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1. Introduction 
 
This document aims to pull together the various strands that contribute to making a school a safe 
establishment for all who work and study there. Ultimately, a safe school is one where ‘good 
housekeeping’ is practiced throughout faculties and beyond. However, there may be aspects of 
health and safety pertaining to our specific role, writing a risk assessment or organizing trips that we 
wish to access and it is hoped that this document will make it easier to do so. Where some aspects 
are mentioned in brief, appendices are included to enhance the details enclosed.  
 
2. Individual Roles 
 
2.1 The Local Council  
 
Acklam Grange School is an academy within The Legacy Learning Trust.  The Local Council of 
Acklam Grange School accepts its responsibilities both for the health and safety of the staff and of 
the students of Acklam Grange School as a school within The Legacy Learning Trust.  As 
responsible employers / persons in control of premises, they are committed to providing a safe and 
healthy working environment for all employees. 
 
The school is committed to ensuring that risk assessments are undertaken, control measures 
implemented and systems are constantly monitored and reviewed. 
 
In compliance with the Health and Safety at Work etc. Act, the Local Council of Acklam Grange 
School will ensure so far as is reasonably practicable that: 
 

 they provide and maintain plant and systems at work which are operated safely and without 
risk to health. 

 

 access to and egress from the premises is maintained. 
 

 the safety and and absence of risks to health in connection with the use, handling, storage 
and transport of articles and substances is maintained. 

 

 That they consult with recognized safety representatives with a view to making and 
maintaining of arrangements which enable employer and employee to co-operate effectively 
in promoting and developing measures to ensure health and safety at work of employees, 
and in checking the effectiveness of such measures. 
 

To establish a safety committee, in accordance with regulations made by the Secretary of State, if 
requested to do so by the safety representative. 

 
In addition to the above commitment, the Local Council also recognises its obligations to non-
employees.  Where it is reasonably foreseeable that trainees, members of the public, contractors, 
etc., are or may be affected by the school activities being carried on within the school boundary or 
otherwise, the Local Council will work to ensure the safety of those affected.  As an education 
provider which must set standards by example for its students, this commitment is seen as especially 
important. Where appropriate, employees will receive training and periodic retraining sufficient for 
them to undertake safe methods of work, handling and use of equipment and materials, eg COSHH, 
the use of plant and equipment and the correct typem and use of safety equipment and PPE for 
their working environment. 

 
 

Members of the Local Council appreciate that they can only work within their allocation of the total 
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education budget and that they can only be accountable for deciding how the budget within their 
control is to be spent. Through the Headteacher and the Senior Leadership Team, the Local Council 
will seek to ensure that adequate resources are set aside from the total budget allocation for the 
policy statement to be properly implemented. 

 
The Local Council is committed to this policy and all staff are encouraged to assist in the Local 
Council’s commitment to the continuous improvement in our health and safety performance. For the 
policy to be effectively implemented the school must have the full co-operation of employees and 
others who use the premises.  Colleagues are reminded of their own duties: 
 

 To take care of their own safety and that of others and; 
 

 to co-operate with the Local Council and Senior Leadership Team so that they may carry 
out their own responsibilities successfully. 

 
All relevant Regulations, Codes of Practice and Standards will be complied with as necessary. 
 
This policy statement together with the organisational structure and the following arrangements and 
procedures has been approved by the school’s Local Council. 
 
2.2 The Executive Headteacher 
 
Overall responsibility for the day to day management of health and safety in the school rests with 
the Executive Headteacher.  As manager of the establishment and of all the activities carried on 
within it, the Executive Head will advise members of the Local Council of the areas of health and 
safety concern which may need to be addressed by the allocation of funds.  Matters requiring 
particular consideration by the Executive Headteacher will include:- 

 

 Ensuring that there is an adequate system in place for the undertaking of risk assessment in 
compliance with the requirements of the Management Regulations 1999, 

 

 Ensuring that there is a management system for monitoring the effectiveness of health and 
safety arrangements, which form part of this policy 

 

 Ensuring adequate staffing levels for safe supervision; 
 

 
In addition the Executive Headteacher will seek to ensure that systems are in place for : 

 

 The purchase of equipment to meet appropriate safety standards; 
 

 The repair, maintenance and testing of school equipment; 
 

 The provision of appropriate protective clothing where necessary; 
 

 The purchase and maintenance of first aid materials and fire fighting appliances; 
 

 The funding of necessary safety training for staff; 
 

 The arrangements for securing health and safety assistance from a competent source; 
 

 The appointment of a Site Manager; 
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 The provision of appropriate health and safety information to governors. 
 

The Executive Headteacher may choose to delegate to other members of staff any or all of the 
duties associated with the above matters. 

2.3 Faculty Leaders 
 
All Faculty Leaders are responsible to the Executive Headteacher for ensuring the application of 
this policy to all activities undertaken by their faculty.  In particular, staff holding such positions of 
responsibility will: 

 

 ensure that risks assessments are undertaken within their sections and that control measures 
are implemented, and that assessments are monitored and reviewed. 

 

 ensure that appropriate safe working rules and procedures exist within the department and 
that these are brought to the attention of everyone concerned; 

 

 ensure that all accidents are investigated with a view to preventing a recurrence; 
 

 remove from use and inform the Site Manager of any equipment/appliance which has been 
identified as being unsafe and which is in need of repair; 

 

 participate in the annual health and safety audit within their areas of responsibility; 
 

 identify specific staff health and safety training needs and inform the Headteacher 
accordingly; 

 

 consult with all staff on any matters which may affect their health or safety whilst at work; 
 

 ensure that good standards of housekeeping are maintained;  
 

 
2.4 Teaching Staff [Including supply] 
 
Teaching staff are responsible for the health and safety of all students under their control whilst 
involved in organised work activities both on site e.g. classrooms, laboratories, workshops etc., and 
off site e.g. school trips.  As a classroom teacher we should: 

 

 ensure effective supervision by only permitting practical work to be carried out by students 
after 

 taking into account the risks involved.  
 

 ensure that safety instruction is given to all students prior to commencing practical sessions; 
 

 know the location of the nearest fire fighting equipment and first aid box, and know the 
emergency procedures in respect of fire/first aid/bomb scare etc.; 

 

 ensure that students follow school/departmental safety rules and that protective equipment 
is worn where appropriate; 

 

 ensure safety devices e.g. machinery guards are in good condition and are used; 
 

 report any defective equipment to the appropriate technical support staff; 
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 ensure that an agreed adequate level of supervision is available and that appropriate health 
and safety arrangements exist prior to taking school parties off site on educational visits. 

 
2.5 Site Supervisors 
 
The Caretaking Staff and Site Manager are responsible for : 
 

 arranging for the removal from service of any item of furniture, apparatus or equipment which 
has been identified as unsafe; 

 

 taking appropriate action when necessary to prevent injury to others on the site who might 
otherwise be exposed to unnecessary dangers, e.g. erect barriers around opened manholes 
etc.; 

 

 participating in the annual health and safety checklist paying particular attention to the 
building structure, services, access to/egress from the school, main circulation areas etc.; 

 

 ensuring that other site supervisory staff are adequately supervised; 
 

 identifying any particular health and safety training needs; 
 

 ensuring that all staff work in accordance with safe working practices issued by the school. 
 
 
2.6 Health and Safety Co-ordinator 
 
The Safety Co-ordinator’s role is primarily that of facilitator. The core duty is to ensure that there is 
a management system established for  the management of health and safety. The duties include: 
 

 Review this policy statement as necessary and ensure that the appropriate amendments are 
made 

 as and when circumstances change; 
 

 Ensure that the correct procedure is followed for the reporting, recording, investigation and 
follow 

 up of accidents on the premises; 
 

 Review the arrangements for action to be taken in an emergency and ensure that all involved 
are 

 informed of the arrangements; 
 

 Arrange for evacuation drills and fire alarm tests to be carried out and reviewed etc. 
 

