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OWNER: South Essex Academy Trust 

DATE: 16th October 2020 

 

Purpose of this document: 
This COVID19: Risk Assessment and Action Plan document sets out the decisions taken and measures put in place to prepare for the phased re-

opening of the school and ensure the school continues to operate in a safe way. 

 

Existing policies and guidance continue to apply alongside the actions within this document, including but not limited to:  

- Health and Safety Policy 

- First Aid Policy 

- Child Protection Policy  

- CYP Response Plan 

- DFE Guidance relating to COVID19 

- Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013 

- The Health Protection (Notification) Regulations 2010 

- Public Health England (PHE) (2017) ‘Health protection in schools and other childcare facilities’ 

Steps of Re-opening Preparation: 

 
 

 

 

  



 

Theme Control Measures Risk to Implementation 

Risk Level 

Pre-

Action 

Action Required / 

Decision Made 

Action 

Completed  

Date 

Risk Level 

Post-Action 

Preparing 
Buildings and 

Facilities 

Premises and utilities have 

been health and safety checked 

and building is compliant. 

• Water treatments  

• Fire alarm testing 

• Repairs 

• Grass cutting 

• PAT testing 

• Fridges and freezers 

• Boiler/ heating 

servicing 

• Internet services 

• Any other statutory 

inspections  

• Insurance covers 

reopening arrangements 

Unavailability of site 

manager 

L Possible use of other 

Trust site staff e.g. 

WGA, and for some 

tasks, SLT have 

awareness of 

processes and systems 

to be checked. 

19/5/20 L 

Office space/staffing re-

designed to allow office-based 

staff to work safely.  

Achievable with school 

staff.  Only lack required 

space if Trust staff are 

present.  

L Trust staff to work 

from home/rota until 

social distancing 

rules relaxed. 

20/05/20, then 

17/07/20 to 

establish hot 

desk/rota. 

L 

Planned entry and exit routes 

to the school are in place, any 

physical changes and/or 

signage required to allow 

social distancing are planned 

and in place. 

Bottlenecks likely at 

entrance to school. Social 

distancing unlikely to be 

maintained. 

M 

 

2-meter markers are 

present on floors. 

 

One way system in 

place to enter and exit 

the school. Signage in 

place. 

 

In place. 

 

For September, 

refined to allow 

separate 

entrance/egress 

for nursery 

pupils. 

 

L 



September revised 

Staggered start/finish 

times to reduce 

numbers around 

school entrance at 

any time to 

manageable levels. 

 

 

Consideration given to 

premises lettings and approach 

in place. 

Sports hall in use for 

Woodys out of school 

provision. Lettings paused 

until at least half term due 

to cleaning required 

between uses.   

M No lettings until half 

term unless cleaning 

capacity can be 

increased/paid for by 

lettings and guidance 

allows them to return. 

 

Dedicated Woodys 

bubble use until at 

least half term. 

 

Separation of 

KS1/KS2 resources 

and pupils in 

Before/After School 

club. 

 

Sports clubs can run 

after half term subject 

to social distancing, 

ventilation and 

accommodation 

requirements being 

met, include CPRSSP 

risk assessments and 

practice. 

20/05/20 

 

 

 

 

 

 

2/9/20 

 

 

 

14/9/20 

 

 

 

 

 

2/11/20 

L 

 



Consideration given to the 

arrangements for any 

deliveries. 

Deliveries will be required 

to leave goods in car park, 

site manager will collect 

using social distancing. 

L All deliveries to be 

overseen by site 

manager. 

20/5/20 L 

Trust Central Staff on site – 

orientation to Trust Managers, 

accommodation considerations. 

Trust managers to share 

orientation (17/9/20) with 

all staff, trust staff to 

follow same systems and 

processes as all other staff 

at Westwood, consider use 

of meeting room as hot-

desking facility to enable 

trust staff to maintain 2m 

from other adults where 

possible. 

 

 

Only a limited number of 

pupils will pass the office 

area (year 3) during the 

day and will be able to 

maintain a 2m distance 

from adults, also 

segregated by high desk 

design that reduces 

transmission risk further. 

21/7/20. 

 

 

 

 

L Implement hot desking 

facility, rearrange 

furniture as required, 

trust managers to create 

rota if required to enable 

2m space to be 

maintained through a 

blend of home/office 

working.  With suggested 

arrangements 2m 

distancing is easily 

achievable 21/7/20. 

 

• Central requested to arrive 

before 8:30 or after 9:30 

(initially, JA will update if 

this is to change). 

•  

• One way traffic system 

discussed and understood. 

•  

• Agreed that HR/Payroll 

would enter and exit via 

the meeting room. 

•  

• Agreed meeting room as a 

hot desk room for central 

services.  No other use. 

•  

• Small fridge to be put in 

meeting room as 6 people 

in kitchen at any one time. 

•  Create a refreshment 

station in meeting room to 

reduce interactions and 

From 17/9/20 

meeting. 

 

Office limits 

identified, 

arrangements 

agreed for office 

sharing/rotas 

and meeting 

room for 

hotdesking for 

overspill to 

maintain 2m.   

 

Consideration to 

arrival and 

leaving times to 

avoid start/end 

of day 

congestion risk. 

L 



mitigate risk of 

transmission 21/7/20. 

•  

• HR/Payroll will not use 

thestaff room. 

•  

• 2 persons to work in HR 

room at any one time.  1 

extra finance space 

available in man office. 

•  

• HR/Payroll will operate 

an alternating rota with 

team members, 

working onsite min 2 days 

maximum 3 days per 

week. (To be reviewed by 

Trust Managers after a 

four week rotation.) 

Emergency 
Evacuations 

Evacuation routes are 

confirmed, and signage 

accurately reflects these. 
NB In the event of emergency the 

priority is getting out of the 

building calmly regardless of 

social distancing.   

 

Arrangements in place to 

support individuals with 

reduced mobility including 

cover arrangements in the case 

of reduced numbers of staff. 

 

All escape routes are 

viable but may for short 

period compromise 2m 

rule as building is left. 

When assembling, social 

distancing to be 

maintained.  

 

 

Not currently an issue.  If 

staff become unavailable 

to work, responsibility will 

be shifted to replacements. 

