

RISK ASSESSMENT   



                                                                                   

	Educational Setting
	Rattlesden Primary Academy

	Activity / Task
	COVID-19 Risk Management Assessment (Educational Settings) Re-opening of school in September 2020

	Completed by & Date
	Cath Jeffery 6/07/2020 Assistant Head

	Review Date
	Reviewed- 28/8/20

Reviewed- 5/11/20 The November lockdown has seen a new guidance produced by DfE which has led to changes in our risk assessment.
Reviewed- 4.1.21 

Reviewed- 12.1.21 (school closure additions)
Reviewed 22.1.21 (Lateral Flow Testing)


Rattlesden primary Academy
Returning to School Protocol and Procedures

School will be welcoming back all pupils from September 3rd 2020. 

Our planning is underpinned by the Department for Education’s advice on effective infection protection and control which states the following:

Prevention: These must be in place in all schools, all the time.

1) 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 2) clean hands thoroughly more often than usual 3) ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach. 4) introduce enhanced cleaning, including cleaning frequently touched surfaces often, using standard products such as detergents and bleach.
	What are the hazards?
	Who might be harmed and how?
	What are you doing already?
	What further action is necessary?
	Action by whom?
	Action by when?
	Done

	Social Distancing 
	Children and adults through risk of infection. 
	· Children not touching if possible.
· Classes full
· Teachers- limit 1m contact- to pupils  and other class based adults where possible- face masks are advised to be worn if this is not possible by head teacher. 
· Forward facing tables if possible- move furniture if needed. 
· Passing in corridor has limited problems but we will reduce the amount of time children use corridor.
· Adults to help children from back- over top of child if possible.
· Whole school gatherings will not take place, e.g. collective worship. 

· Cedar can not use Upper Beech in the afternoon.

· Staffroom is not to be used to sit down in- can be used to make drinks but needs to be fully cleaned afterwards (touch points and cutlery used)
· Face masks to be worn by staff around school.
· Limit to one person in the photocopying room and 2 in the office unless face masks are worn.
January- only open to vulnerable and KW children- parents asked to keep children at home if possible.

Staff are asked to work from home if possible.
KS1 and KS2 KW groups

	Adults to move all redundant furniture before start of term.  Hall can be used.
Implement a collective worship plan.

Visors to be ordered.
Make staff aware of new procedures

Increase signage
	All staff
HB
office
HB/CJ
CJ
	Before 1st Sept 2020
By start of term.

6/11/20

8.1.21
	(
(
(
(
(

	Cleaning
	Children and adults through risk of infection.

	· A deep clean over the summer holiday.
· More frequent cleaning procedures of classrooms -tables, chairs, door handles (at lunchtime and end of the school day) as well as banister in corridor and children’s toilets.
· Staff to spray/wipe toilets, taps and door handle after use.

· Resources being used between bubbles should be cleaned/quarantined. 
· All other areas to be thoroughly cleaned at the end of the school day, including regularly touched surfaces (touch points). 

· If PE equipment is used, these must be cleaned after use, before they are used by another group, or a different set of equipment.
· Outside to be used if possible for PE.

· Warm soapy water should be used and ideally a cloth/paper towel which can be thrown away.

· Spray surface first, before wiping, including floors.
Reading Books may be exchanged for those struggling readers or for parents who have no access to other reading books but as few as times as possible (no more than weekly).  Books must be left/collected in box under bike gazebo and left to quarantine for 6 days.

	If we are informed that someone has tested positive with covid-19 then any area/room they have accessed should be secured for 72 hours then undergo a thorough clean.
Staff will use their own resources and wash hands after handling resources used by children.

Staff within the bubble to use the resources provided – tissues, wipes, antibacterial spray, bin bags, a closed bin if available
List of touchpoints for cleaner.

Make sure there is a good supply of paper towels. Let office know if not.
Ensure there is a good supply of wipes and spray
	All staff/ cleaner
All staff

CJ
All staff
office
	From 3/9/20
From 3/09/20

By end of term.
From 03/09/20


	(
(
(
(
(

	Lunchtime Catering facilities
	Children and adults through risk of infection.
	· Kitchen to open as usual.
· Bubbles to eat in hall at designated time slots.

· Tables and chairs to be cleaned between bubbles.

· Midday supervisors- not to wear gloves but maintain high standards of hygiene, including regular hand washing. 
· Midday supervisors to wear visors in hall.
· Packed lunches- all leftover food and wrappers will be placed back in their lunchboxes and taken home.