 Report to the Executive Headteacher/Headteacher/Senior Managers any situation which is 
unsafe or hazardous to health and which cannot be remedied from within the resources 
available; 

 

 Meet regularly with the Headteacher, Director of Resources and Site Manager to discuss 
pertinent issues; 
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2.7 All members of staff 
 
All members of staff have general health and safety responsibilities both under criminal and civil 
law.  Staff must be aware that they are obliged to take care of their own safety and health whilst at 
work along with that of others who may be affected by their actions. The Health and Safety At Work 
Act, 1974 also states that no person shall intentionally or recklessly interfere with or misuse anything 
provided in the interests of health, safety or welfare in pursuance of any of the relevant statutory 
provisions. 
 
Employees must also co-operate with the governing body and senior management of the school so 
that they may fulfill any legal requirements placed on them as employers and/or persons in control 
of premises.  All employees are required: 

 
 

 to participate in the risk assessment process and comply with findings; 
 

 to report all defects in the condition of the premises or equipment to which they become 
aware; 

 

 be familiar with the procedure to be followed in the event of a fire or other serious emergency 
 to make use of all necessary personal protective equipment provided for safety.  

 

2.8 Students  

 
All students must be encouraged to follow all safe working practices and observe all school safety 
rules.  All students will: 

 

 follow all instructions issued by any member of staff in the case of an emergency; 
 

 ensure that they do not intentionally or recklessly interfere with equipment provided for 
safety purposes e.g. fire extinguishers etc. 

 

 inform any member of staff of any situation which may affect their safety 

3.Staff Duties 
 
All teachers have a duty to assist in the maintenance of an orderly and disciplined School 
environment.  Consequently, it is absolutely essential that every member of staff should familiarise 
themselves with the duty system. 
 
In  addition,  staff  have  a duty to  maintain  the  highest  possible standards  in the classroom and 
should follow the procedures  also  set out in this handbook. Duty staff should be visible to students 
and colleagues by wearing the ‘High Vis’ vests provided in faculty offices. 
 
It is  important to emphasise that when a member of staff  is  on  the premises he or she is effectively 
"on duty"  and as such should  always be conscious of the health,  safety and welfare of the students 
and  of their colleagues. 
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4. Curriculum Safety 
 
4.1 Minibuses 
 
The school benefits from the use of its own or hired minibuses. Staff who wish to drive a bus must 
ensure that they have undergone the correct tuition. Lists of trained drivers are available upon 
request from the EVC/admin office. 

 
 
4.2 Visits 
 
Safely managed visits with a clear purpose are an indispensable part of a broad and balanced 
curriculum and a vibrant aspect of the programme of Acklam Grange School. They are an 
opportunity to enrich the learning of young people including an extension of their understanding of 
themselves, others and the world around them. 
 
All visits  must be organized with the assistance of the Educational Visits Co-ordinator. Protocols for 
organizing visits can be discussed with the EVC and due notice must be given for entries into 
‘EVOLVE’. Documentation required here will include notification of activities, details of insurance 
taken out, class lists for relevant people, loco-parentis forms and full risk assessments for all 
activities. Consideration should also be given to the need for cover in the absence of a member of 
staff whilst on a trip. In addition, if forward notice is not given the trip may be refused. 
 
Acklam Grange School recognizes its ‘Duty of Care’ and its statutory responsibilities for the Health, 
Safety and Welfare of participants, staff, voluntary assistants, providers and members of the public 
in connection with educational visits for which it is accountable. In order to achieve the highest 
possible standards in this regard the School has adopted the following guidelines: 
 
Health and safety:advice on legal duties and powers DfE 2014 
HEALTH AND SAFETY OF PUPILS ON EDUCATIONAL VISIT DfE 
 
5. Drugs & Medications 

5.1 General 

Children who are required to take some form of medication during the school day. Although the 
giving of medication to children is a parental responsibility, as a school we are often asked to perform 
this task, although we cannot be directed to do so. Our aim is to enable any child to lead a normal 
life with minimum disruption and minimal emphasis on his/her illness. 

The administration of medicines to children remains a parental responsibility, although older children 
have the right to be responsible for their own welfare. If it is necessary for a medicine to be taken 
during the school day then the parents are required to make arrangements for it to be stored at 
school. 

Adequate access to regular medication is provided through the main school office staff may access 
some records of the child’s condition together with notes on the frequency of required and actual 
administration. It is necessary for some students to leave lessons at specified times to access their 
medication. Where it is necessary for a child to leave a lesson a written pass will be provided to 
absent a child from a lesson. 

Medicines should be provided in an original dispensed container specifically for school use with the 
following information on the label: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/335111/DfE_Health_and_Safety_Advice_06_02_14.pdf
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 name and strength of medicine  
 dose  
 time of administration e.g. lunch, between 12 noon -1 pm  
 length of treatment / stop date where appropriate  
 expiry date whenever possible  

The medicine should have been dispensed within the last three months. 

Medicines are secured in the medical room, and kept cool where necessary. Spare inhalers are  
accessible throughout the day. Each inhaler is labelled with the child's full name and directions for 
use. 

 In some cases whole-school training will be made available to staff, particularly to those concerned 
with the administering of medicines. All members of staff need to have some appreciation of 
underlying medical conditions and the need for treatment. This is particularly the case where 
students are prone to peanut allergies, asthma, etc . Full health lists detailing salient information 
about a student’s condition are circulated when information is updated in September. In addition, 
details of students who carry EpiPens to treat anaphylactic shock are available. Staff training in the 
administration of EpiPens is carried out annually. 

5.2 Student Responsibility 

Students are encouraged to take responsibility for their own medication so as to foster respect for 
medicines whilst they are stored in a central location in the school medical room. Generally if a child 
is responsible for their medication at home they should also be encouraged to manage their 
medication at school under the guidance of trained staff.  

 
5.3 School trips 

If regular medication is required during the course of a school trip it should be provided. It is a 
parent’s responsibility to ensure that staff are aware of the need for medication via consent forms. 
Parents should also inform staff in writing if their child requires a travel sickness remedy. During 
school visits staff will carry records of administration showing when the drug was issued to a child.   

5.4 Inhaler use 

Generally inhalers are unlikely to be misused either by the child itself or by others. The need for a 
child to have ready access to their inhaler should over-ride any concerns about misuse. Where 
there is no consent for the child to carry medication inhalers must be readily available at all times, 
including prior to, and during exercise. 
 
5.5 First Aid 
First Aid is available to staff and students through trained first aiders. First aid treatment should not 
be carried out by anyone who has not been trained in the basic procedures. 
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6.Safeguarding 
 

Acklam Grange School is committed to Safeguarding and Promoting the Welfare of all of its 
students. This can be evidenced in the Safeguarding policy and training for all staff which is 
regularly updated through briefings, CPD, etc. 

 Each student’s welfare is of paramount importance.  

 We recognise that some children may be especially vulnerable to abuse eg. CME.  

 We recognise that children who are abused or neglected may find it difficult to develop a 
sense of self worth and to view the world in a positive way. Whilst at school, their behaviour 
may be challenging.  

 We recognise that some children who have experienced abuse may harm others.  

 We will always take a considered and sensitive approach in order that we can support all of 
our students and their families.  

