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Hazard is something with the potential to cause harm. Risk is the likelihood of someone being
hurt multiplied by the severity of the occurrence.
Level of risk = likelihood x severity

PRIORITY OF ACTION
High

17 - 25

Unacceptable – Stop work or activity
until immediate improvements can
be made.

Medium 10 – 16

Tolerable but need to improve within
a reasonable timescale, e.g., 1-3
months depending on the situation.

Low

Adequate but look to improve by next
review.

B. Risk Matrix – This section is used for guidance to complete section C.

Increasing
consequence or
severity 

5 x 5 RISK ASSESSMENT MATRIX
5

5 low

10 med

15 med

20 high

25 high

4

4 very low

8 low

12 med

16 med

20 high

3

3 very low

6 low

9 low

12 med

15 med

2

2 very low

4 very low

6 low

8 low

10 med

1

1 very low

2 very low

3 very low

4 very low

5 low

1

2

3

4

5

5-9

Very Low 1 – 4

Increasing likelihood or probability 

Residual risk acceptable and no
further action will be required all the
time the control measures are
maintained.

Score

Likelihood / Probability

Description

Score

Consequence/Severity

Description

5

Very likely / Almost certain

Event is expected to occur in most circumstances

5

Catastrophic / Severe / Fatality

Death or permanent disability to one or more persons

4

Likely

Event will probably occur in most circumstances

4

Major injury / ill health

Hospital admission required, eg, broken arm or leg

3

Fairly likely / Possible

Event could occur at some time

3

Moderate (over 7-day injury)

Medical treatment required, over 7-day injury

2

Unlikely

Event is not likely to occur in normal circumstances

2

Minor injury / ill health

First aid is required

1

Very unlikely

Event may occur only in exceptional circumstances

1

Insignificant / no injury

Injuries not requiring first aid treatment

This risk assessment has been fully shared with all staff, including where relevant Trade Union representatives. Feedback from
staff has been appropriately incorporated.
All staff will be asked to report any problems arising from the practicality and day to day working of the principles embedded in this document. The document
will be subject to ongoing review and will be likely to change in line with further Government guidance and practical experience. This document will be
revised accordingly and these changes will be communicated to all staff and stakeholders.
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What are the
Hazards?

Who might
be harmed
and how?

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Catching
or spreading
Coronavirus Public Health
Advice

Staff, pupils
parents,
guardians,
visitors to
school

Minimising contact with individuals
who are unwell by ensuring that
those who have coronavirus
symptoms, or who have someone
in their household who does, do not
attend school
Pupils, staff and other adults do not
come to school if they have
Coronavirus symptoms or have
tested positive in the last 7 days.

Med

Letters and communication on ClassDojo/ the website to
parents all state this clearly.
Thermometer to take temperature of staff or children if
necessary.

If anyone in school becomes unwell
(with persistent cough, high
temperature, loss of taste or sense
of smell) they are sent home.

Med

High

Details to be shared with all members of the school
community.
People must stay at home if they are:

ill with virus symptoms

have tested positive, even if asymptomatic

have been advised to do so by NHS Test and
Trace

are members of a household where there has
been a positive case

are required to self-isolate for travel related
reasons
See: https://gov.uk/government/publications/covid-19stay-at-home-guidance
Self-isolate for at least 10 days and arrange a test.
If they have tested positive whilst not experiencing
symptons but develop symptoms during the isolation
period, they should restart the 10 day isolation period
from the day they develop symptoms.
See documentation regarding use of school test kits
should parents feel they are required.
Other members of the household should self-isolate for
10 days from when the symptomatic person first had
symptoms.
Any school community member showing signs of illness
will be immediately isolated in the library and monitored
by the head teacher from a distance, or with PPE and in
the room if necessary.
Once the ill person has left or been collected from school
the library will be thoroughly cleaned by a member of
staff wearing both gloves and a mask.

Residual
Risk
Level
Low/
Med/
High
Low

Action INCLUDING
MONITORING
Who?

When?

All staff

Ongoing
Daily
practice

Low

Low

Cleaning hands more often than
usual - wash hands thoroughly for
20 seconds 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.

Med

Ensuring good respiratory hygiene
by promoting the ‘catch it, bin it, kill
it’ approach

Med

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

Med

The cleaning must be done with normal household
bleach. See COSHH forms in H&S cupboard
Sufficient PPE must be in stock at all times.
Frequent hand washing routines built into all classes
daily routines.
Adults and children are to wash or sanitise their hands
on the following occasions:

Entry to school

Before/after break times

Before lunch

When they change rooms

Before leaving school

Anytime that they visit the toilet or
cough/sneeze in to their hands.
Sufficient hand washing in sinks for the number of
children is limited so hand sanitizers have been
purchased and are in every class bubble.
Hand sanitiser in each classroom and refills already
purchased.
Alcohol hand sanitiser in entrance lobby for staff use.
Sufficient quantities of soap and hand sanitiser to be
stocked at all times.
Children may also use moisturiser supplied from home
when required.
Small children or those with complex needs may need to
be supervised.
Children and adults wash after sneezing or coughing.
Children and adults encouraged not to touch mouth,
eyes or nose.
Use hand washing songs - baby shark and happy
birthday to remind children about hygiene and make it
fun.
Paper towels to be used in addition to hand dryers.
these routines will be built into the school day.
Use tissue or elbow to cough or sneeze, put tissue into
lidded bin and then wash hands
Tissues in each classroom and bins with lids to dispose
of tissues.
Sufficient quantities of tissues and bin bags to be
stocked at all times.
These will be emptied twice daily and placed in labelled
external bins.
Enhanced cleaning is in operation routinely across the
school.
Teachers, Teaching Assistants, Lunchtime Supervisors
and Cleaners to clean frequently touched surfaces with
spray bleach.
Each classroom has its own supply of cleaning products.
All staff to read the risk assessment regarding use of
bleach in schools.
Staff aware of COVID – 19 cleaning for non-healthcare

Low

Low

Low

Setting clear use and cleaning
guidance for toilets to ensure they
are kept clean.