· Packed lunch boxes to be kept:

Bubble1: lunch trolley

Other bubbles- kept in classroom.

· All children to bring a water bottle and will be left on the child’s table and taken home each night.
· Staff room only used to prepare drinks and food.  Face masks and maximum of 2 people- clean after use.
· All KW/vulnerable children to bring own packed lunch and eat in classroom. Outside time is staggered between two groups or playground divided into two.
	Letter home to parents 
Ensure all staff are aware of this. 
	HB
All staff
	By end of term

By end of term
	(
(

	Fire Safety
	Children and adults through risk of being unable to leave the school safely.


	· Personal Emergency Evacuation Plans (PEEPs) must continue to be in place for any pupils that access the school site. 
· Ensure all emergency escape routes / doors are fully operational and kept clear.
· Fire drill as usual, using outdoor exit but once outside safely, apply social distancing rules between bubbles.
	Review AR/FS PEEP.

Check all routes are clear before opening. 
Fire drill second week back.
Ensure all staff know routes from rooms they are working in.
	SENCO

SLT
All staff/ SLT
All staff


	By end of term
Before start of term

Before 10/9/20

By end of term
	(
(
(
(

	Access of school building

	Children and adults through risk of infection.


	· Each bubble to use one door to exit and enter the building.
· When returning from outside hands are washed (hand sanitiser may be used if hands are not dirty).
· Allocated drop off and collection locations for each group.

· extended start of the day and staggered end of day. Be prompt. Individual requests from parents for alternative leaving times will be considered on a case by case basis.
· Adults are not encouraged in school- if necessary and by appointment, they will enter through front door and sign in- follow social distancing and hygiene rules.  All visitors to wear a mask.
· Reception parents may drop off at external door in classroom but socially distance and wear a mask.
· Gates to have combination padlock so can be unlocked and locked when in use/not in use.

	Signs and labels to be made to sign-post adults and children where to go.
Provide relevant guidance to parents on drop off and pick up arrangements. 
All staff to know new routines for their group.


	SLT
HB
All staff

	Before start of term
Before end of term

Before end of term
	(
(
(

	First Aid
	Children by not having access to appropriate first aid. 
	· First aid bags to be kept in class and only used by children within the bubble.

· Only if necessary and in an emergency, will a first aider be called.

· If possible, depending on age and level of injury, children will be encouraged to administer their own first aid.

· PPE to be worn for any intimate first aid. 

· First aid to be dealt with promptly and hands to be washed immediately afterwards. 
· Follow precautions set out by St. John’s Ambulance on dealing with first aid during Covid 19.
· During lunchtime, shared first aid kit may be used by midday staff.
· Trained first aider on site at all times


	Adults in bubbles to check appropriate supplies at the start of each day.  Collect supplies needed before the start of the school day. Inform office if ordering is needed.
First aid training for existing and 2 new members of staff.

	All staff

	From 03/09/20
1/9/20


	(
(

	Parents
	
	· Parents to only enter the building if completely necessary and by appointment- hyenine rules and social distancing to be adhered to.  Face mask must be worn.
· Messages to be given to adult on duty at front gate- clipboard.
· Parents not to gather at front gate.

· Parents to arrive at allocated time- be prompt but not earlier than 5 minutes.

· Adults to take their class promptly down to gate at allocated time.
· Children in Year 5 and 6 to be encouraged to enter school grounds by themselves.
	Letter home to parents.

Signs on gates to direct parents- marks on floor to mark 2m distance. 
Reminder to parents

	All staff

SLT
HB

	Before end of term
By start of term

	(
(
(


	bus
	Children and adults through risk of infection.


	· Where possible, seating plan to keep children in separate bubbles apart. 

· Rota for adult to collect to take to class teacher via outside door. Be aware that some children may arrive late or early.

· Adult on rota to collect from outside door and lead to bus.  Be aware some children may need to wait in classroom for adult to collect them after class has left.
	Make all staff aware of bus procedures for collection and drop off. 
Contact bus company to discuss seating plan.
	All staff
office
	By end of term.
By end of term.
	(
(

	Suspected / confirmed Covid case
	Children and adults through risk of infection.


	· Follow flow chart in COVID folder in HB’s office.

· Should child show symptoms isolate the child in the Pod and call parents straight away. 

· Bag up any equipment and store for 72 hours in boiler room.
· Thoroughly clean the room after the child has left.

· Send any additional siblings home. 