 

The school’s Safeguarding Policy recognizes the wide parameters of issues which could be 
encompassed with in this section including: 
Roles and Responsibilities 
Safer Recruitment and Selection 
Safe Practices 
Safeguarding Information for students 
Partnerships with Parents / Carers and others 
School Training and Staff Induction 
Support, Advice and Guidance for Staff 
Confidentiality 
Raising Awareness 

 
7. Annual Health and Safety Inspection 

 
A Health and Safety Inspection is held annually in the Autumn Term. The inspection covers the 
whole school and gives a detailed overview of any possible hazards identified during the day. Many 
risks involve simple housekeeping issues whereas others may require reorganisation or financial 
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commitments to resolve. Such resolution can only be done by balancing the needs identified with 
financial constraints. However, situations which present possible dangers to staff and students will 
be a priority. 
Following the Health and Safety Inspection a return visit is made to review the progress made by 
the School on issues which may have been raised. 
 
8. Evacuation Procedures 
 
8.1 Practice evacuation 
 
Practicing the evacuation of the School building is a statutory requirement so that all staff, students 
and visitors may be accounted for at a particular point in time. Fire drills are noted on the annual 
year planner and begin in September with a fire practice walk-through with form groups walking out 
to their respective ‘fire bases’. This will be followed by a ‘Notified Fire Alarm’ involving the whole 
school with dismissal from the fire assembly area through pre-determined entrances.  
SLT will then decide upon date to be set for a fire evacuation at a time known only to them. 
Emergency Services will be met at the gates as they arrive and guided to the problem area. Outside 
of school hours a plan showing the location of the main gas shut-off valve in the Energy centre is 
displayed in the entrance hall for emergency services to view. 
 
It essential that the registration of staff and students during an evacuation is done as quickly as 
possible if the procedure is to be safe and effective – all members of the school community are 
required to take part. 
 
8.2 Bomb Scares 
 
When the School receives information regarding the possibility of a bomb being located 
somewhere on the School premises, a member of the Senior Leadership Team will be contacted 
immediately. If, in the opinion of the Headteacher or Deputy Head Teacher, the threat is genuine 
and constitutes a danger to staff and students, the emergency evacuation drill will be invoked. 
 
8.3 Intruders 
 
Staff should report the whereabouts of all unauthorised personnel to the School Office. Members of 
the Senior Leadership Team will be contacted to attend to the problem. If staff see strangers on the 
premises (i.e. in cars, bicycles or on foot) they should contact the School Office. There may be 
occasions when the police will be contacted. 
For the protection of all students and staff the school has a practiced procedure for Lockdown. This 
is signaled by the short ringing of the school bell, followed by a gap of 10 seconds and the repeated 
ringing of the bell until it is deemed safe for the school to be checked. Emergency support fom Police 
may be invoked by SLT in charge. When it is safe to do so a single ring of the bell may be sounded 
to allow lessons to continue but all students and staff will be contacted personally to allow 
classrooms to be vacated. 
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9. Handling and Lifting 
 
Almost one third of reported accidents arise from handling, lifting and carrying activities. When heavy 
loads are to be moved assistance should be sought from caretaking staff who will assist when 
needed. When a manual handling technique is to be attempted a correct assessment of the situation 
must be made. This will involve an appreciation of the likely risks and how they can be eliminated 
by adding control measures. 
 
As part of the manual handling assessment the following should be considered: 
 

 The task to be carried out; 
 

 The load to be carried; 
 

 The capability of the individual involved in the manual handling. 
 
Remember – help is available and should be sought in all circumstances where heavy loads are to 
be handled. 
 
 
 
10. Working at Heights 
 
The Work at Height Regulations 2005 consolidates previous UK and European legislation on work 
at heights. The Regulations apply to any work at a height where there is a risk of a fall liable to 
cause injury. Staff should avoid any work which will take them above floor level (unless access is 
via a staircase or lift ) and should seek the advice of caretaking or technical support staff for 
assistance. 
 
 
11. Jewellery 
 
Students may not wear jewellery except in cases where some religions deem it to be mandatory. 
For the purposes of this document a wrist watch is not considered to be an item of jewellery. The 
reason for declining the wearing of jewellery is based upon health and safety grounds and is a 
decision which has been ratified by the Local Council. In addition, it should be borne in mind that no 
insurance cover exists for items of jewellery lost on the school premises. 
 
Students who are found to be wearing jewellery should be asked to remove it, have it labeled clearly 
in an appropriate envelope and passed to the relevant Year Office. 
 
 
12. Lone Working 
 
There are some occasions where staff  work alone. Some staff may work in the evenings, at night, 
at weekends or very early mornings. The majority of times they do so without significant risk, e.g. 
persons working alone in offices are unlikely to be at significant risk provided appropriate 
precautions are in place. 
Lone working can occur: 

 During normal working hours at an isolated location within the normal work place. 

OR 

 When working outside normal working hours. 

http://www.legislation.hmso.gov.uk/si/si2005/20050735.htm
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Lone working in school is normally of :  

Low risk 

Where colleagues are engaged in tasks they would normally undertake in their office or 

classroom and where the work does not involve use of dangerous machinery equipment or 

hazardous substances. 

Lone work is permitted, but it is good practice to ensure that a second person is aware of the 

first person’s location and they have access to means of communication. 

OR 

Medium Risk 

Routine laboratory work by competent and responsible personnel 

Appropriate communication should be maintained with the lone worker.  The lone worker 

should have access to a telephone and normal systems should be adhered to in the event of 

an alarm being activated. 

In all cases staff should be aware of evacuation procedures and the positions of muster points. 

It is essential that all visitors and staff use ‘Entrysign’ so that an up to date record is kept of all 

people in school. 

 
13. Risk Assessments 

 
The Management of Health & Safety at Work Regulations, 1992, and other Regulations as well, 
require us to "suitably and sufficiently assess the risks to the health and safety of employees to 
which they are exposed whilst they are at work". This means that we must make "risk assessments" 
for every work activity carried out by students and staff.  
  
Hazards and Risks  
 
"Hazard" and "risk" are words which are synonymous in common use but in the technical jargon of 
Safety Management have different meanings:- the hazard presented by a substance or activity is its 
potential to do harm (rock-climbing is a hazardous activity) and risk from a substance or activity is 
the likelihood that it will cause harm in the circumstances of actual use or that the hazard will be 
realized (rock-climbing may be of low risk if the proper equipment is used and the rules are followed). 
 
The aim of making a "risk assessment" is to identify the hazards associated with an activity, to 
assess the seriousness of these hazards and to formulate systems of work, training or other 
methods (controls) to reduce the associated risks to a minimum or at least to an acceptable level. 
This procedure has to be carried out by someone who is experienced and fully familiar with the 
activity i.e. a "competent person". 
 
The Risk Assessment Procedure  
We are required to:- 

1. Identify hazards associated with activities or situations,  
2. Somehow or other quantify the associated risk, 

(How likely is that any hazard will be realised? How severe will the consequences be? How 
often does exposure to the hazard occur?)  
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3. Identify who is at risk,  
4. Identify the control measures to be used to reduce the risk to a "reasonable" level,  
5. Quantify the residual risk.  
6. And then:  

 Record the assessment.  

 Implement the control measures.  
Risk assessments should be made available for inspection during the annual health and safety 
inspection which takes place in October/November of each year. 
 
14. COSHH 
 
The Control of Substance Hazardous to Health (COSHH) Regulations of 1988, consolidated in 1994, 
amended in 1996, 1997and 1998, 1999 and further consolidated in 2002 are the main piece of 
legislation covering control of the risks to employees and other people arising from exposure to 
harmful substances generated out of or in connection with any work activity under the employer's 
control. The main objective of the Regulations is to reduce occupational ill health by setting out a 
simple framework for controlling hazardous substances in the workplace. 
 
What COSHH Requires 
 
Complying with COSHH involves: 
 

 assessing the risks to health arising from hazardous substances at work and deciding what 
precautions are needed,  

 

 preventing or adequately controlling exposure, and 
ensuring that control measures are used, maintained, examined and tested. 