M Revise evacuation 

procedure with all 

staff and children. 

 

Fire drill to test 

arrangements during 

on return to school, 

and as more pupils 

return (w/c 7/9/20). 

Fire drill w/c 

7/9/20. 

 

Implementation 

from 1/6/20. 

 

 

L 

 

Enhanced cleaning regime is in 

place in line with COVID19: 

Unavailability of staff.  

 

M Pupils involved in 

cleaning own surfaces 

Planning from 

18/5/20. 

 

L 

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


Cleaning and 
waste disposal 

Cleaning in non healthcare 

settings guidance.  

 
• cleaning an area with normal household 

disinfectant after someone with 
suspected coronavirus (COVID-19) has 
left will reduce the risk of passing the 
infection on to other people 

• wear disposable or washing-up gloves 
and aprons for cleaning. These should 
be double-bagged, then stored securely 
for 72 hours then thrown away in the 
regular rubbish after cleaning is finished 

• using a disposable cloth, first clean hard 
surfaces with warm soapy water. Then 
disinfect these surfaces with the 
cleaning products you normally use. Pay 
particular attention to frequently touched 
areas and surfaces, such as bathrooms, 
grab-rails in corridors and stairwells and 
door handles 

• if an area has been heavily 
contaminated, such as with visible 
bodily fluids, from a person with 
coronavirus (COVID-19), use protection 
for the eyes, mouth and nose, as well as 
wearing gloves and an apron 

• wash hands regularly with soap and 
water for 20 seconds, and after 
removing gloves, aprons and other 
protection used while cleaning 

 

 

 

Unavailability of PPE or 

cleaning products to meet 

guidelines (ordered and 

expected). 

 

Capacity issues as more 

cohorts return. 

at end of each 

session.   

 

Cleaning stations 

created in all 

classrooms (store at 

high level). 

 

PPE ordered and 

expected.  Reorder of 

items missing/running 

low. 

 

Enhanced cleaning 

schedule implemented 

throughout the site, 

ensuring that contact 

points, worksurfaces, 

door handles, taps 

etc. are all thoroughly 

cleaned and 

disinfected regularly 

(before school, 

lunchtime, after 

school). 

 

Hand towels and 

handwash are to be 

checked and replaced 

as needed by site 

manager and 

cleaning staff 

 

Enhanced cleaning 

regime for toilet 

Implementation 

from 1/6/20, 

then ongoing 

review (daily 

8.00am meeting 

SLT/Site 

Manager). 

 

Ongoing 

monitoring of 

PPE stock 

levels. 

 

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


facilities particularly 

door handles, locks 

and toilet flush (after 

play, lunch, school – 

site manager hours 

adapted to enable). 

 

Daily meeting of SLT 

member and site 

manager to discuss 

the effectiveness of 

systems and need to 

adapt. 

 

School will close if 

enhanced cleaning 

regime cannot be 

performed. 

 

Capacity of cleaning staff is 

adequate to enable enhanced 

cleaning regime. 

Cleaning team back at full 

capacity.  Possible refocus 

from sports hall cleaning 

to main building to add 

further capacity (as 

lettings not in place until 

after half term at earliest). 

L 

All staff now cleared 

to return to work (no 

more shielding 

arrangements in 

place). 

 

L 



Adequate cleaning supplies 

and facilities around the school 

are in place.   

 

Arrangements for longer-term 

continual supplies are also in 

place. 

Suppliers of cleaning 

products/PPE in place. 

 

Review of Cleaning and 

PPE stock ongoing. 

 

Cleaning supplies not 

arriving/complete. 

 

Lidded bins in place. 

 

 

M Hand sanitiser 

available on entry to 

school. 

Staff have been 

sourcing missing 

cleaning supplies to 

fill gap in original 

orders. 

Lidded bins in 

classrooms. 

Disposable tissues in 

each classroom to 

implement the ‘catch 

it, bin it, kill it’ 

approach 

Signage promoting 

cleaning in place 

(refresh for 

September 2020). 

No visitors to office 

reception – all 

contact through 

telephone/email. 

Ongoing. 

 

 

L 

Sufficient time is available for 

the enhanced cleaning regime 

to take place. 

All staff out of classrooms 

by 4pm daily to enable 

cleaning to take place. 

M Where possible,  staff 

advised to leave the 

site by 4.00pm in 

order for cleaning to 

be undertaken. 

2/9/20. L 



Waste disposal process in place 

for potentially contaminated 

waste. 

Use different coloured 

bags for contaminated 

waste – identify single bin 

to store separately. 

M Waste bags and 

containers - kept 

closed and stored 

separately from 

communal waste for 

72 hours. 

 

Waste collections 

made when the 

minimum number of 

persons are on site 

(before start of school 

day – existing 

practice). 

 

20/5/20 L 

 
  

 
 

 

 
  

 
 

 

Classrooms 

The number of staff and CYP 

that can use each room at any 

one time has been determined 

according to the physical 

capacity of the school site. 

 

Space available to meet 

social distancing 

guidelines. 

 

Classroom shapes and 

configuration. 

 

Staff availability to take 

pupils in each class (and 

need to reduce to 

minimum levels to reduce 

transmission opportunities 

to be COVID secure) 

 

M KS1/2 Forward 

facing desks in lines 

to reduce infection 

opportunities, create 

space to allow staff 

2m of space. 

 

Until half term – 

reprofile PPA and 

interventions to keep 

bubbles to as few 

adults as possible. 

By 2nd 

September. 

 

 

 

 

 

In place. 

L 



 

Classrooms have been 

re/arranged to allow as much 

space between individuals as 

practical. 

 

 M To be completed by 2nd 
September 2020. 

2/9/20. L 

Classroom entry and exit 

routes have been determined 

and appropriate signage in 

place. 

 

Follow existing 

arrangements where 

possible and introduce 

one-way traffic flow. 

L Signs in place. 

Routes identified. 

20/5/20. L 

Appropriate resources are 

available within all classrooms 

e.g. IT, age specific resources.  
NB: sharing of equipment or 

stationery should be prevented where 

possible. Shared materials and 

surfaces should be cleaned and 

disinfected more frequently [source: 

protective measures guidance]. 
 