Med

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

Med

Engaging with NHS Test and Trace
process

Med

settings guidance.
Soft furnishing continue to be stored at OWS
Cleaning of surfaces that staff and children have touched
– toys, books, desks, chairs, doors, handles, toilets,
sinks, switches – more regularly than normal.
Sufficient quantities of cleaning products to be stocked at
all times.
If we are required to clean an area after a positive case
of coronavirus has been identified, we must follow the
guidelines
(https://www.gov.uk/government/publications/covid-19decontamination-in-non-healthcare-settings/covid-19decontamination-in-non-healthcare-settings). This
includes ensuring that all tissues, PPE, and cleaning
materials are put in a separate disposal bag that is
stored securely for 72 hours before being disposed of.
Cleaning frequently touched surface e.g. the railings in
KS1 playground, must take place.
Classes to have different breaktimes. Children
encouraged to use toilets during these times, thus
reducing mixing of different classes in the toilets.
Toilets cleaned after break and lunch time.
In EYFS/ KS1 there are separate toilets for each bubble.
Lower KS2 to use the boys toilets
Upper KS2 to use the girls toilets
One child at a time in the toilets, with a fob system in
place
Cleaner employed for an hour over lunch to empty bins
and clean toilets and tables.
In staff toilets, staff to wipe down seats and every other
touched surface e.g. taps, door handles etc. after use.
Wipes to be provided.
Prop doors open, where safe to do so (bearing in mind
fire safety and safeguarding), to limit use of door handles
and aid ventilation.
Be mindful of children who are a flight risk.
Beware of intruders.
Monitor the temperature in classrooms when outside
temperature drops. Refresh air at break and lunch times.
Staff members and parents/ carers must be ready and
willing:

to book a test if they display symptoms,

provide details of anyone they have been in
close contact with if they test positive or are
asked to by NHS Test and Trace,

self-isolate if they have been in close contact
with someone who develops coronavirus
symptoms or tests positive
Letters to parents will clearly state this. Staff will have
read the risk assessment.
In addition, parents and staff must inform the school as

Low

Low

Med

2

Managing confirmed cases of
coronavirus amongst the school
community

High

Containing an outbreak by following
local health protection team advice

High

to outcome of the test.
Form with name and result of test to track. Form is
updated daily by RL, MT and LB.
Schools must contact the Department for Education and
local health protection team if anyone who has attended
school tests positive.
Parents can contact school at any time using the
head@castlefields.org.uk email.
HPT will provide definitive advice about who must be
sent home.
School to keep a record of pupils and staff in each group
and any close contact that takes place between children
and staff in different groups.
HPT will provide a template letter to send out
Further guidance on testing and tracing coronavirus
https://www.nhs.uk/conditions/coronavirus-covid19/testing-and-tracing
If there are 2 or more confirmed cases over 14 days or a
rise in sickness absence where COVID19 is suspected
then school will have to work with local Health Protection
team.

What are the
Hazards?

Who might
be harmed
and how?

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Measures
within the
classroom

Staff
pupils

Minimising contact and mixing by
altering, as much as possible, the
environment (such as classroom
layout) and timetables (such as
staggered break times)

Med

Avoiding close contact between
individuals

Med

Children seated at their own desks and encouraged to
socially distance
Staff maintaining distance from pupils and other staff as
much as possible.
Bubble idea relies on minimal mixing of personnel in
classes– break, lunch time and finish time.
Bubbles are in KS phases i.e. EYFS, KS1, LKS2, UKS2.
A maximum of 10 children are in each bubble
Children are kept in small groups
Close contact should be avoided, including:

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 to 2 metres for more than 15 minutes
in a single or through several encounters) with
an infected individual;

travelling in a small vehicle, like a car, with an
infected person.
Staff to be instructed to report face to face contact to the
Headteacher and a record to be kept of pupils and staff

Med

Med

Residual
Risk
Level
Low/
Med/
High
Low

Action INCLUDING
MONITORING
Who?

When?

All staff

Ongoing
Daily
practice

Low

Arranging classrooms to minimise
contact.

Med

Changing work patterns for staff

Med

in each group and close contact that takes place.
When staff cannot meet in person, we use TEAMS to
hold virtual meetings
Communication is also via email, letters and other digital
means
We use a Trust protocol for safe meetings in school
With parents and pupils we have very well established
digital communication methods. This includes messages
through ClassDojo, Teachers2Parents text system,
TEAMS and our website
We have planned communication for identified
vulnerable pupils and families
Communication routinely includes health and safety
matters
Classrooms to be reconfigured for critical worker
children.
Forward facing desks or children seated in such a way to
minimise contact - side by side not face to face.
Nursery/ Reception are following EYFS curriculum the
guidance states “Ideally, adults should maintain 2 metres
distance from each other, and from children. We know
that this is not always possible, particularly when working
with younger children, but if adults can do this when
circumstances allow that will help. In particular, they
should avoid close face to face contact and minimise
time spent within 1 metre of anyone.”
Children with additional needs should receive as much
support as required. Adults working with these children
are to be extra vigilant and mindful of face-to-face time.
Children to stay at the same desk.
For children old enough, they should also be supported
to maintain distance and not touch staff and their peers
where possible.
Staff remain 2m away - as far as physicaly possible.
Frequently used resources/ equipment to be stored close
to children.
Surplus furnishings, including soft furnishings, being
stored in OWS.
Classrooms to be well ventilated.
Signs to ensure children use appropriate levels of
hygiene.
We have Trust protocols for establishing work patterns
for staff including how staff may be redeploted should it
be necessary
Some staff work in school because they are supervising
pupils or because their role requires it
Some staff work from home on alternate weeks because
their role allows it
Staff working from home have been supported with the
relevant school IT kit and have routing communication
with line manager

