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COVID19: Risk Assessment and Action Plan 

SCHOOL NAME: Lakelands Primary School (LPS) 

OWNER: Koulla Anslow, Headteacher 

DATE: 25th 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 full 

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’ 
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*The below table includes examples in grey, these are not exhaustive. 

Risk Assessment/ Action Plan Sections: 



Theme Control Measures 
Risk to 

Implementation 
Risk Level 
Pre-Action 

Action Required / Decision Made Action 
Completed  

Date 

Risk Level 
Post-

Action 

Engagement in 
Risk Assessment 

and Planning 

Risk assessment process fully engages 
staff, governing body and union 
representatives. 

Staff do not read or 
engage with the risk 

assessment. 
M 

All staff to read the risk assessment and sign to 
say they have read and understood it. 

 L 

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 

The relevant checks 
have not been made. 
 
The relevant checks 
have been made but 
evidence has yet to be 
given to the 
headteacher. 

M Caretaker will ensure all checks have been made 
or have scheduled them to happen. 
 
Caretaker to cross reference the certificates 
from Barnes and other contractors to ensure all 
checks have been made. 

w/b 1.11.20 L 
 
 
 
 
L 
 
 
 
 
 
 
 

Office spaces re-designed to allow 
office-based staff to work safely.  

Office does not allow for 
adequate space 
between staff members. 

M There is adequate space between staff 
members. 

w/b 
26.10.2020 

L 

Consideration given to the 
arrangements for any deliveries. 

Cross contamination of 
deliveries 
 

M Staff to be informed about how to handle 
deliveries.  
 
Ensure they are placed down before another 
person picks them up in a box at the front of the 
school labelled Lakelands for deliveries. 
 
Staff to wash hands and sanitiser after handling 
deliveries. 
 

 L 



Entry and exit routes to the school are 
in place, any physical changes and/or 
signage required to allow social 
distancing are in place. 

LPS parents will not 
know where to go. 
 
 

M 
 

All parents have been informed of where to go. 
They will enter the site by the front (near the 
defibrillator), walk round the school by the back 
of the kitchen and drop off pupils by the 
reception outside classroom.  
 
They will leave by the pedestrian gate on that 
side of the school so there is a way one way 
system. 
 
Parents and teachers to wear masks. 

Parents 
already 

informed. 
 

Letter to be 
sent on 

2.11.2020 
 

L 

Adequate ventilation in place. There is not adequate 
ventilation. 

M Mechanical ventilation systems – these should 
be adjusted to increase the ventilation rate 
wherever possible, and checked to confirm that 
normal operation meets current guidance. 
 
Natural ventilation – opening windows (in cooler 
weather windows should be opened just enough 
to provide constant background ventilation, and 
opened more fully during breaks to purge the air 
in the space). Opening internal doors can also 
assist with creating a throughput of air 
 
Natural ventilation – if necessary external 
opening doors may also be used (as long as they 
are not fire doors and where safe to do so) 

 L 

Consideration given to premises 
lettings and approach in place. 

No lettings currently. 

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.   

 
Consideration given to PEEP – buddies 
are assigned or reassigned according 
to available persons. 

Lakelands pupils and 
staff unaware of fire 
procedures. 
 
A minimum of two PEEP 
pupils in cohort. 
 
 
 
 

M Staff to have fire safety induction.  
 
Identify PEEP pupils and assign them key adults 
(including in contingencies) as they may need to 
be physically supported to leave the building 
safely. 
 
Ensure that children are able to become quickly 
familiar with their fire exits, children to be 
familiarised with their fire exit during their first 

2.11.2020 L 



Arrangements in place to support 
individuals with reduced mobility 
including cover arrangements in the 
case of reduced numbers of staff. 

 week in the class base, including their new 
‘muster point’ that will be designated for their 
class. 
 
The muster point for Reception will be on the 
school field. All children to face away from the 
building. 
 
It should be noted that in the event of an 
emergency, the priority is to leave the building 
calmly and quickly in any way possible.  
 
Registers of the class will need to be taken out 
by the teachers to enable all children to be 
accounted for but an initial count should take 
place. If any children are not accounted for, this 
must be communicated immediately via the 
radios. DO NOT re-enter the building. 

 
Cleaning and 

waste disposal 

Enhanced cleaning regime is in place 
in line with COVID19: Cleaning in non 
healthcare settings guidance.  

Staff are unaware of 
cleaning regime. 
 
 
 

M The caretaker will put in place a cleaning 
schedule for himself and Town and Country that 
ensures cleaning is generally enhanced and 
includes: 

 more frequent cleaning of rooms / shared 
areas  

 frequently touched surfaces being cleaned 
more often than normal 

 toilets that will need to be cleaned 
regularly and pupils must be encouraged 
to clean their hands thoroughly after using 
the toilet 
 

All frequently touched surfaces such as door 
handles, toilets, sinks, light switches will need to 
be cleaned thoroughly several times a day using 
disinfection as appropriate by the caretaker, the 
receptionist and the headteacher. 
 

All staff to be 
informed of 

cleaning 
regime. 

L 

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


Ensure sufficient time is taken into account for 
this additional cleaning to be implemented both 
at the beginning and at the end of each day  
 
Ensure equipment and resources are cleaned 
more regularly than usual following the 
enhanced cleaning schedule.  
 
The use of malleable resources will be assessed 
accordingly (e.g. playdough). If playdough is to 
be used, each child will have their own piece of 
dough. The Planning Guide still remains in place. 
Consider how resources can be used safely and 
in which circumstances and which items it might 
be more practical to remove during this time. 

Cleaning staff capacity is adequate to 
enable enhanced cleaning regime. 

Absence of caretaker 
who would undertake 
cleaning duties.  

Town and Country will perform cleaning duties 
in the first instance.                       
 
There are three members of staff who will 
undertake the day to day cleaning duties.  

w/b 
2.11.2020 

L 

Adequate cleaning supplies and 
facilities around the school are in 
place.   
 
Arrangements for longer-term 
continual supplies are also in place. 

No hand sanitiser for 
visitors to reception. 
 
Classrooms do not have 
tissues. 
 
Low supply of soap. 
 

M Hand sanitiser available at the school entrance  

Disposable tissues in each classroom to 
implement the ‘catch it, bin it, kill it’ approach 

Stock check and ordering schedule reviewed and 
order made. 

Children must be taught to blow their noses 
independently and adults will model this. 

Provide a ‘tissue station’ with a small mirror, box 
of tissues on a table and bin next it. 

Use visual reminders and/or songs to reinforce 
the messages around good respiratory hygiene 

The caretaker 
and 

receptionist 
to ensure 
stock is 

adequate. 
 

Caretaker to 
ensure stock 

is replenished 
throughout 
the term. 

L 

https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-early-years-and-childcare-settings-from-1-june/planning-guide-for-early-years-and-childcare-settings


Consider pupils with complex needs who may 
struggle to maintain as good respiratory hygiene 
as their peers. 

Sufficient time is available for the 
enhanced cleaning regime to take 
place. 

 M All staff advised to leave the site by 5pm in order 
for cleaning to be undertaken. 

2.11.2020 L 

Waste disposal process in place for 
potentially contaminated waste. 
 