15. Use of VDUs / Display Screens 

It’s important to be aware of the health and safety implications of using projection equipment such 
as interactive whiteboards in the classroom, particularly if children might stand in front of the beam 
to give presentations to the rest of the class. All projectors, if misused, have the potential to cause 
eye injury; so some simple guidelines should be followed: 

 Make clear to all users that no one should stare directly into the beam of the     

projector.  

 When entering the beam, users should not look towards the audience for more than 

a few seconds.  

 Encourage users to keep their backs to the projector beam when standing in it  

 Children should be supervised at all times when a projector is being used.  

Laptop trolleys are a common feature of school work. Specific guidance on the use of these is 
available but support is available to any member of staff who wishes to have a trolley of laptops 
delivered to them. If laptops are being charged the trolley must not be moved until this is 
disconnected. To do this the following simple procedure must be adhered to: 

 Isolate the power supply by switching off at the wall socket, 

 Remove the plug from the socket,  

 Hang the cable away from the floor, over the trolley in a position where it cannot be tripped 
over. 

http://www.hse.gov.uk/coshh/
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16. Electrical Equipment 
 
Portable Appliance Testing (PAT Testing) takes place annually and no appliance should be used 
without it. Detailed documentation of appliances tested is kept showing location and whether the 
relevant appliances have passed or failed. If appliances have failed it will be indicated by a ‘Do Not 
Use’ sticker and the appliance should not be used until a repair has been carried out. 
 
Contracts are also maintained to ensure the correct maintenance of PE equipment, dust extraction 
in Design and Technology workshops, fume extraction in Science labs and fire equipment servicing. 

 
17. Reporting Defects 
 
In some cases faults with equipment may present a hazardous situation and may need dealing with 
immediately. This is particularly the cases with spillages, broken glass, etc. Fast tracking of 
responses to dealing with hazardous situations can be achieved by ringing the School Office and 
reporting details of the situation including its position. 
 
In the case of general repairs, forms are available in staffrooms. Upon completion they should be 
returned to the School Office where they will be attended to by the Site Manager. Priority will be 
given to situations which may be potentially hazardous. 
 

 
18. Anaphylactic Shock 

A person who has a severe allergic reaction can die quickly if their airway swells shut. This 

reaction can occur from insect stings or bites, food, drugs, latex, other allergens, exercise, or even 

unknown causes. Proper, timely use of an EpiPen can save the person's life.  

 
 
 
 
 
Here's How: 

1. Remove the Epi-Pen from the carrying case.  

2. Grasp the Epi-Pen in your dominant hand, placing your thumb over your fingers, forming a 
fist. Do not place your thumb over either end of the Epi-Pen - this could result in accidental 
injection of the medication into the thumb.  

3. Remove the grey safety cap from the Epi-Pen. The device will not work if this grey cap is 
attached.  

4. Firmly push the end of the Epi-Pen with the black tip into the side of the thigh (upper leg). 
When the black cap is pushed against the leg, a needle will pop out of the device, injecting 
the medication into the muscle of the thigh. The Epi-Pen needle will be able to pierce through 
most types of clothing, so pants do not need to be removed first in an allergic emergency.  

http://www.wikihow.com/Image:Epipen.jpg


Page 17 of 57 
 

5. Hold the Epi-Pen device firmly against the thigh for a total of 10 seconds while the medication 
is being injected. Do not bounce the device off of the thigh prior to this time.  

6. Remove the Epi-Pen needle from the leg and put the used Epi-Pen in a safe place. The device 
is for single use only and cannot be used again.  

7. Call 999 or have another person take you to the closest emergency room. Inform medical 
authorities that you have injected youself with an Epi-Pen because you have experienced a 
severe allergic reaction. Be as specific as possible as to what may have caused the allergic 
reaction. 
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Appendix 1 
  

Evacuation Arrangements 
  
  

Evacuation of the building will be signalled by the continuous sounding of the lesson change-over 
‘bell’. There will be brief checking period following the initial sounding of the alarm followed by a 
second and continuous sounding if evacuation is necessary. In the event of a false alarm calls 
should be made to the relevant support services to cancel them. 
Staff, students and visitors should leave rooms ensuring that doors are closed behind them. Please 
do not lock any doors. The main gas supplies in Design and Technology and Science should be 
turned off. Coats and bags should be left in rooms. 
  

STAFF/STUDENT/VISITOR CHECK 
  
Registration documents will be provided by the Admin Staff. The Fire Folder containing an entire 
staff list,  register check slips, form lists and timetables will be taken out onto the field by the 
Admin Staff. 
  
Appropriate staff will wait at the gates to receive the emergency services. 
  
Each Form Tutor will assemble his or her form in the appropriate position on the muster point. 
Forms should be arranged in register order. Form Tutors should supervise their form throughout 
the exercise maintaining a tight control on student movement and limiting unnecessary noise. 
  
Current registration documents will be provided by Admin Staff  and a register check should be 
made. Any student unaccounted for should be noted on the register sheet 
-ALL SHEETS SHOULD BE RETURNED TO HEADS OF YEAR/ASSISTANT HEADS OF YEAR. 
  
Heads of Year should check the registration sheets and pass them to Mrs. Davies. An 
investigation will be initiated for any students who are missing. 
  
Appropriate checks of staff and visitors will be carried out and returned to the relevant people. 
  
When the exercise is complete staff and students should return to school by their designated entry 
routes. 
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FIRE PROCEDURES 
  

Team Leaders should collect a register from a member of the Office Staff.  
The following groups of people should report to the Team leader in case of an 
emergency evacuation. Groups marked in italics will have their own muster points. 

GROUP TEAM LEADER(S) 

 Kitchen Staff   

 Visitors Denise Hersi 

 Form Tutors Year Leader/Assistant Year Leader 

 Teaching Staff (without a form)   

 Supply and cover Supervisors  D Hersi 

 Faculty Clerks/LRC Manager  Julie Clarke/Elaine Gordon 

 Admin Staff  Nikola Flint/Jayne Holley 

 Technicians (All Departments)  Majid Roshan 

 Acorn Centre Guy Whatmore 

 Site/Caretaking Staff  Paul Woodier 

  

Results of registration to be radioed to John Jones as soon as completed. 

 

  

  

  

  

  

  

  

  

 

February 2012 
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ACKLAM GRANGE SCHOOL 
Evacuation Arrangements 

Building checks should be carried out as follows: 

C Block-Upstairs Mrs Davies 

C Block-Downstairs Mrs Caroline Cole  

D Block-Upstairs Mrs Stannard 

D Block-Downstairs 
 
Mrs Crawford/Mrs Gowland 

E Block-Upstairs Mrs Antill 

E Block-Downstairs- Mrs Gardner 

F Block-Upstairs Mr Roshan 

F Block-Downstairs- Mrs James 

G Block-Upstairs Mrs Quinn 

G Block-Downstairs Mr King 

 

 
 
 

Emergency Services Meeting Point-Heythrop Drive 

Emergency Services Meeting Point-Lodore Grove 

MCLC 

Acorn 
Centre 

Muster 
Point 
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Appendix 2 

Types of  Fire Extinguisher 

  

Water Fire Extinguishers: 
The cheapest and most ly used fire extinguishers. Used for Class A fires. Not 
suitable for Class B (Liquid) fires, or where electricity is involved. 

Foam Fire Extinguishers: 
More expensive than water, but more versatile. Used for Classes A & B fires. 
Foam spray extinguishers are not recommended for fires involving electricity, 
but are safer than water if inadvertently sprayed onto live electrical apparatus.  