Low

Low

Communicating with parents about
school Uniform

Low

Minimising the risk of use of
equipment and resources within a
class

Med

Minimising the risk of use of
equipment and resources shared
between classes

Med

Minimising the risk of use of
equipment and resources shared
between classes
Where practicable keeping a social
distance between individuals

Med

Stagger break times (including
lunch), so that all children are not
moving around the school at the
same time

Med

Med

Staff working in school generally do so on a rota basis
CEV staff work from home at present
There is no longer guidance to suggest this needs to be
cleaned daily.
School will allow pupils to wear additional suitable items
of clothing when increased ventilation causes colder
classroom temperatures.
Frequently used resources and equipment, e.g. pens,
pencils and rulers should be given to individuals for their
own use.
Other class-based resources including books and games
can be shared and used by the class. They should be
frequently cleaned.
Shared materials and surfaces should be cleaned and
disinfected more frequently.
Children can bring bags to school.
Reading books shared between bubbles should be
quarantined for 72 hrs before being passed to next
bubble/ year group.
Teachers can take books home if necessary but should
ensure cleanliness regimes.
Resources such as PE, art, science equipment should
be cleaned frequently and always if shared between
classes. If they can’t be meticulously cleaned, then they
must be left unused for 48 hours (72 hours for plastics)
before another class uses them.
This includes reading books shared across classes.
Quarantine books for 72 hours before they are put back
into circulation.
Teachers are able to take books home to mark, but they
must ensure cleanliness regimes.
Play equipment used outdoors must be cleaned more
frequently.
Socially distancing as much as possible.
Children kept in bubbles.
All children kept together and not mixing with other
bubbles.
Timetabling of hall will be done to minimise traffic
through corridors.
External classroom doors used for entrance/ exit to
school.
Timetabling to allow staff room to be used by small
numbers of staff at any one time
Use outdoors wherever possible for break and lunch
times.
This will enable the use of toilets to be staggered too they should not be overcrowded.
Children to bring suitable clothes - coats, sun hats to
allow for this.
Breaktimes are to take place in the following places:

Low

Low

Low

Low
Low

Low
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Lunch breaks staggered. Children
to have washed hands before
lunch.

Med

Breaktimes and lunch breaks
staggered.

Med

Office space try to minimise or
prevent hot desking

Med

EYFS - outdoor provision as required in
Nursery. In Reception the learning lodge and
KS1 playground can be used at all times except
during KS1 playtime

KS1 (KS1 playground)

LKS2 (KS2 Playground)

UKS2 (KS2 Playground)
Each bubble will have hand wash
Lunch to be eaten in the classroom.
Tables cleaned although the same children will be sitting
in these spaces in the afternoon.
Staff room used at different times for different bubbles.
Staff room cleaned by staff after use.
Kettles available in KS1 area and demountable to
minimise mixing of adults.
Kettles emptied and cleared away at end of break time.
New kettles to be PAT tested.
For the latest advice about managing playgrounds and
outdoor gyms see:
https://www.gov.uk/government/publications/covid-19guidance-for-managing-playgrounds-and-outdoor-gyms
Admin staff working on different days
Office space to be well ventilated.
Window hatch not to be used.
Parents phone for an appointment/ to speak to admin
staff.

What are the
Hazards?

Who might
be harmed
and how?

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Measures for
arriving at and
leaving school

Staff, pupils
parents,
guardians,
visitors to
school

Parents to follow strict social
distancing measures

Med

Parents to drop off/ pick up only at the allotted times.
Supermarket model of queueing & one way
system signposted around the school. This is already in
place and has been tested.
One way system around school from green gate to
nursery.
Beware of trip hazard of manhole covers around this one
way system.
No parents/ carers allowed in classrooms.
The school office is not to be accessed by parents
unless through prior arrangement.
Communication to parents over Oct half term to ensure
they are wearing a face covering on school grounds
All rooms have an outside door so drop off and pick up
will be through these doors.
Children will be ready for home time but if parents have
to wait then they will be told to socially distance on grass
or playground outside this space

Parents and Carers to wear face
coverings on school grounds
Accessing rooms directly from
outside where possible

Med
Low

Low

Low

Low

Residual
Risk
Level
Low/
Med/
High
Low

Action INCLUDING
MONITORING
Who?

When?

All staff

On going

Daily
practice

Low
Low

4

5

Disposing of face masks

Med

Staff or children who wear a disposable mask to come to
school must remove it and place in the lidded bin. The
wearer must then wash their hands.
Non-disposable masks must be stored in a plastic bag
that the wearer has brought with them.

Low

Residual
Risk
Level
Low/
Med/
High
Low

What are the
Hazards?

Who might
be harmed
and how?

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Transport

Pupils,
Taxi drivers

Monitoring the use of dedicated
school transport
Limiting the use of the school car
park

Med

No children attending school at this time are using school
transport
Car park is marked for return trip of one way system.
Staff who need to leave promptly MUST NOT PARK IN
THE CAR PARK because families will be walking across
it.
Staff must not park on white dashed lines as this is the
walkway for families.
Staff members using a bike will follow normal
procedures.

