
Talavera Infant School                                                                                                                                                                      Date: Sept 2020 

Risk 

Covid 19. Talavera Infant School is following the guidance and information provided 

by Public Health England and the DfE. This assessment records site specific 
arrangements. 

The scope of this document is a risk assessment that considers the risks posed by the full opening of schools. The risk assessment aims to identify additional risk as the 

school plans to invite all pupils to return to school. It has included consultations with all staff and Governors. It is also a working document and will be reviewed and amended 

when necessary. The risk assessment has been used to provide a separate operational guidance for staff. 

Key documents: 

 Guidance for full opening - schools 

 Actions for early Years and Childcare providers during the corona virus outbreak 

 What parents and carers should know about early years and schools full opening 

 Safe working in education, childcare and children’s social care setting, including the use of personal protective equipment (Gov.UK) 

 Coronavirus (COVID-19): implementing protective measures in education and childcare settings (Gov.UK) 

Background from Government: 

As a result of the huge efforts everyone has made to adhere to strict social distancing measures, the prevalence of corona virus has decreased and the NHS test and trace 

system is up and running.  We are clear about the measures that need to be in place to create safer environments in schools.  

 

Schools must comply with health and safety law, which requires them to assess risks and put in place proportionate control measures. These are an adapted form of the 
system of protective measures that will be familiar from the summer term. 
Essential measures include: 

 A requirement that people who are ill stay at home 

 Robust hand and respiratory hygiene 

 Enhanced cleaning arrangements 

 Active engagement with NHS Test and Trace 

 Formal consideration of how to reduce contacts and maximise distancing between those in school wherever possible and minimise potential for 

contamination so far as is reasonably practicable. 

Always make sure everyone is washing their hands with soap and water for at least 20 seconds across the school day, particularly: 

 After coming into school  

 After break times 

 After sneezing or coughing 

 Before and after handling or eating food 

 After going to the toilet 
 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak?utm_source=8%20July%202020%20C19&utm_medium=Daily%20Email%20C19&utm_campaign=DfE%20C19
https://www.gov.uk/government/publications/coronavirus-covid-19-early-years-and-childcare-closures?utm_source=8%20July%202020%20C19&utm_medium=Daily%20Email%20C19&utm_campaign=DfE%20C19
https://www.gov.uk/government/publications/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-during-the-coronavirus-covid-19-outbreak?utm_source=8%20July%202020%20C19&utm_medium=Daily%20Email%20C19&utm_campaign=DfE%20C19
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/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings


 
Sharing Information regarding use of building  

 
What are the 
hazards? 

Who might 
be harmed 
and how? 

What are you already doing? Do you need to do anything else to 
manage this risk? 

Action by 
whom? 

Action by 
when? 

Done 

Any building user 
(Governors, 
parents, children, 
staff & visitors inc. 
contractors) may 
not be aware of 
current 
Government 
guidelines 

Any building 
user 
 
Individuals 
may be 
unable to 
make an 
informed 
decision 
which is right 
for their 
personal 
circumstances 
 

All staff are aware of all relevant policies and 
procedures including, but not limited to, the 
following: Covid 19 Risk Assessment, 
Behaviour Policy, Fire Evacuation Policy, and 
First Aid Policy.  
 

 Staff to confirm they have read the 
policies. 

 

 School will provide information to 
stakeholders via communication links 
including newsletters, emails, direct 
communication.   

 
 

 HT to inform parents about how to 
communicate with teachers and the 
school if they have any concerns, 
queries or information they need to 
share with the teachers 

 

 HT to inform all parents in letter 
regarding school arrangements. 

 

 Signage at the front office outside of 
the door. 

 Continue with markings outside front 
office. Office staff to answer door. 

 

 Ensure volunteers have met with SLT 
to share risk assessment for Covid -
19 and other health and safety 
policies before they work in school 
 

 Write a visitors risk assessment / 
plan 

All staff 
 
 
 

HT 
 
 
 
 

HT – School 
newsletter  

School  
 
 
 
 
 
 

Office 
 
 

 
 
 
    HT/DHT 
 
 
 
HT 

3.9.20 
 
 
 

Ongoing 
 
 
 
 

3.9.20  
 
 
 
 
 
 
 
 

Ongoing 
 
 
 
 
 

Ongoing 
 
 
 
7.9.20 

 

HT will continue to keep abreast of all 
Government updates regarding COVID-19 
relating to Education and share as 
appropriate with stakeholders. 

School Office will continue to respond to 
parents’ queries or concerns to assist with 
understanding the information that is provided 
by the school and the Government. 