Dry Powder Fire Extinguishers: 
Often termed the ‘multi-purpose’ extinguisher, as it can be used on classes A, B 
& C fires. Best for running liquid fires (Class B). Will efficiently extinguish Class 
C gas fires, BUT BEWARE, IT CAN BE DANGEROUS TO EXTINGUISH A 
GAS FIRE WITHOUT FIRST ISOLATING THE GAS SUPPLY.  Special 
powders are available for class D metal fires.Warning: when used indoors, 
powder can obscure vision or damage goods and machinery. It is also 
very messy. 

CO2 Fire Extinguishers: 
Carbon Dioxide is ideal for fires involving electrical apparatus, and will also 
extinguish class B liquid fires, but has NO POST FIRE SECURITY and the fire 
could re-ignite.  

Wet chemical  
Specialist extinguisher for class F fires. 

http://www.mfs-fire-extinguishers.co.uk/water.htm
http://www.mfs-fire-extinguishers.co.uk/
http://www.mfs-fire-extinguishers.co.uk/afff-foam.htm
http://www.mfs-fire-extinguishers.co.uk/dry-powder.htm
http://www.mfs-fire-extinguishers.co.uk/co2.htm
http://www.mfs-fire-extinguishers.co.uk/wet-chemical.htm
http://www.mfs-fire-extinguishers.co.uk/wet-chemical.htm
http://www.mfs-fire-extinguishers.co.uk/acatalog/water.html
http://www.mfs-fire-extinguishers.co.uk/acatalog/AFFF.html
http://www.mfs-fire-extinguishers.co.uk/acatalog/Dry_Powder.html
http://www.mfs-fire-extinguishers.co.uk/acatalog/Co2.html
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For Metal Fires: A specialist fire extinguisher for use on Class D fires - 
metal fires such as sodium, lithium, manganese and aluminium when in 
the form of swarf or turnings. 

Colour Coding 

Prior to 1st Jan 1997, the code of practice for fire extinguishers in the UK 
was BS 5423, which advised the colour coding of fire extinguishers as 
follows: 

Water - Red 

Foam - Cream 

Dry Powder - Blue 

Carbon Dioxide (CO2) - Black 

Halon - Green (now 'illegal' except for a few exceptions such as the 
Police, Armed Services and Aircraft). 

New extinguishers should conform to BS EN 3, which requires that 
the entire body of the extinguisher be coloured red. A zone of colour 
of up to 5% of the external area can be used to identify the contents 
using the old colour coding shown above. 

 

 

 

 

 

 

 

 

 

 

 

http://www.mfs-fire-extinguishers.co.uk/metal-fires.htm
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Appendix 3 

Tips for good lifting technique 

 Think before lifting/handling. Plan the lift. Can handling aids be used? Where is the load 

going to be placed, and will help be needed? Remove obstructions such as discarded 

wrapping materials. Consider breaking long lifts by resting the load mid-way on a table or 

bench to change grip.  

 Keep the load close to the waist. The load should be kept close to the body, with the 

heaviest side nearest. If a close approach to the load is not possible, try to slide it towards 

the body before attempting to lift it.  

 Adopt a stable position. Keep feet apart with one leg slightly forward to maintain balance 

(alongside the load, if it is on the ground). Feet should be moved to maintain balance during 

the lift. Avoid tight clothing and unsuitable footwear which might impair movement.  

 Get a good hold. Where possible, hug the load as close as possible to the body. This may 

be better than gripping it tightly with hands only.  

 Employ good posture. At the start of the lift, slight bending of the back, hips and knees is 

preferable to fully flexing the back (stooping) or fully flexing the hips or knees (squatting).  

 Don't flex the back any further while lifting. This can happen if the legs begin to 

straighten before starting to lift the load.  

 Avoid twisting the back or leaning sideways, especially while back is bent. Shoulders 

should be level and facing the same direction as the hips. Turning by moving the feet is 

better than twisting and lifting at the same time.  

 Keep the head up when handling. Look ahead, not down, once the load is held securely.  

 Move smoothly. The load should not be jerked or snatched as this can make it harder to 

keep control and can increase the risk of injury.  

 Don't lift or handle more than can be easily managed. There is a difference between 

what people can lift and what they can safely lift. If in doubt, seek advice or get help.  

 Put down, then adjust. If precise positioning of the load is necessary, put it down first, then 

slide it into the desired position.  
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Appendix 4 
 

Access and Egress Policy 
 
 
Policy Statement  
 
We are committed to providing a safe and secure working, teaching and learning environment for 
all staff, students, members of the Local Council, trustees/members, contractors and visitors whilst 
on site. We aim to develop, promote, communicate, and encourage a positive culture within the 
school and recognise the importance and relevance of Risk Management and Security strategies. 
The school is bounded by a locked perimeter which can only be accessed at designated times and 
while it is staffed. This system was a design feature of the school to enhance security and 
safeguarding. 
 
The school recognises that many of its students, visitors and staff, whether disabled or otherwise, 
have individual needs when accessing the school site and facilities. As part of the ongoing 
commitment to the delivery of an inclusive educational service, we will endeavour to ensure, as far 
as possible, that disabled students, staff and visitors have easy access to the school reception area 
and other parts of the school and reasonable adjustments are in place.  
The school understands that whilst there is a need to promote an open and welcoming environment, 
there is also a responsibility to address all security and personal safety-related issues. This will 
ensure protection of the school’s staff, students, visitors and contractors, as well as its physical 
assets. This policy is to be used alongside the school’s current Health and Safety Policy. As outlined 
in the school’s Health and Safety policy, roles and responsibilities will be nominated to the person 
through job role, position and/or title. It will be reviewed on an annual basis along with the Health 
and Safety Policy, or sooner if change or alterations occur. 

Responsibilities/ Organisation  
The security within the working environment is the responsibility of everyone on site. The site will 
only be as secure as the people who use it. Regular checks to ensure that the policy and procedures 
are up to date will be undertaken throughout the year.  Any changes or issues that need to be 
highlighted to staff, will be notified at morning briefings, through staff meetings, emails and notices 
in the faculty areas, when they occur. 

Arrangements  
The Health and Safety Officer will liaise with the Site Manager on a weekly basis to ensure that any 
perimeter or maintenance issues are addressed. Exterior lighting has been provided to all access 
and egress areas including the car park and other vulnerable areas.  
Floors and traffic routes will be kept free of obstructions which may present a hazard or impede 
access. Any arrangements for lettings or extended school activities will be arranged on a separate 
basis and authorised by senior management. These will be run through the adjacent Acorn Centre 
and will not take place during the school day when students are present. 
All the appropriate signage should be displayed throughout the site directing visitors, staff and 
students to the designated entrances that are to be used to access the building. This will be through 
the main entrance from Lodore Grove and not through the Acorn Centre on Heythrop Drive. All of 
the entrance doors have access control measures in place for use during the school day. Staff will 
check these measures at regular times to ensure they are in working order and have not been 
compromised.  
Key holders Keys for the school will be given out under the agreement of the school leadership 
team, limiting master keys to a restricted number where possible. All spare keys will be securely 
locked away. 
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Alarm fobs will be limited to Caretaking staff, Acorn Centre staff and the Site manager. They will 
have sole responsibility for ensuring the outer doors are secure at appropriate times and reopened 
when needed. A rota is devised to ensure accountability. 