Med

What are the
Hazards?

Who might
be harmed
and how?

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Attendance

Staff, pupils
parents,
guardians

Monitoring pupil’s attendance

Med

A register of children attending school due to critical
worker/ vulnerable child status is being kept
Attendance of children engaged in remote learning is
done by the class teacher. Non attendance is followed
up by a phone call. This is then reported to RL.
In the event of staff absence it may be necessary to
bring an additional member of staff from the same
bubble into school.
Staff will not be moving between different bubbles.
The government has set a requirement that people
returning from some countries will be required to
quarantine for 10 days.
Where staff are required to quarantine after returning
from holidays, they need to understand that any period of
absence is not authorised given that they are knowingly
becoming absent from work. No home-working role is
available to those adults therefore staff would be
determined as being absent without leave.
RL has spoken with staff.
The school must support school members who are in
quarantine, if requested, following travel abroad.
Clinically extremely vulnerable people are advised to

Monitoring staff attendance

Med

Communicating with staff taking
leave

Med

Staff and pupils who request the

Med

Action INCLUDING
MONITORING
Who?

When?

All staff

Ongoing

Low

Residual
Risk
Level
Low/
Med/
High
Low

Daily
practice

Action INCLUDING
MONITORING
Who?

When?

All staff

Ongoing
Daily
practice

Low

Low

Low

right to shield

6

Clinically Vulnerable Staff

Med

Managing pregnant staff

Med

Pupils with EHCP

Med

Low/
Med/
High
Risk?

What are the
Hazards?

Who might
be harmed
and how?

What are you already doing?
(Existing Controls)

Safeguarding

Staff, pupils
parents,
guardians,

Identifying where additional training
is required

7

Who might
be harmed
and how?

Catering

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Low

Residual
Risk
Level
Low/
Med/
High

RL is the DSL
KW and CM are Deputy DSL trained.
A DSL should be on site/ contactable by phone when
school is open.
Should a case arise where no DSL is in school, then a
member of SLT will be assigned lead in school
Monitor the individuals arriving at school.
Teachers to take care when dismissing children from
classroom.

Keeping the gates open monitoring adults and young people
accessing the site
What are the
Hazards?

work from home from 5.11.2020.
Clinically Extremely vulnerable children will receive a
letter from their GP or clinician to advise the need to
shield.
In the new guidance for 5.11.2020 there is a definition of
CV people.
These people need to be extra vigilant and minimise
contact with others. They should wash hands more
frequently and the frequently touched areas must also
happen.
A risk assessment is in place for each member of staff
on the CV list
The school will refer to detailed guidance and HR advice
from the Trust in managing any pregnant staff.
Pupils with EHCP have been offered a place in school.
Only 1 child LD, is attending and will have 1:1 support in
place

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Free School Meals
Including
Universal Infant Free School Meals

Med
Low

To be confirmed with new guidance

Action INCLUDING
MONITORING
Who?

When?

All staff

Ongoing
Daily
practice

Residual
Risk
Level
Low/
Med/
High
Low

Action INCLUDING
MONITORING
Who?

When?

All staff

Ongoing
Daily
practice

What are the
Hazards?

Who might
be harmed
and how?

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Residual
Risk
Level
Low/

Action INCLUDING
MONITORING
Who?

When?

Med/
High
8

9

Educational
Visits

Educational visits will not take
place during the first part of the
Autumn term.

No educational visits at this time

What are the
Hazards?

Who might
be harmed
and how?

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

First Aid

Staff,
pupils,
visitors

First aiders need additional support
and training in use of additional
PPE if close contact with a patient
is required. E.g. changes to
EAV/CPR due to Covid 19.

Med

First Aiders will be in school at this time.
First Aiders need support and training in use of PPE.
Quarantine room = library – would both need deep clean
after use for member of school community with
symptoms
Training about how to look after a person ill with CV.

Also bring to staff attention Kawasaki
symptoms:

red ("bloodshot") eyes.

a pink rash on the back, belly, arms, legs, and
genital area.

red, dry, cracked lips.

a "strawberry" tongue (white coating with red
bumps on the tongue)

a sore throat.

swollen palms of the hands and soles of the
feet with a purple-red colour

Accidents\
incidents

Who might
be harmed

What are you already doing?
(Existing Controls)

Action INCLUDING
MONITORING
Who?

When?

First Aiders
All staff

As
applicable
Ongoing
Daily
practice

Staff giving first aid should attend to the patient as a
priority.
PPE will be on hand (in first aid bags, in class
emergency packs or in quarantine room).
Where PPE has not been used, careful handwashing
and other hygiene routines must be followed after giving
first aid
Normal reporting of accidents to Head, Governors,
Trustees

Normal reporting to various parties
e.g. Reporting to Governors /
Trustees / Local Authority.
Reporting of COVID-19 cases to
Health & Safety Team. (RIDDOR
2013 requirements for HSE
reporting)
Consider looking at high risk
activities to minimise the potential
for accidents and the need for staff
to assist children\students
What are the
Hazards?

Residual
Risk
Level
Low/
Med/
High
Low

Reporting of COVID – 19 cases to Trust – communicate
CAREFULLY to parents.
No high risk activities to take place in order to minimise
the risk for children. This should make First Aid less
likely to be needed

Low/
Med/

What further actions
are necessary

Residual
Risk

Action INCLUDING

When?

and how?

10

Wrap Around
Provision

Reinstating wrap around provision

High
Risk?