Parents will not be allowed to enter the 
building without a prior appointment queries 
will be dealt with by phone. 
 
 

Only meetings that cannot be carried out on 
a remote platform that are essential to the 
wellbeing of pupils/staff, safety on site, or 
essential running of the school should be 
held and these should adhere to social 
distancing rules 
 

Deliveries managed to minimise the need for 
personnel to come into the building 
 

Limited volunteers will be allowed to attend 
the school site in consultation with the HT. 
 



 
Adequate Supervision  

What are the 
hazards? 

Who might 
be harmed 
and how? 

What are you already doing? Do you need to do anything else to 
manage this risk? 

Action by 
whom? 

Action by 
when? 

Done 

Risk of inadequate 
supervision due to 
reduced staffing 
levels 

Children on 
site 
 
Potential risk 
of harm due 
to lack of 
supervision. 

All classes have adequate supervision and 
class teachers have the support of LSA’s. 

 If staff are absent due to unrelated 
Covid 19 then another member of 
staff will lead the bubble and supply 
staff maybe used in school following 
guidelines. 

 

 Ensure teachers/ year group leaders 
support. 

 
 

 Share an accurate timetable and 
plan with all staff ensure children with 
EHCP’s have support if usual 
member of staff is absent.  
 

 Staff need to inform HT as early as 
possible of any absence. 

 

 Ensure office have accurate records 
of attendance and act on any 
children that are absent without a 
reason 

 
 

HT /DHT 
 
 
 
 
 

Year Leaders 
 
 
 
 

HT 
/DHT/SENCo 

 
 
HT/Staff 
 
 
Office staff 

Ongoing 
 
 
 
 
 

Ongoing 
 
 
 
 

3.9.20 
 
 
 
Ongoing 
 
 
Ongoing 

 

LSA’s can lead a class under the direction of 
a teacher in accordance with Government 
guidelines. 

A risk assessment to determine which class 
would have to be temporarily halted would be 
undertaken in conjunction with advise from 
HCC and the LLP, if staffing numbers were to 
reduce to such a level that it could cause 
harm to the welfare of the children. 

Children – 
staff unaware 
of who is in 
school 
 

Ensuring that there is an up-to-date plan for 
staffing, including 1:1 staff (if used) 
 
Ensuring that there is an accurate register of 
children expected in school every day, and 
that non-attendance is acted upon stringently 
with any suspected COVID -19 cases shared 
with PHE. 
An accurate record of children absent due to 
self-isolation following Test and Trace 
guidelines. 
Office staff to inform class teachers of 
children’s absence.  

Children and 
adults – due 
to lack of 
regular 
trained First 
Aiders 

Ensuring that there are qualified First Aiders 
on site. 
 
Ensure there is a Paediatric First Aider on 
site for EYFS children. 

Children – 
due to lack of 
regular DSLs 

Ensuring that there is at least one trained 
DSL on site. 
 



 
Personal Hygiene and Social Distancing 

What are the 
hazards? 

Who might 
be harmed 
and how? 

What are you already doing? Do you need to do anything else to 
manage this risk? 

Action by 
whom? 

Action by 
when? 

Done 

Risk of spreading 
virus due to poor 
personal hygiene  

Children & 
adults 
contracting 
virus via 
indirect 
transmission  

Staff to use their own pen to sign in and out at 
the beginning of the day or take one from the 
‘clean’ pot and place in the ‘to be cleaned’ pot 
one used. 
 

 Staff informed through RA 

 Staff to remind children of how to 
wash hands and supervise to ensure 
thorough cleaning 

 Teach ‘catch it, bin it, kill it’ and remind 
children 

 Caretaker ensure all areas are well 
stocked. Staff ask office if need more 
supplies. 

 HT write to parents to ensure all 
children bring their own named water 
bottle to school 

HT/ Staff/  
 
 
 
 
 

Caretaker 

3.9.20 
 
 
 
 
 

3.9.20 

 

All staff and children to wash hands on entry 
to the building and children wash hands 
before break, after break, before lunch, after 
lunch, before leaving school, after leaving 
school and any time they cough or sneeze. 

Lidded bins provided in each room all tissues 
to be placed straight in bin.  

Soap and water are available to all teaching 
spaces 

Children instructed on the importance of 
using their own water bottles 

Lack of social 
distancing in 
school 

Children & 
adults 
contracting 
virus via 
indirect 
transmission 

Bubbles created in class groups with 30 
children and consistent adults in bubbles.  
Where possible adults will work within their 
class or across a year group, with the 
exception of PPA. 

