling provision via the phone  
exists and will be offered as required.  
Line Management is being used to  
engage with and support staff in  
challenging circumstance.   

Low 

8 Governance and policy 

8.1 The role of Governors 

Lack of governor oversight 

during the COVID-19 crisis 

leads to the school failing to 

meet statutory 

requirements. 

Medium 

 The governing body continues to meet regularly via online platforms. 

 The governing body agendas are structured to ensure all statutory 

requirements are discussed and school leaders are held to account for their 

implementation. 

 The Headteacher’s report to governors includes content and updates on 

how the school is continuing to meet its statutory obligations in addition to 

covering the school’s response to COVID-19. 

 Regular dialogue with the Chair of Governors and those governors with 

designated responsibilities is in place. 

 Minutes of governing body meetings are reviewed to ensure that they 

accurately record governors’ oversight and holding leaders to account for 

areas of statutory responsibility. 

Yes 

A routine COG meeting with the Core 

LT is scheduled.  

Two Full Governing Meetings will be 

conducted in the Summer Term to 

process key agenda items.  

Governor Hub allows for routine 

updates and information sharing 

A normal schedule of meetings will run 

through AY2021 but through Microsoft 

Teams.  

Low 

Governors are not fully 
informed or involved in 
making key decisions 

Medium 

 Online meetings are held regularly with governors. 
 Governing bodies are involved in key decisions on reopening. 
 Governors are briefed regularly on the latest government guidance and its 

implications for the school. 

Yes 

See above 

Low 

 

8.2 Policy review  

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

Medium 

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

 Staff, pupils, parents and governors have been briefed accordingly. 
 Governors have approved revisions 

Yes 

All major policy updates will be 
summarised on A4 updates to ease 
information load.  
The Safeguarding Policy has a Covid 
update. 
The Fire Evacuation Policy will be 
updated weekly due to Contractors on 
site.  
The Behaviour Policy has new 
responsibilities laid out on the Student 

Low 
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and Teacher Working Expectation 
Booklet.  
Clear attendance tracking routines are 
in place for key worker and vulnerable 
students.  
Attendance will be tracked in line with 
national expectations. 

9. Other operational issues 

9.1 Review of fire procedures   

Fire procedures are not 
appropriate to cover new 
arrangements 

Medium 

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

 Reduced numbers of pupils/staff 

 Possible absence of fire marshals 

 Social distancing rules during evacuation and at muster points 

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

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

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

Ongoing as 
phases 
evolve 

A revised fire drill summary will be  
published routinely as the site building  
works and expansion require.  
 
Fire Drill class lines are established on  
upper terrace and lower courts. 
 
This will be shared on the training days  
in September.  A planned walk through  
will take place within the first three  
weeks of term.  

Low 

Fire evacuation drills - 
unable to apply social 
distancing effectively  

Seriously High 

 Plans for fire evacuation drills are in place which are in line with social 
distancing measures. 
 YES 

See above  

HIGH 

Fire marshals absent due to 
self-isolation 

Low 

 An additional staff rota is in place for fire marshals to cover any absences 
and staff have been briefed accordingly. 

Yes 

Any member of the Leadership or  
Extended Leadership Team is able to  
act as the Fire Marshall and follow the  
process.  

Low 

9.2 Free school meals  

Pupils eligible for free school 
meals do not continue to 
receive vouchers on the days 
that they are not in school 

Medium 

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

In Phase 2 the dining room will operate 
and students will have access to their 
entitlement.  

Low 
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9.3 Contractors working on the school site 

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

Medium 

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

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

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

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

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

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

Yes 

Main build contractor will have their 
own strict procedures in place and will 
be working in a separate compound to 
the school. The contractors also have 
their own site entrance. 
 
Contractors will notify Reception by 
9.30 am daily of all staff present on 
site.  
 
The car park construction team will 
have their own practices and 
procedures in place will be given a 
school gate card to allow access 
straight into their compound and 
working area. 
 
Other engagement - only contractors 
carrying out essential maintenance 
deemed necessary to the safe running 
of the school are to be allowed on site 
and will read and comply with signs in 
reception regarding good hygiene. 

  
Site inductions are to be carried out 
following social distancing principles 
(1m+ and ideally 2m). 
Staff and contractors are to maintain a 
safe distance between themselves and 
others. 
Strict hygiene rules to be implemented, 
all contractors are to be asked to do 
the following:  
Wash hands on entry into individual 
work areas – or use alcohol-based hand 
sanitiser. 
Repeat the hand washing/sanitising 
every hour. 
The contractor is to notify the premises 
staff of all areas visited, in order that 
these can then be thoroughly cleaned. 
 

