
Rudgwick Primary School Risk Assessment and Risk Management for the full re-opening of school in 

September 2020 during COVID-19 and the partial opening between 4/01/21 and 19/02/21 

Caveat: This document is version: 15, produced: 26.02.2021. It is being kept under review as updated 

guidance is published by the government. 

Revisions to system of controls and school routines coming out of lockdown 3 (08/03/21) are highlighted in 

green and are in line with latest DfE guidance (School coronavirus (COVID 19) Operational Guidance) 

Revisions to system of controls and school routines during lockdown 2 (5/01/21 – 19/02/21) are highlighted in 

purple and are in line with latest DfE guidance  (limiting attendance during the national lockdown:schools)     

 
System of controls (Taken from DfE ‘Guidance for full opening: schools’)  
 
This is the set of actions schools must take. They are grouped into ‘prevention’ and ‘response to any infection’ and are outlined in more detail in the sections 
below. 
 
Prevention: 
1) minimise contact with individuals who are unwell by ensuring that those who have coronavirus (COVID-19) symptoms, or who have someone in their 
household who does, do not attend school 
2) clean hands thoroughly more often than usual 
3) ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach 
4) introduce enhanced cleaning, including cleaning frequently touched surfaces often, using standard products such as detergents and bleach 
5) minimise contact between individuals and maintain social distancing wherever possible 
6) where necessary, wear appropriate personal protective equipment (PPE) 
Numbers 1 to 4 must be in place in all schools, all the time. 
Number 5 must be properly considered and schools must put in place measures that suit their particular circumstances. 
Number 6 applies in specific circumstances. 
 
Response to any infection: 
7) engage with the NHS Test and Trace process 
8) manage confirmed cases of coronavirus (COVID-19) amongst the school community 
9) contain any outbreak by following local health protection team advice 
Numbers 7 to 9 must be followed in every case where they are relevant. 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/964351/Schools_coronavirus_operational_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/952443/210114_School_national_restrictions_guidance_FINAL_14012021.pdf
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools


 

 

 

 

Risk / hazard as suggested by Local 

Authority 

Groups of people 

who are 

especially at risk 

from this hazard 

Steps that are being taken to mitigate the risk (references to points detailed 

within our own school risk assessment) 

Workplace - Classrooms, offices, corridors, 

stairs, toilets etc, unclean and unclean 

surfaces 

 

 

Staff and pupils 1a, 2, 3, 4, 5, 6, 7, 8, 12, 19. 

Fire – Insufficient fire marshals – unable to 

ensure building has been cleared in an 

emergency 

 

 

Staff and pupils 11 

Fire – Staff not knowing what to do in an 

emergency 

 

 

Staff and pupils 11 

First Aid - Insufficient number of 1st aiders - 

Unable to provide 1st aid to staff 

 

 

Staff and pupils 2, 5, 9 

General health, safety, welfare and fire 

safety - Has the school completed an 

inspection / assessment of the premises 

fabric, layout, mechanical / electrical 

systems and other features? 

 

Staff and pupils The school has been open throughout lockdown and all of the usual checks on the 

building, grounds and systems have continued as normal. 

The school has sought and received an assurance from Incore cleaning company that 

they are providing an enhanced service during this term. 

The county risk assessments for Health and Safety as well as Buildings have been 

completed and any relevant points included in this school risk assessment. 

Has a completed copy of the UK 

Government's poster been posted in the 

building so that staff, pupils and visitors can 

see it? 

 

 

Staff and pupils Yes – copies displayed inside and outside the building. 



 

Coronavirus – COVID-19 infection 

transmitting among premises user 

Parents, staff, 

pupils 

 

 

 

Please see detailed school risk assessment below. 

Risk / hazard 

Groups of people 

who are 

especially at risk 

from this hazard 

Steps that are being taken to mitigate the risk 

1a. Drop-off and pick up  

- All children will be expected to return to 

school and therefore the number of parents 

will increase. This will mean that the social 

distancing measures will be harder to adhere 

to. 

 

- COVID-19 infection transmitting among 

users of ‘equipment’ / surfaces 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*The school is aware that the current 

guidance now states that temperature 

checks are no longer required, as they are 

not a reliable means to determine if an 

individual has COVID-19, however after 

Parents, staff, 

pupils and siblings 

1. Any adults who are dropping off or collecting children must wear a face 

covering whilst they are on the school premises. 

2. Families will be grouped into houses (Eagles, Falcons or Kestrels) and each 

house will be given a specific drop-off and pick-up time. This will mean that 

children in the same family will now all be able to arrive at the same time, 

regardless of which year group they are in. 

3. Parents advised – one parent only at pick-up and drop-off and no siblings if 

possible. Older pupils may not need an adult to accompany them – however, if 

they have a high temperature, there must be someone available to come and 

collect them immediately as they will not be allowed into the school building. 

4. Staggered arrival and pick up times for each house:  

Eagles = 8:30am – 3:00pm,  

Falcons = 8:40am – 3:10pm,  

Kestrels = 8:50am – 3:20pm. 

5. The small gate on the playground will be the new entrance AND exit allocated 

for all children for drop-off and pick-up. 

6. Signage will direct parents to the correct place and identify which house we 

are letting in at each time. 

7. Member of SLT to be present to encourage parents to move on promptly and 

discourage socialising. 