 Develop PPA rota to reduce change 
of teacher half way through PPA. 

 Ensure all adults moving between 
classes wash their hands before 
entering another class. 

 Set up staff facilities (Urn/ tea/coffee) 
and label the number of users allowed 
in the room dependent on space and 
size. 

 Remind all staff to avoid face to face 
contact and minimise time spent 
within 1 metre of anyone. 
 

DHT 
 

Staff 
 
 

 Office staff 
 
 
 

HT 

7.9.20 
 

3.9.20 
 
 

3.9.20 
 
 
 
 

3.9.20 

 

Staffrooms will have limited numbers of adults 
allowed. Increased number of areas for staff 
to eat their lunch and get refreshments. 

All staff are aware of the need to follow the 
social distancing guidelines.  

Lack of social 
distancing in the 
classrooms/lessons 

Staff and 
children 
contracting 
the virus 
through 
interaction 

All additional furniture has been removed 
from the classrooms to provide as much 
space as possible. 

 Create class charter, (see PSHE 
Planning) and model frequently. Lots 
of praise for adherence. 

 Provide Velcro spots on carpets/ 
carpet spaces where children sit 
every session facing forward. 

Staff 7.9.20  



 Year one classrooms to have groups 
of tables set up forward facing. 

 Teachers to work by the side of 
individual children and not face to face 
especially when providing verbal 
feedback or marking. 

Lack of social 
distancing by 
parents before and 
after school 

Staff and 
children 
contracting 
the virus 
through 
interaction 

Parents of children who have previously been 
in school are aware of the one way system 
and procedures for dropping children off and 
collecting. 

 HT write to all parents reminding them 
off the drop off and collection process 

 Ensure all staff are aware of the 
staggered drop off and collection 
times. 
- KS1 and siblings can be dropped 

at any time between 8.40am and 
9.00am at class doors all staff 
need to be ready. 

- Year R children who are not 
siblings will be dropped at 8.50am 

 Year groups to be collected at the 
following times 

 Year R- 2.45pm 

 Year 1 – 2.55pm 

 Year 2 – 3.05pm 

 Siblings will be collected at the latest 
time slot. 

 

 Re- mark doors and replace old 
signage 

 
 

 Re –tape play equipment outside 
 

 Ensure all staff are aware of the new 
one way system related to collecting 
children from the junior school at the 
end of the day. 

HT 
 
 

Caretaker/staff 
 
 

Caretaker 
 
 

HT (RA) 

3.9.20 
 
 

3.9.20 
 
 

3.9.20 
 
 

7.9.20 

 

One way system clearly marked and 
office/SLT to supervise during drop off and 
collection times. 

One parent only to bring/collect child 

HT wrote to all parents on 17th July with 
arrangements for drop off and collection. 

No parents allowed in school other than by 
appointment 

Staggered start and finish times for different 
groups of children. 

Outside play equipment taped off to 
discourage use by siblings staying on school 
site 

2m areas marked outside the classroom 
doors 

Back gate supervised to ensure parents do 
not wait or collect at the gates and that they 
exit the site quickly. 

All staff to continue to use the one way system 

Lack of social 
distancing during 
playtimes and 
lunchtimes 

Staff and 
children 
contracting 
the virus 
through 
interaction 

Allocated playtimes with one class in each 
outside area at a time. 

 Playground rota for Year one and 
Year two. 

 Additional playtime allocated for Year 
R 

DHT 
 

EYFS Leader 

7.9.20  

Reduced playtime equipment, specific to 
each class bubble 

Staff supervision throughout 

Ensure children have come in through their 
outside doors to limit children crossing over 
and mixing with other classes. 



Lack of social 
distancing when 
eating lunch 
(including general 
lunchtime 
arrangements) 

Staff and 
children 
contracting 
the virus 
through 
interaction 

Three areas have been allocated for each 
year group to each lunch. 
Two classes forward facing in hall- towards 
centre. 
One class forward facing in Meadow. 

 Each class allocated the same place 
to eat each day. 

 DHT share lunch rota with all staff and 
ensure everyone is clear of the 
arrangements. 

 Ensure all children wash their hands 
before they come to lunch using their 
classroom sinks 

 Provide time between each sitting for 
the LTSA’s to clean the tables. 

 Children to remain seated during 
lunch sitting and staff to serve children 
their lunch and puddings. Adults to 
clear trays away from the tables. 
Knives and forks to be placed on 
trays. 