Low 
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10. Additional site-specific issues and risks 

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

Classroom 
Practice 

High 

We do not accept that social distancing does not apply in a different way 
in a classroom. The 1m+ and ideally 2m rule will apply in all contexts as 
far as is practically possible 

 

Staff come too close to students as determined by the 2m rule.  

Students choose to wilfully challenge the social distancing expectations. 

Staff and students forget the rules due to prior learnt behaviour and a 
desire to teach and learn fully. 

Students behave inappropriately and place staff at risk of infection and 
undue challenge and stress. 

Staff and students come into contact with each other’s equipment and 
materials. 

Students need to leave the classroom and have to walk in close proximity 
to others. 

 

In this sections teachers refers to anyone working with students.  

 

Yes 

A classroom protocol for staff and students will be followed on the basis of engage, 
explain and enforce.  

Teachers will monitor and support student activity from afar i.e. the desk at, at 
least 1m+ and ideally 2m distance from the nearest student, 

Teachers will not work directly with any individual at or less than arm’s length.  

Conversations will take place across the room and teachers will not circulate the 
room as social distancing will not allow this. 

Students will not pass items to a teacher for physical checking. Work can be 
submitted via email. Students can photograph work and email.  As Phase 2 evolves 
OneNote will become the means of exchange for feedback and assessment 

A clear protocol for entry and exiting will be in place. Toilet access will only be in 
an emergency. It will be strongly discouraged. Staff will direct a prompt departure, 
monitor and challenge any attempt at social interaction with others.  

Students who do not comply will stand outside the room and be picked up, 
engaged, explained by the LT on duty and if a second problem occurs they will be 
isolated and sent home in line with the guidance. 
 
 CLEEPS guidance to be reviewed and each subject area to have a risk assessment 
to determine the range and scope of practical activity possible.   
 
Teachers will have their own teaching kit including whiteboard markers, eraser and 
laptop. Laptops must be carried in their bags for protection.  
 
Projectors are designated to rooms and wipes will be available in each room for 
the teacher to clean them.  
 
Rooms and corridors will be well signed.  
 
Tissues will be provided for all employees and pupils. Employees and pupils should 
use their tissues when coughing or sneezing and then place the used tissue in the 
bin before washing hands. 
 
Peripatetic Staff will have their own, individual risk assessment monitored and 
supported by the Head of Performing Arts. No lessons can take place without this 
being signed off by the Headteacher.  
 

High 

CC Framework for managing Covid 19 related staff absence – to be reviewed in August as the Government issues guidance 
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Coronavirus (COVID-19) and Coventry schools – (Draft: version 06.07.20) 
 
1    Context and background 
This document sets out the actions that schools and others should take where members of the 
school community have coronavirus (COVID-19) symptoms.  This draft document (for comment) 
is informed by the DfE Guidance for full opening: schools (Published 2 July 2020) - which is 
aimed at schools full opening in the Autumn term (2020). 
 
It sets out four sets of scenarios: 
 Scenario A: Where one person within a school community has coronavirus (COVID-19) symptoms 

 Scenario B: Where two or more people within a school community have coronavirus (COVID-19) symptoms 

 Scenario C: Geographical community coronavirus (COVID-19) outbreak 

 Scenario D: Coventry-wide coronavirus (COVID-19) outbreak 

 
Please note that this document sits within the context of the  Coventry, Solihull and 
Warwickshire Outbreak Control Plan 
 
 
2    Scenario A: Where one person within a school community has coronavirus (COVID- 
     19) symptoms 
 
2.1 Staying away from school 
Any member of the school community (pupils, staff and other adults) should not come into 
school if: 
 They have developed coronavirus (COVID-19) symptoms at home 

 They have tested positive for coronavirus (COVID-19) in the last 7 days  

 They are in a household with individuals who have been tested positive for coronavirus (COVID-19) in the last 14 days. 

 They have been contacted through the NHS Test and Trace programme and been advised to stay at home. 

Please also see Section 2.3: Immediate actions to be taken by the person sent home (or who 
has stayed away from school), below, for actions relating to staying away from school. 
 
