
 

 

COVID19 - Full Opening Action Plan 

Saint Felix School 
As of 26th August 2020 

 

Purpose of this document: 

This COVID19 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. Additional risk assessments are available for individual operations and facilities e.g. Swimming, 

Boarding, Catering, and Transport. 

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  

- 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’ 

- Safe Recruitment 
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It is the Government’s plan that all pupils in all year groups will return to school full-time from the beginning of the Autumn Term.  Independent schools are expected to follow the published control 
measures in the same way as a State funded school.   
 
This Action Plan and Safe Systems of Work provides advice and guidance in identifying, assessing and describing methods of controlling risks.  It aims to prompt the thought and decision-making 
processes but with the normal caveat: that it is only as good as for the minute it is published. The assessment directly addresses minimising the risks associated with coronavirus (COVID-19), so that 
sensible measures can be put in place to control those risks for children and staff.   
 

References: 
 

A. HSE – Working safely during the coronavirus outbreak, a short guide (https://www.hse.gov.uk/news/assets/docs/working-safely-guide.pdf ) 

B. DfE – Managing school premises during the coronavirus outbreak, updated dated 7th July 2020 (https://www.gov.uk/government/publications/managing-school-premises-during-the-

coronavirus-outbreak/managing-school-premises-which-are-partially-open-during-the-coronavirus-outbreak) 

C. PHE – Guidance on shielding and protecting people who are clinically extremely vulnerable from COVID-19, updated 18th August 2020 

(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) 

D. BEIS – Working safely during COVID-19, updated 13th August 2020 (https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19 ) 

E. Cabinet office – Staying alert and safe (Social Distancing), updated 13th August 2020. (https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-

and-safe-social-distancing#clinically-vulnerable-people ) 

F. DfE – COVID-19, implementing protective measures in education and childcare settings, updated 1st June 2020 (https://www.gov.uk/government/publications/coronavirus-covid-19-

implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings 

G. HSE – RIDDOR reporting of COVID-19. (https://www.hse.gov.uk/news/riddor-reporting-

coronavirus.htm?utm_source=govdelivery&utm_medium=email&utm_campaign=coronavirus&utm_term=more-2&utm_content=digest-13-may-20 ) 

H. DfE – Safe working in education, childcare and children’s social care settings, including use of PPE, updated 21st July 2020.  (https://www.gov.uk/government/publications/safe-working-in-

education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe ) 

I. PHE – COVID-19, cleaning in non-healthcare settings, updated 15th. July 2020 (https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-

decontamination-in-non-healthcare-settings) 

J. DfE – Supporting vulnerable children and young people during the COVID-19 outbreak, updated 15th May 2020.  (https://www.gov.uk/government/publications/coronavirus-covid-19-

guidance-on-vulnerable-children-and-young-people/coronavirus-covid-19-guidance-on-vulnerable-children-and-young-people#attendance-expectations-and-encouraging-attendance).  

K. DfE – Planning guide for early years and childcare settings, dated 27th July 2020. (https://www.gov.uk/government/publications/coronavirus-covid-19-early-years-and-childcare-

closures/coronavirus-covid-19-early-years-and-childcare-closures) 

L. Cabinet Office – Staying safe outside your home, dated 24th June 2020. (https://www.gov.uk/government/publications/staying-safe-outside-your-home/staying-safe-outside-your-home) 
M. DfE – Guidance for full opening: schools, dated 7th August 2020. (https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-
opening-schools) 
N. PHE – Guidance on isolation for residential educational settings, dated 20th July 2020.  (https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-isolation-for-

residential-educational-settings/coronavirus-covid-19-guidance-on-isolation-for-residential-educational-settings) 
O. DfE – Transport to school: autumn term 2020, dated 11th August 2020. (https://www.gov.uk/government/publications/transport-to-school-and-other-places-of-education-autumn-term-
2020/transport-to-school-and-other-places-of-education-autumn-term-2020) 
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Overall 

 

 

RISK FACTOR CONTROL PROCEDURE OVERSIGHT 

RESPONSIBILITY 

1 Government guidance  

regularly assessed  

• DfE, HSE, Public Health England, NHS and other pertinent websites SLT 

2 Communications • Department Risk Assessments (RA) updated, as required, and shared as required. 

• Department RAs are to be explained to staff on return to work and the staff should sign as having been appraised 

of the RA requirements.   