DHT 
 

DHT 
 
 
 

Staff 
 
 

Staff/Rota 
 

Staff 

7.9.20 
 

7.9.20 
 
 
 

7.9.20 
 
 

7.9.20 
 

7.9.20 

 

Rota and timetable provided by SLT 

Support from HCS3 in providing lunches in 
boxes for third area. 

Lack of social 
distancing using 
toilets 

Staff and 
children 
contracting 
the virus 
through 
interaction 

Each year group has allocated toilets for all 
three classes 

 Ensure toilets are supervised during 
busy periods and handwashing is 
good. 

 Children getting ready for lunch/ 
snacks who are not using the toilet 
should wash their hands in the 
classroom to avoid congestion 

Staff 7.9.20  

 
Cleaning and Resources 

 
What are the 
hazards? 

Who might 
be harmed 
and how? 

What are you already doing? Do you need to do anything else to 
manage this risk? 

Action by 
whom? 

Action by 
when? 

Done 

Infection due to 
lack of cleaning 

Children and 
adults due to 
indirect 
transmission 

Additional cleaning time has been allocated 
between 11.00am & 1.00pm for toilets and 
staff areas 

 Additional cleaning regime to be 
continued and include staff workroom 
and NEST 

 

 Provide cleaning materials for each 
class and ensure well stocked 

 

 Caretaker open internal doors every 
morning and secure open 

 

School 
Business 
manager 

 
School 

Business 
manager 

 
Caretaker 

 

3.9.20 
 
 
 

Ongoing 
 
 
 

Ongoing 
 
 

 

Cleaning products to be available within the 
classroom for regular cleaning as required. 
Ensure cleaning materials are kept out of the 
reach of children at all times in a locked 
classroom cupboard. 
 

Caretaker to daily clean high contact points 
in the morning 
 



Communal doors and any doors to staff 
areas to be left open to reduce the need for 
touching handles.   

Non wipe clean 
surfaces 

Children and 
adults due to 
indirect 
transmission 

Soft toys and any soft furnishings have been 
removed from the classrooms due to difficulty 
of cleaning 

 Children continue not to use sand and 
playdough 

 Staff ensure there are no soft toys in 
use. 

Staff / HT 3.9.20  

Dressing up clothes have been removed from 
the classrooms 

Reading Books Children and 
adults due to 
indirect 
transmission 

Children have access to online reading 
scheme at home. 

 Provide a set of reading books for 
each year group (Key readers) 

 Each bubble to have a set of sticker 
books 

 Each child to take a sticker book 
home for the week and return on a 
Friday.  

 Quarantine the books for 48 hours 
and place back in the box bubble. 

 Adults hearing children read should 
be sat side by side and at a distance. 

 Children are allowed to bring small 
book bags to school and these will 
need to be stored in the classroom. 

 

Staff 7.9.20  

PE Children and 
adults due to 
indirect 
transmission 

Children have been using equipment 
provided to their bubble. 
 

 Please see separate risk assessment 

 We will decide which day the children 
will be taking part in PE and ask the 
children to wear their PE kits on that 
chosen day. 

SCL/ Staff 7.9.20  

Singing Children and 
adults due to 
direct 
transmission 

Followed previous guidelines  Singing in groups of no more than 15 

 Social distancing in place with 
children side to side or back to back 

 Preferably carried out outside with 
children encouraged to sing quietly 

Staff 7.9.20  

Marking Children and 
adults due to 
indirect 
transmission 

Markbooks are currently in use to record CT 
& LSA observations. 

 Complete mark books during lessons 
to support the use of verbal feedback 

 DHT share ideas for recording 

 Adults to mark alongside the child or 
provide verbal feedback in lessons 

 Books can be taken home by class 
teachers but stringent hand washing 
will need to be adhered to. 

DHT/ Staff 7.9.20  

Contact with shared 
surfaces and 
resources 

Children and 
adults due to 

More regular cleaning of hard surfaces 
throughout the school. 
 

 One adult within each group to clean 
down used equipment by the group 

Staff 
 
 

Ongoing 
 
 

 



indirect 
transmission 

Reduce equipment in rooms, where possible 
and store in teachers cupboards or unused 
rooms throughout the school 
 

during story time at the end of each 
day. 

