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We learn to love and love to learn with Jesus 
 

Action Plan: 

Coronavirus  (COVID-19) 



 

RISK ASSESSMENT  
Coronavirus  (COVID-19) 

DATE OF RISK ASSESSMENT:   13th March 2020 

ASSESSED BY:    Richard Curry after consultation with all staff 
HAZARD/RISK ACTION REQUIRED BY WHOM Date completed & 

notes 
Poor Hygiene & increased risk of infection: 

 
 

 Children and staff need to understand the 
hazards and risks in order to manage them 

 
 

 Pupils and staff need to develop a clear 
understanding of hygiene routines and 

systems as a priority 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 Visitors / contractors may compromise 
measures and protocols in place 

 
 

 Headteacher to regularly check the latest government advice for 
schools and to ensure the advice is shared and followed.  

 Daily advice from DfE forwarded to all members of SLT 

 Teachers share key information about hygiene daily.  
Resources are shared with all children, staff and parents:  
‘Catch it, Bin it, Kill it’ poster and handwashing video. 

 

Pupils and staff should be reminded to wash their hands thoroughly (20 
seconds or two happy birthdays): 

 before leaving home; 

 on arrival at school; 

 after using the toilet; 

 after breaks and sporting activities; 

 before food preparation; 

 before eating any food, including snacks; 

 before leaving school. 

 

Soap and water is more effective than using sanitisers. 
Sanitiser will be available in the dining room. WHEN this runs out these 
classes must be directed to wash their hands using soap and water even if 
this delays the time it takes to get through lunch. 
 
All visitors are asked if they are aware of the guidance for educational 
establishments (ask them to read it – available on front desk). 
 
Remind visitors to regularly wash their hands including on arrival (posters in 
main entrance will prompt this). 

Headteacher 
 
 
Teachers 
 
 
 
All staff 

Daily 
 
 
Ongoing 
 
 
 
Ongoing 
 
Newsletters/Letters to 
parents will reinforced 
this (March/April) 
 
 
 
 
 
 
 
 
 
 
 
 
 
Daily 
 
 
Daily 



Contamination through sneezing 
 
 
 

 Children and adults are advised to cover their mouth and nose with a 
disposable tissue when they cough or sneeze and put the tissue in the 
bin. If no bin is available, they should put the tissue into their pocket or 
up their sleeve for disposing of later. If you do not have any tissues 
available, they should cough and sneeze into the crook of their elbow. 

 Availability of hand sanitisers around the entrances and exits (subject to 
availability). 

 
 
 

All staff 
 
 
 
 
 

02/03/20  
ongoing 
 
 
 
 
On order 03/03/20 

Spread of Covid-19 through the environment  HT/Site Manager has communicated expectations with Cleaners and 
has checked essential daily tasks. 

 HT & Office staff have met with cleaners to review impact of cleaning. 

 HT & Site Manager are convinced that materials used, methods, 
systems and schedules for cleaning are appropriate and safe. 

 Key areas are prioritised: door plates, handles, toilets, sinks, taps, table 
tops. 

 70% wipes are available in key areas (including the dining room). 

 Dining tables are wiped before lunch and regularly throughout lunch 
with appropriate fluid and a clean cloth. 

 All visitors to the main entrance are asked to wash their hands on entry 
(or use gel if available). 

 Class teachers and TAs are acutely aware of hygiene needs within the 
classroom and will assist with cleaning key areas of the room as 
required throughout the day.  

 Class teachers will avoid passing objects around. 

 Where possible pupils will use their own materials (e.g. whiteboards in 
their own drawers, pens, pencils, etc.) rather than sharing. 

 Text books will be avoided (to reduce handling) and may be projected 
using the visualiser instead. 

 Pupils handing out books will wash hands after doing so. 
 
 
 

HT/SM 
 
HT 
HT/SM 
 
Cleaners 
 
SM 
MSAs & catering 
staff 
Office staff 
 
Teachers/TAs 
 
 
CTs 
CTs/Pupils 
 
CTs/TAs 
 
Pupils 

02/03/20 
 
09/03/20 
Ongoing – daily checks 
 
Daily / checked daily by 
SM 
Since 02/03/20 
 
Daily 
 
Daily 
Daily 
 
 
Daily 
 
 
Daily 
 
Daily 
 



Contracting  / spreading the virus from 
another infected individual 

 

 Child/Adult is unwell and it is believed that 
they have been exposed to COVID-19. 

 

 Call parent (if child) or relative (if adult) and explain reasons for 
suspicions of exposure and ask for the parent to come to school. Call 
111 if advice is needed or 999 if they are seriously ill or injured or their 
life is at risk. 

 Child/Adult is sent to main school office and will be seated in a room on 
their own. This will be the first aid room by the reprographics area. This 
room will be out of bounds to all staff and children until it has been 
properly deep cleaned once the infected person has left the building. 

 They should avoid touching people, surfaces and objects and be advised 
to cover their mouth and nose with a disposable tissue when they 
cough or sneeze and put the tissue in the bin. If no bin is available they 
should put the tissue into their pocket or up their sleeve for disposing of 
later. If you don’t have any tissues available, they should cough and 
sneeze into the crook of their elbow. 

 If they need to go to the bathroom whilst waiting for medical 
assistance, they should use the toilet in the first aid room. 

 The room and the toilet will need to be cleaned once they have left.  
 