 
2.2 Actions where a member of the school community has symptoms  
      developed whilst in school 
 If a member of the school community becomes unwell with a new, continuous cough or a high temperature, or has a 

loss of, or change in, their normal sense of taste or smell (anosmia), they must be sent home. 

 The school should contact the parents or carers of the children/young person affected to arrange for them to be 
collected.  

 Whilst the child/young person is awaiting collection, they should be taken, 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. Any adult who becomes unwell should also be isolated. 

 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 a detergent followed by a disinfectant (with at least 1,000 ppm 
chlorine) before being used by anyone else. 

 PPE must 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). More information on PPE use can be found in the safe 
working in education, childcare and children’s social care settings, including the use of personal protective equipment 
(PPE) guidance. 

 In an emergency, call 999 if they are seriously ill or injured or their life is at risk. Do not encourage them to visit the GP, 
pharmacy, urgent care centre or a hospital, but they should call these services, or 999 in an emergency. 

 Symptomatic cases should be reported immediately to the Health Protection Team in 
Public Health England. (For information on the current case definition please see here.) 
using the online reporting system available 
here:  https://surveys.phe.org.uk/TakeSurvey.aspx?SurveyID=n4KL97m2I  or by telephone 
to 0344 225 3560 (option 0 option 2) 

 In addition, the 111 online Coronavirus advice service is available here or you can call 111 if you are unable to access 

the online platform. This service can help you decide what you need to do. Use this service if you are unclear about 
what to do regarding your symptoms.  

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.coventry.gov.uk/downloads/file/33327/coventry_solihull_and_warwickshire_outbreak_control_plan
https://www.coventry.gov.uk/downloads/file/33327/coventry_solihull_and_warwickshire_outbreak_control_plan
https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works#people-who-develop-symptoms-of-coronavirus
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/wuhan-novel-coronavirus-initial-investigation-of-possible-cases/investigation-and-initial-clinical-management-of-possible-cases-of-wuhan-novel-coronavirus-wn-cov-infection
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsurveys.phe.org.uk%2FTakeSurvey.aspx%3FSurveyID%3Dn4KL97m2I&data=02%7C01%7Cliannbrookes-smith%40warwickshire.gov.uk%7Cf4eca83c1b5d462c25ac08d803c35ad2%7C88b0aa0659274bbba89389cc2713ac82%7C0%7C0%7C637263484865357082&sdata=1f38W%2BonrbD0375zuN8P9X3TmKsABVLFPWsE4O3U0WE%3D&reserved=0
https://111.nhs.uk/covid-19
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 However, if you have COVID-19 symptoms, you should book a test by going through the online portal: 

https://www.nhs.uk/conditions/coronavirus-covid-19/ or phoning 119.  

 The person (or for a pupil, their parents/carers), should be asked to inform the school of the results of a test immediately. 

 The school needs to be cleaned appropriately 1. This includes:  
o All surfaces that the symptomatic person has come into contact with must be cleaned and disinfected, 

including: objects which are visibly contaminated with body fluids 
o All potentially contaminated high-contact areas such as bathrooms, door handles, telephones, grab-rails in 

corridors and stairwells 
o Disposable cloths or paper roll and disposable mop heads should be used to clean all hard surfaces, floors, 

chairs, door handles and sanitary fittings, following one of the options below (when there has been a 
symptomatic case in the school): 

o Either a combined detergent disinfectant solution at a dilution of 1,000 parts per million available chlorine or 
a household detergent followed by disinfection (the disinfectant should have at least 1000 parts per million 
chlorine). Note: if an alternative disinfectant is used within the organisation, this should be checked and 
ensure that it is effective against enveloped viruses. 

 Any waste from possible cases and cleaning of areas where possible cases have been (including disposable cloths 
and tissues): 

o Should be put in a plastic rubbish bag and tied when full. 
o The plastic bag should then be placed in a second bin bag and tied. 
o It should be put in a suitable and secure place and marked for storage until the individual’s test results are 

known. 
o Waste should be stored safely and kept away from children. You should not put your waste in communal 

waste areas for at least 72 hours. 

 Infection prevention & control precautions should continue to be implemented including: 

o Good hand hygiene should be implemented before entering and after leaving the setting – see hand 
hygiene  

o Ensuring that everyone (staff and pupils) catch coughs and sneezes in tissues. If you do not have a tissue to 
hand then use the crook of your elbow rather than hands. Dispose of tissues promptly in a waste bin and then 
perform hand hygiene.   