 Ensure hard surfaces in classrooms 
are easy to access for cleaning 

 Table tops to be wiped down 
frequently by class based staff 

 EYFS staff to ensure that equipment 
and surfaces have been cleaned at 
the end of each day 

 Ensure any equipment that is shared 
between bubbles is left for 72 hours 
before being used by a new bubble 

 Children in Year two to have their own 
pack of resources 

 Children in year one to have their own 
named writing pencil 

 Set of library books for each class 

 Internal class doors to remain open 
so that door handles are not touched 

 External class door to be left open for 
ventilation when the classrooms are 
occupied 

 Windows to be opened and remain 
open  

 Tape off outside equipment 

 
All Staff 

 
Staff 

 
 
 
 
 
 
 

Year Two 
 
 
Year One 
 
 
Staff 
 
 
 
 
Caretaker 

 
Ongoing 

 
Ongoing 

 
 
 
 
 
 
 

Ongoing 
 
 
7.9.20 
 
 
Ongoing 
 
 
 
 
Ongoing 

Computer screens, ipads, IWBs and 
keyboards wiped down after use. 
 

Playtime equipment for each bubble 

Outdoor play equipment not in use 

 
Illness and First Aid 

 
What are the 
hazards? 

Who might 
be harmed 
and how? 

What are you already doing? Do you need to do anything else to 
manage this risk? 

Action by 
whom? 

Action by 
when? 

Done 

Risk of 
transmission when 
dealing with a sick 
child resulting in 
direct transmission of 
the virus 

Child, staff 
member  

Any individual or child who is displaying 
symptoms or are living with a family member 
who is displaying symptoms must not attend 
school in line with Government guidelines and 
the school office should be informed, 

 Staff and parents to keep the school 
informed.  

 School office to inform HT/DHT 
immediately. 

 Record all absences related to Covid 
-19 and report to PHE 

 Paper Copies of COVID-19 guidance 
for households with possible 
coronavirus infection. 

 Set room up with full PPE and the 
necessary equipment. 

HT 
 

School Office /  
HT & DHT 

 
 

School Office 
 
 
 
 

HT 

3.9.20 
 

Ongoing 
 
 
 

Ongoing 
 
 
 
 

Ongoing 

 

Any stakeholder who attempts to attend 
school displaying symptoms will be asked to 
leave the site immediately and follow 
Government guidelines.  

Any child or adult who develop symptoms 
whilst in school will be sent home 
immediately.  If they have to wait for collection 



they will be isolated in the Medical 
Room/Courtyard with open windows and a 
closed door. Bathroom facilities will be made 
available if necessary, which will cleaned and 
disinfected using standard cleaning products 
before being made available to other building 
users. 
Supervising adult will wear full PPE and a 
thorough clean of the room will be completed. 

 School Office to follow up and share 
the test results with HT/DHT 
immediately. 

 Ensure staff training is resumed to 
provide adequate first aid cover 
across the school 

 

Any individuals who leaves site due to 
COVID-19 symptoms will be asked to obtain 
a test. Following the results the school will act 
on advice from Public Health England 

Ill (non Covid-19) or 
Injured children 

Staff and 
children 
spread of the 
virus by direct 
or indirect 
transmission 

General first aid to be administered as 
normal but when there is a need to be 
physically close to a child or staff member for 
a period in excess of 30 seconds then 
available PPE should be worn 
 

 Office alerted if a child vomits or has 
a toileting accident 

 Child to go to medical room, parents 
contacted to collect them 

 Powder to be used to cover vomit, 
urine or faeces, then swept up and 
carpet cleaned 

 Children kept as far away from 
contamination as possible, if 
necessary using school hall or 
outside 

 The vast majority of first aid incidents 
need to be dealt with by the 
classroom staff/LTSA’s 

 Only send/ bring child in if incident is 
more serious 

Staff 
 
 
 
 

        Staff 

7.9.20  

Office staff to inform parents of injury as per 
first aid policy. 

Classrooms to have their own individual first 
aid kits which are replenished with stock 

Paperwork related to accidents and injuries 
are in each class medical pack, ensure staff 
complete all paperwork and inform the office 
to let parents know. 

Risk of spreading  
virus due to close 
contact with 
children 
1:1 and restraint 
resulting in direct 
transmission of 
guidance 

 

Staff and 
children being 
upset or hurt 
by children for 
whom this 
unfamiliar 
situation 
causes them 
additional 
stress 

Ensuring that wherever possible children 
with behaviour difficulties have the same 
members of staff working with them as they 
do usually 
 
Face coverings purchased if needed 
 
Extra gloves ordered and PPE for toileting 
Asking all children to wear school uniform to 
make school life as normal as possible 
Maintaining part-time schooling for those 
children who are under five and haven’t yet 
attended school full-time 
 
 

 Consider contacting the Primary 
Behaviour Support Service if 
necessary 

 

 Inform parents of behaviour 
concerns 

 
 

 Keep under review the capacity to 
have these children in school 

 
 

HT/DHT/SENCo 
 
 
 
 
 
 
 

Ongoing 
 
 
 
Ongoing 
 
 
 
 
 
 

 



Shared Staff Spaces 
 

What are the 
hazards? 