Arrangements for Visitors  
All visitors and Volunteers will have restricted access to the school, reporting to the main reception, 
using the ‘Entrysign’ system at all times. Visitors might include representatives from The Legacy 
Learning Trust, Children Social Care Services, Health and Police as well as parents. Visitors will be 
issued with a visitor’s badge and (if they are travelling further than the main entrance/meeting area) 
will be issued with a red lanyard and accompanied by a member of staff at all times. Visitors and 
staff who have been DBS checked for Middlesbrough may be issued with a black lanyard and 
allowed to be in school unaccompanied. All teaching/support staff will carry a black lanyard. 
All contractors will be made aware of the school’s policy for ‘contractors working on site.’ A 
nominated person (usually the Site Manager) will be in charge of the contractors, ensuring they are 
aware of any security related issues, which may be effected by their work. Assessment should be 
made of all areas if such work will breach the current access control measures in place. The school 
and grounds are Private Property and not for general public access. Any person who enters the site 
without permission or a bona fide reason is a trespasser and should be asked to leave. If a 
trespasser refuses to leave the school premises and grounds, causes a disturbance, or enters after 
being asked to leave, the staff member should report this to the Head Teacher and/or notify the 
police. Staff should avoid any risks as far as possible to their confrontation with the offender. 
Lockdown procedures are in place which may be invoked if necessary. 
Any visitor to school who has completed their visit will be required to leave by the main entry door 
using ‘Entrysign’ to sign out. 
 

Arrangements for Students 
Our school benefits from being fully DDA compliant. This enables us to cater for a full range of 
students regardless of their physical restrictions. 
All students entering will do so through the main yard gate. This will be opened at 8.00am and 
staffed at all times until it is locked at 9.00am.All students entering the school later than the dedicated 
time of arrival must report to the main reception, registering in through the school system and 
process. Access to the school site on the morning will be monitored by site staff and later by PSA’s/ 
Assistant Year Leaders who will deal with late arrivals in the appropriate manner. 
No student will be allowed to leave the school unless accompanied by an adult with parental 
responsibility or confirmed permission. Where age appropriate, children may be allowed to leave 
the school alone provided contact has been made with an adult with parental responsibility via 
written or verbal permission/agreement. If in doubt this MUST be checked with the Nominated 
Safeguarding Adviser (NSCA) or Year Offices. Any child who is removed from the school site during 
normal school hours will be signed out and issued with a badge detailing their name and time of 
departure. 
Should a child leave the school premises without permission this will be picked up by our hourly 
registration system.  A report of the event will be made to the year office or safeguarding team. 
Parents / carers will be immediately informed of the circumstances. Our EWO may also be involved. 
Exit from the school for students at the end of the day will be via staffed exits at Lodore Grove and 
Heythrop Drive ends of school. 
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Appendix 5 

In all education preventing the spread of coronavirus (COVID-19) involves dealing with direct transmission 
(for instance, when in close contact with those sneezing and coughing) and indirect transmission (via 
touching contaminated surfaces). A range of approaches and actionswill be employed to do this. These can 
be seen as a hierarchy of controls that, when implemented, create a safer system, where the risk of 
transmission of infection is substantially reduced. These will include : 

 minimising contact with individuals who are unwell by ensuring that those who have coronavirus 
(COVID-19) symptoms, or who have someone in their household who does, do not attend childcare 
settings, schools or colleges 

 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 

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

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

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

The following documents are included to illustrate the steps taken at Acklam Grange School beginning with 
the risk assessment carried out before students came back to school after half term. 

 

Name of School Acklam Grange School 

Risk Assessment Wider Opening of School 
 

Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

Premises 
management 
Water Hygiene 
 
 
 
 
 
 
 
 
Ventilation 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

As a result of closure or part 
closure, drinking water systems 
may have been subject to 
stagnation due to low turnover of 
mains water or water in storage.  
This may result in warming of 
water in internal plumbing 
systems, microbiological 
regrowth or increased uptake of 
plumbing metals.  
Unless steps are taken before 
the building is reoccupied there 
is a risk of adverse drinking 
water quality and potential risks 
to health. 

Consult with water hygiene 
contractor to establish the 
extent of mitigation necessary in 
individual circumstances, in 
accordance with the written 
scheme. 
This may vary from simply 
running all taps, to a thoroughly 
cleaning and disinfection of the 
system. 

Ventilate spaces with outdoor air  
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

Ensure regular airing with 
windows (even in mechanically 
ventilated buildings) 

 

Keep toilet ventilation in 
operation as much as possible 
while building is occupied 

 

Switch air handling units with 
recirculation to 100% outdoor air 

 

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

Fire doors must not be propped 
open unless they have a self-
closing hold open device fitted 
 

Fire 
Management 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

The premise fire risk 
assessment shall be reviewed 
and updated to include 
information on emergency 
evacuation procedures in line 
with safe social distancing. 

This would include: - 
a full functional test of the fire 
detection and alarm system 
using multiple call points across 
the site and involving the call 
receiving centre if appropriate. 

All relevant fire safety equipment 
and systems shall be tested 
before the premises are fully re-
occupied. 

a full discharge test of the 
emergency lighting system 
across the site  

 a visual inspection of all fire 
extinguishers to ensure that 
they are correctly located, full 
and not obviously damaged  

 checking that fire escape routes 
are clear of any obstructions  

 checking that final fire escape 
doors are unlocked and 
operational  

 checking the operation of 
internal fire doors to ensure that 
they close properly  

 checking that automatic fire 
dampers, smoke venting and 
smoke extraction systems are 
operational. 

Lifts, lifting 
devices and 
other statutory 
checks. 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

During the COVID-19 closure, 
statutory maintenance around 
lifts and lifting equipment, in law, 
should have continued, where 
practical. 
In reality, some statutory checks 
may have expired their ‘due-by’ 
date. 

Duty holders, must therefore 
ensure that statutory inspections 
on :- 

 lifting equipment 

 pressure systems 
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

 fixed electrical systems 

(electrical installation 

condition surveys)  

 portable appliance testing 

 gas appliances, etc  

are ‘in date’ prior to the 
reoccupation of buildings.  
Employers must also consider 
whether equipment which has 
not been used for an extended 
period of time needs a statutory 
inspection even if one is not 
due.  
For example, where personal 
lifting equipment has been left in 
a condition which may have 
compromised its structural 
integrity or where a lift needs 
servicing to ensure it is going to 
be operated normally and 
safely. 

Vulnerable 
People 
 
 
 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

Staff will be provided with pre-
attendance information 
reminding them to give 
consideration to the advice 
published for clinically extremely 
vulnerable groups   and clinically 
vulnerable groups to ensure their 
presence does not place them in 
a position of elevated risk of 
exposure: 

This will include a precis of Key 
Messages to inform those to 
whom attendance may prove 
detrimental to their health and 
ensure that members of the 
workforce are reminded of 
COVID-19 symptoms and the 
necessity of  
Self-isolating if these are 
experienced. 

Pupils/students (0 to 18 years of 
age) who have been classed as 
clinically extremely vulnerable 
and clinically vulnerable due to 
pre-existing medical conditions 
have been advised to shield and 
are supported at home as much 
as possible 

 

Staff who have been classed as 
clinically extremely vulnerable 
and clinically vulnerable due to 
pre-existing medical conditions 
are not expected to attend work 

 

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#who-is-clinically-extremely-vulnerable
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#who-is-clinically-extremely-vulnerable
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

If a pupil/student or staff member 
lives in a household with 
someone who is extremely 
clinically vulnerable they are not 
expected to attend site 

 

If a pupil/student or a member of 
staff lives with someone who is 
clinically vulnerable (but not 
clinically extremely vulnerable), 
including those who are 
pregnant, they can attend their 
education or childcare setting 

 

Staff who are pregnant or others 
with specific health conditions 
may be asked to work from 
home as they are in the 
vulnerable group and to follow 
government advice as it is 
issued 

 

Access to PPE should be 
available  where there is contact 
with diagnosed or suspected  
person with COVID-19 

See PPE section of Risk 
Assessment 

Sneeze into a tissue or sleeve 
NEVER into hands.  Wash 
hands immediately after 

 

Used tissues to be put in a bin 
immediately  

 

First Aid Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

The school’s first aid 
assessment will be reviewed to 
ensure an adequate provision, 
including at least one paediatric 
First Aider present at all times in 
Primary. 
 