 

 

Resources which are not easily 

washable or wipeable have 

been be removed. 

 

 

 

 

 

 

 

Cleaning off resources 
determines what will be 
available e.g. use of 
chromebooks fine as long as 
anti-bac wipes after each 
session. 

 

 

Soft resources and 
furnishings to be removed 
from use. 

Single pack of resources for 
each pupil to be prepared, 
labelled and used exclusively 
by one pupil – to reduce 
transmission risk through 
stationary etc. 

L 

 

 

 

 

 

 

 

 

 

 

L 

 

 

 

 

 

 

 

 

 

Use of chromebooks via 
one-way system and 
use of cleaning stations 
after use. 

 

 

 

Soft furnishings out. 

 

 

 

 

2/9/20. 

 

 

 

 

 

 

 

 

 

 

1/6/20. 

 

 

 

 

 

 

 

 

 

L 

 

L 

 

 

 

 

 

L 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

Information posters are 

displayed in every classroom, 

at the main entrance, places 

visible to those at the school 

gate, in the staffroom and in all 

toilets. 

 

Outdoor resources that are 
not easily cleanable to be 
removed from use. 

 

 

 

 

 

 

 

L 

Playground 

apparatus to not be 

used due to cleaning 

requirements. 

 

 

Ongoing.  

 

 

 

 

L 

 

 

 

 

 

 
 

   
 

 
 

   
 

 
 

   
 

Staffing 

Staffing numbers required for 

entire eligible cohort have 

been determined including 

support staff such as 

facilities, IT, midday and 

office/admin staff. 

 

Including at least one of the 

following: 

• Paediatric First aider. 

• Designated 

Safeguarding Lead 

(DSL) 

Large administrative task of 
completing return to work 
forms for each staff 
member.  (ALL COMPLETED 
– ALL STAFF BACK EXC. 
CATERING STAFF BY 
29/6/20) 

 

Based on knowledge from 
data collected throughout 
the closure, a majority of 

M 

 

 

 

 

 

 

 

 

L 

Staff audit re 

available to work on-

site from 1st June. 

 

Completed return to 

work interviews to 

identify further issues. 

 

 

High numbers of staff 

trained with 

Paediatric First Aid 

skills – high level of 

coverage. 

28/05/20. 

 

 

 

28/05/20 

 

 

 

 

20/5/20. 

L 

 

 

 

 

 

 

 

 

L 

 



• SENCO  

• Caretaker/site member 

• Office staff member 

staff should be available for 
school return. 

 

1/6/20 onwards 

experience shows that 

staffing and processes 

work effectively and 

can be extended 

subject to no 

significant levels of 

absence. 

 

Approach to staff absence 

reporting and recording in 

place. All staff aware. 

Systems compliant in HR 

policies.  Staff training on 

changes due to COVID. 

L Training in most recent 
HR changes. 

11/5/20. L 

Arrangements for staff who are 

working from home are in 

place (including those shielded, 

clinically vulnerable and/or 

living with someone in these 

groups).  

 

Communication arrangements 

are in place with those staff 

and their role in continuing to 

support the working of the 

school is clear. 

School staff all back at 

WWA by 2/9/20.  Trust 

staff rota for hot desking 

and WFH – see trust risk 

assessments. 

L  2/9/20 to 

complete final 

RTW for 

catering staff. 

L 

Plans to respond to increased 

sickness levels are in place.  

Cover arrangements 

determined (including leaders 

and safeguarding designated 

leads) – on a weekly rather 

Staff sickness is 

unpredictable and 

COVID-19 may pose risk 

to increasing levels of 

sickness. 

M Ability in guidance to 
use adults across 
bubbles allows for 
flexibility should there 
be staff sickness. 

 

2/9/20. L 



than daily basis to minimise 

contacts. 

Consideration given to staff 

clothing expectations and 

information shared with staff to 

ensure clothes worn are easily 

washable (e.g. no ties).  

 

September guidance 

reduces increased 

cleaning expectation on 

clothes, still retain no 

ties/extra garments and 

lanyards. 

L Communicate with all 
staff about clothing 
being easily cleanable – 
return to “normal” 
cleaning regime for 
clothing from 
September. 

28/5/20. L 

Approaches for meetings and 

staff training in place. 

Using meeting room as 

hot desking area for trust 

staff reduces meeting 

capacity.  Use classroom 

or small hall for staff 

meetings, or Zoom to 

allow remote meetings. 

L Use of video meetings 
to protect 
accommodation from 
increased use and 
increased cleaning 
requirements. 

 

2/9/20. 

 

 

 

 

 

 

 

L 

Consideration given to staffing 

roles and responsibilities with 

regards to the continued remote 

provision alongside in-school 

provision. 

Removed remote provision 

from September 2020. 

M WWA staff back to 
normal hours.  Trust 
staff rota’d to hot 
desking/existing office 
space/WFH to allow for 
2m to be achieved. 

2/9/20 (meeting 

to organise 

17/7/20. 

L 

Consideration given to the 

options for redeployment of 

staff to support the effective 

working of the school. 

 

If redeployment is taking place 

staff are aware of controls and 

processes in respect of tasks 

they are unfamiliar with. 

HL/TA s may be required 

to lead some groups if not 

enough teachers on site to 

cover numbers.  

L Guidance allows for 
cross bubble use of 
adults. 

2/9/20. L 



Approach to support wellbeing, 

mental health and resilience in 

place, including bereavement 

support  
 
How staff are supported to 
follow this within their own 
situations and that of pupils 
and colleagues is clear. 

Bereavement training 

available to all staff.  

 

Consistent contact during 

closure has raised 

awareness of those staff 

who have suffered 

bereavement issues 

recently – pick up in 

return to work interviews 

and use OH Counselling 

services if necessary. 

L Staff are aware of 

available support and 

advice for schools 

and pupils available 

from ECC, including 

the Educational 

Psychology service  
https://schools.essex.gov.u

k/admin/COVID-

19/Pages/default.aspx   
 

CEO looking at Trust 

Bereavement Policy. 

 

Return to work 

interviews determine 

response on 

individual basis, at 

SLT discretion. 