 
 
2.3   Immediate actions to be taken by the person sent home (or who has stayed away 
from school) 
 The person sent home should be advised to follow ‘stay at home: guidance for households with possible or confirmed 

coronavirus (COVID-19) infection’,  

 The person sent home must self-isolate for at least 7 days and until well (including no fever for 48 hours). The result of 
the test may change this isolation period a little (see below for teste results)  

 Other members of their household (including any siblings) should self-isolate for 14 days from when the symptomatic 
person first had symptoms. The result of the test may change this isolation period a little (see below for teste results)  

 The person sent home should arrange to have a test immediately to see if they have coronavirus (COVID-19).  

 Tests can be booked online through the NHS testing and tracing for coronavirus website, or ordered by telephone via 
NHS 119 for those without access to the internet. Essential workers, which includes anyone involved in education or 
childcare, have priority access to testing. 

 Note that in the DfE Guidance for full opening: schools (Published 2 July 2020), the following is 

stated regarding testing, “The government will ensure that it is as easy as possible to get a test through a wide range 
of routes that are locally accessible, fast and convenient. We will release more details on new testing avenues as and 
when they become available and will work with schools, so they understand what the quickest and easiest way is to 
get a test. By the autumn term, all schools will be provided with a small number of home testing kits that they can give 
directly to parents/carers collecting a child who has developed symptoms at school, or staff who have developed 
symptoms at school, where they think providing one will significantly increase the likelihood of them getting tested. 
Advice will be provided alongside these kits.” 

 
 
2.4  Actions following the outcome of coronavirus (COVID-19) test result 
 
 
2.4.1  Finding out the test result 
Individuals will be sent their own test results directly (which they should be asked to 
communicate with the school). Test results should be returned within 24-48 hours.  
 
 

                                                
1 https://www.gov.uk/government/publications/COVID-19-decontamination-in-non-healthcare-
settings/COVID-19-decontamination-in-non-healthcare-settings  

https://www.nhs.uk/conditions/coronavirus-covid-19/
https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
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/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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2.4.2  Actions following a NEGATIVE test result 
 
a)   What the individual person should do 

 If the person with symptoms tests negative for COVID-19, they are allowed to return to 
school if they are well, including not having a temperature for 48 hours AND all in their 
household who have COVID-19 symptoms have also tested negative (important as there 
remains some risk of false negatives). Their household can also stop isolating if those 
criteria are met.2  

 
 
b) What the school should do 
 No further action is needed by the school. 

 
 
2.4.3  Actions following a POSITIVE test result 
 
a) What the person should do following a positive test result 

 If the person tests positive, they should follow the ‘stay at home: guidance for households 
with possible or confirmed coronavirus (COVID-19) infection’ and must continue to self-
isolate for at least 7 days from the onset of their symptoms and then return to school only if 
they are well (and have not had a high temperature for 48 hours)  - note that symptoms of a 
cough or loss of sense of smell/taste may persist, as they can last for several weeks once 
the infection has gone. The 7-day period starts from the day when they first became ill.  

 Other members of their household should continue self-isolating for the full 14 days. 
 
b) What the school should do following a positive test result 

 Schools must take swift action when they become aware that someone who has attended has tested positive for 
coronavirus (COVID-19).  

 Schools should contact the local Health Protection Team in Public Health England (on 0344 225 3560 (option 0 option 
2). 

 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 (from 2 days before they developed symptoms and for the duration 
of their illness), and ensure they are asked to self-isolate. The Health Protection Team will work with schools in this 
situation to guide them through the actions they need to take.  

 Based on the advice from the Health Protection Team, schools must send home those people who have been in 
close contact with the person who has tested positive, advising them to self-isolate for 14 days since they 
were last in close contact with that person when they were infectious. Close contact means: 

o 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) 

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

o Travelling in a small vehicle, like a car, with an infected person 

 The Health Protection Team will provide definitive advice on who must be sent home. To support them in doing so, we 
recommend schools keep a record of pupils and staff in each group, and any close contact that takes places between 
children and staff in different groups (see section 5 of system of control for more on grouping pupils). This should be a 
proportionate recording process. Schools do not need to ask pupils to record everyone they have spent time with each 
day or ask staff to keep definitive records in a way that is overly burdensome. 

 A template letter will be provided to schools, on the advice of the Health Protection Team, to send to parents and staff 
if needed. Schools must not share the names or details of people with coronavirus (COVID-19) unless essential to 
protect others. 