 

8. DROP-OFF: One way system in operation to minimise contact between parents 

and children: In through the footpath gate, out through carpark. 

9. Markings on pavement to encourage families to line up and remain 2m apart. 

10. Extra temporary barriers will be put up along the path to encourage families to 

remain in the line, drop their children off one at a time and continue out of the 

car park once they have dropped off. This should maintain the flow of people 

and allow space for other families. 

11. Members of school staff will walk along the line taking temperatures of the 

children, before they get to the gate*. If there are any who are over 37.8, 

they will not be allowed in to the school premises and that family will be asked 

to leave the line. These staff members will be wearing full PPE. If a child’s hair 



gaining feedback from the school 

community, we believe that this extra 

precaution will enable our families, staff and 

children to feel safer in school and so we will 

be continuing this in the Autumn term.  

is obstructing the forehead, the staff member will ask the child or the parent 

to pull the hair back, to prevent the staff member needing to have any 

physical contact with the child. 

12. All other families will continue to the gate to drop their child(ren) off.  

13. Before the children enter the playground, they will also be required to sanitise 

their hands. There will be a station set up for children to administer their own 

hand sanitiser. 

14. A member of SLT will be at the gate to greet families and take any urgent 

messages (emailed messages will be requested to reduce delays at drop-off 

time). 

15. If parents arrive late and miss their allotted time, they will be required to wait 

until next group has entered school before their child can enter. 

16. Vulnerable and critical worker children will come into school via pedestrian 

gate and then school office door. Four sanitising stations set up and children to 

sanitise own hands. Staff in full PPE to take temperatures. 

17. Parents/Carers to maintain strict social distancing when on or around school 

premises 

 

 

 

18. PICK UP: One way system in operation: In through the footpath gate, out 

through carpark. 

19. Markings created on pavement in front of school to encourage families to keep 

2m apart. 

20. Small playground gate opened for children to exit the school premises. 

21. Extra temporary barriers will be put up along the path to encourage families to 

remain in their order in the line, rather than around the car park. They should 

then pick up their children and continue out of the car park. This should 

maintain the flow of people and allow space for other families to collect their 

children. Parents should not use the school car park but remain within the 

identified areas. 

22. SN (or SLT member) will ring the first bell to indicate when it is time for 

children in EAGLES to come to the playground (If there is a second adult in the 

class, they can accompany the children to encourage social distancing on the 

playground). Children may wait with their siblings in the playground and the 

SLT member will call the children to their parents, according to the order of 

the parents in the line. 

23. This process will then be repeated for FALCONS and KESTRELS.  

24. Children will have sanitised hands before leaving the building. 

25. An SLT member will be positioned in the carpark to encourage parents to 

move on promptly after pick up. 



26. Children to assemble on playground in their two bubbles and be dismissed as 

per usual system as parents appear. 

27. Parents/Carers to maintain strict social distancing when on or around school 

premises 

 

 

28. NEW ADMISSIONS:  

29. Entry and exit routines will be the same for new admissions. 

30. For the first three weeks, as part of their staggered start to school, new 

admissions will arrive and leave at different times to the rest of the school: 

Week 1 (7.9.20) – 9:30am – 11:45am 

Week 2 (14.9.20) – 9:30am – 1:20pm 

Week 3 (21.9.20) – 9:30am – 2:45pm 

31. From Week 4 (28.7.20), the children will be attending school full time and will 

join their house groups for drop-off and pick-up times. 

 

1b. Drop-off and pick up  

– Pedestrians are injured as a result of 

vehicles 

Parents, staff, 

pupils and siblings 

1. Gate to main carpark will be shut during drop-off and pick-up times 8:45am – 

9:30am and 2:55pm – 3:20pm.  

2. All staff to be informed that they will need to remain in school until 3:30pm to 

avoid needing to move vehicles whilst pedestrians are there. 

3. Parents and staff advised to be mindful of vehicles / pedestrians as they 

approach / leave the school premises. 

 

 

2. Classrooms  

- Social distancing measures cannot be 

observed when children and adults are 

moving around the room 

 

- COVID-19 infection transmitting among 

users of equipment 

 

 

Staff and pupils 1. Following updated guidance on 5.11.20, all safety measures (e.g. social 

distancing, ‘Catch it, bin it, kill it’, hygiene checklists, use of black bins, social 

distancing etc) have been reinforced with the children to ensure that they fully 

understand why they are so important. 

2. ‘Bubbles’ will now be extended to contain whole classes. 

3. All unnecessary soft furnishings to be removed. Any which remain will be 

sprayed daily and washed at a high temperature once a week. 

4. Children in years 1-6 will be seated in rows, wherever possible, facing the 

front of the classroom. 

5. In EYFS, workstations will be spread out as much as possible and children will 

be split into two groups, so that half of the class can be outside and half can 

be inside as much as possible. “We recognise that younger children will not be able 
to maintain social distancing, and it is acceptable for them not to distance within their 
group.” (DfE, 2020) 

6. Each child in years 1-6 will be allocated a space at a table and a tray in which 

to keep their belongings. They will have their own set of resources to keep in 

their tray. They will keep their coat on the back of their chair.  



7. Adults to be advised to maintain a distance between themselves and others 

(staff and children), whilst inside and to reduce the amount of time they are in 

face to face contact with pupils and each other.  
8. Parents will be asked to supply children with a water bottle, which will remain 

on the child’s desk for use throughout the day (Children to fill their own water 

bottle). 