 

The waste disposal 
process is not set up. 

M Waste bags / containers - kept closed and stored 
separately from communal waste for 72 hours - 
if there is a confirmed case 
 
Regular waste disposal procedures are to be 
followed.  

2.11.2020 L 

Process in place for safe removal 
and/or disposal of face masks. 

Not having an adequate 
disposal system for 
removal of face masks. 

M When face masks are removed, they must be 
placed into a clinical waste bin. 
 
Hands must be washed for at least 20 seconds 
and thoroughly after removal. 

2.11.2020 L 

 

Hand washing  M Children will be asked to wash their hands every 
time they enter or leave their class base, after 
using the toilet, after coughing, sneezing and 
before and after eating. 
 
Adults will model this process by washing their 
own hands as regularly. 
 
Adults to use child friendly videos to show 
children how to wash hands effectively  
 
Additional hand sanitiser to be provided in each 
classroom if there is a need to wash hands in 
between. 
 
Regular checks will be made by the caretaker to 
ensure that there is enough soap and hand 
sanitiser and order more, as necessary. 

From 
3.9.2020 

L 



Pupils with complex needs should continue to be 
helped to clean their hands properly. Skin 
friendly skin cleaning wipes can be used as an 
alternative. 

Classrooms 

Classrooms have been re/arranged to 
allow as much space between 
individuals as practical. 
  

M There are 25 pupils in total with two teachers. 
When outdoor provision is not accessible, both 
classrooms will be in use allowing for adequate 
space between individuals. 
 
When outdoor provision is use, pupils to only 
access one indoor class for supervision purposes. 

w/b 
2.11.2020 

L 

Classroom entry and exit routes have 
been determined and appropriate 
signage in place. 
 

Pupils and parents do 
not know where to go, 
particularly in the first 
few days of school. 

M All parents have been informed of where to go. 
They will enter the site by the front (near the 
defibrillator), walk round the school by the back 
of the kitchen and drop off pupils by the 
reception outside classroom.  
 
They will leave by the pedestrian gate on that 
side of the school so there is a way one way 
system. 

Parents and teachers to wear masks. 

Parents 
already 

informed. 
 

Letter to be 
sent on 

2.11.2020 
 

L 

Appropriate resources are available 
within all classrooms e.g. IT, age 
specific resources.  
Shared materials and surfaces should 
be cleaned and disinfected more 
frequently [source: protective 
measures guidance]. 
 
Non-essential equipment or resources 
which are not easily washable or 
wipeable have been be removed. 
 
Information posters are displayed in 
every classroom, at the main 
entrance, places visible to those at the 

Soft toys, cushions and 
beanbags not easily 
washable. 

 
EYFS resources 
playdough are 
malleable. 
 
 
No COVID19 
information posters 
currently in place. 
Limited reminders/ 
awareness for children. 

M 
 
 
 

M 
 
 
 
 
 
L 

There are limited soft furnishings. 
 
Playdough activities will be kept to a minimum 
and when used, children will have their own 
individual pots/bags of playdough. Children to 
wash hands straight after playing. 
 
e-Bug posters displayed: 

 Horrid hands 

 Super sneezes 

 Hand hygiene 

 Respiratory hygiene 

 Microbe mania 
 

w/b 
2.11.2020 

L 

https://e-bug.eu/eng_home.aspx?cc=eng&ss=1&t=Information%20about%20the%20Coronavirus
https://e-bug.eu/junior_pack_ks1.aspx?cc=eng&ss=2&t=Horrid%20Hands
https://e-bug.eu/junior_pack_ks1.aspx?cc=eng&ss=2&t=Super%20Sneezes
https://e-bug.eu/junior_pack.aspx?cc=eng&ss=2&t=Hand%20Hygiene
https://e-bug.eu/junior_pack.aspx?cc=eng&ss=2&t=Respiratory%20Hygiene
https://e-bug.eu/lang_eng/UK%20KS1%20Pack/Microbe%20Mania/Microbe-Mania-Poster.pdf


school gate, in the staffroom and in all 
toilets. 

Furniture arranged to minimise 
contact as much as possible e.g.  desks 
side by side, facing front, where age 
appropriate.  

 

L There are currently two classrooms for EYFS use 
– with 25 pupils there is little need to arrange 
furniture to minimise contact. 
Desks side by side are and facing the front are 
not age appropriate for reception. 
 
The outdoor space will be used as much as 
possible. 

w/b 
2.11.2020 

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  
(where children under 3yrs) 

 Designated Safeguarding 
Lead (DSL)  

 SENCO  

 Caretaker/site member 

 Office staff member 

No SENCO M 
 

There are 5 members of staff at Lakelands 
Primary School, a headteacher (DSL), two 
teachers (Paediatric First Aiders), a receptionist 
and a caretaker. 

Headteacher will undertake daily duties of 
SENCO, including attending multi-agency 
meetings. A SENCO from another school within 
the Trust will be used as needed.  
 
There is a staffing contingency plan in place for 
any staff absences. 
 
Headteacher will not teach so that there is at 
least one member of staff who does not need to 
self-isolate in the event of a positive case in the 
bubble. 

In place L 

 

 

Approach to staff absence reporting 
and recording in place. All staff aware. 

Absence of HT M Staff absence will be reported using SIMS and 
covered by supply. 

w/b 
2.11.2020 

L 

Risk assessments in place for those 
staff who were previously working 
from home due to shielding, (clinically 
vulnerable and/or living with someone 
in these groups), and appropriate 
arrangements for mitigating risk are 
identified. 

 

H No members of staff were previously working 
from home due to shielding.  

Headteacher to determine if any staff are living 
with someone in a vulnerable category. If 
necessary, appropriate measures will be put in 
place (including an individual risk assessment, if 
necessary) 

w/b 
2.11.2020 

L 



Plans to respond to increased sickness 
levels are in place.  
Cover arrangements determined 
(including leaders and safeguarding 
designated leads) – on a weekly rather 
than daily basis to minimise contacts. 

 

M In the absence of a teacher, a supply agency or 
staff from within the Trust will provide cover. 

Absence of HT does not need to be covered and 
HT duties can be undertaken by the teachers on 
a short-term basis (one teacher is DDSL). 

A separate risk assessment has been completed 
to cover all eventualities of staff absence. 

Headteacher will not teach so that there is at 
least one member of staff who does not need to 
self-isolate in the event of a positive case in the 
bubble. 

w/b 
2.11.2020 

L 

Consideration given to staff clothing 
expectations and information shared 
with staff 

 

M Staff should wear appropriate clothing for in 
order to be able to carry out their day-to-day 
duties. 

Staff to wear comfortable (appropriate) clothing 
that is easily washable. Clothing to be washed 
and clean clothes worn each day to limit the risk 
of cross contamination.  
 
Staff with roles that require other clothing to 
ensure safe working practices (i.e. catering and 
site staff) should ensure that these are worn 
wear needed.  

Appropriate footwear should be worn to ensure 
that usual health and safety regulations can still 
be followed (i.e. no flip flops or shoes without 
backs) 

If any staff undertake cleaning duties, these 
items of clothes must be washed before being 
worn again. 

w/b 
2.11.2020 

L 



Approaches for meetings and staff 
training in place. 