 
 
c) What household members of contacts who are sent home should do 

Household members of those contacts who are sent home do not need to self-isolate 
themselves unless the child, young person or staff member who is self-isolating subsequently 
develops symptoms.  
 

                                                
2 https://www.nhs.uk/conditions/coronavirus-COVID-19/testing-and-tracing/what-your-test-result-means/ 

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/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#five
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/what-your-test-result-means/
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d) What others who have been asked to self-isolate should do 

If someone in a class or group that has been asked to self-isolate develops symptoms 
themselves within their 14-day isolation period they should follow ‘stay at home: guidance for 
households with possible or confirmed coronavirus (COVID-19) infection’. Should anyone who 
has been asked to self-isolate become symptomatic, They should get a test, and: 
 If the test delivers a negative result, they must remain in isolation for the remainder of the 

14-day isolation period. This is because they could still develop the coronavirus (COVID-19) 
within the remaining days. 

 If the test result is positive, they should inform their setting immediately, and must isolate for 
at least 7 days (and until well and have not had a high temperature for 48 hours) from the 
onset of their symptoms (which could mean the self-isolation ends before or after the original 
14-day isolation period). Their household should self-isolate for at least 14 days from when 
the symptomatic person first had symptoms, following ‘stay at home: guidance for 
households with possible or confirmed coronavirus (COVID-19) infection’ 

 Schools should not request evidence of negative test results or other medical evidence 
before admitting children or welcoming them back after a period of self-isolation. 

 Further guidance is available on testing and tracing for coronavirus (COVID-19). 
  

 
3    Scenario B: Where two or more people in  a school community have COVID-19 
symptoms (an “outbreak”) 
 
 
3.1 Scenario description 
 This scenario is defined there are two (or more) people with either COVID-19 symptoms and/or who are confirmed 

COVIDCOVID-19 cases, and who have both been in the school (on the school site) within the last 14 days. These two 
people could be a combination of children and/or school staff.  These two people could be part of the same bubble or 
separate bubbles – across the school. This scenario is defined as an “outbreak”.   

 
3.2  Actions for the school 
The school must take the following steps at the point that the individuals become unwell. The 
school should not wait for any test results. 
 Where the individuals are in school, support them in the way that is done for individuals (see appendix 1) 

 Report the outbreak immediately to the West Midlands Health Protection Team in Public Health England using the 

online reporting system: https://surveys.phe.org.uk/TakeSurvey.aspx?SurveyID=n4KL97m2I or by 

telephone to 0344 225 3560 (opt 0 opt 2) 

 Report the outbreak immediately to the local authority using the following single point of access (SPOC) email address: 

CovID19testing@coventry.gov.uk 

 
3.3  Actions for others 
 The Health Protection Team (HPT) works with the school and gathers information from the school to inform a risk 

assessment. This may involve asking the school to complete a data return and include: the set-up of the school, total 
number of staff and students confirmed or symptomatic vulnerability of student population, potential number of contacts 
and current social distancing and IPC measures 

 HPT discusses how the school are implementing social distancing and infection, prevention and control (IPC) 

measures, and provide advice as required (relevant guidance is here and here) 

 HPT undertakes a risk assessment to consider the severity and spread of outbreak, current control measures and the 
wider context (including communications from the school, anxiety level amongst students, staff and families, media 
interest etc.) 

 HPT informs the local authority (SPOC) by e-mail and jointly consider the need for an Outbreak Control Team (OCT). 
We currently have a single point of contact for this purpose, run by the Public Health Team.  

 HPT (or OCT) helps the school to identify contacts who need to isolate (any symptomatic contacts will be advised to 
access testing). “In some cases, they may recommend that a larger number of other pupils self-isolate at home as a 
precautionary measure – sometimes a small number, but perhaps the whole site or year group. 

 HPT provides schools with letters to be sent to contacts and non-contacts 

 HPT notifies the Local Authority of any COVID-19 outbreaks in school 

 The HPT may advise widespread swabbing of staff and the student population, particularly in the early stages of Test 
and Trace. (However, it is important to note that primarily this would be to add to the overall understanding of COVID-
19 transmission rather than to inform the management of individual outbreaks. Further actions may, however, be taken 
on the results). Arranging this will require discussion with partners in the local system. 