9. Teachers will be able to mark books, (including live marking within the lesson 

if they wish) but will be asked to wear gloves, which must be thrown away 

after each lesson.  

10. Children to stay at their allocated desk as much as possible. 

11. Class teacher will ensure all equipment is cleaned frequently. 

12. Keep doors and windows open to aid ventilation.  

13. Cleaning company are carrying out enhanced cleaning of ‘hot spot’ areas daily. 

14. Each classroom will have a dry wipe ‘Sanitation Checklist’ to ensure cleaning 

routines are adhered to. This will include specific times for each child to wash 

their hands and specific times for door handles and frequently touched 

surfaces to be cleaned. 

15. Extra cleaning supplies including anti-bacterial wipes and cleaning fluids will be 

provided in all classrooms for adults to use as they see fit. 

16. Catch it, bin it, kill it. (Use a tissue, throw it in the bin, wash hands.) Children 

told to cough / sneeze into a tissue. Pedal bins will be supplied for all 

classrooms. Pedal bins will be double bagged and regularly emptied – by the 

cleaner (or school staff if they get too full).  

17. Large supplies of tissues to be in every classroom. 

18. If a child is displaying symptoms of COVID-19 – high temperature (37.8 or 

greater), continuous cough, child to be immediately quarantined by the exit 

door in the community room and encouraged to wear a mask / visor. Parents 

to be contacted to collect their child immediately. Staff dealing with child to 

wear PPE (located by external door). 

19. If any child complains of feeling unwell, parents will be contacted to collect 

their child. 

20. Staff to avoid being within 2m of any other adult or children wherever 

possible. Staff to direct children to do things for themselves rather than do 

things for them, wherever possible. 

21. Adults will be advised to wear face masks when they are in the classroom. 

3. Toilets  

– Social distancing measures cannot be 

observed when children need to use the 

toilet 

 

- COVID-19 infection transmitting among 

users of equipment 

Staff and pupils 1. New guidance states, “different groups don’t need to be allocated their own toilet 
blocks, but toilets will need to be cleaned regularly and pupils must be encouraged to 
clean their hands thoroughly after using the toilet.” (DfE, 2020)  

2. All staff to only send one child from their bubble at a time to the toilet to 

ensure a minimal number of children in the toilets at any one time (Bands will 

not be used at all). 



3. Children will be reminded to wash their hands and asked to use hand sanitiser 

once re-entering the classroom. 

4. Children eating lunch  

- Social distancing measures cannot be 

observed during lunchtimes when children 

are eating in the hall 

 

- COVID-19 infection transmitting among 

users of equipment 

Staff and pupils 1. All children to wash hands before and after eating. 

2. Lunchtimes will be staggered and there will be two serving stations; one in the 

hall for years R and 1 and one in the ICT suite for years 2-6:  

Hall serving area 

 

ICT suite serving area 

Year R 12:10pm 

Year 2 12:20pm 

 

Year 3 12:30pm  

Year 4 12:35pm 

Year 5 12:40pm 

Year 1 12:45pm 

 

Year 6 12:45pm 

 

3. Children in years 2-6 to eat at their allocated tables in their classrooms (Any 

FSM children in these classes to go straight to the hall at 12pm to collect their 

hot meal and take back to their classroom) (One Midday Meal supervisor per 

classroom). 

4. Children in KS1 to eat in the hall. Four children only to be seated at each table 

in the hall. Children to sit in same place each day. 

5. Midday Meals supervisors will be allocated to a group of children and will 

supervise them whilst eating and at playtime during the lunch hour. 

6. Parents will be advised that children can bring in a packed lunch if they wish. 

These will be stored in the child’s tray on their desk. 

7. Cutlery to be laid out on the table before the children enter the hall.  

8. Two Midday Meals supervisors in the hall to supervise their groups.  

9. Once the children have collected their lunch, they will sit at the table and the 

midday meals supervisor will collect their drink, pudding and tidy their place 

for them as needed. 

10. Once children are ready to leave the hall, they will be asked to stand behind 

their chair, so that the adults can clean each table and chair before the 

children are taken outside by their adult. 

11. Children to use their classroom exit to move to and from their outside areas, 

in order to minimise the number of spaces they occupy.  

12. If wet at lunchtime – children to stay in classrooms and choose from a small 

selection of resources which must be sanitised afterwards. Children may move 

from their set places but all places should be sanitised before the start of the 

afternoon session. 

13. During lockdown 2 (5/01/21 – 19/01/21) a hot meal will be provided free of 

charge for all children . Children will remain in their bubble base, where the 

food will be served to them. Hygiene systems remain in operation as above.  



 

 

5. Breaktimes and lunchtimes 

(playtime) 

– Social distancing measures cannot be 

observed when the children are having 

breaktimes (outside or inside)  

 

- COVID-19 infection transmitting among 

users of equipment 

 

 

 

 

 

 

 

 

 

 

*The school is aware that the current 

guidance now states that temperature 

checks are no longer required, as they are 

not a reliable means to determine if an 

individual has COVID-19, however after 

gaining feedback from the school 

community, we believe that this extra 

precaution will enable our families, staff and 

children to feel safer in school and so we will 

be continuing this in the Autumn term. 