• RAs to be gone through and very carefully discussed with all children returning to school by class teachers. 

• Staff feedback to be assessed and if required included in RAs and Safe Systems of Work. 

SLT 

Heads of Department 

 

 
Class teacher 

 

3 Pupil numbers As per government guidance, as the circumstances have changed the guidance is for all year groups to return to 

school in September to mitigate the longer-term impacts on pupils of the pandemic on education, wellbeing and 

wider development. 

All 

4 Systems of Control Prevention: 

1)  Minimise contact with unwell individuals by ensuring that those who have COVID-19 symptoms, or who have 

someone in their household who does, do not attend school.  Main COVID-19 symptoms: 

• high temperature – this means you feel hot to touch on your chest or back  

• 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 

2)  Clean hands thoroughly and more often than usual 

3) Ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach 

4)  Introduce enhanced cleaning using standard products such as detergents and bleach 

5)  Minimise contact between individuals and maintain social distancing (SD) wherever possible, which will include: 

• Grouping pupils together 

• Avoiding contact between pupil groups 

• Arranging classrooms with forward facing desks 

• Staff maintaining distance from pupils and other staff as much as possible 

All 
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RISK FACTOR CONTROL PROCEDURE OVERSIGHT 

RESPONSIBILITY 

Where SD can’t be met procedures include: 

• Identifying beforehand which tasks must be done in close proximity to others and which tasks can 

be carried out at a distance 

• Work facing away from each other or side-by-side, where possible, instead of face- to-face 

• Where face to face interaction is essential, minimise the frequency and duration of the interaction 

• Close proximity interaction limited to 15 minutes at a time 

• Limit the number of people in close proximity interactions to no more than two people 

• Hand sanitise when entering and leaving a room 

• Do not share equipment. There will be spare pencils etc. available in the class when sanitised. 

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 

measures put in place that suit the particular circumstances. Number 6 applies only in specific 

circumstances. 

Response to any infection: 

7)  Active engagement with the NHS Test and Trace process.  See https://www.gov.uk/guidance/nhs-

test-and-trace-how-it-works#people-who-develop-symptoms-of-coronavirus 

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. 

5 Preparation of buildings 

and facilities 

• Premises and utilities have been health and safety checked and building is compliant 

• Office space reconfigured to allow office based staff to work safely 

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

distancing are in place 

• Consideration given to premises lettings and approach in place 

• Deep clean of all areas that are to be actively used 

• Flush hot and cold water systems (particularly showers) regularly and before the buildings are reoccupied. 

 

6 Emergency Evacuation • Evacuation routes are confirmed, and signage accurately reflects these  

https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works#people-who-develop-symptoms-of-coronavirus
https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works#people-who-develop-symptoms-of-coronavirus
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RISK FACTOR CONTROL PROCEDURE OVERSIGHT 

RESPONSIBILITY 

NB In the event of emergency the priority is getting out of the building calmly regardless of social distancing.   

• Arrangements in place to support individuals with reduced mobility including cover arrangements in the case of 

reduced numbers of staff 

7 Control of access for 

visitors to school  

• Drop off and pick up procedures in place and parents do not enter buildings  

• Visitors to site kept to an absolute minimum, and procedures for visitors in place 

• Trade visitors and deliveries pre-booked and unloading areas pre-agreed 

• Educational psychologists/agencies make available their own risk assessment to add to our procedures 

All                             

All                                 

Estates Manager 

All 

8 Cases of COVID increase  • Contingency plans formulated for closure if directed by authorities. SLT 

9 Safeguarding and SEN • Agree safeguarding provision required to support returning children (e.g. where new issues have arisen, or 

existing ones escalated) and consider any necessary changes and referrals as children return to school, including 

those with problems accessing online offers. 