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
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/
https://surveys.phe.org.uk/TakeSurvey.aspx?SurveyID=n4KL97m2I
mailto:CovID19testing@coventry.gov.uk
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities


 Covid19 Operational Risk Assessment – Phase 2 Full Reopening September 2020 

28 
 

 
3.4  Potential outcomes  

 School remains open (school communicates with parents). This will be the situation in the 
majority of cases, where schools are addressing risks and implementing controls.  

 If school is a maintained school, and the risk assessment with the HPT suggests that further 
action may be required to control the outbreak over and above initial measures outlined 
above; 

o The governing body are given control of the use and occupation of premises and will 
make further decisions, including around closure, based upon the health and safety 
of pupils 

o The Local Authority can also direct a schools’ closure on the grounds of health and 
safety, if required, or can also apply for a court order to close the school. 

o The Secretary of State can direct school closure if required. 

 If the school is non-maintained (Trust/Academy/Free School), and the risk assessment with 
the HPT suggests that further action may be required to control the outbreak over and above 
initial measures outlined above; 

o The governors are given control of the use and occupation of premises and will make 
further decisions, including around closure, based upon the health and safety of 
pupils 

o the Local Authority advises the school to close.  
 Should the school decide not to close, the Local Authority can apply to the 

court for an order to close the school 
o The Secretary of State can direct school closure if required 

 
 
4  Scenario C: Geographical community COVID-19 outbreak 
 
4.1  Scenario description 
In this scenario, a “geographical community” is defined as a locality or neighbourhood within 
Coventry. Please note that these geographical communities may span administrative 
boundaries such as wards, but may have more than one school in this area and potentially 
include primary and secondary schools.  
 
The scenario would be where there are a high and increasing number of cases (I.e. the growth 
rate is increasing) within a defined geographical context and there are cases across more than 
one school.  Note that thresholds for action will be defined through detailed public health risk 
assessment, as in any outbreak, and work with the national Joint Biosecurity Centre, who will 
be supporting local authorities to identify hotspots and monitor the impact of local interventions. 
 
4.2  Actions for the school 
Head teachers in the geographical area would work collaboratively with the HPT/OCT to ensure 
all key infection control actions were being taken, with regard to organisation measures to 
support social distancing, as well as handwashing and cleaning.  
 
4.3  Actions for others 
The OCT, chaired by PHE, would require the support of local infection control and microbiology 
leads, school leaders, business leaders, local authority directors, working with the Joint 
Biosecurity Centre nationally and would follow routine outbreak management steps: 
1) Understand the data regarding hotspot areas and trends – analysis by time, place, person 
2) Implement immediate control measures – e.g. community engagement re social distancing, 
supporting handwashing and cleaning measures, isolation of symptomatic individuals and their 
contacts 
3) Monitor impact of control measures, and evaluate hypotheses for spread 
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Should routine control measures not be effective, the OCT would review the need for one or 
more closures (these decisions would be taken on a case by case basis with each school that 
has an outbreak. More widespread closure (which would be an intervention of last resort) may 
be necessary ultimately to contain spread.  
 
4.4  Potential outcomes 
Following the actions set out above, there could be the following outcomes 
 The LA to direct all maintained schools in the geographical community to close, based on Public Health guidance 

 The LA to advise all non-maintained schools to close in the geographical community to close, based on Public Health 
advice (should schools opt not close – further enforcement action (as outlined in Scenario A) will be taken). 

 School(s) could remain open if the thresholds for action were not considered, by Public Health, to be met  

 
 
5: Scenario D: COVID-19 outbreak across Coventry 
 
5.1  Scenario description 
In this scenario, the scope would be city-wide (across all of Coventry) including all Coventry 
government-funded schools. 
 
The scenario would be where there are a high and increasing number of cases (i.e. the growth 
rate is increasing) across all of Coventry context and there are cases across several schools.  
 
5.2  Actions for the school 
Coventry schools would work collaboratively with the HPT/OCT and follow public health advice 
given (as for scenario C) 
 
5.3  Actions for others 
At this stage, a much wider response will be required, involving not just a local outbreak control 
team, but the West Midlands Strategic co-ordinating group (membership consisting of Police, 
Fire Service, Ambulance Service, NHS, PHE, Military, Utilities), which would support the 
mobilisation of resource to support the emergency response. An internal Strategic emergency 
response would also be in place to support management of the widespread increase in cases.   
 