DETAIL OF APPROACH AT SCHOOL LEVEL

Med

Wrap around provision is not being used at this time.
This is due to Wrap leader being CEV and the
constraints of staffing

Level
Low/
Med/
High
Low

MONITORING
Who?
All staff

Ongoing
Daily
practice

What are the
Hazards?
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Who might
be harmed
and how?

Emotional
distress of the
staff - including
anxiety

Emotional
distress of the
pupils

What are the
Hazards?

Who might
be harmed
and how?

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

At least one SLT member of staff
on site/ contactable every day for
staff to share concerns with
Staff to be included in decision
making, risk assessments / setting
up of rooms.
Review staff work and rest rooms
to ensure social distancing can be
adhered to
Have details of counselling
available
Pupils to be supported by staff
Look at ways of being able to
support a child if in need of comfort.
SEN pupils - review assessments
to be able to further assist pupils
who will not understand the
changes
Experience in the first week of
Spring term 2021 has shown that
some children became extremely
stressed when teachers told them
that they must undertake 3 hours
work per day (KS1) and 4 hours per
day (KS2)

Med

SLT will be available at school and can also be
contacted by email/ phone if necessary.
Details of help for staff available – Ed Psych, ELSA and
counselling.

What are you already doing?
(Existing Controls)

Residual
Risk
Level
Low/
Med/
High
Med Low

Action INCLUDING
MONITORING
Who?

When?

All staff

Ongoing
Daily
practice

Med

Pupils supported by staff - additional PSHE
Review SEN pupils who made need further risk
assessments around them e.g. LD in Y1

Med –
Low

High
(for
some
pupils)

Staff instructed to be aware of the pressure children and
parents are under while learning at home.
It will be essential that the provision of work does not
cause emotional distress in pupils.
Pupils should be encouraged to undertake core learning
first.
Staff will be required to handle this issue with sensitivity
and be prepared to alter the demands being made on
individual pupils should this prove necessary.

Medium

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Residual
Risk
Level
Low/
Med/
High

Action INCLUDING
MONITORING
Who?

When?

12

Music

Minimising the risk of infection
during music lessons

Med

Music lessons will not be taking place at school during
this time

Low

All staff

Ongoing
Daily
practice

What are the
Hazards?

13

Who might
be harmed
and how?

PE

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Minimising the risk of infection
during PE lessons

Med

At present, PE lessons are not taking place at school

Residual
Risk
Level
Low/
Med/
High
Low

Action INCLUDING
MONITORING
Who?

When?

All staff

Ongoing
Daily
practice
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What are the
Hazards?

Who might
be harmed
and how?

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Managing
Customers,
parents
Contractors
and visitors

Staff
including
cleaning
and
catering
staff, pupils,
Visitors.
contractors

Contractors
Encouraging visits via remote
connection/working where this is an
option.
Where site visits are required, site
guidance on social distancing and
hygiene should be explained to
visitors on or before arrival.
Maintaining a record of all visitors essential for Track and Trace

Med

Contractors will only be allowed into school for
emergencies or for planned maintenance and they will
be encouraged to come out of school time (where
possible) and use minimum walk way through school.
No other visitors will be encouraged or allowed into
school
No visits to occur
No volunteers in school at this time
Planned maintenance visits before or after school if
possible.
Record of all visitors via signing in screen – still go
ahead as this can be cleaned easily
Visitors have to adhere to social distancing and hand
hygiene like rest of school community. Anyone displaying
signs of illness – will not be allowed into school.
Contractors will be required to wear a face covering in
school.

Parents
Changing pupil drop off and
collection so that no parents enter
buildings when simply dropping off
or picking up. Communicate new
rules to parents.
Construct parental waiting zones
'supermarket style'.
Providing clear guidance on social

Med

Other communications encouraged through email or
socially distanced discussion outside.
Supermarket style lines are in place, 2m apart for
queueing to drop off or pick up children.
Children to be ready for home and parents asked to be
prompt and not to wait around and chat to each other.
Parents to socially distance outside classrooms.
End of car park to be kept clear for out flow of parents
with signage.

Residual
Risk
Level
Low/
Med/
High
Low

Action INCLUDING
MONITORING
Who?

When?

All staff

Ongoing
Daily
practice

Low

distancing and hygiene to people
on arrival, for example, signage or
visual aids and before arrival, for
example, by phone, on the website
or by email.

Specialist, Therapists, Clinicians
and Support Staff for SEND
Pupils

Med

Handling goods, merchandise
and other materials, and onsite
vehicles if appropriate.

Med

Cleaning procedures for goods and
merchandise entering the school
site.
Out of school clubs and provision
What are the
Hazards?

15

Who might
be harmed
and how?

Fire Safety

Legionella

16

Parents to be told not to park in Castlefields Road so
socially distanced walking can be adhered to.
Only Reception parents to walk through the Learning
lodge.
Admin staff to act as hosts and be very strict about entry
of visitors only with previous appointment to school and
communicating the guidelines to the visitors. Admin to
look for signs of illness and not allow visitors in if
concerned.
Entry and exit routes for visitors and contractors very
clearly thought out to minimise contact with different
classes.
Specialists, therapists, clinicians and other support staff
for pupils with SEND may provide interventions as usual.
Any visitors to school will need to be recorded in order to
track and trace should this be necessary.
Immunisations, including the annual flu jab will now be
delivered in school.
Goods that arrive on site e.g. post, parcels, milk, to be
cleaned before being handled by staff members

Low

Low

Med

No out of school provision at this time

Med

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Review fire safety arrangements
including emergency evacuation
routes to maintain social distancing
where practicable.

Med

Fire safety routes – all classes will have their own exit
route – children to be taught to exit and remain in their
class group.
Another fire drill will take place

Residual
Risk
Level
Low/
Med/
High
Low

Our water systens are routinely
flushed as a protective leasure
against Legionella

Med

With lower school attendance, we ensure that regular
flushing takes place
This is documented

What are the
Hazards?