Who might 
be harmed 
and how? 

What are you already doing? Do you need to do anything else to 
manage this risk? 

Action by 
whom? 

Action by 
when? 

Done 

Front office Office staff 
because of 
other adults 
wanting to 
speak to them 

Sign on front door asking parents not to 
enter 

 HT remind all parents to 
communicate via email or telephone 

 School staff to adhere to social 
distancing measures when 
requesting/speaking to office staff 

 Staff not to use office resources 

 Clean surfaces on a regular basis 
and before any staff changeover 

  

Office staff 7.9.20  

Delivery box outside the front door 
2m area marked outside the front office door 

Pen pots for used and clean pens provided 
in office area with office staff cleaning pens. 

Staffrooms Staff – spread 
of virus via 
direct or 
indirect 
transmission 

Each staff area has a designated number of 
adults allowed 

 Staffrooms labelled with correct 
number of occupants 

 All staff to continue to social distance 
at 2m when using shared staff rooms 
especially if using with staff from a 
different year group bubble 

 Staff limit the contact they have with 
adults from different year group 
bubbles to reduce the risk of 
transmission across bubbles 

 Staff ensure that they have put their 
own plates and cutlery in the 
dishwasher 

 Caretaker to ensure Urn is topped up 
every day 

 Staff reminded to wash hands both 
before and after using shared areas 

Caretaker/ 
staff 

3.9.20  

Extra space provided with Urn and cups, 
plates etc 

All staff aware of social distancing guidelines 

Extra cleaning provided during day 

Staff toilets Staff – spread 
of virus via 
direct or 
indirect 
transmission 

Limit the access to the staff toilets and 
indicate that they are in use by displaying 
toilet token or lanyard 

 Increase the use of the female toilets 
to two adults at a time 

 Use the disabled toilet in year one as 
a unisex toilet with lanyard displayed. 

HT 3.9.20  

Governors’ 
meetings 

Governors 
spread of the 
virus by direct 
or indirect 
transmission 
 
 

Currently using zoom for meetings  Continue to hold meetings virtually for 
the foreseeable future 

 CoG and Ht to complete monitoring  

HT/ CoG 7.9.20  



 
Attendance and Home learning 

What are the 
hazards? 

Who might 
be harmed 
and how? 

What are you already doing? Do you need to do anything else to 
manage this risk? 

Action by 
whom? 

Action by 
when? 

Done 

Non-attendance  Children - 
irregular 
patterns of 
attendance 
causing 
difficulty with 
mental 
health, 
relationships 
and 
education 

Office staff phone home if children don’t 
arrive 

   Office staff to continue to phone 
home if children don’t arrive in 
school 

 Accurate record of attendance 
kept with reason for absence, 
dates of self-isolation recorded 
and all guidance from PHE 
followed 

 All suspected symptoms reported 
to PHE 

 Office staff to update HT /DHT of 
attendance concerns on a daily 
basis 

    HT to work with ELSA. ELSA 
informed if there are any doubts 
about the reason for children not 
attending  

Office staff 
ELSA 
ELSA/HT 
ongoing 

3.9.20  

Communication 
between bubbles, 
office and parents 

Children and 
staff by 
direct 
transmission 

Class registers collected from outside the 
class doors by office staff. 
 
Office staff to relay any messages to classes 
without entering the bubble. 
 
All staff to remain 2m social distance from 
office staff 
 
 

   Children who are late in the 
morning arrive at main door, but 
parents not to enter. Office staff 
will meet child at door and ask 
parents for the reason for lateness  

   At the end of the day late children 
will have to remain in their own 
class 

 Class teachers to email new classes 
introducing themselves and asking 
parents to use their email address as 
a means of communication. 

 HT to keep office staff up to date with 
any information that has been sent 
home to parents. 

Office staff, HT, 
staff 

3.9.20  

Children missing 
learning 

Children, if 
they have to 

Home learning provided for all children 
on Tapestry 

 Class teachers will prepare a two 
week mini topic that will sit alongside 
the year group planning in the same 
format as previous planning 

Class teachers / 
SLT 

7.9.20  



self isolate 
at home 

 Office staff email planning and direct 
to the school website 

 Teacher video’s to support the 
planning provided on the school 
website. 