• Flexibilities put in place for the delivery of EHCPs by the Gov. will be removed so that pupils can receive the 

required support in school. For individual pupil support e.g. LSA see section 4.(5) 

• Staff are prepared to support wellbeing of pupils and receiving any potential disclosures 

• Updated Child Protection Policy in place 

• Staff safeguarding refresher training session on processes and procedures in place 

• Mental Health training to be delivered in the next round of training 

DSL & SENCO 

10 Behaviour Policy • Update behaviour policies to reflect the new rules and routines necessary to reduce risk in your setting and 

agree how to communicate this to school staff, students and parents  

Heads of Department 

 

11 Hygiene and Social 

Distancing (SD) rules 

• Staff and pupils reminded and checked to ensure they are complying with hygiene and SD rules as per 

government guidance 

• The guidance recommends that ‘bubbles’ are implemented to minimise contact and mixing between groups of 

children. In the Senior School, particularly in key stages 3, 4 and 5, groups may be the size of a year group. In Pre-

Prep and Prep, and in key stage 3, smaller class size groups may be implemented  

• The requirements of more vulnerable children will be taken into consideration. 

Heads of Department 

 

12 Hygiene 

 

Cleaning of surfaces to prevent virus transmission 

• Sufficient supplies of hygiene products 

• Cleaning regime in place that will provide : 

• Increased frequency of cleaning door handles, keypads, bannisters, table tops, play equipment, toys and 

electronic devices 

• More frequent and more thorough cleaning of all surfaces 

All 
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RISK FACTOR CONTROL PROCEDURE OVERSIGHT 

RESPONSIBILITY 

• Cleaning of all surfaces before school as usual 

• Cleaning of critical surfaces at lunchtime and during breaks 

• Signs and posters to increase awareness of good handwashing technique  

• Provide regular reminders on avoiding touching your face and to cough/sneeze into your arm  

• A cleaner on call throughout school day, cleaners in after school to clean all used areas  

13 RIDDOR RIDDOR report (The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013) must be made 

when:  

• an unintended incident at work has led to someone’s possible or actual exposure to coronavirus. This must be 

reported as a dangerous occurrence 

• a worker has been diagnosed as having COVID 19 and there is reasonable evidence that it was caused by 

exposure at work. This must be reported as a case of disease 

• a worker dies as a result of occupational exposure to coronavirus 

Safety Officer 

 

School Operations 

 

 

RISK FACTOR CONTROL PROCEDURE OVERSIGHT 

RESPONSIBILITY 

14 Sufficient staff • Audit staff to ascertain that sufficient staff, and no more, will be on site  SLT 

15 Attendance • All staff/pupils are expected to attend school  

• Staff/Pupils who are shielding or self-isolating 

• Shielding advice for all adults and children paused on 1st August 2020 which means that even the small 

number who remain on the shielded patient list can now return to school 

• Adults/Pupils who generally remain under the care of a specialist health professional may need to 

discuss their care with their health professional before returning to school 

• Where a pupil is unable to attend school because they are complying with clinical and/or public health 

advice, they should be able to access remote education 

All 

16 Travel to/from school • Staff, pupils and parents should use their own transport, walk or cycle to work to maintain SD 

• Pupils will arrive and depart school via different entrances/exits so SD can be maintained by not having to use 

the same entrance/exit at the same time 

• Hand washing should take place on arrival and before departure 

• Read the Coronavirus (COVID-19): safer travel guidance for passengers 

All 

17 Minibuses • Saint Felix will only operate dedicated school transport – pupils using dedicated school transport do not mix with 

the general public and the minibus groups remain consistent 

All 

https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers
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RISK FACTOR CONTROL PROCEDURE OVERSIGHT 

RESPONSIBILITY 

• From the autumn term schools will not be required to uniformly apply social distancing guidelines – the ‘1 metre 

plus’ social distancing measure does not apply on dedicated school transport.  However, social distancing should 

be maximised within vehicles wherever it is possible 

• It is very important to maximise the ventilation of fresh air (from outside the vehicle) on dedicated school 

transport, particularly through opening windows and ceiling vents 

• Parents asked to ensure pupils have hand sanitiser and use it before boarding and on disembarking 