 L Staff meetings will still take place as there are 
only three members of teaching staff and social 
distancing can take place. 

w/b 
2.11.2020 

L 

Staffing roles and responsibilities with 
regards to the contingency of remote 
provision alongside in-school 
provision agreed and communicated.  

Teachers not planning 
remote learning 
opportunities 

M Teachers will plan weekly tasks that are 
appropriate for EYFS pupils.  

These will include activities Oak National 
Academy, White Rose and Oxford Owl for home 
learning activities. 

Teachers will keep open lines of communication 
with parents using Tapestry. 

Remote Learning Policy has been completed and 
shared. 

w/b 
2.11.2020 

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. 

 Redeployment is not necessary with the current 
staffing structure. 

 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. 

 

 Staff are aware of available support and advice 
for schools and pupils available from ECC, 
including the Educational Psychology service  
https://schools.essex.gov.uk/admin/COVID-
19/Pages/default.aspx   
 
Staff will know that can receive support 
regarding their mental health via the Employee 
Assistance Programme Health Assured Helpline 
number (0800 0305182) and can log on to the 
app, and understand that they can access this for 
themselves and their spouses and dependents. 
 
Ensure that all members of staff understand that 
they can contact HT at any time either via email 
or by phone. 

w/b 
2.11.2020 

L 

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


Arrangements for staff workload 

 

 Ensure that workload (particularly of teachers) is 
monitored closely. Members of teaching staff 
who will be with children during the day every 
day will still have responsibilities to the children 
in their class who aren’t attending. The HT and 
receptionist will support with this (making 
welfare calls etc.) where possible. All teachers 
will have dedicated PPA time. This does not have 
to be carried out on site and it is recommended 
that teachers leave the site and work from home 
wherever possible. 

w/b 
2.11.2020 

L 

Arrangements for accessing testing, if 
and when necessary, are in place. 
Staff are clear on returning to work 
guidance. 
 
Process in place for use of the limited 
number of self-testing kits. 

 

 Anyone who displays symptoms of coronavirus 
(COVID-19) can and should get a test. Tests can 
be booked online through the NHS testing and 
tracing for coronavirus website, or ordered by 
telephone via NHS 119 for those without access 
to the internet. Essential workers, which 
includes anyone involved in education or 
childcare, have priority access to testing. 
 
The school will have a limited number of home 
testing kits that they can give directly to 
parents/carers collecting a child who has 
developed symptoms at school, or staff who 
have developed symptoms at school, where they 
think providing one will significantly increase the 
likelihood of them getting tested. Advice will be 
provided alongside these kits. 

Already in 
place 

 
 
 
 
 
 
 

Autumn 2020 
 

The approach for inducting new 
starters has been reviewed and 
updated in line with current situation. 

 

 All staff are new starters.  
There has been an induction for Health and 
Safety, Safeguarding, Child Protection, 
Supporting Pupils with Medical Needs, Fire 
Regulations and the returning to school risk 
assessment. 

w/b 
2.11.2020 

L 

Return to school procedures are clear 
for all staff. 

 

 Staff should follow the guidance as laid out by 
the DfE and NHS regarding returning to work 
following symptoms of COVID-19. 
 

w/b 
2.11.2020 

L 

https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/


No members of staff are returning to work 
after a prolonged absence. 

Arrangements to return any 
furloughed staff in place.   

 No staff have been furloughed.  
 

Any staff contracts that need to be 
issued, extended or amended 
considering the current situation have 
been.  

 

 No staff contracts need to be issued (outside of 
the new starters), extended or amended. 

 

 

Any HR processes that were in-train 
prior to or put on hold due to the 
COVID19 emergency, have been 
appropriately resolved.   

 

 N/A  

 

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. 
 

 

M In instances where the school needs to use other 
essential professionals such as social workers, 
speech and language therapists or counsellors, 
or professionals to support delivery of a child’s 
EHC plan, the school should assess whether the 
professionals need to attend in person or can do 
so virtually. If they need to attend in person, 
they should closely follow the protective 
measures in the setting, and the number of 
attendances should be kept to a minimum. 
Where possible to do so, social distancing should 
be maintained.   
 
All visitors are to wear masks. 
 
Physical distancing and hygiene is explained to 
visitors on or before arrival. Where visits can 
happen outside of school hours, they should. A 
record should be kept of all visitors.  
 
Check with the contractor any requirements 
their employer has specified before visit.  Share 
school protocols. 

As and when 
visits take 
place. 

L 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
L 
 
 
 
 
L 



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. 

  Share amended procedures, obtain their 
assessments outlining controls, e.g. only 
offering limited activities which maintain 
distancing, all equipment stringently cleaned. 
 
 
 
 

Same SCS 
staff to 
attend 
weekly. 

Procedures 
shared. 

L 

Group Sizes 

All children are included in distinct 
groups/ ‘bubbles’ that do not mix and 
the number of children in each bubble 
is as small as possible. 

 
 

M 
Children will grouped in their one class (<30). 
There is only one bubble at Lakelands. 
 

From 
3.9.2020 

L 

Staffing allocations to groups 
determined, minimising contact with 
multiple groups as much as possible 

 L Adults working together must keep 2 metres 
from other adults (e.g. team teaching, sharing 
office space). 
There is only one class ‘bubble’ and so there is 
no risk of contact between multiple groups. 

From 
3.9.2020 

L 

Social Distancing 

Arrangements for social distancing in 
place to consider: 

 Staggered school drop 
off/pick up times and 
locations (if possible) without 
reducing teaching time 

 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 

 M There is only one bubble at Lakelands and 
teachers are not expected to socially distance 
from pupils. 
 
Staff should socially distance from each other. 
 
Parents and teachers are expected to wear 
masks at pick up and drop off. 
 
Teachers are expected to wear masks walking 
around in corridors. 

2.11.2020 L 

Approach to avoiding children and 
young people entering school 
congregating and breaching social 
distancing is in place. 

 

L LPS pupils are reception aged - younger children 
will not be able to maintain social distancing, 
and it is acceptable for them not to distance 
within their group. 
 

From 3.9.20 
20 

L 



They will be escorted to and from their 
classrooms by a parent and so congregating is a 
low risk. 

Approach to potential breaches of 
social distancing in place, including in 
the case of repeat or deliberate 
breaches. 

 

L LPS pupils are reception aged - younger children 
will not be able to maintain social distancing, 
and it is acceptable for them not to distance 
within their group.  
 
Adults will teach children about keeping their 
hands, mouths and fingers to themselves. If this 
does not happen, children will be encouraged to 
wash their hands immediately.  

From 
3.9.2020 

L 

Approach to assemblies – if still 
occurring, plan in place to manage 
social distancing. 

Currently assemblies are 
cancelled. Bringing all 
children together for 
assembly would breach 
the bubble 
arrangements. 

M No assemblies will take place. From 
3.9.2020 

L 

Social distancing plans communicated 
with parents, including approach to 
breaches. 

 

 LPS pupils are reception aged - younger children 
will not be able to maintain social distancing, 
and it is acceptable for them not to distance 
within their group.  

 
Parents will be asked to speak with their children 
and encourage them to keep their hands, 
mouths and fingers to themselves. 