 Parents to upload learning on 
Tapestry for teachers to mark 

 If a bubble is put in isolation then the 
teacher will continue to use the 
planning that would be used in class 
and adjust for use over Tapestry. 

 
Mental Health and Well Being 

What are the 
hazards? 

Who might 
be harmed 
and how? 

What are you already doing? Do you need to do anything else to 
manage this risk? 

Action by 
whom? 

Action by 
when? 

Done 

Emotional distress 
of children 

Children Class teachers and LSA’s have good 
relationships with the children in their 
class 
 
School has identified Jigsaw PSHE 
programme to use 
 
ELSA can provide support and guidance 
around separation anxiety along with 
various materials provided by the 
Educational Psychologists 

 Ask parents to hand over children 
as quickly as possible if they are 
upset, so as to minimise contact  

 2 adults allocated to each 
classroom so that there is one to 
help if a child is upset  

 PSHE planning from Jigsaw 
‘COVID-19 Recovery’, which 
needs to be one of the main focii 
of the ‘curriculum’ 

 Teachers to be very aware of the 
emotional needs of children, and 
provide support in line with this, 
much as they have been doing 
since 1st  June 

 INSET day training on the 
importance of relationships and 
time to build them within the 
curriculum 

Staff / DHT 3.9.20  

Emotional distress 
of staff including 
anxiety 

Staff Mental health team in place and shared 
with all of the staff 
 
Business manager trained in Mental 
health 1st Aid 
 

 Share risk assessment with all 
staff asap  

  Invite and encourage staff to 
share concerns and accept that 
not all of these can be 
successfully addressed 

Mental Health 
team/ HT/ Staff 

3.9.20  



HT has signposted staff to a selection of 
materials to support health and well 
being during Covid -19 
 
School have purchased the SLA to 
provide staff with counselling and 
resources 
 
Staff are encouraged to look after 
themselves and speak to a member of 
the team if they have concerns 

 Regular review of risk 
assessment; other issues are 
bound to arise 

  Two designated adults per class 
so that if one needs a comfort 
break there is another member of 
staff present 

 Staff mental health awareness at 
INSET 

Emotional distress 
of parents including 
anxiety 

Parents Parent support advisor has run 
additional parenting sessions at the end 
of the summer holidays on the anxious 
child. 
 
Clear communication with all parents 
about the arrangements in school 
 
Refer to parent support advisor for 
additional help or the education welfare 
officer. 
 

 Inform parents of all measures 
being taken to protect children  

 Reassure parents that we will do 
everything we can to make school 
a pleasant experience for children 

 Provide materials on preparing 
children to return to school 

Staff /HT 3.9.20  

Wraparound Care 
What are the 
hazards? 

Who might 
be harmed 
and how? 

What are you already doing? Do you need to do anything else to 
manage this risk? 

Action by 
whom? 

Action by 
when? 

Done 

Spread of virus 
when children 
aren’t in their class 
bubbles 

Staff and 
children 
during close 
contact at 
Breakfast 
club 

No breakfast club since 20th March 
 
Breakfast club split from Juniors so run 
on our site 

 No of children at the breakfast 
club limited 

 Children will be let into the club 
from the outside door and parents 
will not be allowed in to the 
building 

 Markings for waiting outside the 
door provided 

 Children to wash hands on entry 
to the room 

 Specific tables for children in year 
group bubbles 

HT/ SCL/ 
Breakfast club 
staff 

  



 Resources allocated for year 
groups 

 Room to be cleaned thoroughly 
after each session 

 Children taken to classes and 
SCL mark off- wash hands on 
arrival to class. 

Spread of virus 
when children 
aren’t in their class 
bubbles 

Staff and 
children 
during close 
contact at 
after school 
club 

No after school club since 20th March 
 
After school club slit from juniors and run on 
the school site. 

 No of children at the after school 
club  limited to 15 

 Booking through the junior school 
office 

 Children will be brought to the 
Meadow by teachers 

 Children to wash hands on entry 
to the room 

 Specific tables for children in year 
group bubbles 

 Resources allocated for year 
groups 

 Room to be cleaned thoroughly 
after each session 

  

Staff / Hangout 14.9.20  

Evacuation  & Safeguarding Procedures 
Fire  Any Building 

user or the 
property 
itself 
Burns, 
inhalation or 
damage to 
property 

Ensure sign in procedures are adhered to 
ensuring known personnel on site, this 
includes creating new registers for class 
groups 
 
All children are registered and these are 
taken outside in the event of a fire. 
 
Adhere to normal alarm and evacuation 
procedures. 
 