Who might
be harmed
and how?

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Use of
Personal
protective

Staff
including
cleaning

Wearing a face covering or face
mask

Med

Staff are able to wear a face covering in their classroom,
Staff may wish to wear a visor when teaching.
A mask is to be worn when a member of staff moves

Action INCLUDING
MONITORING
Who?

When?

All staff

Ongoing

Low

DH

Daily
practice
Weekly

Residual
Risk
Level
Low/
Med/
High
Low

Action INCLUDING
MONITORING
Who?

When?

All staff

Ongoing

equipment
(PPE) in
School settings
against
COVID -19

What are the
Hazards?

and
catering
staff, pupils,
Visitors,
contractors

Who might
be harmed
and how?

Staff wearing a face covering or
visor in a busy situation outside of
their bubble

Med

Parents and carers will be required
to wear a face covering at the start
and end of the school day
Visitors to the school will be
required to wear a face covering

Med

PPE to be used if a child, young
person or other learner becomes
unwell with symptoms of
coronavirus while in school

Med

All teachers will have access to
emergency PPE
They may be asked to carry this for
use in an unpredictable situation
(such as helping an ill pupil or
colleague on the playground).

Med

What are you already doing?
(Existing Controls)

Low/
Med/
High
Risk?

Med

around the classroom.
Children not required to wear masks – other hygiene
measures recommended and will be followed.
Staff will be able to use a minimum PPE if negotiated
and as long as it does not interfere with their work
Staff will be required to wear a face covering at the start
and end of the day when meeting with parents.
A mask should be used when outside normal class
teaching space.
All staff will be trained on how to use a face mask or
visor safely.
Where a face covering becomes damp it should be
replaced.
School will provide each member of staff with a visor and
will hold a stock of face masks.
Clinically vulnerable staff will be offered a medical grade
mask to use
Reminders to parents and carers on entry to school.

Daily
practice
When
applicable
Low

Low

Visitors to the school are to be kept to a minimum.
Any visitors to the school will be required to wear a face
covering.
PPE should be worn if a child becomes unwell with
symptoms of coronavirus whilst in setting and needs
direct personal care until they can be picked up. If a
distance of 2m cannot be maintained then a Fluid
resistant surgical face mask will be worn by the
supervising adults.
Gloves and disposable apron can also be worn if risk of
coughing over supervising adult is likely.
Used PPE must be disposed of in a lidded bin.
One set of PPE equipment has been ordered for each
classroom.
Replacement PPE has been purchased and is available
in case of use.
All staff will be provided with a face shield to use in
specific ways.
PPE may be required when administering first aid
PPE may be worn when intimate care is being given to a
child.
PPE is available in grab bag first aid kits for use on
playground.

Low

What further actions
are necessary
DETAIL OF APPROACH AT SCHOOL LEVEL

Residual
Risk
Level
Low/
Med/
High

Low

Low

Action INCLUDING
MONITORING
Who?

When?
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Remote
Education
Support

Pupils

We have set up and successfully
used ClassDojo.
We have moved children up to their
new year group and added coteachers who will introduce
themselves to children.
ClassDojo will continue to be used
for homework and messages to
ensure we are confident it works for
all parents and children.

Low

Castlefields is offering remote education
Our response will be:

Home learning packs were photocopied for
children to take home.

Children will access their work on ClassDojo.

Children will receive the same learning
opportunities in the same range of subjects as if
in school.

Work will be checked by teachers and teaching
assisstants.

TEAMS has been introduced and parents and
children have agreed to a code of conduct

TEAMS lessons are to be recorded as part of
our safeguarding approach

Children have to adhere to the behaviour
expectations
The expectation is that parents will submit the work
frequently to allow staff to monitor.

Low

All staff

Ongoing
Daily
practice

Appendix: Mitigations and approaches now incorporated into school risk assessments @ 10.01.21 (subject to change)
Requirements

Mitigations

Cohorts of pupils and
staff should be kept
in consistent groups.
There is no
requirement over the
size of this consistent
group.

Numbers of pupils in school at present mean that where possible we will keep our ‘pods’ of pupils in a classroom together at below 16. Many
pupils are currently part time in school, and so the pod across the week may well be much higher.

Pupils who meet the
criteria are able to
work in school.

Pupils should be given a place in school provision if they meet the current government criteria.

Staffing in school will be organised into longer roots fro work with pupils. This is to reduce the numbers of staff impacted by potential positive
case eg staff

- For critical workers this will be where there is no alternative for the parent (eg a childcare bubble, or a parent working from home)
- For vulnerable pupils this will be supported and encouraged by the school to promote equality of educational opportunity and safeguarding
- For nursery aged pupils, this is currently within regulations, however, to promote the wider message of reducing transmission, parents will be
requested to rethink this request. Places will be given where they are subsequently still requested.

Schools may
To promote the wider message of reducing transmission, we will discourage attendance at current wrap around provision.
continue wrap-around - Wrap around provision will not be ‘added’ to a school service where such provision is not already established.
care
- Wrap around provision will not be continued where the necessary staffing can not be secured without additional risk / redeployment.

- Where wrap around provision does run it will be for a very small number of critical workers only, that does not ‘break’ pods.
Schools should
Work for all pupils will be set remotely by teachers.
ensure the curriculum - Teachers should be deployed to work in face to face provision less frequently than other staff so that they can set, deliver, monitor and mark
is covered
distance learning.