From 
3.9.2020 

L 

Arrangements in place for the use of 
the playground, including equipment. 
 

Equipment not 
washed/cleaned 
regularly 

 Pupils will have an outdoor classroom, that will 
have learning equipment. This equipment will be 
easily washable (e.g. placed in dishwasher in 
vegetable bags) or wiped down after use. The 
equipment will work on rotation so that there 
are opportunities for washing and cleaning. 

From 
3.9.2020 

L 

Transport 

Information shared with parents 
regarding pupils travelling to school, 
encouraging walking and avoiding 
public transport as much as possible. 

Parents and children 
mixing on their walk to 
school  
 
Use of public transport 

M Parents will be encouraged to walk to school. 
 
If driving, they can park on Plover Road and walk 
the rest of the way. This has already been 
communicated to the parents. 

2.11.2020 L 



 
Pupils will be escorted to school by their parents. 
If they use public transport, parents will be 
encouraged to keep themselves and the children 
socially distanced from the wider public. 

Dedicated school transport follows 
the grouping/ bubble arrangement in 
line with the protocols in school, as 
much as possible. 

 

 N/A  

 

Support in place for CYP who have no 
alternative, to access public transport 
safely, adhering to social distancing 
protocols where possible.  

 

 N/A  

 

Arrangements in place with transport 
providers to support any staggered 
start/end times. 

 
 N/A  

 

Catering 

Arrangements in place to provide food 
to CYP on site, including the 
requirement of universal free school 
meals. 

 
 

 

M Catering arrangements in place. We are 
supported by Essex School Meals Service. 

2.11.2020 L 
 

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. 

 

M Lakelands pupils will eat as one bubble with a 
family dining service. 
 
3 MDSAs required – catering manager, 
receptionist + one teacher. 

2.11.2020 L 

 

Food vouchers for eligible CYP 
ordered.  
 

 

 

 N/A  

 

PPE 

PPE requirements understood and 
appropriate supplies in place. 
Long term approach to obtaining 
adequate PPE supplies in place.  

M The majority of staff in education settings will 
not require PPE beyond what they would 
normally need for their work. PPE is only needed 
in a very small number of cases, including: 

 where an individual child or young person 
becomes ill with coronavirus (COVID-19) 
symptoms while at schools, and only then 

w/b 
2.11.2020 

L 



if a distance of 2 metres cannot be 
maintained 

 where a child or young person already has 
routine intimate care needs that involves 
the use of PPE, in which case the same PPE 
should continue to be used 
 

Aprons, masks, visors and gloves are provided 
for in case of the need to manage a situation 
where staff need to work more closely with a 
child or assist them. 
 
Specialist PPE will be provided via the SEND Ops 
team for instances where it is necessary to use. 
Fit testing will take place for FFP3 masks w/b 
2.11.2020 
 
The headteacher, receptionist and caretaker will 
check stock regularly and order as needed. 

Response to 
suspected/ 

confirmed case 
of COVID19 in 

school 
 

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 

 Cleaning procedure in place 

 Arrangements for informing 
parent community in place 

 

M See flowchart – Appendix 1 
 
The room that will be used whilst pupils are 
awaiting collection is the room opposite the HT 
office. 
 
 
 
 
 
 

w/b 
2.11.2020 

L (if social 
distancing 
and PPE is 

used) 

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 

 

M See flowchart – Appendix 1 
 
The room that will be used whilst pupils are 
awaiting collection is the room opposite the HT 
office. 
 

w/b 
2.11.2020 

L (if social 
distancing 
and PPE is 

used) 



 Arrangements for informing 
parent community in place 

Process in place to engage with the 
Test and Trace and contract tracing 
process.  

Refer to ECC and public 
health guidance for more 
information. 

Hard to reach parents 
not accessing 
emails/communication 
bulletins 

M Ensure that clear communication with parents is 
in place regarding the measures being taken to 
ensure the safety of their children, including the 
role that they play, as parents, in the safe 
operating procedures. This will be done via 
newsletter prior to the pupils starting in August. 
 
Ensure communications are accessible to specific 
groups of parents (such as parents with English 
as an additional language) and parents of 
vulnerable children, so as to encourage 
attendance of these groups.  
 
Use of Twitter, school newsletters/bulletins, 
website, texting service and phone calls. 

From 
17.8.2020 

L 

Pupil Re-
orientation 

 
back into school 
after a period of 
closure/ being at 

home 

 

Approach and expectations around 
school uniform determined and 
communicated with parents. 

  The uniform policy will be followed. 
 
The uniform policy has been communicated to 
parents consistently throughout the last few 
weeks. 

 

 

Changes to the school day/timetables 
shared with parents. 

  N/A  
 

All students instructed to bring a 
water bottle each day. Water 
fountains not in use or strict social 
distancing and cleaning arrangements 
in place. 

 

 Parents have been instructed to send in a 
labelled water bottle. 
 
Re-filling bottles will be modelled to pupils and 
where support is required, will be given. 

10.7.2020 
 
 

From 
3.9.2020 

 

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 

 

 All pupils will be new to Reception – there will 
be a similar classroom setup to pre-schools (e.g. 
water play, small world, etc.) to help with 
transition. 
 
The headteacher has met with the majority of 
new pupils on an individual basis. 
 

 

 



celebrating non-academic 
achievements of pupils whilst at 
home/ during school closure. 

A film to introduce teachers and some aspects of 
school life has been published and is on the 
website. 

Approach to supporting wellbeing, 
mental health and resilience, including 
bereavement support is in place. 

 

 HT is trained in MHFA and Leading Mentally 
Healthy Schools. 
 
Book based curriculum around wellbeing (e.g. 
Ravi’s Roar, Ruby’s Worries, etc). 
 
Bereavement Policy in process. 
 
Teachers are currently undertaking a mental 
health awareness course via Place 2 Be. 

 

 

Re-orientation support for school 
leavers is developed.  

 N/A  
 

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 

School does not know 
who is eligible for FSM 
or which families may 
need additional support 

 Parents have given option to give consent for 
school to check PPG eligibility.  
 
Communication with nurseries/pre-schools over 
the summer period to determine which families 
may need further support upon admission to 
LPS. 

 

 

Remote 
Education 

Contingency Plan 

All students have access to technology 
and remote learning offer is available 
to be switched on as a contingency 
when needed. 

 

 Ensure that as much as possible, the remote 
learning is not dependant on online tasks. 
 
Parents can send photos of activities using 
Tapestry rather than pupils completing work 
online. 

2.11.2020 

 

Online/ website support for families 
and young people around transition. 

Bubble needs to self-
isolate because of a 
positive case of 
COVID19. 

 Remote learning contingency available and 
ready to be ‘switched-on’ when needed. 

2.11.2020  

Plan for transitions between school 
years taking into account what needs 

Parents who haven’t 
communicated about 
their children’s needs. 

 Parents given option of virtual and home visits 
(22/24 completed).  
 

Ongoing 
 



Transition   
into new year 

group 
 

What will need to be 
different this year 

because of 
COVID19? 

 

to be different due to partial opening, 
remote and face to face: 

 EY to Primary 

 Vulnerable children 

 Children with SEND 

 Physical and sensory needs, 

including adaptations, 

equipment etc (lead in times) 

 
Care plans not in place 
for September. 