Staff and pupils 1. Children will be reminded to social distance by their adults whilst working / 

playing outside. 

2. Staggered morning breaktimes to ensure outside areas are not over-crowded:  

Year 6 / 3 10:10am,  

Year 5 / 2 / R 10:25am,  

Year 4 / 1 10:40am. 

3. Divide up the field and playground, so that each group has an allocated area 

when they are on breaktime / lunchtime. 

4. There will be no use of bands to use the toilet, so children will be sent one at a 

time. 

5. Children to take water bottles outside with them at breaktimes / lunchtimes 

and only drink from their own water bottles. Water fountain out of bounds. 

6. Children will be encouraged to go to the toilet before and after breaktimes. 

7. Outdoor equipment that is used by a class will be washed by the teacher/TA at 

the end of the day (see section 8 for more detail). 

8. First aid at breaktimes will be the responsibility of the teacher/TA. At 

lunchtimes, minor first aid will be overseen by MMS – children to do it 

themselves. Accidents requiring greater attention to be dealt with by Kate 

Wilford in the school office. MMS to take medical bag and register outside with 

them. 

9. If a child is displaying symptoms of COVID-19 – high temperature (37.8 or 

greater)*, continuous cough, child to be immediately quarantined by the exit 

door in the community room and encouraged to wear a mask / visor. Parents 

to be contacted to collect their child immediately. Staff dealing with child to 

wear PPE (located by external door in community room). 

10. If any child complains of feeling unwell, parents will be contacted to collect 

their child immediately. 

11. In order to minimise movement in and out of cloakroom areas, children will 

put lunchboxes in the cloakrooms having taken their snack out and put it in 

their tray. Lunchboxes will be collected from cloakrooms and placed under 

desks when finished and taken home at the end of the day, to avoid going 

back into cloakrooms.  

12. When school staff are serving hot lunches, they should allow the child to 

collect their own pre-poured drink to maintain a 2m distance. 

13. If necessary, staff should cut the child’s food by the food service station, 

allowing the child to remain at a 2m distance. 

14. When cleaning the tables after lunch, staff should ensure that they are 

wearing an apron and gloves to avoid direct contact. 

 

 



6. Corridors / communal areas  

- Social distancing measures cannot be 

observed when children / adults are moving 

around the school building 

 

- COVID-19 infection transmitting among 

users of equipment e.g. door handles / 

telephones / light switches etc. 

Staff and pupils 1. From 04/01/21, extra signage in line with Tier 4 requirements will be 

displayed around school (inside and out) to remind people to social distance 

and how to protect themselves whilst in school. 

2. Staff have been asked to be especially mindful of social distancing in 

communal areas. Two extra ‘staffroom’ spaces have been created. 

3. From 9/11/20 all adults to wear face coverings in communal areas and 

corridors. 

4. Prop open all doors to reduce amount of contact with surfaces and increase 

ventilation. 

5. Windows open wherever possible to increase ventilation. 

6. PW to turn on/off lights at the beginning and end of the day. 

7. Anti-bacterial wipes to be kept by every telephone so that they can be cleaned 

before/after every use. 

8. Adults to talk to the children daily about social distancing and share ground 

rules for moving around the school site. 

9. Spots along the corridor will indicate 2m distancing. 

10. Children to keep coats and bags in their classroom with them  

11. ICT equipment will be cleaned thoroughly in between groups. This will be the 

responsibility of the teacher. 

12. Wipes will be placed at the photocopier to enable staff to clean the copier 

before and after use. 

13. Assemblies and other large group gatherings where bubbles need to mix will 

be cancelled until further notice. Teachers will hold assemblies in classrooms 

with their own bubbles during this time. 

 

 

7. ICT suite  

- Social distancing measures cannot be 

observed when children and adults are 

moving around the space 

 

– COVID-19 infection transmitting among 

users of equipment 

Staff and pupils 1. Children to have left ICT suite by 11:45am and not return before 1:30pm, to 

ensure that children waiting to get their lunch are given maximum space. 

2. iPad trolley to be relocated to Community Room to reduce access to head’s 

office. 

8. Outside areas  

- Social distancing measures cannot be 

observed when children and adults are 

moving around outside 

 

- COVID-19 infection transmitting among 

users of equipment 

Staff and pupils 1. Children to be allocated play areas away from the other bubbles. 

2. Each outside space will have access to shade. 

3. Children will be reminded about social distancing by their adults. 

4. Children to use designated doors to exit their classrooms to their outdoor 

areas. 

5. Equipment will be allocated to a bubble for the whole week. Group leaders can 

choose what they want for their area on a Monday morning. All equipment to 

be taken back and placed outside the allocated classroom after use and 

sprayed with antibacterial spray by the teacher/TA. (The equipment can be 



stored in their classroom overnight for the week). Teacher/TA to return 

equipment to shed on a Friday afternoon. 

6. Permanent outdoor equipment e.g. trim trail, basketball posts will be cleaned 

more regularly by PW. 

7. PW to unlock sheds on Monday morning and unlock and re-lock on Friday 

afternoon for collection and return of equipment. 

8. Woods to be left unlocked to save touching keys and padlocks unnecessarily.  

9. Children can take water bottles outside with them at breaktimes / lunchtimes 

and only drink from their own water bottles. Water fountain out of bounds. 