· Adults involved with child will wear PPE, wash their hands straight away, go home/wash clothes and shower.
· The staff toilet upstairs becomes the child’s toilet to use. If this is used then it is cleaned before being used again.

· Any staff member should leave the site as soon as possible and the same method followed.
· Children and staff must follow government guidelines and not come into school if they have, or a member of their household has Covid-19 symptoms.  If they have symptoms, they must be tested as soon as possible.

· A positive test requires the child or staff member and household members to continue to self-isolate for 10 days from the start of their symptoms or if they do not have symptoms, from their positive test result and are symptom free.  If a member of the household develops symptoms during this period, the 10 days starts again from this day. 
· A negative result means they can return to school if they are well.
· A positive result of a child or member of staff, will mean their bubble will have to close for 10 days.  School would contact the local authority and follow guidance from them.
· If a school has more than 2 cases in 14 days, the school must contact the local authority and be guided as to whether to close the school or not. 
	Parents to be reminded of government guidelines on suspected covid-19 cases.

Reminder to parents

	HB

HB

	Before end of term- ongoing if any changes

	(
(

	Waste
	Children and adults through risk of infection.


	· A lidded bin will be placed in each classroom used (not in any communal areas)
· Bins will be emptied at the end of the day.
· All staff and children to catch cough in a tissue or elbow. 

· Tissues to be binned straight away. 

Posters and reminders given to children about this. 

· Staff to ensure they wear protective gloves and or wash hands immediately after emptying bins.


	Posters to be displayed in upper beech and oak (rooms not previously used)


	CJ/LL/NNM/CO
	Before start of term.

	(


	Break/Lunch times
	Children and adults through risk of infection.


	· A rota will be in place for lunchtime for eating and outside time.

· Lunchtimes will be within the bubble- eating in hall (see above section).
· Outside time will be based on a rota system (see plan).
· If two or more bubbles are outside at the same time, they will be kept separate with a 2m gap between bubbles.

· Playground equipment will be cleaned between bubbles.
· Wet playtime- in class as usual

· Wet lunchtime- use hall as usual but then in classroom (those without a mid-day supervisor will have to supervise own classes if required)

· Water fountain not in use
· Children to only use their toilets at breaktimes (encourage use before you go out)
Morning play staggered.  Lunch in classroom then staggered/divided up outside time.
	SLT to make sure all staff are clear on the routine before opening.
Staff to be familiar with rota.

Reminders for children to stay in their bubble if using a section of outside space.

Tape to mark two areas of outside place if needed.
	SLT
All staff

All staff

All staff
	Before end of term
Before end of term

ongoing

If needed
	(
(
(
(


	Staff/Pupils within the shielded group
	Children and adults through risk of infection.


	All children remain in school as per government guidance.
Staff who are extremely clinically vulnerable must not come into school.
All other members of staff, including those clinically vulnerable, should continue to come into school.
Staff and children extremely vulnerable should remain (work from) at home.
	Staff to read government guidelines on returning to work.

Any concerns from staff, children or parents will be referred to the head teacher.

If anyone refuses to come to school, begin occupational health process.

Parents and staff made aware of new guidance (November 4th)


	All staff
All staff

All staff/HB

CJ/HB
	Before end of term
Staff- before end of term

Ongoing

By end of term.

6.11.20
	(
(


	Contractors
	Children and adults through risk of infection.


	· All contractors must provide a suitable and sufficient risk assessment for the activities they carry out which must include covid-19.
· All visitors to wear a face covering.

	Office staff to ensure any contractors have risk assessments in place.
	Office staff
	Ongoing

	(

	Hygiene
	Children and adults through risk of infection.


	· The school has a suitable supply of soap, hand towels and access to warm water for washing hands in classrooms along with hand gel.
· Children to be provided with basic stationary sets.  All other equipment will be shared with bubble. 

· All children and adults wash their hands on arrival and before eating.  Hand gel can be used when re-entering and after eating. 
· Visual reminders. 

· Signs on adult doors (adults only)

· Hand gel station in front entrance. 
· Resources can be shared in bubbles, although individual equipment if possible, is best. 
· Books can be taken home, including workbooks for teachers to mark- follow struct hygiene procedures.  Reduce amount taken home from school and brought back into school.
· Children may bring in bags with a limited number of essential items, e.g. lunchbox, hat, water bottle. Pegs to be used (Oak to avoid using toilets at the beginning and end of day as Cedar will be using corridor).  If needed, send a TA with them.
· Tables to be placed so children are forward facing and not sitting opposite each other.  Younger children can be seated around tables. Supporting adults should sit or stand behind children when possible.
· Children may use other tables.
· Ventilate rooms by opening doors or windows if possible.