Video published on website with a further video 
to go up about first day of school procedures. 
 
Weekly newsletters published. 
 
Communication via Twitter and website. 
 
HT has attended multi-agency meetings for 
pupils with specialist teachers. 

Consideration given to any CYP who 
may need support with their return to 
school and consultation has been 
undertaken with the family and other 
agencies involved. 
 
 

School unaware of 
agencies involved with 
families. 

 Communication with nurseries completed From 
13.7.2020 

 

Safeguarding 

Staff are prepared for supporting 
wellbeing of pupils and receiving any 
potential disclosures.  

CYP previously deemed 
to be safer at home and 
family are anxious about 
returning to school. 
 
 

 
 
M 
 

Communication with nurseries completed. 
 
All staff given CPOMS, safeguarding and CP 
training upon induction. 
 
Make use of the guidance in the Let’s Talk 
Recovery materials 

 L 

Updated Child Protection Policy in 
place. 

 

 All staff given CPOMS, safeguarding and CP 
training upon induction. 
 
Staff to be given training re: identifying mental 
health needs e.g. Attachment theory 
information from Early Education 
 
Make use of the guidance in the Let’s Talk 
Recovery materials 

 

 

Where appropriate, work with other 
agencies, such as social care, has been 
undertaken to support vulnerable CYP 
and families to return to school. 

School unaware of 
agencies involved with 
families. 

M Communication with nurseries completed. 
 
When all children are on roll, HT/DSL to make 
contact with Safeguarding Hub. 

 L 

https://schools.essex.gov.uk/admin/COVID-19/Documents/Let’s%20Talk%20Recovery%20and%20Returning%20to%20Educational%20Settings%20-%20introduction%20video.mp4
https://schools.essex.gov.uk/admin/COVID-19/Documents/Let’s%20Talk%20Recovery%20and%20Returning%20to%20Educational%20Settings%20-%20introduction%20video.mp4
https://www.early-education.org.uk/attachment-and-trauma-aware
https://www.early-education.org.uk/attachment-and-trauma-aware
https://schools.essex.gov.uk/admin/COVID-19/Documents/Let’s%20Talk%20Recovery%20and%20Returning%20to%20Educational%20Settings%20-%20introduction%20video.mp4
https://schools.essex.gov.uk/admin/COVID-19/Documents/Let’s%20Talk%20Recovery%20and%20Returning%20to%20Educational%20Settings%20-%20introduction%20video.mp4


Where physical contact is required in 
the context of managing behaviour, 
ensure appropriate hygiene measures 
are in place to mitigate any risk of 
transmission.  

Staff unaware of how to 
handle pupils safely. 

M Please refer to the behaviour (Culture for 
Learning) policy. There should be little physical 
contact by way of managing behaviour. If child is 
at risk of hurting themselves or others, remove 
other children from the vicinity of the child and 
any items that may cause harm. 
 
In the rare instances where physical contact may 
be necessary, hands must be washed for at least 
20 seconds after and proper manual handling 
techniques must be employed. 

 L (if 
hygiene 

measures 
are in 
place) 

Curriculum / 
learning 

environment 

Current learning plans, revised 
expectations and required 
adjustments have been considered. 

 
M Review individual consistent management plans, 

where they are already in place from nurseries, 
to ensure they include protective measures. 

 L 

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 – including no contact 
sport 

 Practical science lessons 

 DT/ FT 

 

M PE – Use Get Set for PE who have published 
lessons around COVID-19 protective measures. 
 
EYFS areas to be risk assessed individual and not 
put out if risks cannot be mitigated (e.g. 
playdough). 
 
Staff ensure only limited equipment used daily 
and washed at end of session/day in  
sanitising stations.  
 
Children are not to have free access to all  
resources daily. 

From 
3.9.2020 

L 

Whole school approach to adapting 
curriculum (S/M/L term), including: 

 Wellbeing curriculum 

 recognising ‘non-curriculum’ 
learning that has been done  

 capturing pupil 
achievements/ outcomes 

 utilising the DFE ‘catch-up’ 
funding and programmes 

 

 Book based curriculum around wellbeing (e.g. 
Ravi’s Roar, Ruby’s Worries, etc). 
 
Classrooms to be set up in similar fashion to pre-
schools/nurseries to allow for smooth transition. 
 
Teachers to capture pupil achievements and 
share with parents online. 

From 
3.9.2020 

 



Student behaviour policy reviewed to 
reflect the current circumstances. 

Children are not aware 
and do not adhere to  
handwashing and social  
distancing rules.  
 
Children talk about 
Covid-19 in an 
inappropriate manner. 

M Teachers have set out expectations and school 
rules around behaviour. 
 
As the pupils are reception aged, an addendum 
to breaching ‘social distancing’ rules is not 
required. 
Student behaviour policy takes a restorative 
approach which is age appropriate and relevant 
during the current circumstances. 

From 
3.9.2020 

L 

CYP with SEND 

Approach to provision of the elements 
of the EHCP including 
health/therapies in place. 

Staff concerns regarding 
children who do not 
socially distance 
including ability to 
provide therapies which 
require contact 
(sensory)  
 
Access to outside 
agencies. 
 
School does not have a 
SENCo on site. 

M Individual risk assessments completed for 
children with high needs (with Social Workers 
and health professionals where applicable).  
 
HT to provide day-to-day SEND support and buy 
‘time’ from SENCo within the trust. 
 
HT and/or other representative to attend multi-
agency meetings.  
 
Children with high and complex needs will have 
an on site carer. 

L 

 

Annual reviews 

School does not have a 
SENCo on site. 

 HT to provide day-to-day SEND support and buy 
‘time’ from SENCo within the trust. 
 
HT and/or other representative to attend multi-
agency meetings.  

L 

 

Requests for assessment Collection of data from 
outside agencies; visits 
from outside agencies in 
order to carry out 
assessments.  
 
Delay in timings  

M Time frame dictated by LA.  
 
Visits from outside agencies will be discussed 
and agreed on individual basis;  
 
HT/teachers will provide as much information as 
possible to reduce need for outside assessment.  
 
Social distance and hygiene routines  
implemented if visits necessary. 

L 

 



Consider any CYP who may need 
support with their return to school 
and consult with the family and other 
agencies involved. 
Including any support required for CYP 
to understand new rules i.e. social 
distancing.  
 

 

M HT and/or other representative to attend multi-
agency meetings.  
 
Children with high and complex needs will have 
an on site carer. 
 
Use visual cues to support with new rules (e.g. 
social distancing) 

L 

 

Attendance 

Approach to promoting and 
supporting attendance for prioritised 
all pupils determined, including those 
who may be anxious. 

 

 All pupils to start on full days to build 
relationships with teachers quickly. 
 
Relationships established between HT and 
parents already through ongoing 
communications since April. 
 
Put in place support for individual pupils that 
may require it re: mental health. 
 
Consider pupils who may find it easier with an 
extended transition to school, particularly if they 
are not CSA. 

 

 

Approach to support for parents 
where rates of persistent absence 
were high before closure. 

 

 Build relationships with parents to encourage 
strong attendance 
 
Liaise with pre-schools/nurseries about 
attendance previous to starting LPS. 
 