10. Children reminded to wash their hands immediately after coming in from their 

outside area. 

11. During lockdown 2 – one bubble to use Yr R play area, one bubble to use main 

playground. 

12. From 08/03/21, Bubbles will be allocated designated areas, according to 

where their classroom is situated, for ease of access. 

9. First Aid  

- Social distancing measures cannot be 

observed when First Aid is being 

administered / First Aid cannot be provided 

because staff are not comfortable to provide 

First Aid 

 

- COVID-19 infection transmitting among 

users of equipment 

 

 

 

*The school is aware that the current 

guidance now states that temperature 

checks are no longer required, as they are 

not a reliable means to determine if an 

individual has COVID-19, however after 

gaining feedback from the school 

community, we believe that this extra 

precaution will enable our families, staff and 

children to feel safer in school and so we will 

be continuing this in the Autumn term. 

Staff and pupils 1. A First Aid kit will be supplied in each teaching room along with a bag for 

medication.  

2. JR to ensure that attending children’s medication is in the correct classroom, 

i.e. asthma inhalers. 

3. One adult within each group will be allocated as the First Aider during 

classroom time and breaktime. Children will be encouraged to take care of 

their own First Aid needs as much as possible. 

4. KW will be responsible for all more serious First Aid incidents at lunchtime. 

MMS will deal with other less serious bumps and scrapes. Head bump letter to 

be filled in by MMS and given to KW so parents can be informed by email or 

telephone.  

5. If a child is displaying symptoms of COVID-19 – high temperature (37.8 or 

greater)*, continuous cough, child to be immediately quarantined by the exit 

door in the community room and encouraged to wear a mask / visor. Parents 

to be contacted to collect their child immediately. Staff dealing with child to 

wear PPE. 

6. If any child complains of feeling unwell, parents will be contacted to collect 

their child immediately. 

7. Any members of staff who are displaying symptoms of COVID-19 will be sent 

home immediately. Arrangements will be made for them to be tested. If they 

test positive, the whole of their ‘bubble’ will be sent home immediately for 14 

days. (Follow official guidance). 

8. Parents to be made aware of the importance of staying away from school if 

they, or any member of their household is displaying symptoms of COVID-19. 

9. During lockdown 2 a trained first aider will be in school each day. 

 



10. Visitors 

 - Social distancing measures cannot be 

observed when extra adults enter the 

building 

 

- COVID-19 infection transmitting among 

users of equipment / school building 

Staff, pupils, 

parents and 

visitors. 

1. All visitors (and staff members upon arrival) to use hand sanitiser before 

entering. If anybody is displaying symptoms of COVID-19, or showing a 

temperature of 37.8 and above they will not be permitted to enter the 

building. 

2. All visitors will be required to sign a form which gathers information about 

their covid health. If there are any doubts about a visitor’s covid health, they 

will be denied entry. 

3. All visitors will be given time to read the school risk assessment and sign to 

say they have read and understood it. 

4. All visiting teachers will be given details and photos of staff who are 

particularly vulnerable. 

5. Parents will be actively discouraged from entering the school building (apart 

from in an emergency) and encouraged to instead communicate via email or 

telephone. 

6. Signage will direct delivery drivers etc. to leave packages or supplies in the 

community room.  

7. Only essential visitors will be allowed in the building and arrangements will be 

made prior to their arrival. 

8. Signage will remind all visitors to observe social distancing.  

9. Perspex screen fitted to provide extra protection for KW and SN. 

10. Visitors will not be asked to wear lanyards during this time. 

11. During lockdown 2 only essential visitors will be admitted. Wherever possible 

essential visitors will only be in the building outside of the hours children are 

present 

12. From 08/03/21 Visitors will be asked to make an appointment in order to be 

admitted.  

 

11. Fire  

- Social distancing measures cannot be 

observed when adults / children evacuate 

the building 

 

- COVID-19 infection transmitting among 

users of equipment / school building 

Staff and pupils 1. Briefing held with staff prior to children’s return, to ensure all are clear about 

fire procedures. 

2. Fire drill to be carried out during first week back at school. 

3. Muster point will be the playground as usual.  

4. Leave doors and windows open. 

5. Markings will be shown for each group to stand on. 

6. Group leaders to space children out to enable social distancing. 

7. Fire Marshalls – CD KM GG. 

12. Staffroom  

- Social distancing measures cannot be 

observed when adults are moving around 

the space 

 

- COVID-19 infection transmitting among 

users of equipment 

Staff 1. From 04.01.21, extra signage will be up in the staffroom to remind staff that 

only 5 people are allowed in there at one time. This signage will include 

crosses to indicate which seats must not be used, in order to limit the amount 

of people that can sit in each area. 

2. Outside eating area and community room have been allocated as additional 

spaces for staff to use at lunchtime. 



3. Staff to use sanitiser on entering and leaving the staffroom and before 

touching anything. 

4. Staggered breaks and lunchtimes (see sections 4 / 5 for more detail).  

5. Staff to keep their coats and personal belongings in their classroom.  

6. Keep staff room doors hooked back.  

7. Keep windows open.  

8. Remove cushions.  

9. Wipe kettle, handles, telephone & computer keys with anti-bacterial wipes / 

spray before and after use.  

10. Staff to be given the option of bringing in their own cutlery, cups & plates. 

11. All school cutlery, plates and cups to be washed in the dishwasher, not by 

hand.  