• Drivers will carry out additional cleaning on vehicle interiors after each trip - normal cleaning products will do 
this, specialist cleaning products are not needed 

• Parents asked to ensure children over 11 years wear face coverings while travelling on buses unless they are 
exempt 

• Pupils should be allocated specific seats on a ‘first in, last out’ basis.  Pupils getting on first seated at the 

rear of the bus and the bus filling forwards (such arrangements will require clear communication 

between drivers and pupils) 

• For return journeys in the evening, appropriate queuing arrangements and supervision are required to 

ensure SD can be applied while waiting, (a rota for staff supervision will be provided). 

• Drivers will not normally require PPE on home to school transport, even if they are not able to maintain 

a distance from pupils on the transport 

• Symptoms: 

• If a pupil develops symptoms at school they will be sent home but must not travel on school transport 

• Drivers must not work if they have symptoms, or if someone in their household has symptoms.  If they 

develop symptoms while at work they must go home and get a test 

• Pupils and drivers who have been in contact with someone who has developed symptoms whilst at 

school or on home to school transport do not need to go home to self-isolate unless (one of these): 

▪ They develop symptoms themselves (in which case, they should arrange a test) 
▪ The symptomatic person subsequently tests positive and they were in contact within 48 hours 

of them first displaying symptoms) 
▪ If they have been requested to do so by NHS Test and Trace 

• Pupils should be encouraged to carry tissues while on the minibus 

18 Work location • Staff remain in set communities (bubble), don’t mix with other communities and don’t move around the site 

unnecessarily. Staff will move between bubbles not children. Where teaching staff have to work across 

communities additional precautions should be taken. 

• Classrooms and other areas well ventilated during the day 

• Work area fully secured by teaching staff at cease work each day 

• Signage displayed to remind staff and pupils about SD and hygiene rules 

Heads of Department 
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RISK FACTOR CONTROL PROCEDURE OVERSIGHT 

RESPONSIBILITY 

• Staff in offices should not work face to face  

• Staff provided with cleaning products 

• Identify objects and surfaces that are touched regularly and decide how frequently to clean them  

• Hand sanitiser, if available, at entrance and exits 

• Set clear guidance and control measures for use of toilets and changing areas 

• Reduce possible contact between different groups of children, and between adults. The school is operating a 

Keep Left policy in all corridors and communal staircases. All departments have a queuing system in place. 

• Drop off and pick up routines established, queuing system established if required – parents should not 

congregate and should take child to school entrance and return immediately to car.  Regime to be adjusted as 

required. 

19 Boarding • For the purposes of a self-isolation policy, each boarding house is considered as a separate ‘household’ 

• Boarding households, in contrast with other households, will almost always need to have staff and other 

professionals arriving and leaving during any period of self-isolation.  Where possible, boarding houses 

should operate a consistent staff rota to minimise the risk of transmission 

• If a pupil in a boarding house shows symptoms of coronavirus, the school should ensure that pupils self-isolate 

and are looked after by residential staff ensuring the safety of the remaining staff and pupils 

• Parental advice on whether a boarder should return home for a period of self-isolation or should stay at school 

during this period should be sought before final decisions are made 

Head of Boarding 

20 Catering • Kitchen management is challenging and separate risk assessment and safe systems of work are in place 

• As much as possible, staff should adhere to SD guidelines  

• Although it is very unlikely that COVID-19 is transmitted through food or food packaging, as a matter of good 

hygiene practice staff should wash their hands frequently with soap and water for at least 20 seconds. This 

should be done routinely, including: 

• before and after handling food  

• before handling clean cutlery, dishes, glasses, or other items to be used by the customer 

• after handling dirty or used items, such as collecting used dishes from customer tables  