1/6/20. L 

Arrangements for accessing 

testing, if and when necessary, 

are in place. Staff are clear on 

returning to work guidance. 

Accessing tests required 

for anyone displaying 

symptoms. 

L Process to access tests are 

kept up to date by office, 

held in medical room and 

displayed. 

 

Requirement to keep tests on 

site administered by office. 

1/6/20. 

 

 

 

2/9/20. 

L 

The approach for inducting 

new starters has been reviewed 

and updated in line with 

current situation. 

HR to advise on new 

induction processes before 

new starters begin work. 

L Revert to video induction 

etc. where appropriate. 

 

Liaison with HR RE use of 

meeting room commencing 

29/6/20 for face to face 

inductions. 

To be advised by 

HR. 

 

Cleaning station 

in place 29/6/20. 

L 

Return to school 

 procedures are clear for all 

staff. 

Process of return to work 

interviews in place. 

 

Training days 20-22 July 

to set out new 

L RTW interviews and written 

communications will clarify 

the return.  All staff 

consulted on RTW plans 

from 15/5/20 (Catering staff 

for 2/9/20).. 

By 1/6/20 for 

first wave of 

returning staff, 

adding further 

L 

https://schools.essex.gov.uk/admin/COVID-19/Pages/default.aspx
https://schools.essex.gov.uk/admin/COVID-19/Pages/default.aspx
https://schools.essex.gov.uk/admin/COVID-19/Pages/default.aspx


arrangements in addition 

to written update and 

consultation on risk 

assessment. 

staff members as 

they return. 

Any staff contracts that need to 

be issued, extended or 

amended considering the 

current situation have been.  

 

Any HR processes that were 

in-train prior to or put on hold 

due to the COVID19 

emergency, have been 

appropriately resolved.   

Small number of contracts 

relating to next year need 

to be reviewed, awaiting 

ECHP panel outcomes on 

funding decisions. 

L Provisional plan in place 

for staffing, requires more 

information from other 

agencies to confirm. 

When ECHP 

panel have 

met/reported. 

L 

Arrangements in place for any 

visitors/ contractors on site, 

protocols and expectations 

shared. 
 

NB: Their employer may require 

them to wear PPE.  This should be 

documented as part of the risk 

assessment carried out by the 

Contractor. 

 

Contractors to provide 

risk assessment prior to 

visit including PPE and 

social distancing until 

requirement dropped. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

L Reduce visits 

wherever possible. 

 

Site Manager: Try 

and coordinate water 

mains repair 

completion by 1/6/20. 

 

All visits to be 

arranged with 

office/site manager to 

coordinate visits to 

out of hours wherever 

possible to reduce 

transmission 

opportunities. 

 

Check with the 

contractor any 

requirements their 

From 1/6/20. 

 

 

COMPLETE. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

L 



 

 

 

 

 

Possible start of CIF 

replacement of fire alarm 

system. 

 

 

employer has 

specified before visit.  

Share school 

protocols. 

 

Liaison with design 

consultants to identify 

COVID-secure 

working. 

 

Visitors that are not 

employed within the 

trust are required to 

wear face mask or 

visor whilst on site. 

 

 

 

 

 

July 2020. 

 

 

 

 

14/9/20. 

Arrangements in place for any 

externally employed adults 

delivering learning in school 

e.g. sports coaches, music 

tutors, forest school leaders.  

Protocols and expectations 

shared. 

 

Use of sports coach used 

consistently by key 

workers to continue. 

 

 

Increase use of video 

opportunities from 

external adults. 

L September guidance 

allows more freedom 

or specialist teachers, 

subject to SD. 

 

Share amended 

procedures, obtain 

their assessments 

outlining controls, 

e.g. only offering 

limited activities 

which maintain 

distancing, all 

equipment stringently 

cleaned at end of 

each session.   
 

2/9/20. L 

 
 

   
 



 
 

   
 

Group Sizes 

Class groups have been 

determined on the basis of 

small, consistent groups of 

CYP, that can remain separate 

from other people and groups.  

 

Class or phase bubbles set 

up, bubble also for 

Woodys. 

L Principle of using 

least amount of rooms 

possible per bubble. 

 

Sports Hall 

(Woodys/isolation 

area during school 

day): 30 max 

henceforth. 

Small Hall: 

thoroughfare for one-

way, hot dinners. 

Atrium: interventions 

using SD. 

Spare classes: 

interventions for 

adjacent year groups 

using SD. 

Library: year 6 

interventions. 

Meeting Room: hot 

desking for trust staff. 

20/5/20. L 

Vulnerable and critical worker 

group sizes determined. 
NB: with peers where possible. 

No longer provided. n/a  n/a  n/a  n/a  

Staffing allocations to groups 

determined, including 

consistency and any solutions 

to insufficient staffing 

numbers. 

Rotas for support in each 
class identified and adapted 
for first half term to ensure 
minimal adults within 
bubbles. 

L Rotas to change if 
further adaptation 
required to make the 
provision safer (e.g. 
minimise the number of 
staff in each cohort, 
subject to pupils needs). 

2/9/20. 

 

 

 

 

 

L 



HLTA capacity available to 
cover (guidance frees up use 
of adults across bubbles). 

 

 
 

 

 

Provision of wraparound care 

Woodys Before and After 

School Club can continue, 

according to guidance due 

to staff being able to work 

across groups and bubbles 

being allowed to mix for 

certain purposes 

(including wraparound 

care). 

L Use sports hall JUST 

FOR WOODYS to 

reduce use to the 

Woodys bubble.  

Means no lettings 

until half term at the 

earliest. (Only other 

use for sports hall is 

isolation area in one 

corner, not 

anticipated to be 

used). 

 

SD for adults key – 

move snack from 

green room to main 

hall for example. 

 

Fom September 

7th 2020 Woodys 

reopening. 

L 

 

 

   

 

Social 
Distancing 

Arrangements for social 

distancing in place to consider: 

 

• Staggered school drop 

off/pick up times and 

locations (if possible)  

Clear communication 

necessary to 

parents/carers to ensure 

that staggered times are 

known, and that SD is 

followed on school 

premises. 