· Adults to clean staff toilets after use (disabled toilet to be an adult only toilet until required otherwise).

· Singing must be done in small groups of no more than 15 and side by side or back to back.  No recorders. 
	Staff to check the appropriate hand washing supplies are in the bubble at the beginning and end of the day.
Staff to let office know if supplies are low. 

Signs to show waiting area if required.

	All staff
All staff
SLT


	Ongoing
Ongoing

If required


	(
(

	Test and Trace
	Children and adults through risk of under reporting


	· All staff and parents to adhere to test and trace guidelines.

· If test is positive, follow guidance (see section above).  
	All staff to be familiar with guidance.
Parents to be made aware of guidance.
	All staff
HB- letter.
	Before start of term
By end of term
	(
(

	Administrative Staff
	Children and adults through risk of infection.


	· Social distancing to be adhered to in office areas.
· Rota for office staff. 
· Same cleaning equipment available in office as bubbles. 

· Hand gel station.

· Follow cleaning regime as bubbles- include anything that is touched regularly.

· Use own equipment if possible and clean shared equipment regularly.  
Rota so only one member of the admin team in office at one time.

	
	
	
	

	Personal Protective Equipment
	Children and adults through risk of infection.


	· Personal Protective Equipment should be used if intimate care is needed.
· Re-usable PPE should be thoroughly cleaned after use and not shared between staff.

· Visors or face masks may be worn in bubbles if members of staff or children feel more comfortable doing this.
· Face masks must be worn by staff around school and advised to wear in class.
	Make sure supply of PPE is kept available.
Staff to be made aware of new procedure
Extra masks and visors to be ordered
	SLT
CJ/HB
office
	Ongoing
6/11/20
8.1.21
	(
(
(

	Behaviour
	Children and adults through risk of infection.


	· Staff/Pupil behaviour and cooperation will be the key to implementing all of the controls.

· School behaviour policy to be followed for children who are not following the controls put in place despite being able to. 

· Posters to remind children of procedures.
· School will carry out inductions to inform staff and pupils of the changes. These will be repeated for younger children and when necessary.
· Regular PSHE lessons will take place to give children the opportunity to discuss any worries they have and discuss how to minimise social distancing, e.g. hand holding and hugging.
· Adults will do their best to make children feel secure, happy and safe and not overly worried, whilst following the procedures that must be followed.

· Encourage staff to cooperate with government plans for contact tracing.
· We will follow the staff disciplinary process, if staff are not following the controls put in place.
· Children with behavioural needs who are unable or will struggle with the social distancing and hygiene regimes will require a separate risk assessment/risk assessment updated.  If they require a 1:1, adult to maintain social distancing as much as possible unless intimate care needs are required or an unsafe situation occurs.  PPE should be worn.  
· It is not expected that the youngest children will be able to socially distance. It is to be expected that adults will occasionally need to have physical contact with children ie. when supporting emotionally or changing for PE.
	All staff to read updated risk assessment and plans.  Contact SLT or class teacher if any questions.
Tape used if necessary for reminders. 

Adults to discuss any concerns about particular children with Claire Firth who has allocated Learning mentoring time. 

Adults should sanitise their hands after close contact with children.

	SLT and all staff
All staff

All staff/Claire Firth
	By 9.11.20
If needed

ongoing
	(

	Out of school clubs
	
	· All after school clubs, which are not for child care will not continue. 
We will assess need for breakfast club and afterschool club and adapt as necessary (day and times)
	Let parents, staff and sports partnership aware of this.
	HB/CJ
	6.11.20
	

	Staff mobile phones
	To reduce unnecessary walking around school to reduce risk of bubbles mixing.
	· Staff are allowed to have their phones out on desks (away from children) to use only to contact other members of staff if needed. 
· If phones are not used only for important school matters- staff disciplinary procedures will be put in place.
	
	
	
	

	Home learning
	If child or bubbles are needing to isolate- they will not access learning at school. 
	·  A focus on Maths and English for home learning- following what would have been taught in school. 
· Where feasible, other curriculum subjects will be planned or a project set.
· Teachers to inform HT of how this would be delivered/communicated to parents. Parents to be informed.

· In the event of a school/bubble closure- home learning to begin the day after. 