• after touching high-contact surfaces, such as door handles 

• when moving between different areas of the workplace 

• after being in a public place 

• After blowing your nose, coughing or sneezing. Coughs and sneezes should be caught in a tissue or the crook of 

your elbow 

• Existing food hygiene guidance and HACCP processes should be followed. No unauthorised persons may enter 

the kitchens 

Chef/Manager 
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RISK FACTOR CONTROL PROCEDURE OVERSIGHT 

RESPONSIBILITY 

• Continue to follow the designated cleaning regime and at the end of a shift consider ‘going over’ all hand touch 

surfaces one more time 

• Include guidance regarding number of people allowed in the chilled stores at any one time 

• Use a dishwasher to clean and dry used crockery and cutlery 

• PPE to be used as directed 

• Packed lunches will be provided to bubble groups and boarders will eat breakfast and dinner in the dining hall. 

Years 7&8 will take lunch in the dining room. Specific dietary requirements and allergen information will be 

made available for each bubble 

21 Educational Visits • All UK and overseas residential visits will no longer take place for the foreseeable future 

• Educational day trips will only take place if approved by the Headmaster following the completion of a rigorous 

RA process 

• Match fixtures, whether for swimming or other sports, will not take place 

Safety Officer 

22 Extra-curriculum provision • Extra curriculum provision for breakfast and after school care will take place 

• Additional consideration is to be undertaken to ensure this provision works seamlessly alongside the 

wider protective measures 

Heads of Department 

23 Staff rooms • Staffrooms to be used to collect/return refreshment, to check notices and pigeonholes and not to be used for 

socialising. Additional staff spaces have been provided in the Senior Department. 

Heads of Department 

 

 

Curriculum 

 

24 Physical Activity • Pupils are to be kept in their consistent groups, in particular external members of the Swim Club (general public) 
are not to mix with Saint Felix pupils 

• Contact sports are to be avoided 

• Minimal use of indoor spaces with the majority of sporting activity to be conducted outside 

• Sports equipment, if used, is to be thoroughly cleaned by the teaching staff between each use by different 
individual groups 

• Pupils will be allowed to bring their own equipment to school but must take personal responsibility for the 
spraying down and cleaning e.g. shin pads, tennis rackets. 

 

25 Classroom • DfE Guidance, dated 24th June - Pupils do not and have not needed to be kept 2m apart in the classroom 

• From 20th July, early years settings are no longer required to keep children in small, consistent groups within 
settings but can return to normal group sizes. Settings should still consider how they can minimise mixing within 
settings, for example where they use different rooms for different age groups, keeping those groups apart as 
much as possible.  This change does not extend to cover EYFS provision for children over the age of 5. 

• Groups should continue to be taught and supervised by same teacher and TA throughout day, where possible 

Heads of Department 
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• Use outside spaces where and when possible for lessons, meetings and breaks if weather permits 

• for exercise and breaks – play areas to be zoned 

• for outdoor education, where possible, as this can limit transmission and more easily allow for SD 
between children and staff 

• outdoor equipment should not be used unless the school is able to ensure that it is appropriately 
cleaned between groups of pupils using it, and that multiple groups do not use it simultaneously 

• Set out rules for play  

• Remove unnecessary items that are hard to clean 

• Ensure that any corridors or circulation routes used have a limited number of pupils using them at any time 

• Lunch eaten in classroom or outside  

• Pupils to have their own equipment, drinks containers, pencil cases etc. accessed by themselves from their own 
bags. No provision of drinks vessels by school – unless buy throw away drinks and containers 

• External access to classrooms to be used where possible 

• Internal access to classrooms to be organised so that contact is reduced with other groups in school 

• No gatherings by entrances to school or in car park 

• No adults, other than school staff, to enter any school building. Separate procedures will be made for any child 
assessment that is required so that observations can be made 

• Doors to be propped open, where safe to do so – doors to be closed in the event of fire and at the end of the day 

• Minimise risk of transmission by identifying shared resources and, either putting in place cleaning measures or 
suspending activity 

• Reduce the use of shared resources: 

• by limiting the amount of shared resources that are taken home and limit exchange of take-home 
resources between children, young people and staff 