Office staff 
 
 
 
Staff 
 
 
 
First Aider/ 
Office staff 
 
 
 
 
First Aider/  
Office staff 
SM/Office staff 
All staff 

As required 

Parents are concerned that a child’s 
attendance at school puts them at risk 

Individual cases will be considered by the Headteacher, the Deputy 
Headteacher and the Chair of Governors. These may involve a 
telephone interview. Parents will not be asked to compromise their 
rights to protect their child as a parent but a thorough conversation will 
be initiated and a supportive plan will be developed taking into account 
the needs of the child and the family. 
 

HT/DHT/CoG As required 

Children or staff have symptoms that could 
indicate a risk 

 As at 12/03/20 anyone with a new continuous cough or a high 
temperature (37.8 degrees +) should stay at home for 7 days. 

 Children or staff who come into school and are displaying these 
symptoms will be isolated (as per above) and will be sent home. 

 If there are questions about temperatures, the reading on a school 
thermometer will be used to determine whether action is required 

 If a parent will not collect a child this will be referred to the local 
authority. 

 Staff who are asked to isolate, showing these symptoms, must act upon 
the advice of the headteacher immediately. 

All staff 
 
 
 
Admin staff 
supported by SLT 

From 13/03/20 
 
 
 
As required 

Hand to hand contamination Usual protocols of polite handshaking will be removed between adults and 
children. A thumbs up or the sign for hello may be used instead between 
staff and children. Adult to adult contact will also be restricted.  

All staff and 
pupils 

12/03/20 



Insufficient staff are available, due to staff 
illness or isolation, to maintain a safe 
supervision of children in the school 

 A decision will be made as to whether pupils can be safely redistributed 
to other classes. 

 Supply staff will be sought where available. 

 A class/Key Stage may need to be closed for a fixed period. This may be 
rotated to lessen impact on groups. 

 The school may need to be closed until sufficient staff are available 
(Chair of Govs will be consulted). 

 If a member of SLT cannot be on site, then the school will be closed 
until a sufficient contingency plan is in place (inform chair of 
Governors). 

 

HT/SLT 
 
CoG 

As required 

A case of COVID-19 (pupil or school adult) is 
suspected at our settings. 

 Call Public Health England to report the case and get confirmation that 
they know and are carrying out contact tracing.   

 Log it with Herts County Council. 

 Send letter to parents updating them on the situation.  

 In most cases, closure of the school will be unnecessary, but this will be 
a local decision based on various factors such as establishment size and 
pupil mixing. Advice on the management of pupils and staff will be 
based on an assessment by the Public Health England Protection Team. 

 

Headteacher  As a matter of urgency 

Risks associated with travel and holidays  All staff asked to inform the Headteacher if they are travelling to any of 
the areas identified on government websites. 

 All staff are to follow any guidance given by Public Health. Not doing so 
constitutes a disciplinary matter. 

 Any pupil holiday requests are followed up with a conversation with the 
family. Families asked to follow guidelines and in the case of any 
symptoms, to contact the school before coming in. 
 

All staff 
 
 
 
Office staff 

Ongoing 
 
 
 
Ongoing 

Insufficient records exist to allow PHA to 
efficiently trace contact as required 

 All visitors sign in throughout the day. 

 Visitors sign in to other events (e.g. Masses, assemblies, parent 
consultations, etc). 

 After school club provision sign in all of their users and are made aware 
of hygiene protocols. 

Office staff 
Office staff 
 
Office staff 

Ongoing 
From 13/03/20 



Contamination through visits to other venues  All visits will be risk assessed and questions in relation to coronavirus 
will be addressed. 

 Trips already booked will be re-assessed and measures put in place to 
protect children and staff. If measures cannot be put in place to 
mitigate the risk the trip will be cancelled. The school will fund any 
liabilities in relation to this. 

 Residential visits in the UK will be treated in the same manner as local 
visits. 

 No international trips will be arranged until further advice for the 
Government and HCC permits this. 

 Trips to theatres or enclosed spaces where pupils will be seated in close 
proximity to others for extended periods will not be permitted. 

 Sporting events will be assessed on an individual basis. 

 Events involving large scale numbers will also be assessed separately 
according to local and national advice. 

 Parents may prefer for children not to be involved in such events. This 
will, of course, be their decision 

Class teachers 
(supported by 
SLT) 
 
All risk 
assessments will 
be signed off by 
the HT. 

As early as possible 
& reviewed regularly as 
advice changes. 

School closures impact upon learning 
 

 Time is provided for staff to prepare resources (online and/or hard 
copies) for home learning in the event of school closure. This will 
initially plan for two weeks delivery. 

 A whole school project marking the centenary of Welwyn Garden City is 
one of the activities that pupils can research and work on. 

 Staff are ready with a contingency plan and will be able to provide 
weekly directed learning opportunities. 

 Learning activities and instructions will be sent via parentmail each 
week (with the assistance of the admin team as required). 

 Parents will be reminded of checking up to date contact details and 
ensuring that they can receive parent emails. 

 Staff will ensure that children and parents know how to log on from 
home to access any work that is set online/digitally.  

 Staff will seek out spare text books that could be sent home if required 
in KS2. 

 Regular updates for parents will be emailed, uploaded onto the website 
and posted on the school’s social media accounts. 
 

Headteacher/CTs 
 
 
Class teachers 
 
CTs/Office staff 
 
Office staff 
 
Office staff 
 
Class teachers 
 
Class teachers/ 
TAs 
 
HT/Office staff 

Staff meeting 18/03/20 
Briefing 13/03/20 
 
Ongoing 
 
18/03/20 
 
Daily 
 
Ongoing 
 
18/03/20 
 
w/c 16/03/20 
 
 
 

 
 