Home learning should follow learning which would have been taught in school and delivered through platforms set out in policy.
	· A contingency plan to be drawn up in September. 

· Planning to include links to possible home learning.
· Home learning to be discussed at next staff meeting
	All staff
All teachers
	1st Sept 2020.
6.1.21
	(

	POD
	Risk of infection for children and staff (cross bubble contamination)
	· POD can be used for group work but social distancing between adult and children should be adhered to if possible. Adult to wear face mask (and visor) if not working with own bubble pupils.
· Only 1:1 or children from same bubble to work in POD at one time.

· Not to be used for breakfast club (except from adult running breakfast club).

· Tables, chairs and touch points cleaned before next child/group uses POD.

· POD must be booked out in advance to avoid accidental mixing of bubbles.

· Use external doors to leave classroom and enter hall.
Not used unless necessary.
	· Rota to be drawn up
	All staff
	By start of term
	(

	Breakfast and afterschool club
	Risk of infection for children and staff (cross bubble contamination)
	· Breakfast and afterschool club can continue to provide childcare for working parents.

· Social distancing and hygiene guidelines to be adhered to.

· No children to use POD during these times.

· Breakfast and afterschool club to use hall (adult can use POD to prepare food).
· Food can be provided and prepared for individuals.  No sharing of food or buffet style choosing.

· Strict hygiene procedures if preparing food.
· Bubbles to be kept separate.
· Outside area to be used as much as possible (afterschool club). 
· All chairs, tables and touch points to be cleaned after use.

· Resources to be kept within bubbles and cleaned after use or quarantined if that is not possible if being used between bubbles.
· Coats and bags to be kept on designated table for each bubble. 

· Parents to drop off children through hall door- keep social distancing at all times and leave promptly. No parents to go into hall. 

· Parents to collect from afterschool club through hall door.  No parents into Upper Beech or hall and social distancing to be adhered to.

· Toilets- all children in breakfast and afterschool club to use Bubble 2 toilets.  These will need to be cleaned before afterschool club and after breakfast club.
· Use school WhatsApp group to contact another member of staff if needed.  

The need for this will be monitored and assessed on an ongoing basis and changes to days and times will be made as necessary.

	· Timetable of when hall can not be used
	SLT
	By start of term.
	(

	Volunteers and visitors
	Risk of infection for children and staff
	· No parent volunteers to help in school. 
· Visitors to support the education or health may come into school with an appointment. Masks should be worn
· No curriculum visitors.
· Masks to be worn by all visitors.

	· Record all volunteers for track and trace.
· Make any parent volunteers aware.
	HB

HB/office


	Ongoing
9.11.20
	

	Trips and visits
	
	· No curriculum trips or visitors except in local area, e.g. use of pavilion field, welly walk.
No trips or visits
	Make all staff aware of this.
	CJ/HB
	6.11.20
	

	Staff Meetings
	Risk of transmitting virus to adults in different bubbles
	· At least 2m between adults.

· Only teachers to attend face to face staff meetings. Virtual meetings/training may be attended by TAs.

· Meetings with health/SEN visitors may be helps with 2m social distancing and face coverings worn.  Keep number of members of staff to a minimum.

· Teachers may attend meetings virtually.

· Strict hygiene procedures followed during staff meetings.  Where possible- delivered via whiteboard rather than paper.

· Held in a classroom, not staffroom.
All meetings will be virtual
	
	
	
	

	Lateral Flow Testing
	Risk of non-compliance/poor uptake, non-reporting, tests not being carried out correctly, equipment disposed of correctly, bleeding or reactions to testing, damaged tests.
	· Ensure staff handing out tests wear face covering and adhere to 2m social distancing rules.

· Full instructions given/provided to ensure correct use and disposal of equipment. 

· Staff must report there result via gov.uk website whether positive or negative and to school if positive.

· Programme of testing has been fully communicated with staff.

· HB attended 2 webinars.

· Correct procedure followed if there is a positive result- this has been communicated to staff.
· Staff have been strongly advised to take part in testing programme but understand it is not mandatory and can choose to take part at a later date.


	· If staff get two void results in a  row, they must self-isolate and get a PCR test.

· Staff must report to gov.uk if bleeding occurs of if they have an allergic reaction or if the swab breaks or any other damaged equipment.

· Regular reminders to staff to report results.

· Any changes to programme communicated to staff.


	All staff

HB

HB
	Ongoing

Weekly

As needed


	


May 2020
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