L Clear “Return to 

School” 

communications via 

newsletter on 

parentmail, 

Facebook, website 

27/5/20. 

 

 

 

 

 

 

L 



• Staggered or limited 

amounts of moving 

around the school/ 

corridors 

• Classroom design 

• Break and lunch times 

are staggered. Plans for 

social distancing during 

these times in place, 

such as when queuing 

for lunches. 

• Toilet arrangements 

 

Revision to 10 minute 

intervals for pupils to 

enter school in – reduce to 

5 minute intervals. 

 

 

and signage to 

parents/carers. 

 

Revised staggered 

start/finish 

break/lunch times 

consulted with staff 

and parents.   

Different parts of 

school used for 

breaks to keep 

cohorts apart. 

 

Traffic flow system to 

bring parents in one 

gate, out another to 

create SD.  Enhanced 

to support nursery 

pupils from 

September 2020. 

 

One way traffic flow 

around school, 

signed. 

 

Front facing desks 

create SD. 

 

Each of groups r have 

own toilets, so no 

cohorts sharing – 

practised during 

phase 1 and 2 return. 

 

 

 

From 2/9/20. 

 

From 14/9/20, 

adaptations to 

staggered break 

times made for 

operational 

purposes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Front facing 

furniture set out 

during w/c 

20/7/20. 

 



Cleaning of 

additional 

rooms/toilets 

planned for 

return. 

 

Information shared with 

parents regarding pupils 

travelling to school, 

encouraging walking and 

avoiding public transport as 

much as possible. 

Already done through 

consultation processes 

with both parents and 

staff. 

L Consultation has 

already raised this – 

emphasise in “Return 

to School” 

communication. 

By 28//5/20. 

 

Repeat for 

second wave 

29/6/20. 

 

Repeat for 

2/9/20. 

L 

Social 
Distancing 

Catering 

• Approach to avoiding 

children and young 

people entering school 

congregating and 

breaching social 

distancing is in place. 

Where parents do not 

follow social distancing 

rules. 

 

 

L SLT member or site 

manager on gate to 

supervise and direct: 

on arrival, students 

move straight to class 

and sit at named table 

and wait for rest of 

class to arrive/class 

to begin. 

 

Site Manager to 

enforce one way 

arrangements that 

larger numbers will 

necessitate at front 

gate. 

From 2/9/20. 

 

 

 

 

 

 

 

 

 

From 3/9/20. 

L 

Approach to potential breaches 

of social distancing in place, 

including in the case of repeat 

or deliberate breaches. 

Pupils/parents who cannot 

cope with, or choose to 

ignore social distancing 

rules. 

M Handwashing and 

cleaning (if needed) 

 

1/6/20. 

 

 

From 3/9/20. 

L 



Conversations with 

parents to support 

change in behaviour. 

(Site manager to 

guide during initial 

days back at school).  

 

 

Risks assessments and 

individualised 

approach in place for 

students who might 

struggle to follow 

expectations. 

 

Addendum to 

behaviour policy to 

withdraw place to 

pupils who can not 

consistently apply SD 

rules. 

Approach to assemblies – if 

still occurring, plan in place to 

manage social distancing. 

Halls have other uses 

whilst social distancing 

processes still in place.   

L Class get togethers 

through Zoom or 

facebook undertaken 

by teachers. 

 

Merit assembly initial 

pilot for video 

assemblies across the 

school. 

 

Normal Assembly 

programme cancelled 

1/6/20. 

 

 

 

 

 

4/9/20. 

L 



until social distancing 

processes removed. 

Social distancing plans 

communicated with parents, 

including approach to 

breaches. 

Pupils/parents who cannot 

cope with or choose to 

ignore social distancing 

rules. 

L Include in “Return to 

School” 

communication, and 

standing item on 

newsletter. 

 

Conversations with 

parents to support 

change in behaviour. 

 

Addendum to 

behaviour policy to 

withdraw place to 

pupils who cannot 

consistently apply SD 

rules. 

1/6/20. L 

Arrangements in place for the 

use of the playground, 

including equipment. 
NB:  outdoor equipment should not 

be used unless it is appropriately 

cleaned between groups of children 

and young people using it, and that 

multiple groups do not use it 

simultaneously. 

Pupils used to no social 

distancing on playground. 

M Daily briefing from 

CT before going out, 

very limited numbers 

of pupils allocated 

specific spaces in 

playground and times 

staggered to further 

reduce risk of 

crossover of groups 

(including 

keyworkers).  

 

Pupils not to use 

playground 

equipment until 

1/6/20. 

 

 

 

 

 

 

 

 

 

 

 

Review guidance 

to identify when 

opportunities 

can be retaken. 

L 



cleaning provision 

can be created. 

 

Risk of transmission 

much lower outdoors. 

 
 

   
 

 
 

   
 

Arrangements in place to 

provide food to CYP on site, 

including the requirement of 

universal free school meals. 

School kitchen difficult to 

SD for full staff. 

 

 

 

 

 

 

 

M 

 

 

 

 

 

 

 

Create a rota to 

partially staff kitchen 

and enable SD rules 

to be followed. 

 

Reorganise location 

of packed lunches, hot 

dinners, lunch play in 

terms of staffing and 

cleaning needs. 

2/9/20. 

 

 

 

 

In place from 

3/9/20. 

L 

 

 

 

 

 

 

 

Arrangements for the 

continued provision of FSMs 

for children not attending 

school are in place. 

n/a n/a n/a n/a n/a 

Catering 

PPE 

Arrangements for when and 

where each group will take 

lunch (and snack time if 

necessary) are in place so that 

children do not mix with 

children from other groups. 

Dining hall one-way 

thoroughfare - move 

isolation area to sports 

hall. 

L Packed Lunch in class, 
Hot dinners in bubbles in small 
Hall, staggered, then play. 
 

 

2/9/20 L 

Arrangements for food 

deliveries in place 

Stocks for initial uptake 

available from existing 

stock. 

L No issues reported 

from existing 

suppliers. 

2/9/20. L 



 

 

 
 

   
 

PPE requirements understood 

and appropriate supplies in 

place. 

Long term approach to 

obtaining adequate PPE 

supplies in place. 