5.4  Potential outcomes 
Following the actions set out above, there could be the following outcomes: 
 The LA to direct all maintained schools close, based on Public Health guidance 

 The LA to advise all other schools to close, based on Public Health guidance. Should schools opt not close – further 
enforcement action (as outlined in Scenario B) will be taken. 

 It should be noted that in a scenario such as the one described. closure of workplaces in the first instance etc may be 
more effective in reducing spread.  

 School(s) could remain open if the thresholds for action were not considered, by Public Health, to be met. 

 
 

 
 Vulnerable Employee Risk Assessment (VERA) Guidance for Coventry City Council 
and Schools – COVID-19 
 
 The purpose of the VERA is to ensure reasonable adjustments are made to support those employees who 
are at increased risk from COVID-19 to make a safe return to work.  
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COVID 19 – VERA Risk Assessment Template for Coventry City Council and 
Schools 
 
PRE-VERA CHECKLIST 
 

EMPLOYEE DETAILS 

Employee 
Name: 

 
School / 

Setting Name: 
 

Role / Job Title:  Date:  

 

QUESTIONS 

Do you have one or more of the following risk factors? (Please tick) Yes No 

 
Over 50 years of age 
 

  

 
Underlying health conditions 
 

  

 
BAME 
 

  

 
Male 
 

  

 
Pregnant 
 

  

 

Is a VERA required? (*Please circle/highlight as appropriate) Yes* No* 

 

EMPLOYEE SIGNATURE 

I can confirm that any information provided above is correct. 

Employee Name (Print Name):  

Signed:  

Date:  
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COVID 19 – VERA Risk Assessment Template for Coventry City Council and 
Schools 
 
Vulnerable Employee Risk Assessment (VERA) - Record Form  
 
 
This risk assessment should reflect the outcome of a meaningful conversation and 
exploration of the risk factors and perception of the employee.  
 
Where there is agreement that the risk factors can be mitigated to everyone’s satisfaction, no change 
is needed. Where, however, it is clear there are increased risks for an employee, the Line 
Manager/Designated Leader must provide support and make reasonable adjustments to mitigate 
those risks where practicable. 
 
In reference to Table 2 scoring, this is to assist with assessing the possible risk category. It 
is only a guide, and a judgement should be made as to whether an employee falls within a 
higher category based on accumulative factors. The suggested actions within Table 3 are for 
guidance only and additional control measures should be considered on an individual basis. 
 
 

EMPLOYEE/LINE MANAGER DETAILS 

Employee 
Name: 

 
School / 

Setting Name: 
 

Role / Job Title:  Date:  

Line Manager:  
Line Manager’s 

Job Title: 
 

 
 

VERA RECORD 

1. Hazard 
2. Employee Risk 

Factors 

3. Evaluation of 
risk  

(*score where 
appropriate) 

4. Actions to be taken to reduce the risk 

Potential 
exposure of 
COVID-19 
infection. 

*Age   

*Gender 
 

*Ethnicity 

*Health Conditions 
 

 

TOTAL SCORE:   
*replace with individual details 

 

SUMMARY OF ACTIONS 

Please tick the appropriate box and provide details in the Conversation Notes section below: 
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1. Actions agreed as detailed above 
to reduce the risks to the 
employee 

 

2. Line Manager to review and 
monitor (state frequency of 
review) risk 
assessment/actions agreed 

 

3. Actions agreed as detailed above 
do not fully reduce the risk to the 
employee / some concerns 
remain 

 

4. Seek further advice and 
support through 
HR/Occupational Health, 
Safety and Wellbeing Service 

 

5. No actions required at this time   

Conversation Notes:  
(this section must be completed providing specific details with reference to Table 1, 2 and 3 
in the Guidance Notes) 

 
 
 
 
 
 
 
 
 
 
 
 
 

  

EMPLOYEE DECLARATION OF UNDERSTANDING 

I can confirm that any information contained in this risk assessment is reflective of the full and frank 
conversation held with my line manager and I agree to comply with the recommendations made 
within this risk assessment: 

Employee Name (Print Name):  

Signed:  

Date:  

Review Date:   

 

LINE MANAGER DECLARATION OF UNDERSTANDING 

I can confirm that any information contained in this risk assessment is reflective of the full and frank 
conversation held with the employee and I agree to fulfil the recommendations for management 
actions made within this risk assessment: 

 
Line Manager’s Name (Print Name): 
 

 

 
Signed: 
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Date: 
 

 

 