12. Staff to clean their table space and chair with anti-bacterial cleaner after they 

have finished.  

13. Store cupboard to only be used 1 person at a time. 

14. Staff encouraged to spend minimal time in the staffroom and observe social 

distancing. 

13. Offices  

- Social distancing measures cannot be 

observed when adults are moving around 

the space 

 

- COVID-19 infection transmitting among 

users of ‘equipment’ / surfaces 

Staff 1. Staff to stand in the doorway if they need to speak to KW, CD, SM or SN.  

2. Keep windows and doors open.  

3. KW, CD, SM and SN to keep to their own computer and work space.  

4. Telephones & equipment to be wiped regularly with anti-bac wipes. 

5. All members of staff and children will be reminded not to enter offices. 

6. Tape will be stuck across office doorways to show staff and children where to 

stand to talk to KW, CD, SN and SM. 

14. Clinically vulnerable members of 

staff working on site 

- Social distancing measures cannot be 

observed when adults are moving around 

the space 

 

- COVID-19 infection transmitting among 

users of ‘equipment’ / surfaces 

 
https://www.gov.uk/government/publications/staying-
alert-and-safe-social-distancing/staying-alert-and-safe-
social-distancing-after-4-july 

 

Staff 1. All those who are currently shielding have been advised that they can return 

to work from 1st August. SN will contact all staff currently shielding to confirm 

that they are returning to work in the Autumn term. 

2. Other staff members in this group will ensure that they socially distance 

themselves from parents, children and other staff as much as possible. 

3. Enhanced risk assessments will be in place for all members of vulnerable 

groups 

4. They may choose to wear a face covering or gloves whilst working – these will 

be provided by the school.  

5. Staff encouraged to spend minimal time in the staffroom and observe social 

distancing wherever possible. 

6. If staff become unwell during the working day, they should report to SN or HE.  

7. SN will discuss the Risk Assessment with all staff, including those who are 

members of this group prior to the start of the Autumn Term. She will check 

that they are comfortable with the steps that the school is taking to keep them 

safe and will be given the opportunity to add any other measures that they 

feel may be needed in order to protect themselves further. 

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing-after-4-july
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing-after-4-july
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing-after-4-july


8. During lockdown 2, clinically vulnerable staff will follow DfE guidance and 

continue to attend school where it is not possible to work from home  

9. From 08/03/21, clinically vulnerable staff will continue to follow DfE guidance 

and attend school, where it is not possible to work from home. 

15. Extremely Clinically vulnerable 

members of staff working on site 

-Social distancing measures cannot be 

observed when adults are moving around 

the space 

 

- COVID-19 infection transmitting among 

users of ‘equipment’ / surfaces 

 
https://www.gov.uk/government/publications/guidance-
on-shielding-and-protecting-extremely-vulnerable-
persons-from-covid-19/guidance-on-shielding-and-
protecting-extremely-vulnerable-persons-from-covid-19 

 

 

*The school is aware that the current 

guidance now states that temperature 

checks are no longer required, as they are 

not a reliable means to determine if an 

individual has COVID-19, however after 

gaining feedback from the school 

community, we believe that this extra 

precaution will enable our families, staff and 

children to feel safer in school and so we will 

be continuing this in the Autumn term. 

Staff 1. Following update guidance 30.12.20, all staff members in this group will work 

from home until further notice.  

2. Following the updated guidance 5.11.20, enhanced risk assessments have 

been completed for all staff members in this group. The advice in the updated 

guidance has been shared fully with them and they are aware that it is advised 

that they work from home if possible. 

3. Adults in this group will wear visors. 

4. Adults in this group have been instructed to seek advice from their GP. 

5. Referrals to Occupational Health have been made for adults in this category. 

6. Enhanced risk assessments have been carried out for adults in this category 

and they have signed to say that they have chosen to be in school despite the 

advice to stay away. 

7. Enhanced risk assessments will be reviewed weekly with adults in this group. 

8. All those who are currently shielding have been advised that they can return 

to work from 1st August. SN will contact all staff currently shielding to confirm 

that they are returning to work in the Autumn term. 

9. SN will discuss the Risk Assessment with all staff, including those who are 

members of this group prior to the start of the Autumn Term. She will check 

that they are happy with the steps that the school is taking to keep them safe 

and will be given the opportunity to add any other measures that they feel 

may be needed in order to protect themselves further. Enhanced risk 

assessments will be in place for all members of vulnerable groups 

10. Staff will be made aware of which members of staff fall in to this category. 

11. Members of staff may choose to wear a face covering or gloves whilst working 

and must maintain strict social distancing. 

12. Staff members in this group will ensure that they socially distance 

themselves from parents, children and other staff as much as possible. 

13. Staff encouraged to spend minimal time in the staffroom and observe strict 

social distancing wherever possible. 

14. If staff become unwell during the working day, they should report to SN or HE.  

15. Any members of staff who are displaying symptoms of COVID-19* will be sent 

home immediately. Arrangements will be made for them to be tested. (Follow 

official guidance). 