• by seeking to prevent the sharing of stationery and other equipment where possible. Shared materials 
and surfaces should be cleaned and disinfected more frequently 

• although practical lessons can go ahead if equipment can be cleaned thoroughly and the classroom or 
other learning environment is occupied by the same children or young people in one day, or properly 
cleaned between cohorts 

NB: sharing of equipment should be limited to the bubble 

26 Cleaning Science of risk understood  

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

• Ensure that help is available for pupils who have trouble cleaning their hands independently 

• Consider how to encourage young pupils to learn and practise these habits through games, songs and repetition 

• Ensure that bins for tissues are emptied throughout the day 

• Where possible, all spaces should be well ventilated using natural ventilation (opening windows) or ventilation 
units 

• Prop doors open, where safe to do so (bearing in mind fire safety and safeguarding), to limit use of door handles 
and aid ventilation 

Teachers 
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• Yellow clinical waste bags and holding/disposal point available 

• Sufficient time to be available for the enhanced cleaning regime to take place 

27 Principles for staff Do not come to work if you have coronavirus symptoms, or go home as soon as these develop (informing your 
manager), and access a test as soon as possible. Arrangements for accessing testing, if and when necessary, are in 
place. Staff are clear on returning to work guidance. 

• Clean your hands more often than usual - with running water and soap and dry them thoroughly or use alcohol 
hand rub or sanitiser ensuring that all parts of the hands are covered 

• Use the ‘catch it, bin it, kill it’ approach 

• Avoid touching your mouth, nose and eyes 

• Clean frequently touched surfaces often using standard products, such as detergents and bleach 

• Think about ways to modify your teaching approach to keep a distance from children in your class as much as 
possible, particularly close face to face support (noting that it’s understood that this is not possible at all times, 
which is why hygiene and hand cleaning is so important) 

• Consider avoiding calling pupils to the front of the class or going to their desk to check on their work if not 
necessary 

• Help your class to follow the rules on hand cleaning, not touching their faces, ‘catch it, bin it, kill it’ etc. including 
by updating your classrooms displays with posters 

• Prevent where possible your class from sharing equipment and resources (like stationery) 

• Keep your classroom door and windows open if possible for air flow 

• Limit the number of children from your class using the toilet at any one time 

• Limit your contact with other staff members, and don’t congregate in shared spaces, especially if they are small 
rooms 

• Make sure you’ve read the school’s updated behaviour policy and know what role in it you’re being asked to take 

Heads of Department 

28 Hand cleaning Poor hand cleaning could result in indirect virus transmission  
Ensure good hand cleaning by: 

• Training children to wash hands and use AHS (Alcohol Hand Sanitiser) 

• Hand washing for 20 seconds using running water and soap 

• Handwashing when entering school, before and after break, before lunch, after lunch break and before going 
home 

• Hand cleaning after sneezing/coughing  

• Where impractical/impossible, ensure AHS are available and used 

• AHS in all classrooms and all general spaces  

Heads of Department 

29 Respiratory hygiene Unsatisfactory respiratory hygiene could lead to direct virus transmission 
Ensure good respiratory hygiene by: 

• Tissues in all rooms 

• Bins emptied regularly during day 

• Training of children to ‘catch it, kill it, bin it’ – notices to be displayed 

Heads of Department 
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Contingency planning for outbreaks 

 
 

RISK FACTOR CONTROL PROCEDURE OVERSIGHT 
RESPONSIBILITY 

30 Contingency Plans • Appropriate authorities will decide on measures to combat localised community spread of COVID should an 
outbreak occur, DfE will be involved in local and national level decision making 

• For an individual or groups of pupils required to self-isolate, remote education should continue to be 
provided 

• PHE health protection team or the local authority may advise a school or number of schools to close 
temporarily to help control transmission 

All 

31 Communications Children or adult with symptoms leading to direct and indirect virus transmission 
Reduce risk of direct/indirect transmission by: 

• Obtaining confirmation from staff and parents that no-one in their household has tested positive or shown 
symptoms of COVID-19 