PPE ordered does not 

arrive. 

 

M Trust purchase of 

high quality PPE 

linked to guidance on 

use, all in stock and 

due to be delivered in 

good time. 

 

School will not 

reopen/will have to 

close if PPE is not on 

site. 

 

Premises manager 

provided guide to 

PPE use for all staff. 

15/5/20. 

 

 

 

 

 

 

2/6/20 (in 

place), ongoing 

monitoring of 

supplies. 

 

 

20/5/20. 

L 

 
 

   
 

Response to 
suspected/ 

confirmed case 
of COVID19 in 
school/after a 

period of being 
at home. 

 

Approach to confirmed 

COVID19 cases in place: 

during school day  

• Which staff member/s 

should be informed/ 

take action  

• Area established to be 

used if an individual is 

displaying symptoms 

during the school day 

and needs to be isolated 

When a child, young person or staff 
member develops symptoms 
compatible with coronavirus, they 
should be sent home and advised to 
self-isolate for 7 days. Their fellow 
household members should self-
isolate for 14 days. All staff and 
students who are attending an 
education or childcare setting will 
have access to a test if they display 
symptoms of coronavirus, and are 
encouraged to get tested in this 
scenario. 
Where the child, young person or 
staff member tests negative, they 
can return to their setting and the 
fellow household members can end 
their self-isolation. 

M Procedures written up 

and available in 

medical room. 

 

SLT/office (medical) 

staff always on site.  

First contact will be 

with them to direct 

response. 

 

28/5/20. 

 

 

 

Practice of 

procedure on 

10/6/20 proved 

system effective. 

 

 

 

 

L 



• Cleaning procedure in 

place 

• Arrangements for 

informing parent 

community in place 

 

Approach to confirmed 

COVID19 cases in place: 

outside of school hours  

• Approach to relocating 

CYP away from certain 

parts of the school to 

clean, if possible 

• Cleaning procedure in 

place 

• Arrangements for 

informing parent 

community in place 

 

 

Where the child, young person or 
staff member tests positive, the rest 
of their class or group within their 
childcare or education setting 
should be sent home and advised to 
self-isolate for 14 days. The other 
household members of that wider 
class or group do not need to self-
isolate unless the child, young 
person or staff member they live 
with in that group subsequently 
develops symptoms. 
As part of the national test and trace 
programme, if other cases are 
detected within the cohort or in the 
wider setting, Public Health 
England’s local health protection 
teams will conduct a rapid 
investigation and will advise schools 
and other settings on the most 
appropriate action to take. In some 
cases a larger number of other 
children, young people may be 
asked to self-isolate at home as a 
precautionary measure – perhaps 
the whole class, site or year group. 
Where settings are observing 
guidance on infection prevention 
and control, which will reduce risk of 
transmission, closure of the whole 
setting will not generally be 
necessary. 

Corner of sports hall 

to be cordoned off as 

isolation area. 

 

Site manager on site 

to provide cleaning 

assistance. 

 

Parents informed as 

per guidelines.   

 

Communication 

channels need to be 

clear (“Return to 

school” 

communication, so 

that positive tests can 

lead to cleaning/risk 

assessment for groups 

of pupils. 

 

If parent/staff member 

calls in to report any 

of the symptoms of 

COVID for a pupil or 

staff member that is 

off, get clear 

indication of when 

symptoms began, 

what symptoms are, 

and what 

arrangements are 

being made to be 

tested ASAP. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

21/9/20 



Provide school test if 

required to accelerate 

a result to enable 

action to protect 

school community to 

be taken sooner. 

Pupils are reported as 

being off with cold etc 

Clarity around symptoms 

before return to school, 

through school office. 

L Clarity around 

symptoms of COVID 

symptoms (in medical 

room) and how any of 

these, even if linked 

to another illness will 

require testing (see 

Juniper FAQs around 

testing and self-

isolation on HT’s 

noticeboard.) 

5/10/20  

Pupil Re-
orientation 

 
back into school 

after a period of 

closure/ being 

at home 

Partial Re-
opening 

      

Approach and expectations 

around school uniform 

determined and communicated 

with parents. 

Is all of uniform 

necessary?  Cleaning 

requirement.  And need to 

normalise school 

uniform/help transition 

back to school. 

L Already included in 

parent consultation 

and set out in “Return 

to school” 

communication. 

 

Remove tie 

expectation, no PE 

kit, avoid unnecessary 

cleaning. 

28/5/20. 

 

 

Reissue before 

September 2020 

return. 

L 

Changes to the school 

day/timetables shared with 

parents. 

Staggered arrangements 

may confuse some parents 

and lead to crowding, SD 

breach. 

L Revised times 

included in parent 

communication, 

By 20th July 

2020 

 

L 



facebook, website, on 

gate etc. 

 

Will need 

updating to 

include new year 

groups 

staggered start 

and end times. 

All students instructed to bring 

a water bottle each day. Water 

fountains not in use or strict 

social distancing and cleaning 

arrangements in place. 

 L Will be set out in 

“Return to school” 

communication, 

facebook, website etc. 

 

28/5/20. L 

Pupil Re-
orientation 

 
back into school 

after a period of 

closure/ being 

at home 

Partial Re-
opening 

Full Re-opening 

Transition   
into new year 

group 

 
What will need 

to be different 

Approach to preparing pupils 

for a return to academic work 

and new social situations is 

developed and shared by all 

teaching staff. 

 

This includes bringing together 

pupils who have remained in 

school during closure and those 

at home and celebrating non-

academic achievements of 

pupils whilst at home/ during 

school closure. 

 L No home learning 

provision unless 

bubbles are closed 

down due to 

infection. 

September 2020 L 

Approach to supporting 

wellbeing, mental health and 

resilience, including 

bereavement support is in 

place. 

Identified pupils who 

made need bereavement 

support through phone 

calls to families by CTs. 

L Reinstate learning 

mentor provision for 

both home and school 

based pupils.   

 

Bereavement training 

made available to 

staff as part of WFH 

provision. 

September 2020. 

 

LM in place, 

supporting 

identified pupils. 

L 



this year 

because of 

COVID19? 