- Pupils attending face to face provision should complete this remotely set work rather than be ‘taught ’by an additional person new work.
- Some staff will be deployed to monitoring roles, such as engagement in lessons and submission of work.

Requirements
Staffing and staff
deployment in school
is organised to
mitigate risk

Mitigations
Deployment is organised to reduce risk by:

- We balance our staffing so that staff work from home when not needed to work in school. We need our school to be open and most staff
roles need to be ‘on site’ at least some of the time because we are still open to pupils.

- Each Headteacher manages the deployment of staff to ensure the smooth running of the open school, but to ensure that staff are not present
in school more than necessary.

- Many staff will be redeployed or have amended duties to balance risk and workload across the organisation. There is an aim to have fairness
of workload rather than fairness of time in school.

- Clinically Extremely Vulnerable must not work in school. They are shielding and therefore are to be assigned work from home.
- Pregnant women are categorised as Clinically Vulnerable and can be in work away from their home until the third trimester, with a risk
assessment. Additionally in our Trust we will support all staff pregnant staff in the second trimester to carry out a role that is not in a
classroom / physically with pupils. This is in addition to the established protocols for support, rights and responsibilities for pregnant staff.

- We risk assess staff roles that are in school and are face to face with children. Headteachers will update their risk assessments for individual
staff who have clinical or other risks by 23rd January 2021 about specific arrangements for those staff.

- Clinically Vulnerable Staff and those who have a shielding householder member, or a member of their household who is pregnant, will
work in school but we will endeavour to redeploy and organise staffing so that they are not :

•
•
•
•

School based work
should be carefully
monitored and
ensure an ordered
safe environment

working in EYFS
working exclusively with other CV staff
the only first aider on site
a TA to a pupil who requires close / intimate care

Staff and pupils will follow usual school rules and expectations in school. This includes:

- uniform / standards of dress
- Clear pupil expectations / rules are in place that are concordant with what pupils are familiar with.

Requirements
Working with pupils in
Spring 2021 where
lower numbers are in
school.

Mitigations
In our work with pupils in school we follow the following principles:
1. We keep to a 2 metre social distancing wherever possible and reduce risk through classroom layout (not statutory, but desired and aimed for).

-

we space pupils and classes out and make careful use of available areas, not necessarily keeping a pod together in one room.
Lower numbers make it easier to implement 2 metres - but in some pods desks may be tighter.
Maintain two metre distancing where possible including in social time especially with older pupils. Talk to pupils about this change from last term.
Two metres is difficult with the youngest pupils, so we plan activities and space to promote it frequently.
Staff should be able to work to the 2 metres principle for almost all of the time.
2.

-

We endeavour to have no more than 15 pupils in a pod, although this is not a DFE requirement.
We follow all of the old pod rules around 'consistent groups’
We consider each pod having a larger space to spread out rather than just one classroom.
We make sure staff and pupils from different pods do not mix at the start and end of the day.
3.

-

Make sure the Pods system still is in operation and works to mitigate spread / contacts.

We work to mitigate classrooms risk (note: not all of these are currently the standard in the regs - these standards are higher and we aim for them).

We make sure desks are arranged so that pupils do not face each other. Have them facing in one direction, or some facing outwards.
Avoid activities, such as contact based PE because social distancing is more difficult
We do not allow pupils to share resources or books even within pods (not statutory).
We clean any shared resources / areas between each user wherever possible.
We keep a seating plan for each day so we can track and trace and have pupils use the same consistent desk where we can. Desks are cleaned between
users.
4.

Staff working with children continue to monitor and support all previous rules and exceptions around shared spaces, hygiene, bins, ventilation, and hand
washing.

5.

Staff working with children continue to monitor and support the cleaning of any frequently touched areas being regularly cleaned.

6.

Staff working with children continue to monitor and support the current regulations on managing any pupil who is ill and quarantining.

7.

Staff working with children continue to monitor and support the seating plans on buses and bus safety rules are still followed.
•
•
•

are not moving around either.
Staff may choose to always wear a mask if they prefer - being mindful of any members of our school communities who rely on lip reading.
Use PPE carefully for any necessary intimate / close work.

Requirements
Use PPE to mitigate
risk

Mitigations
We will use Masks and PPE to support safer practice.

-

In secondary schools, we make sure pupils wear masks, whenever they are one the move - only removing their mask when seated and securely socially
distanced from others.
Allow secondary pupils to wear a mask whilst seated too if they wish.
Encourage secondary pupils to adopt careful mask hygiene routines.
Staff in all schools should wear masks whenever they are on the move - and should only remove their mask when they are securely distanced in a safe static
place, where pupils / staff
Staff may choose to always wear a mask if they prefer - being mindful of any members of our school communities who rely on lip reading.
Use PPE carefully for any necessary intimate / close work.

Requirements
Mitigate risk when
working with pupils
with SEND. Keeping
the role of the TA
safe.

Mitigations
Follow our previous guidance on working with pupils with SEND which promote the following approaches:

- PLAN DISTANCED ROUTINES: staff should help to plan routines that routinely avoid close contact. We must all work routinely
-

so that all staff avoid close contact. The team-work between TAs and Teachers is essential in all schools.
Use of designated work-stations by TAs. Pupils can routinely work with the TA outside of the main classroom on some tables
laid out for this purpose.
SEND pupils can be located on the edge of rows so that TAs can dip into help them while wearing a mask and then dip out
again.
EMPOWERING TAs: Each individual member of staff is empowered to make sure their work is distanced. TAs must not be
seen as passive in the classroom and they can tell teachers how things need to be adapted to secure their work at a distance
from pupils.
CHANGE WORKING SPACE: A larger rooms and more than one room can be used.
USE OF A MASK: All staff should keep close contact with students brief and wear a mask at these incidental times when closer
contact for a short period is unavoidable or necessary. A mask should not replace social distancing as a safety measure;
wearing a mask does not mean that a member of staff can work closely with pupils as a routine.