Consider pupil/student ratio, 
location of first aid provision, 
lunchtime supervision, 
workforce understanding of 
dealing with a potentially 
symptomatic person.  
First aid trained staff should be 
encouraged to maintain this key 
role. Staff should be updated in 
the additional risks associated 
with treating persons during the 
COVID-19 situation and how to 
improve the way they handle 
injured, unwell or symptomatic 
people. 
Advice from the St John 
Ambulance is available here. 

https://www.sja.org.uk/get-advice/first-aid-advice/covid-19-advice-for-first-aiders/
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

Appropriate PPE to reduce the 
likelihood of cross 
contamination.  

 

Consider an increased likelihood 
of skin irritations such as 
eczema and dermatitis, due to 
frequent handwashing. 

 

Safe Social 
Distancing  
2m rule. 
 
Entrances 
Staircases 
Lifts 
Exit routes 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

Staffed to monitor observance of 
2m safe social distancing and to 
remind of good hand and 
respiratory hygiene. 
COVID-secure guidance 
available here . 
 

Conspicuous signage to 
illustrate safe social distancing. 
COVID-Secure floor stickers, 
(footprints, directional signage, 
catch it - bin it - kill it, hand and 
respiratory hygiene etc)  
Floor markings and posters to 
illustrate one systems 
introduced, avoiding pinch 
points. 
2m distancing markers present 
to maintain safe social 
distancing. 
Mobility impaired students may 
require additional arrangements. 

As per the existing Supporting 
vulnerable children and young 
people during the coronavirus 
(COVID-19) outbreak guidance, 
vulnerable children of all year 
groups continue to be expected 
and encouraged to attend 
educational provision where it is 
appropriate for them to do so 

Supporting vulnerable children 
and young people during the 
coronavirus (COVID-19) 
outbreak guidance 

Secondary School classes halved 
with 2 metres between each 
desk. Where very small classes 
might result from halving, it would 
be acceptable to have more than 
half in a class, provided the 2 
metres rule is applied 

 

The number of pupils/students 
who use the cloakroom facilities 
at any one time are limited to 
ensure they do not become 
crowded 

 

Pupils/students use the same 
classroom or area of a setting 
throughout the day 

 

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
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
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
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
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
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

Pupils are seated at the same 
desk each day if they attend on 
consecutive days 

 

Pupils/students and staff where 
possible, only mix in a small, 
consistent group or “bubble” and 
that small group stays away from 
other people and groups 

 

Pupils/students are in the same 
small groups at all times each day, 
and different groups are not mixed 
during the day, or on subsequent 
days 

 

The same teacher(s) and other 
staff are assigned to each group 
and, as far as possible, these 
stay the same during the day 
and on subsequent days, 
recognising for secondary 
schools there will be some 
subject specialist rotation of 
staff 

 

Staff positioning – standing 
behind pupils, working from 
above pupils, staff walk with 
hands clasped to avoid contact 

 

Staff and pupils are reminded 
that they must not touch their 
faces, eyes, nose etc. 

 

Consideration given to which 
lessons or classroom activities 
could take place outdoors 

 

The timetable and selection of 
classroom or other learning 
environment has been used to 
reduce movement around the 
school or building 

 

The number of pupils/students 
who use the toilet facilities at 
any one time are limited to 
ensure they do not become 
crowded 

Posters present to limit entry to 
one person only.  If occupied, 
do not enter. 
 

Assembly groups staggered 
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

Break times are staggered so 
that all pupils/students are not 
moving around the school at the 
same time 

 

Lunch breaks are staggered 

Pupils/students should clean 
their hands beforehand and 
enter in the groups they are 
already in, groups should be 
kept apart as much as possible 
and tables should be cleaned 
between each group. If such 
measures are not possible, they 
should be brought their lunch in 
their classrooms 

Shared areas such as halls, 
dining areas and internal and 
external sports facilities are 
used for lunch and exercise at 
half capacity 

If class groups take staggered 
breaks between lessons, these 
areas can be shared as long as 
different groups do not mix (and 
especially do not play sports or 
games together) and adequate 
cleaning between groups is in 
place 

Consideration given to one-way 
circulation, or placing a divider 
down the middle of the corridor 
to keep groups apart as they 
move through the setting where 
spaces are accessed by 
corridors 

 

Consideration given to 
pupils/students that may need 
additional support to follow these 
measures (for example, routes 
round school marked in braille or 
with other meaningful symbols, 
and social stories to support 
them in understanding how to 
follow rules) 

 

Drop-off and collection times 
staggered 

 

Parents told that if their child 
needs to be accompanied to the 
education or childcare setting, 
only one parent should attend 

Siblings should not accompany 
the parent when dropping off or 
picking up wherever possible. If 
they have to accompany the 
parent they must follow social 
distancing guidelines 
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

Parents’ drop-off and pick-up 
protocols planned to minimise 
adult to adult contact 

 

Parents and pupils/students are 
told their allocated drop off and 
collection times and the process 
for doing so, including protocols 
for minimising adult to adult 
contact (for example, which 
entrance to use) 

 

It is made clear to parents that 
they cannot gather at entrance 
gates or doors, or enter the site 
(unless they have a pre-
arranged appointment, which 
should be conducted safely) 

 

External entrances to 
classrooms are used where 
practical 

 

Multiple groups do not use play 
equipment simultaneously 

 

Staff working in Offices are 
adequately distanced, are on 
rota or are working from home 

 

Numbers of staff using Staff 
Room are limited or the use of 
Staff Room is staggered to 
ensure social distancing is 
maintained 

 

Personal 
Protective 
Equipment 
(PPE) 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

PPE guidance can be found 
here. 

 

Wearing a face covering or 
facemask within Schools, or 
other education settings, is not 
recommended by the 
government 

 

Increased cleansing and 
improved hand and respiratory 
hygiene habits are effective 
measures in controlling the 
spread of the virus in non-clinical 
settings.  

 

Use of PPE by staff or students 
who are unfamiliar with using 
PPE may inadvertently increase 
the risk of transmission.  

 

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
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

PPE should only be in 
circumstances of students 
receiving intimate personal care 
that already involves PPE, or if a 
student becomes unwell / 
symptomatic and needs direct 
personal care until they can 
return home.  
A fluid resistant surgical mask 
should be worn by the 
supervising adult of the pupil 
requiring care, if a distance of 2 
meters cannot be maintained. If 
contact with the student is 
necessary, then disposable 
gloves, disposable apron and 
fluid resistant surgical face mask 
should be worn by the 
supervising adult.  

 If a risk assessment determines 
that there is a risk of splashing to 
the eyes, for example a student 
coughing, spitting or vomiting 
then eye protection should also 
be worn.  

 

Outdoor 
learning space 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

Outdoor spaces may be utilised 
for lessons where practicable.  
Class sizes may need to be 
reduced to maintain safe social 
distancing. 

 

Hygiene  
 
 
 
 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

Sufficient hand washing facilities 
are to be made readily available 
with liquid soap dispensers and 
ample supplies of paper towels. 

Communicate expectations to 
staff and parents about cleaning 
and hygiene. 
Guidance on cleaning non-
healthcare premises available 
here  
 

All persons are to wash their 
hands on arrival at the building, 
before eating, after eating, after 
sneezing or coughing etc. 

Frequent hand washing and 
drying – see guidance on hand 
cleaning.   Alcohol gel is only 
recommended in circumstances 
where hand washing is not 
immediately practical. 
 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public
https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

Encourage pupils to improve 
their hygiene habits, use tissues 
to cough or sneeze into rather 
than using hands (“catch it, bin 
it, kill it”) 

Additional tissues available. 
Catch it, bin it, kill it posters. 