Use Educational Welfare services where 
appropriate. 

 

 

Communication 

Information shared with staff around 
the full opening plan, returning to site, 
amendments to usual working 
patterns/practices and groups. 

Staff do not receive 
information. 

L All staff to be contacted to ensure they have 
received and understood information. 
 
HT to ensure all staff have read and understood 
risk assessment during induction process. 

2.9.2020 L 

Governors consulted on full opening 
plans. 

Governors do not 
receive information. 

L All correspondence to be shared using the 
Governor SharePoint. 

2.9.2020 L 



Union representatives consulted on 
full opening plans. 

Teachers are from more 
than one union. 

 HT to seek guidance from union leaders and 
Trust leadership. 
 
If the two teachers are members of the same 
union, they will be encouraged to choose a 
union rep. 

2.9.2020 L 

Risk Assessment published on 
website, where more than 50 staff.   

 N/A  
 

Communications with parents on the: 

 Plan for full opening for 
partial re-opening 

 Social distancing plan 

 Wellbeing/ pastoral support/ 
support and 
acknowledgement to parents 
of home learning 

 Attendance 

 Uniform 

 Transport 

 Behaviour 

 Test and trace  

 Staggered start and end 
times 

Expectations when in school and at 
home (if self-isolating is necessary) 

Parents unsure of new 
school rules when on 
site.  
  
  
  
  
  
  
  
  
  
  
      
 

M Risk assessment to be published on website.  
  
Signs/markings on school grounds for reminders 
to social distance and new entrance/exit routes.  
  
Wellbeing phone calls home for pupils who 
cannot attend due to symptoms.  
  
Weekly work to be uploaded onto the website 
and on Tapestry for home learning.  
 
Weekly newsletters to continue to provide 
updates and reminders. 
 
Video published on website about new 
arrangements for September and how to enter 
school site. 
 
Risk assessment and COVID updates to be 
included on the school newsletter. 

Ongoing L 

Pupil communications around: 

 Changes to timetable 

 Social distancing 
arrangements 

 Staggered start times 

 Expectations when in school 
and at home (if self-isolating 
is necessary) 

 Travelling to and from school 
safely 

Parents have not shared 
information sent out 
with their child.   
 
Children unsure of 
school routines. 
 

M Visual timetable of the day in each class- shared 
with children at the start of the day. 
 
Posters displayed around the classrooms 
regarding social distancing and hygiene rules. 
 
Share Axel Scheffler book with all children on 
starting school. 
 

From 
3.9.2020 

L 



On-going regular communication 
plans determined to ensure parents 
are kept well-informed 
 
 
 

 

 Weekly newsletters 
 
Twitter/website 
 
Tapestry 

 

 

Governors/ 
Governance 

Meetings and decisions that need to 
be taken are prioritised. 

 

 Virtual LGB meetings 
 
Governors added to mailing list for weekly 
newsletter. 

 

 

Governors are clear on their role in 
the planning and full opening of the 
school, including support to leaders. 
 
Approach to communication between 
Leaders and governors is clear and 
understood. 

Governors may not be 
able to attend virtual 
meetings held to discuss 
this.  
 

L CoG and HT to feedback to any governor unable 
to attend the meeting  
 

 L 

Governors prepared for start of school 
year (clerking, etc).  

 Dates for LGB meetings for 20-21 already set. 
 

 
 

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. 

 

 No school trips to happen in first term. 
 
Other events such as performances will be 
placed on hold until later in the year, and 
reviewed as they occur (e.g. Nativity).  

 

 

Finance 

Additional costs incurred due to 
COVID19 are understood and clearly 
documented. 

 
 N/A  

 

Claims submitted for reimbursement 
for example, increased premises 
related costs; additional cleaning; 
support for FSM 

 

 N/A  

 

Any loss of income understood, 
including the impact of lettings and 
the financial implications of possibly 
not restarting. 

 

 N/A  

 



 

 

 

 

 

 

 

 

 

 

 

Insurance claims, including visits/trips 
booked previously. 
 
 
 

 

 N/A  

 

Reintroduction or re-contracting 
services, such as: 

 Cleaning 

 IT support  

 Catering 

 

 N/A  

 

Consideration given to any support 
that may be brokered through 
working together, for example, 
partnerships, trusts etc. 

 

 N/A  

 

Before and after 

school clubs 

Approach in place for before/after 
school clubs implements the 
necessary protective measures. 

 
 Lakelands will not be running wraparound care 

for the first term. 
From 

3.9.2020 
 



Responding to a suspected or confirmed case of COVID19 – Schools  

Updated 19th October 

Overview: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Flowchart – Appendix A  

Child, young person or staff member develops 
symptoms. They self-isolate immediately.

Child, young person or staff member accesses a test.

If positive, contact the Essex Contact Tracing Team 

on 0300 303 2698 or the DfE helpline for advice 
and to identify who needs to self-isolate as a result. 
Then contact the Schools Communication Team to 
notify us of the positive case.

In order to assist with identifying close contacts 
schools and colleges will need to know which children 
or young people:

• use home to school/college transport

• attend before or after school clubs and activities

• are in which bubbles/ groups within school or college setting

If test result is negative the child, young person or 
staff member can return to school/college once 
feeling well (as usual practice).



If symptoms develop 
during the 
school/college day: 

If a child, young person or staff member develops symptoms of the 
coronavirus, they should be sent home and advised to self-isolate 
immediately, only leaving the house to access a test. 
 
If a child is awaiting collection, they should be moved, if possible, to a 
room where they can be isolated behind a closed door, with appropriate 
adult supervision if required depending on the age of the child. Ideally, a 
window should be opened for ventilation. If it is not possible to isolate 
them, move them to an area which is at least 2 metres away from other 
people. 
 
If they need to go to the bathroom while waiting to be collected, they 
should use a separate bathroom if possible. The bathroom should be 
cleaned and disinfected using standard cleaning products before being 
used by anyone else. 
 
PPE should be worn by staff caring for the child while they await collection 
if direct personal care is needed and a distance of 2 metres cannot be 
maintained (such as for a very young child or a child with complex needs). 

If a child/staff member 
begins displaying 
symptoms outside of 
school/college. 

The individual must isolate for 10 days (their household for 14 days) or 
until they receive a negative test. They must not come to school/college. 
You should encourage them to seek a test and request that they inform 
you of the outcome of their test. 
 
If the individual arrives at school/ college, they should be sent home 
immediately. 

If a student or staff 
member gets an alert 
through the NHS 
COVID-19 app  

The NHS COVID-19 app is available to download for anyone over the age 
of 16. A major function of the app is to automatically alert individuals if 
they have been in close contact with a confirmed case. It does this by 
using Bluetooth to assess the distance, over time, between users of the 
app. Students using the app should be made aware that they should 
immediately inform a member of staff if they receive an alert. 
 
It is possible that whilst in their setting, students or staff members could 
receive a notification via the app that they have been in close contact with 
a confirmed case and should therefore self-isolate. These people should 
be sent home to self-isolate immediately. If a child is awaiting collection, 
they should be moved, if possible, to a room where they can be isolated. 
 