- SCREENS: To support TAs, schools can use Perspex screens. PHE state that “Where an interaction between 2 people has
taken place through a Perspex (or equivalent) screen, this would not be considered sufficient contact, provided that there has
been no other contact such as any of those indicated in the ‘standard contact ’definition.
- SEATING PLAN: Revised seating plan can be used to support TA location on the edge of where pupils ’sit.

- USE A DIFFERENT SPACE: TAs work can be planned in a break-out area, where the TA can either use a screen or is set up at
a distance.
- USE TECHNOLOGY: support your work by using a camera and screen or a visualiser. Use the class screen as a projector,
rather than sitting close to a pupil.

Requirements
Mitigate risk when
working in EYFS.

Mitigations
Approaches in EYFS: We know that working in EYFS and avoiding close contact with pupils and between pupils is hard. We know that it
means that in many cases the normal ways of working may have to change and that EYFS staff will have to plan and think differently so that
they maintain social distancing ‘where possible’. In the past we may not have considered how to set out our space and design activities to
promote distancing. We recognise that some pupils with specific needs will not easily be accommodated and that such children will be found
in higher numbers in EYFS. It is therefore vital that EYFS leaders think through and plan to increase distancing where it is possible. We have
seen a number of approaches used in our schools and we recommend the following:
1. Plan classroom layout carefully for everyday use:


Make use of the full space available.



Furniture: arrange any furniture to increase chances of pupils working side by side and distanced.



Zone the carpet space: Make sure that the staff seat next to the place children sit on the carpet for activities is at a 2-meter distance
and mark this out to help pupils.



Masks: Use a mask when moving around and amongst children. Plan how to approach / place yourself talking to pupils and class
without mask.



Use room edges and walls: when laying out and establishing activities for children consider the position of the tables and the activity.
Aim for children to work around one side of an activity rather than in a circle around it. For example a table with bricks may be
against a wall rather than on a circular table in the middle of the room. Staff can then tend to support work from behind or to the side
of children, rather than opposite them.

2. Plan staff space: give each member of staff their own individual space in the room. This is where they can feel confident that their
area has only been used by themselves, where they can clean for themselves if they wish and where they can eat / drink during a
break if that is appropriate. Children need to be taught this space is for the teacher / staff member.
3. Think differently: staff may find it easier to follow the guidelines if they remember that by distancing from children routinely that
they are decreasing the risk of them unknowingly infecting children as well as children infecting them.
4. Know it can’t be perfect: we know that children in EYFS will bypass all the best plans and will be unique and unexpected in
behaviours that we cannot plan for. This is naturally going to occur. We are asked to make this work where ‘possible’ and there will
be moments where it is not possible. It is for this reason that our schools endeavour to move staff at higher risk from EYFS.

Requirements
Mitigating risk
associated with
meeting of adults.

Mitigations
We operate with the following guidelines for meeting with / working with other adults. We:
`We PLAN DISTANCED MEETINGS ROUTINELY: All Governors and Trust meetings are now be conducted remotely. Regular line management
meetings within or between schools can also be planned remotely AND as routines.
ESTABLISH MEETING SPACES: Our old meeting rooms may not be fit for purpose. Heads and Leaders should plan spaces where staff can work
safely where it is on the rare occasions that its is essential that these meetings still go ahead. We move furniture and establish the spaces so
that they are used safely including measuring to see how many the space can accommodate. Surplus chairs should be removed. Small desks
(exam style) may be a useful addition.
PLAN ICT IN THE MEETING SPACE even though they are rarely used: In a space that is used for a meeting (eg the Head’s office or a Board
Room) make sure that you have a screen and the sound kit needed for a mix of Virtual & face to face meetings. Use a large screen so that all
people in the meeting can view it without looking at one screen or needing handouts. Use a Microsoft wireless display adaptor in this room
so that a person on a school laptop can remotely display on the screen. Again – so no handouts are then needed. Use this room for two or
there people to meet, where other attendees are on Teams and remotely attend.
Where it is unavoidable PLAN FACE TO FACE MEETINGS IN ADVANCE: There are rare times in schools where face to face meetings are
unavoidable. For example, where monitoring requires ‘seeing it for yourself’. It is essential that wherever possible the venue, time and Covid
requirements are thought through in advance. It is for this reason that we are being asked to only have visitors in school where essential and
where they are booked in advance.
STAFF SHOULD PLAN THEIR SPACES FOR OCCASSIONAL MEETINGS: School and Trust Leaders and senior staff should organise their
workspace so that they can routinely work in a safe way where necessary, even in ad hoc circumstances. Consider:
2 metres is ESSENTIAL
Use two small desks not one desk in the space (make it easy for the person visiting you to work at a distance)
Remove chairs that are close and situate any chairs in your office space in places you have measured in advance (make it easy
for the person visiting you to keep their space)
Have cleaning kits and hand sanitiser on your desk at all times and routinely clean when they go.
If you room is too small for a visitor remove any extra chair AND mark the door with tape to show no one should enter – and tell
people!
Staff with laptops can be in the same space or can be in separate spaces (best) and see the same document and update that
document together.
Share documents on Teams.
Establish a screen in a meeting room (see above).
AVOID SHARING MATERIALS / CROSS CONTAMINATING: Plan for people to bring their own refreshments if you need to work
together. If there is no way around sharing documents, be scrupulously careful that you hand sanitise before and after touching.