16. During lockdown 2, extremely clinically vulnerable members of staff will follow 

DfE guidance and work at home 

17. From 08/03/21, it is advised that CEV members of staff should work from 

home if possible, although may attend work if they wish as long as extra Risk 

Assessments are in place. From 08/03/21 the HT to liaise with members of 

https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19


this group to check that they are comfortable to be in school and the give 

them the opportunity to add any other measure that they feel may be needed 

in order to protect themselves further 

16. BAME members of staff working on 

site   

- Social distancing measures cannot be 

observed when adults are moving around 

the space 

 

- COVID-19 infection transmitting among 

users of ‘equipment’ / surfaces 

 

Staff 1. Members of staff may choose to wear a face covering or gloves whilst working 

and must maintain strict social distancing. 

2. SN will discuss the Risk Assessment with all staff, including those who are 

members of this group prior to the start of the Autumn Term. She will check 

that they are happy with the steps that the school is taking to keep them safe 

and will be given the opportunity to add any other measures that they feel 

may be needed in order to protect themselves further. 

3. Staff encouraged to spend minimal time in the staffroom and observe strict 

social distancing wherever possible. 

4. If staff become unwell during the working day, they should report to SN or HE.  

5. Any members of staff who are displaying symptoms of COVID-19 will be sent 

home immediately. Arrangements will be made for them to be tested. (Follow 

official guidance). 

6. During lockdown 2 the HT to liaise with members of this group to check that 

they are comfortable to be in school and the give them the opportunity to add 

any other measure that they feel may be needed in order to protect 

themselves further 

7. From 08/03/21 the HT to liaise with members of this group to check that they 

are comfortable to be in school and the give them the opportunity to add any 

other measure that they feel may be needed in order to protect themselves 

further 

17. Peripatetic teachers / supply 

teachers working on site 

- Social distancing measures cannot be 

observed when adults are moving around 

the space 

 

- COVID-19 infection transmitting among 

users of ‘equipment’ / surfaces 

 

Staff and pupils 1. “Supply teachers, peripatetic teachers and/or other temporary staff can move between 
schools. They should ensure they minimise contact and maintain as much distance as 
possible from other staff.” (DfE, 2020) 

2. All visiting teachers must have read the school risk assessment thoroughly 

before entering the school building and answered a series of questions about 

their health.  

3. All visiting teachers will be given details and photos of staff who are 

particularly vulnerable. 

4. All music service staff must adhere to the WSMS and RPS risk assessment 

guidelines 

5. Staff encouraged to spend minimal time in the staffroom and observe social 

distancing wherever possible. 

6. If staff become unwell during the working day, they should report to SN or HE.  

7. Any members of staff who are displaying symptoms of COVID-19 will be sent 

home immediately. Arrangements will be made for them to be tested. (Follow 

official guidance). 

8. From 08/03/21 Music sessions with West Sussex will resume for classes 1-3 

and will be adhering to the school’s risk assessment.  



9. All peripatetic teachers will be provided with LFD tests from the school, which 

they will complete the day before they arrive in school where possible (and will 

arrive at school 45mins early to test if they cannot do it from home). 

18.Staff working across bubbles on site 

- Social distancing measures cannot be 

observed when adults are moving around 

the space 

 

- COVID-19 infection transmitting among 

users of ‘equipment’ / surfaces 

 

Staff and pupils 1. Members of staff may choose to wear a face covering or gloves whilst working. 

2. Staff encouraged to spend minimal time in the staffroom and observe social 

distancing wherever possible. 

3. Staff who fit into this category have enhanced Risk-assessments to follow, 

outlining how they will ensure that they are taking appropriate steps to 

mitigate risk. 

4. Breakfast club and other extra-curricular clubs will not be taking place during 

Autumn 1. 
5. During lockdown 2, staff working across bubbles i.e. MMS and office staff, will 

wear full PPE and maintain strict social distancing wherever possible 
19. Curriculum provision / Wellbeing of 

the school community 

 

(Statements below have been taken 

from the Risk Assessment document 

from County) 

Priority risks regarding curriculum provision 

at this time rightly concern health and 

hygiene practices for staff and all pupils, 

safeguarding practices for remote learning 

and the impact of learning activity on staff 

and pupil wellbeing.  

 

By assessing and identifying the 

barriers/impact of the pandemic on pupils, 

schools should prioritise an appropriate 

curriculum to support emotional, social and 

physical wellbeing.  

 

Support for curriculum planning has been 

developed within the wider framework tool 

and therefore any associated risks is 

assessed as low at this time. 

Staff and pupils 1. The first two weeks of the Autumn Term will be set aside to largely focus upon 

the wellbeing of children as they return to school. 

2. An extra teacher and teaching assistant have been appointed with the aim to 

support children who have particularly ‘fallen behind’ over lockdown. 

3. During lockdown, all members of staff have undertaken training in Emotional 

Wellbeing of Children and Bereavement and Loss. 

4. ELSA trained TA will be available to work with any children who need extra 

support with their mental wellbeing. 

5. With the possibility that we may go in to local lockdown or some children may 

be absent due to self-isolation, the planning that is being created by teachers 

to follow in school will remain in the same format as it has been over 

lockdown, to ensure it remains accessible for parents should they need to 

follow it.  

6. Teachers have been asked to spend as much learning time outside as possible 

to reduce the risk of transmission. 

7. Children will be congratulated regularly on their efforts to adhere to the new 

restrictions, as well as learning that is taking place. 

8. Wherever possible, children to complete self-assessment tasks guided by the 

adult, rather than adults marking the books. This will reduce the risk of 

transmission. 