 

      

Consideration of the impact of 

COVID19 on families and 

whether any additional support 

may be required: 

• Financial 

• Increased FSM eligibility 

• Referrals to social care and 

other support 

• PPG/ vulnerable groups 

 M Re-signed for FSM 

eligibility service, 

will support quick 

acceptance for new 

claims. 

 

Support as required 

will be identified and 

refered to. 

Ongoing. L 

 
 

   
 

 
 

   
 

All students have access to 

technology and remote 

learning offer.  

 

Blended approach between 

physical and remote learning 

developed, including support 

for those CYP who are 

shielding/ clinically vulnerable. 

Discontinuation of 

home/school provision. 

M All pupils expected to 

be in school. 

September 2020 L 

 
 

   
 

 
 

   
 

 
 

   
 



Safeguarding 

Safeguarding 

Curriculum / 
learning 

environment 

      

Implement transitions between 

school years taking into 

account what needs to be 

different due to partial 

opening, remote and face to 

face: 

• EY to Primary 

• Primary to Secondary 

• Vulnerable children 

• Children with SEND 

• Physical and sensory 

needs, including 

adaptations, equipment 

etc (lead in times) 

• Post 16 

School Leavers 

Existing transition plans 

have been adapted to 

Summer delivery for 

Reception and Nursery 

new starters.. 

 

 

M Post-summer 

transition for 

Reception pupils. 

 

Y6 school leaver 

celebrations – already 

committed to doing 

these after summer, 

when normal 

conditions allow.  

Picnic using COVID 

secure guidleines also 

planned for 16th July. 

Reception 

transition for 

September/Octo

ber planned (to 

be 

communicated).  

L 

Individual CYP’s risk 

assessments are in place and 

welfare checks being 

undertaken. 

All pupils back at school, 

so normal safeguarding 

practices can be 

reinstated. 

M 

 

 September 2020 L 

Staff are prepared for 

supporting wellbeing of pupils 

and receiving any potential 

disclosures.  

Regular calls with families 

should hopefully have 

provided intelligence 

relating to this e.g. 

bereavements, financial 

problems etc 

L Safeguarding 

refresher available as 

part of CPD from 

September 2020, TPP 

approach included in 

SIP. 

In place. L 

Safeguarding 

Updated Child Protection 

Policy in place. 

 L Revised safeguarding 

policy in place for 

2020.  

In place. L 



• Work with other 

agencies has been 

undertaken to support 

vulnerable CYP and 

families. 

 

 

 

Subject to demand when 

we return – we have 

continued to support the 

pupils we know we have 

needed to. 

M Provision has 

continued and will do 

e.g. Zoom SENCO 

meetings, reference to 

the FOHS etc. 

In place. L 

Safeguarding 

Curriculum / 
learning 

environment 

Curriculum / 
learning 

environment 

CYP with SEND 

Consideration given to the safe 

use of physical contact in 

context of managing 

behaviour.  

 M Behaviour Policy 

addendum around SD 

compliance and 

withdrawing place in 

provision if SD not 

maintained. 

 

Cleaning station in 

each class. 

 

PSPs do not suggest 

at present that this is 

a considerable risk. 

 

Review individual 

consistent 

management plans to 

ensure they include 

protective measures. 

1/6/20. L 

 
 

   
 

Current learning plans, revised 

expectations and required 

adjustments have been 

considered. 

Plans to baseline current 

attainment levels for all 

pupils in autumn 1 with 

L Included in SIP. In place. L 



 

 

AFL driven gap closing 

from that point. 

 

Consideration has been given 

to what activity is more 

difficult/ not possible to be 

undertaken with social 

distancing in place? 

 

Each activity should be risk 

assessed and should not be run 

unless the risks can be 

mitigated 

 

• PE 

• Practical science 

lessons 

• DT/ FT 

 

Links to consideration of 

environment and space 

available. 

L Until half term, PE is 

only possible outside 

due to other uses for 

the halls. 

 

 

Curriculum will be 

stuck to as is 

reasonable in the 

circumstances, but 

with far less 

opportunities for 

group work etc. 

September 2020 L 

Whole school approach to 

adapting curriculum (S/M/L 

term), including: 

• Wellbeing curriculum 

• recognising ‘non-

curriculum’ learning 

that has been done  

 

Adapting curriculum to 

meet the baseline of skills 

and knowledge identified.  

L Include wellbeing 

activities, further 

transitional activities 

and regular 

reminders of SD rules 

in school. 

Planning in 

place.   

 

Learning 

behaviour and 

wellbeing 

objectives 

included in SIP. 

L 

Student behaviour policy 

reviewed and amended where 

necessary in line with the 

current circumstances. 

Highest risk is the ability 

of pupils, particularly the 

youngest, to conform to 

SD rules consistently. 

H Behaviour Policy 

addendum around SD 

compliance and 

withdrawing place in 

provision if SD not 

maintained. 

September 

guidance much 

more accepting 

that pupils are 

not expected to 

social distance 

L 



 

Regular revision of 

SD rules by CTs. 

 

Staff to be reminded 

constantly about need 

to maintain social 

distancing with both 

pupils and other 

adults. 

 

(although adults 

still should 

where possible). 

Curriculum / 
learning 

environment 

CYP with SE 

Attendance 

Approach to provision of the 

elements of the EHCP 

including health/therapies. 

Ongoing adaptation to 

meet needs of pupil just 

awarded EHCP during 

lockdown. 

M SENCO to monitor 

provision (including 

use of 1-1) during 

phased transition. 

September 2020. L 

Annual reviews.  L Shift to Zoom 

platform – SENCO 

already discussing 

transition for some 

pupils with parents 

via Zoom. 

Ongoing. L 

Requests for assessment. Existing requests have 

been delayed. 

L SENCO already 

identified this and 

pushed for resolution. 

Ongoing. L 

 
 

   
 

 
 

   
 

 
 

   
 



CYP with SEND 

Attendance 

Attendance 

Communication 

Approach to support for 

parents where rates of PA were 

high before lockdown. 

 

Initial newsletters 

reminded parents about 

attendance requirements.   

L Discussions with 

parents of our most 

vulnerable, balancing 

parental choice and 

our level of concern. 