Fire evacuation drills to be undertaken 
allowing personnel and children to get 
used to their new rooms and evacuation 
routes. 
 

 Ensure Fire Marshalls are 
confident in their roles. 

 Any new staff are aware of the 
procedures 

School 
Office/HT/Staff 

 

7.9.20  



 

 

 

 

Risk Assessor 
Debbie Cook  

Signature Date  August 2020 
 
 

Responsible Manager 
Debbie Cook  

Signature Date August 2020 

 

 

Date Reviewed Signature Role 

Sept 2020   

   

 

Where ventilation has been utilised within 
rooms, and it is safe to do so, staff should 
ensure closure prior to evacuation. 

Safeguarding and 
well-being of 
children and staff 

Staff and 
Children 
 
Children and 
staff who are 
not attending 
school may 
have 
safeguarding 
or wellbeing 
issues which 
are not 
known.  

All issues/concerns are immediately 
raised with the DSL’s and dealt with in 
line with the Child Protection Policy and 
Safeguarding Policy. 
 
Parents/Children who are uncontactable 
are visited by staff members. 
 
The Head will provides regular updates 
and information to all staff. 

Visits are completed by two staff 
members as and when required.  Staff 
should follow social distancing 
measures at all times. 

All staff / DSLs 
HT/ DHT 

 

7.9.20  



Action Plan for Risk Assessment 

 

Action Plan to be completed based on the findings of the assessment. The following actions are to be undertaken to reduce the risk level as far as reasonably 

practical and to ensure that all of the standard controls and local arrangements are in place.  

No Hazard not fully 
controlled 
 

Performance 
Status 

Action required Person Responsible Target Date Date of Completion  

Imminent 

High 

Medium 

Low 

Very low 

1. Building users not 
aware of systems 
and controls 

Low Ensure all staff have read the updated risk 

assessment and contributed.  

HT write to all parents before the start of 

term to ensure they are aware of the 

procedures 

Ensure signage is in place 

Volunteers only allowed if approved by 

HT. DHT meet and ensure all Health and 

Safety including Covid risk assessment 

has been shared. 

Parents not understanding or adhering to 

rules. Translated letters and visuals used 

to support understanding. 

Prepare site with signs and areas clearly 

marked 

HT & DHT 
 
Caretaker 

3.9.20  

2. Children being 
harmed due to 
inadequate 
supervision 

Low Ensure that we have current accurate 

contact details for all children’s parents, 

and that parents are aware that they need 

to check for/respond to phone calls, 

emails and texts. 

 

HT  
& Office 
 
 
 
 
 

2020 
Ongoing 
 
 
 
 
 

 



   

3. Personal Hygiene 
and Social 
Distancing 

High Ensure all site users adhere to the protective 

measures in place 

Staff develop class charters and monitor 

handwashing 

All staff adhere to the 2m distance between 

themselves and other staff members 

Ensure staff do not gather in shared spaces by 

providing additional staff spaces 

HT/Staff 2020 ongoing  

4. Cleaning and 
resources 

Medium Provide all bubbles with cleaning equipment 

Ensure all areas are thoroughly cleaned if 

anyone has symptoms 

Additional cleaning regime to be 

implemented  

Further hand washing ‘lessons’, and showing 

videos of how viruses are spread as part of 

the curriculum 

 

Staff/ Cleaners Sept 2020  

5. Illness and First 
Aid 

High Full PPE will be provided along with guidance 

on how to use. 

Designated adult and area of school used 

(medical room) whilst waiting for collection. 

Store infected materials securely for 72 hours  

Ensure all first aiders are aware of procedures 

and availability of equipment 

HT / Caretaker Sept 2020  



6. Shared Staff Spaces Medium Ensure all staff are aware of the need to limit 

the contact between year group bubbles by 

providing additional staff areas 

All staff to keep 2m distancing in place from 

each other 

Staff Sept  2020  

7. Attendance and 
home learning 

Low Need to ensure accurate records are kept and 

staff informed if suspected cases have been 

identified in bubble. 

Follow guidance from PHE 

Office Staff Sept 2020  

8. Well being Low Ensure all staff know what to do if a child is 

emotionally distressed when separating from 

carer 

Continue to provide information with Staff 

and Parents 

HT Sept 2020  

9 Wraparound Care Low Follow risk assessments for before and after 

school clubs 

Staff Sept 2020  

10 Evacuation/ 
Safeguarding 

Low Staff time to be allocated to register 

management and all pupils to be aware of 

room evacuation procedures 

Staff Sept 2020  

 

Responsible Managers 
 
Debbie Cook 
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