No further action is needed unless the person goes on to become a 
confirmed case themselves, at which point, the reporting procedures 
described in this document should be followed.  
 
This DfE guidance aims to inform school and college leaders what they 
need to be aware of and what actions they may need to take. 

https://youtu.be/Pj_tV1v9MR8
https://www.gov.uk/government/publications/use-of-the-nhs-covid-19-app-in-schools-and-further-education-colleges/use-of-the-nhs-covid-19-app-in-schools-and-further-education-colleges


If a pupil or staff 
member tests positive 
– identifying others 
who need to self-
isolate. 

We are now recommending you contact the Essex Contact Tracing Team 
(ECTT) for advice and to identify close contacts in the first instance.  You 
can, however, use the DfE advice line if you prefer or if the ECTT does not 
respond in a timely way.  
 
The ECTT will notify Public Health colleagues and the intelligence about 
your setting will be captured more quickly as well as providing more local 
and contextual support. Their contact details are: 
 
0300 303 2698 
provide.escontacttracing@nhs.net 
Mon-Fri: 8am to 8pm  
Sat/Sun/BH: 10am to 4pm 
 
The team have an answer phone available out of hours. If you leave a 
message, please be sure to provide a mobile number as well as a school 
phone number so that the ECTT can call you back as soon as possible (we 
are aware that some school office phones default to answer phone at the 
end of the school day). 
 
The DFE helpline for advice is 0800 046 8687. 
 

 You will need to have information readily available, on: 
o Which children and staff are in which bubbles in school/ 

college 
o Which children travel to school on home to school 

transport 
o Which children and staff attend before/after school clubs  

 If the child has used home to school transport you may need to 
liaise with the operator directly to ascertain any additional children 
using the same transport who also need to self-isolate. 

 You must send home those staff and pupils identified as having 
been in close contact with the person who has tested positive, 
advising them to self-isolate for 14 days since they were last in 
close contact with that person (during the infections period) 

 You are not expected to know which contacts staff or pupils have 
had outside of school/ college. 

 
Please also notify schoolscommunication@essex.gov.uk as we are holding 
a central log of confirmed cases.  

Self-isolation following 
a positive test 

If an individual tests positive they must continue to self-isolate for at least 
10 days from the onset of their symptoms and then return to school/ 
college only if they do not have symptoms other than cough or loss of 
sense of smell/taste (anosmia). This is because a cough or anosmia can 
last for several weeks once the infection has gone. If they still have a high 

mailto:provide.escontacttracing@nhs.net


temperature, they should keep self-isolating until their temperature 
returns to normal. 
 
The 10-day period starts from the day when they first became ill.  
 
Other members of their household should continue self-isolating for the 
full 14 days. 
 
‘stay at home: guidance for households with possible or confirmed 
coronavirus (COVID-19) infection’ 

Informing Public 
Health of positive 
case/s 

We are now recommending you contact the Essex Contact Tracing Team 
(ECTT) for advice and to identify close contacts in the first instance.  You 
can, however, use the DfE advice line if you prefer or if the ECTT does not 
respond in a timely way. 
 
The ECTT will notify Public Health colleagues and the intelligence about 
your setting will be captured more quickly as well as providing more local 
and contextual support. Their contact details are: 
 
0300 303 2698 
provide.escontacttracing@nhs.net 
Mon-Fri: 8am to 8pm  
Sat/Sun/BH: 10am to 4pm 
 
The DFE helpline for advice is 0800 046 8687. You will be directed to the 
dedicated NHS advice team for nurseries, schools and colleges with 
confirmed cases. The line will be open Monday to Friday from 8am to 
6pm, and 10am to 4pm on Saturdays and Sundays.  
 
We also ask that you continue to inform 
schoolscommunication@essex.gov.uk  

Cleaning the area 
following a case of 
COVID 19 

All surfaces that the symptomatic person has come into contact with must 
be cleaned and disinfected, including; bathrooms, door handles, 
telephones, grab-rails in corridors and stairwells. 
 
Use disposable cloths or paper roll and disposable mop heads, to clean all 
hard surfaces, floors, chairs, door handles and sanitary fittings, following 
one of the options below: 
 

 a combined detergent disinfectant solution at a dilution of 1,000 
parts per million available chlorine 

 a household detergent followed by disinfection (1000 ppm av.cl.). 
Follow manufacturer’s instructions for dilution, application and 
contact times for all detergents and disinfectants 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
mailto:provide.escontacttracing@nhs.net
mailto:schoolscommunication@essex.gov.uk


 if an alternative disinfectant is used within the organisation, this 
should be checked and ensure that it is effective against enveloped 
viruses 

 

Areas where a symptomatic individual has passed through and spent 
minimal time, such as corridors, but which are not visibly contaminated 
with body fluids can be cleaned thoroughly as normal. 
Avoid creating splashes and spray when cleaning. 
 
Any cloths and mop heads used must be disposed of and should be put 
into waste bags as outlined below. 
 
The minimum PPE to be worn for cleaning an area where a person with 
possible or confirmed coronavirus (COVID-19) is disposable gloves and an 
apron.  
 
Hands should be washed with soap and water for 20 seconds after 
all PPE has been removed. 

Who should access a 
test? 

The symptomatic individual should access a test as soon as possible. 
 
The symptoms for testing are: 

 high temperature – this means you feel hot to touch on your chest 
or back (you do not need to measure your temperature)  

 new, continuous cough – this means coughing a lot for more than 
an hour, or 3 or more coughing episodes in 24 hours (if you usually 
have a cough, it may be worse than usual)  

 loss or change to your sense of smell or taste – this means you’ve 
noticed you cannot smell or taste anything, or things smell or taste 
different to normal 

 
Contacts of this individual should only access testing if they themselves 
become symptomatic.   
 
If a contact who has been asked to self-isolate, goes on to display 
symptoms, accesses a test but it is negative – they still cannot return to 
school/ college until they have completed their 14 days isolation period 
(this is because they still might go on to become positive during the 14 
days).   

Accessing testing for 
staff 

We have secured additional local testing capacity for education staff as 
critical workers. This is specifically for EY, school and FE staff and their 
families, not for the wider general public.  
 
There are different processes in place for different parts of the county. 
Details can be found in the document titled ‘Additional testing capacity – 



education staff PowerPoint’ which can be found on schools InfoLink here. 
This document sets out that prior to using the additional capacity, you 
should: 
 

 Try the national testing process first by using the employer portal 

 Following that, you should attempt to book as an individual online 
or by phoning 119 

 If you have them, you should then use the test kits already 
provided to you - you can restock them here 

Accessing testing for 
children and 
individuals: 
 

Anyone with symptoms can get a coronavirus test, whatever their age. 
Parents should book a test via the NHS testing and tracing for coronavirus 
website, or order by telephone via 119 for those without access to the 
internet. People booking online receive a QR code that they must 
remember to take with them.  

Home Testing Kits All schools have been provided with 10 testing kits that can be given 
directly to parents/carers collecting a child who has developed symptoms 
at school, or staff who have developed symptoms at school, where you 
think providing one will significantly increase the likelihood of them 
getting tested.  
 
These kits are not for use by school staff to test children.  
 
An online portal is now live for schools and further education (FE) 
providers to order additional test kits if they have run out, or are running 
out, of their initial 10 kits.  
 