 

Previous PA meetings 

had to be deferred 

due to lockdown.  

Monitor those 2 

families closely and 

act appropriately – 

added complication of 

removal of fines and 

parental choice in 

difficult 

circumstances. 

Ongoing. L 

 
 

   
 

 
 

   
 

 
 

   
 

 
 

   
 

Communication 

Directors/ 
Governance 

Information shared with staff 

around the re-opening plan, 

returning to site, amendments 

to usual working 

patterns/practices and groups. 

 

Guidance for September 

now available and basis of 

this risk assessment – 

approach to “exceed 

expectation” where 

M RTW interviews and written 

communications will clarify 

the return.  All staff 

consulted on RTW plans 

from 15/5/20. 

 

Plans and risk assessment 

shared with staff 13th July 

2020. 

Arrangements in 

place for 

September 2020.  

L 



possible to protect our 

community. 

Re-opening plans shared with 

Directors. 

 L 15th July 2020 update 

for September, with 

meetings in place to 

update at each stage 

of reopening (in May 

and then June). 

Updates as 

required. 

 

L 

Communications with parents: 

• Plan for September 

reopening 

• Social distancing plan 

 

 L  

Clear “Return to 

School” 

communications via 

newsletter on 

parentmail, 

Facebook, website 

and signage to 

parents/carers. 

 

By 20th July 

2020. 

 

Ongoing, as 

plans are 

adapted and 

developed. 

 

 

L 

Pupil communications around: 

• Changes to timetable 

• Social distancing 

arrangements 

• Staggered start times 

• Expectations when in 

school and at home 

• Travelling to and from 

school safely 

 

 L  

Clear “Return to 

School” 

communications via 

newsletter on 

parentmail, 

Facebook, website 

and signage to 

parents/carers. 

 

By 20th July 

2020. 

 

Ongoing, as 

plans are 

adapted and 

developed. 

 

 

L 

Communication 

Directors/ 
Governance 

On-going regular 

communication plans 

determined to ensure parents 

are kept well-informed 

 

 L Letters, website 

updates, social media, 

Parentmail. 

By July 20th for 

returning in 

September, then 

through weekly 

newsletter and 

L 



Directors/ 
Governance 

School events, 
including trips 

Finance 

 parentmails as 

needed. 

Meetings and decisions that 

need to be taken prioritised. 

Different context to 

normal.  Focus on 

consistency across 

home/school learning and 

maintaining safety.   

L Virtual governing 

body meetings. 

 

Reduce meetings 

where possible, use 

Zoom.  Directors 

meetings already in 

place e.g. 5/5/20, 

15/7/20. 

 

Look at similar 

approach for Teacher 

Meets and Leadership 

Academy. 

 

Ongoing. L 

Directors are clear on their role 

in the planning and re-opening 

of the school, including 

support to leaders. 

 

Approach to communication 

between Leaders and Directors 

is clear and understood. 

•  

Communications with 

Directors has continued 

throughout lockdown and 

closed schools. 

L Zoom Directors 

meetings in place, 

Directors joining in 

with regular Trust HT 

meetings. 

In place (next 

15/7/20). 

L 

Certain aspects of governance 

are on-hold in order to deal 

with the immediate situation, 

these are agreed and clear with 

all Directors and there is a plan 

for then these will be reviewed 

and potentially reinstated. 

 L Directors and the 

school have the same 

focus, shelving the 

existing improvement 

objectives in order to 

deliver the 

exceptional services 

In place. L 



that the pandemic has 

demanded. 

      

Directors/ 
Governance 

School events, 
including trips 

Finance 

School events, 
including trips 

      

The school’s annual calendar 

of events has been reviewed 

and decisions made on 

cancelling or going ahead with 

events in the immediate term, 

including school trips. 

 

Residential trip is possibly 

a credit and refund from 

school funds type 

arrangement.  Being 

disputed. 

M Have maintained 

regular updates with 

trip provider, the 

financial side will 

require Finance to 

support school with 

logistics of 

refunds/credit.   

 

Parents updated with 

information as it 

becomes available. 

Ongoing.   

 

Insurance/Provi

der using school 

as go-between in 

dispute – 

requires school 

action either 

paying until 

either insurance 

or provider pays 

out. 

M 

Additional costs incurred due 

to COVID19 are understood 

and clearly documented. 

Lost income from lettings 

and private nursery fees? 

Costs of employment 

remain, so present a risk. 

M Main cost of FSM 

now changed 

provider to Edenred 

to minimise risk of not 

receiving funds back 

from Govt. 

From 1/6/20. L 

Claims submitted for 

reimbursement for example, 

increased premises related 

costs; additional cleaning; 

support for FSM 

Finance section to 

organise the claims. 

M Costs have been 

limited, mainly to 

FSM vouchers.   

 

Lost income due to 

closure of school site 

and private nursery 

fees are a greater 

Ongoing. M 



concern to be 

explored. 

      

School events, 
including trips 

 

      

Any loss of income 

understood, including the 

impact of lettings and the 

financial implications of 

possibly not restarting. 

Lettings and private 

nursery fees are major 

concerns. 

M To be explored 

through Finance 

group. 

Ongoing M 

Insurance claims, including 

visits/trips booked previously. 

Residential trip. M Have maintained 

regular updates with 

trip provider, the 

financial side will 

require Finance to 

support school with 

logistics of 

refunds/credit.   

 

Parents updated with 

information as it 

becomes available. 

Ongoing.   

 

Insurance/Provi

der using school 

as go-between in 

dispute – 

requires school 

action either 

paying until 

either insurance 

or provider pays 

out. 

L 

Reintroduction or re-

contracting services, such as: 

• Cleaning 

• IT support  

• Catering 

 

 L All have continued as 

mainly in house. 

Ongoing. L 

Consideration given to any 

support that may be brokered 

SEAT, BATIC, ECC. L Effective partnership 

working has 

Ongoing L 



 

through working together, for 

example, partnerships, trusts 

etc. 

continued throughout 

the closure including 

the South Essex 

Academy Trust, 

Benfleet and 

Thundersley 

Improvement Cluster, 

and Essex County 

Council. 

 
 

 
   

 

 
 

 
   

 

 
 

 
   

 