• Provide regular reminders to update school of any medical changes 

• Ensure no children and/or adults with symptoms comes into school 

• Temperature checking equipment available and used as required 

• Parents informed; 

• Not to come to school if they or their children are displaying any symptoms of coronavirus (they should 
follow the COVID-19: guidance for households with possible coronavirus infection) 

• If their child needs picking up due to displaying symptoms, only one parent should attend 

• Not to gather at entrance gates or doors, or enter the site (unless they have a pre-arranged 
appointment, which should be conducted safely) 

SLT 

32 Managing confirmed cases 
of COVID 

• Swift action is required if a pupil/parent/staff has tested positive for coronavirus (COVID-19) 

• The first action is to contact the local health protection team - this team will also contact schools directly if they 
become aware that someone who has tested positive for coronavirus (COVID-19) attended the setting – as 
identified by NHS Test and Trace.  The local health protection team will: 

• Work with staff to carry out a rapid risk assessment to confirm who has been in close contact with the 
person during the period that they were infectious, and ensure they are asked to self-isolate 

• Work with staff to guide them through the actions to be taken. Based on the advice from the local 
health protection team, settings should send home those people who have 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 when they were infectious. Close contact means: 

SLT 
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▪ Direct close contacts - face to face contact with an infected individual 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 1-2m for more than 15 minutes) with an 
infected individual 

▪ Travelling in a small vehicle, like a car, with an infected person 

• Provide definitive advice on who must be sent home. To support them in doing so, it is recommended 
settings keep a record of: 

▪ children and staff in specific groups/rooms (where applicable) 
▪ close contact that takes places between children and staff in different groups/rooms 

• Household members of those who are sent home do not need to self-isolate themselves unless the child or staff 
member who is self-isolating subsequently develops symptoms. If someone in a group that has been asked to 

self-isolate develops symptoms themselves within their 14-day isolation period, they should follow COVID-19: 

guidance for households with possible coronavirus infection 

• Further guidance is available, see https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/ 

33 PPE • The majority of staff in education settings will not require PPE beyond what they would normally need for their 
work, even if they are not always able to maintain a distance of 2 metres from others – Reference F 

• If a pupil becomes unwell with symptoms of COVID-19 while at school and needs direct personal care 
until they can return home, a fluid-resistant surgical face mask should be worn by the supervising adult 
if a distance of 2 metres cannot be maintained.  If contact with the pupil is necessary, then disposable 
gloves, a disposable apron and a fluid-resistant surgical face mask should be worn by the supervising 
adult. If a rapid risk assessment determines that there is a risk of splashing to the eyes, for example 
from coughing, spitting, or vomiting, then eye protection should also be worn 

• In Saint Felix, the School Nurse (with appropriate PPE) will take control and remove the pupil to an 
isolation area while they wait for parents to pick them up 

• If the pupil needs to go to the bathroom while waiting to be collected, they should use a separate 
bathroom. The bathroom should be cleaned and disinfected using standard cleaning products before 
being used by anyone else 

• In an emergency, call 999 if they are seriously ill or injured or their life is at risk. Do not visit the GP, 
pharmacy, urgent care centre or a hospital 

• Once the child or member of staff has left the setting, staff should follow cleaning of non-healthcare settings to 
ensure areas they have been in are disinfected and any PPE and other waste is disposed of safely 

• All staff and children who are attending a childcare setting will have access to a test if they display symptoms of 
coronavirus and are encouraged to get tested in this scenario 

• Where the child or staff member tests negative, they can return to their setting and the fellow household 
members can end their self-isolation. If the child or staff member tests positive, the rest of their immediate 
group within their setting should be sent home and advised to self-isolate for 14 days. 

All 

34 First aid ▪ At least one person with first aid training is to be available at work during school opening hours AC 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/
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▪ School Nurses will be on call during the quiet hours as normal 
▪ Lists of qualified first aiders are displayed in key locations around the school. 

35 Emergency services • If emergency services are called well understood procedures, RV and cleared routes in and out, in place All 

 