You will be able to make a new order for test kits 21 days after you receive 
a delivery confirmation email telling you that your previous supply of test 
kits has been sent.  
 
Schools and FE providers will receive a unique organisation number (UON) 
via email from the Department of Health and Social Care which will be 
needed to place your order.  
From 17 September, please call the Test and Trace helpdesk on 119 if you 
have not received your UON or if you have lost your record of it. 

Returning to 
school/college/ work 

Where the original individual tests negative, they can return to their 
setting and the fellow household members can end their self-isolation.  
 
Where the child/staff member tests positive – they may return to school/ 
college after 10 days from the onset of their symptoms and then return 
only if they do not have symptoms other than cough or loss of sense of 
smell/taste (anosmia). This is because a cough or anosmia can last for 
several weeks once the infection has gone. If they still have a high 

https://schools.essex.gov.uk/admin/COVID-19/Pages/default.aspx
https://coronavirus-invite-testing.service.gov.uk/
https://self-referral.test-for-coronavirus.service.gov.uk/antigen/name
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Frequest-testing.test-for-coronavirus.service.gov.uk%2F&data=02%7C01%7C%7C6e54dbdacc4e47a92ce408d85e0f1fd1%7Ca8b4324f155c4215a0f17ed8cc9a992f%7C0%7C0%7C637362766377622321&sdata=iMfG%2BggDwAZcULG2sgiIwAAJiXQCvvmhmL8AXZP%2BbRM%3D&reserved=0
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/get-a-test-to-check-if-you-have-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/get-a-test-to-check-if-you-have-coronavirus/
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Frequest-testing.test-for-coronavirus.service.gov.uk%2F&data=02%7C01%7C%7C1771ff275be0430e7c5608d85a614733%7Ca8b4324f155c4215a0f17ed8cc9a992f%7C0%7C0%7C637358721142098369&sdata=M2toYlO8hsCkVqd4YaaCL6iECZYuJwc9u7i19PrGmrw%3D&reserved=0


temperature, they should keep self-isolating until their temperature 
returns to normal. 

 
If someone is symptomatic, tests positive and works with a vulnerable 
group/individual, who has greater vulnerability than the general 
population, it is sensible they are excluded for 14 rather than 10 days. 

Disposing of waste  To dispose of waste from people with symptoms of coronavirus, such as 
disposable cleaning cloths, tissues and PPE: 

 put it in a plastic rubbish bag and tie it  

 place the plastic bag in a second bin bag and tie it 

 put it in a suitable and secure place marked for storage for 72 hours 

Waste should be stored safely and securely kept away from children. You 
should not put your waste in communal waste areas until the waste has 
been stored for at least 72 hours. Storing for 72 hours saves unnecessary 
waste movements and minimises the risk to waste operatives. This waste 
does not require a dedicated clinical waste collection in the above 
circumstances. 

If, in an emergency, you need to remove the waste before 72 hours, it 
must be treated as Category B infectious waste. You must: 

 keep it separate from your other waste 

 arrange for collection by a specialist contractor as hazardous waste 

There will be a charge for this service. 

Remote Learning for 
those self-isolating 

Where a pupil is unable to attend school/ college because they, and/or 
their parents, are complying with clinical or public health advice, schools/ 
colleges should immediately offer access to remote education.  
 
The expectations around remote learning are included in the Remote 
Education Support Guidance. 

 

Frequently Asked Questions  

 

What should I do now to 
prepare for a potential 
case of COVID19? 

Schools/ colleges should have lists of the following, readily available: 

 Which children and staff are allocated to which groups on site 
(i.e. class groups, or ‘bubbles’) 

 Which children travel to school on home to school transport 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#res
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#res


o This information can be found on Infolink and/or will 
have been shared with you by the Integrated 
Passenger Transport Unit at ECC 

o You will need to ensure it is up to date following any 
changes from Sept 

o If known – which transport operator is used 

 Which children and staff attend before/after school clubs and 
which groups they are in for these clubs 

 Any close contact that takes places between children and 
staff in different groups  
 

Schools/ colleges should also consider how they will be able to 
‘switch on’ remote learning provision for children who are asked to 
self-isolate, as quickly as possible. Note that these contingency plans 
are expected to be in place by end of Sept; see DFE Remote 
Education Support Guidance. 

What is defined as a 
‘close contact’? 

Close contacts are defined as: 

 direct close contacts - face to face contact, for any length of 
time, within 1 metre, including being coughed on, a face to 
face conversation, or unprotected physical contact (skin-to-
skin) 

 proximity contacts - extended close contact (within 1 to 2 
metres for more than 15 minutes)  

 travelling in a small vehicle, like a car 
 

What does the Test and 
Trace programme mean 
for schools/colleges? 

As part of the national test and trace programme, if cases occur 
within the school/college community, we are now recommending 
you contact the Essex Contact Tracing Team (ECTT) for advice and to 
identify close contacts in the first instance.  You can, however, use 
the DfE advice line if you prefer or if the ECTT does not respond in a 
timely way. 
 
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. 
 
It is not expected that closure of the whole site will be necessary 
where schools/ colleges are following advice around infection 
control.  

Do other staff members 
need to self-isolate if a 
staff member tests 
positive? 

No, other staff members outside of those identified through the risk 
assessment do not need to self-isolate if a teacher or other staff 
member contracts COVID19.  
 
The reason for this is because staff members should be able to 
implement social distancing when at work. It is appreciated that this 
will not always be possible with children in the classroom and so the 
DFE will advise on this.  

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#res
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#res


Who do we need to 
inform of a positive 
case? 

As soon as a pupil or member of staff has tested positive for COVID-
19, we recommend you contact the Essex Contact Tracing team for 
advice and to identify close contacts: 
 
0300 303 2698 
provide.escontacttracing@nhs.net 
Mon-Fri: 8am to 8pm  
Sat/Sun/BH: 10am to 4pm 
 
You can, however, use the DfE advice line if you prefer or if the ECTT 
does not respond in a timely way: 0800 046 8687, open Monday to 
Friday from 8am to 6pm, and 10am to 4pm on Saturdays and 
Sundays.  
 
Please also notify schoolscommunication@essex.gov.uk as we are 
holding a central log of confirmed cases. 

Should a school/college 
close to deep clean? 

It is not necessary to close the whole site to deep clean as a result of 
a case of COVID19. It is advised that, if possible, children/staff are 
moved away from the area in which the symptomatic individual has 
been in order to clean.  

If a group of people are 
asked to isolate but 
individuals within that 
group return a negative 
test, can they return to 
school/college? 

Those identified through contact tracing must self-isolate for 14 days. 
This is because it may take a number of days for symptoms to show, 
in the meantime the individual could return a negative test but then 
go on to become positive.  

Should we inform 
parents of a case of 
COVID19 in 
school/college. 

Yes, it is advisable to inform the school/college community when 
there is a positive case. Transparency at this time is important as it 
allows parents, children and staff to be even more vigilant.  
 
Schools/colleges must not share the names or details of people with 
coronavirus (COVID-19) unless essential to protect others. 

 

 

 

mailto:provide.escontacttracing@nhs.net
mailto:schoolscommunication@essex.gov.uk