9. Staff meetings, wherever possible, will be held on Zoom. 

10. Teachers will be encouraged to leave school promptly at the end of the day to 

minimise their unnecessary time in school. 

11. Where it is appropriate and possible, SN may give staff the option of 

completing work at home or having their PPA at home.  

12. During lockdown 2, staff will maintain regular contact with families via Google 

classroom, telephone and/or email. Concerns of a safeguarding or wellbeing 

nature will be reported to SLT for action. 



13. During lockdown 2, all children will attend daily, live meetings with their class 

teacher and be provided with remote learning, which will follow the curriculum 

expectations for that year group. 

14. During lockdown 2, staff will be asked to score their wellbeing and workload. 

SLT will support staff with particular needs as necessary 

15. From 08/03/21 attendance is mandatory for all children, apart from those who 

are in the Clinically extremely vulnerable group and have a letter from their 

doctor advising them to shield. These children, including those who are self-

isolating will access their learning remotely. 

 

18. Implications of people being absent 

due to Track and Trace system. 

 

As the government implements the Track 

and Trace system, there is a risk of a 

member of Rudgwick Staff or a child finding 

out that they have come in to contact with 

confirmed cases of COVID-19. This may 

require the staff member or child needing to 

self-isolate in accordance with Track and 

Trace system guidance. 

 

 

Staff and pupils 1. Should a member of a bubble be tested as positive for COVID-19, or be 

contacted as part of the Track and Trace system, the school will follow the 

guidance on the closure of bubbles/hub and contact the whole bubble. All 

members of that bubble will be sent home to self-isolate, as per the 

government guidance. 

2. Any members of staff who are displaying symptoms of COVID-19 will be sent 

home immediately, if not already at home. Arrangements will be made for 

them to be tested. If they test positive, the whole of their bubble will be sent 

home immediately to self-isolate for 14 days. (Follow official guidance). 

3. During lockdown 2, SLT will monitor staffing levels in school. As long as safe 

levels of staffing can be provided, the school will be open for critical workers 

children and those who are vulnerable. 

 

19. Other / general 

- Social distancing measures cannot be 

observed when adults are moving around 

the space 

 

- COVID-19 infection transmitting among 

users of ‘equipment’ / surfaces 

 

 

*The school is aware that the current 

guidance now states that temperature 

checks are no longer required, as they are 

not a reliable means to determine if an 

individual has COVID-19, however after 

gaining feedback from the school 

community, we believe that this extra 

precaution will enable our families, staff and 

children to feel safer in school and so we will 

be continuing this in the Autumn term. 

Staff and pupils 1. COVID-19 Staff handbook will be circulated to all staff before the start of the 

Autumn term to ensure all staff are clear on protocols. 

2. Adults will choose a selection of books for a class ‘book display’ on a Friday. 

Each child can choose one book to take home for the week. On a Friday, these 

can be returned to a box and a new book can be chosen. The books in the box 

will be left for 72 hours before being returned to the class book display or the 

library, ready for the following week.  

3. Use of library will be restricted to group leaders only for stocking and re-

stocking their classroom supply.  

4. If children sit on the carpet, they must be given a spot to sit on to keep them 

socially distanced. 

5. Snacks / milk TBC. Possibly ask children to bring in a piece of fruit for a snack, 

which they can keep in their tray on their table. 

6. Staff meetings will be socially distant and outside wherever possible. 

7. Staff reminded to not enter a room unless absolutely necessary. 

8. If staff become unwell during the working day, they should report to SN or HE.  

9. Any members of staff who are displaying symptoms of COVID-19 will be sent 

home immediately. Arrangements will be made for them to be tested. If they 



test positive, the whole of their group will be sent home immediately for 14 

days. (Follow official guidance). 

10. Wherever possible, children to complete self-assessment tasks guided by the 

adult, rather than adults marking the books. This will reduce the risk of 

transmission. 

11. Assemblies will be in class or delivered via zoom. 

12. No singing or woodwind music lessons will take place until further notice. 

13. P.E. lessons may take place, but should be outside wherever possible and any 

equipment used must be thoroughly cleaned after use by each bubble. 

14. Before booking holidays over the summer, all members of the school 

community will be asked to take into consideration possible quarantine times 

to ensure that they are ready to return to school at the start of the Autumn 

term. 

15. During lockdown 2 all staff will be available to work a minimum of their 

equivalent contracted hours. The ‘in school’ rota will be subject to constant 

change as staff fall ill or are required to self -isolate, so all staff should be 

ready to come into school at short notice. 

16. Lateral flow testing for all staff will take place twice weekly for all staff in 

school from week beginning 1/02/21. 

17. Test kits will be stored according to instructions and records of all test 

outcomes (positive or negative) reported to NHS Test and Trace/RPS Covid 19 

Co-ordinator and Registration assistant/ and the headteacher. 

18. All staff have received training on the procedures around LFT week beginning 

25/01/21  

19. From 08/03/21 all members of staff will take Lateral Flow tests twice weekly 

and will report all outcomes (positive or negative) reported to NHS Test and 

Trace/RPS Covid 19 Co-ordinator and Registration assistant/ and the 

headteacher. 

20. KW will ensure that a recording of the LFT training will be forwarded to any 

new members of staff as needed, along with the relevant paperwork. 

 

 