Persons encouraged not to 
touch their mouth, eyes and 
nose.  

 

Regularly touched surfaces 
should be cleaned regularly 
using bleach* or detergents, this 
may include touch screens, door 
handles, bannisters, desks, 
seats, light switches, toilets, 
sinks etc. See cleansing 
guidance. 
*Following manufacturer’s 
instructions. 

Further guidance on cleaning 
approaches available from 
Implementing Protective 
Measures in Education and 
Childcare Settings, available 
here. 
 

Where possible, all spaces 
should be well ventilated using 
natural ventilation. 

 

Cleaning 
arrangements 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

The premises will be subject to 
an elevated cleansing regime 
focusing on contactable 
surfaces, door handles, 
handrails, tables and such like. 

Further guidance on cleaning in 
non-healthcare settings 
available here. 
 

Hand hygiene stations are 
provided throughout the school, 
with alcohol gel available in the 
circumstances where soap and 
water are unavailable. 

 

Discuss with cleaning 
contractors or staff the additional 
cleaning requirements and agree 
additional hours to allow for this 

 

Surfaces that pupils/students are 
touching, such as toys, books, 
desks, chairs, doors, sinks, 
toilets, light switches, bannisters 
etc. are cleaned more regularly 
than normal 

 

Electronic entry systems and 
keypads are regularly sanitised 
particularly first thing in the 
morning and where possible 
after each use 

 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
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#effective-infection-protection-and-control
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

 
 
 
 
 
 
 
Shared 
Resources 

Bins for tissues and other 
rubbish are emptied throughout 
the day 

 

Stocks of cleaning chemicals, 
liquid soap, paper towels, 
tissues, toilet roll, bin bags etc. 
regularly checked and additional 
supplies requested as necessary 

 

Disposable tissues are available 
in each room for both staff and 
pupils/students use 

 

Consideration given to how play 
equipment is used ensuring it is 
appropriately cleaned between 
groups of children using it 

 

Outdoor equipment must not be 
used unless the setting is able to 
ensure that it is appropriately 
cleaned between groups of 
pupils/students using it 

 

Unnecessary items particularly 
those that cannot be easily 
cleaned removed from 
classrooms and other learning 
environments where there is 
space to store it elsewhere 

 

Soft furnishings, soft toys and 
toys that are hard to clean (such 
as those with intricate parts) 
removed 

 

Pupils/students advised to not 
bring personal items in from 
home as this will reduce possible 
spread of the virus 

 

Shared materials and surfaces 
are cleaned and disinfected 
more frequently 

 

Staff not taking resources from 
school home e.g. books 

 

Devices/ laptops/tablets etc. that 
are brought from home to school 
and back again are cleaned at 
the start and end of the day 

 

Students / 
Staff display 
symptoms 

People (or those of their 
household) showing symptoms 
should remain at home and self-
isolate.  

More information on self-
isolation can be found here. 
Re cleaning broadly and after a 
potential suspected COVID19 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

 case consider ensuring the 
following: 
Those carrying out routine 
environmental cleaning are 
equipped with and trained to 
use appropriate PPE 
(disposable gloves and apron). 
During the event a cleaner will 
need to be available (not 
necessarily on site) to respond 
to cleaning requirements should 
someone become ill with 
suspected COVID19. PPE 
requirements are disposable 
gloves and apron and if 
necessary eye, nose and mouth 
protection (depending upon the 
cleaning requirement). 
COVID-19: Cleaning in health 
non-healthcare settings 

 If people become unwell and 
display symptoms in an 
education setting, they must be 
sent home and follow the advice 
found here. 

 

If a child is awaiting collection 
they should be moved, if 
possible, to a well ventilated 
room where they can be isolated 
behind a closed door, depending 
on the age of the child and with 
appropriate adult supervision if 
required.  
If it not possible to isolate them, 
move the student to an area 
which is at least 2 meters away 
from other people.  
PPE should be worn by staff 
caring for the child whilst they 
await collected, if a distance of 2 
ms cannot be maintained. 
If they require the use of toilet 
facilities whilst waiting to be 
collected, they should use a 
separate toilet, if possible, to all 
other students.  

 

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
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

 The facilities should be cleaned 
and disinfected using standard 
cleaning products before being 
used by other persons.  

 

If a staff member has assisted 
someone who was displaying 
symptoms, they do not need to 
go home and self -isolate, unless 
they become unwell themselves 
or if the student subsequently 
tests positive for COVID-19. 
Hygiene standards apply (see 
hygiene section of this 
document). 

 

The symptomatic student’s class 
should be monitored by staff to 
ensure no other possible cases 
arise. 
Should the symptomatic person 
be a staff member, they must 
self-isolate and their 
class/classes, workstation, desk, 
chair and other frequently used 
items within the School should 
be cleansed.  

 

Where the staff member or 
student tests positive for COVID-
19, the rest of their class should 
be sent home and advised to 
self-isolate for 14 days, more 
information on confirmed cases 
actions can be found here.  

 

Parents, carers and settings do 
not need to take children’s 
temperatures every morning. 
Routine testing of an individual’s 
temperature is not a reliable 
method for identifying 
coronavirus. Educational and 
childcare settings should 
reiterate to parents the need to 
follow the standard national 
advice on the kind of symptoms 
to look out for that might be due 
to coronavirus, and where to get 
further advice 

If anyone in the household 
develops a fever or a new 
continuous cough they are 
advised to follow the COVID-19: 
guidance for households with 
possible coronavirus infection 
guidance (which states that the 
ill person should remain in 
isolation for 7 days and the rest 
of the household in isolation for 
14 days) 

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
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.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

Home to 
school 
transport. 
 
 
Travel to and 
from school 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

Consider availability and 
capacity of school transport, 
including transport for pupils with 
special needs to meet safe 
social distancing guidelines. 

 

Parents and pupils/students 
encouraged to walk or cycle to 
their education setting where 
possible 

 

Schools, parents and 
pupils/students following the 
government guidance on how to 
travel safely, when planning their 
travel, particularly if public 
transport is required 

 

Transport arrangements cater 
for any changes to start and 
finish times 

 

It is ensured that transport 
providers, as far as possible, 
follow hygiene rules and try to 
keep distance from and between 
their passengers 

 

Appropriate actions taken to 
reduce risk if hygiene rules and 
social distancing is not possible, 
for example when transporting 
pupils/students with complex 
needs who need support to 
access the vehicle or fasten 
seatbelts 

 

Revised travel plans clearly 
communicated to contractors, 
local authorities and parents 
where appropriate (for instance, 
to agree pick-up and drop-off 
times) 

 

Control of 
Contractors 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

Where contactors are required to 
attend site for emergency, 
cyclical and routine maintenance 
then they the School’s safe 
social distancing, hygiene and 
other associated control 
measures must be 
communicated to the visiting 
contractor, and enforced. 
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Activity to 
Manage 
What are the 
Hazards? 

Who 
might 
be 
harme
d and 
how? 

Current Control Measures 
What are you already doing 

Additional Control Measures 
Do you need to do anything 
else to manage this risk? 

All non-essential works, ie 
decorating, should be delayed in 
light of the current situation.  

 

Control of contractors’ 
documentation should be 
updated and made available in 
preparation of the contractor 
attending site.  

For example, the asbestos 
surveys, asbestos summary 
sheets, updated 
comprehensible information, 
building plans (where available) 
could be left in an isolated and 
secure area. 

Deliveries on site are to be 
organised to ensure that no 
physical handover is undertaken, 
larger deliveries can be allocated 
a drop off area for staff to collect. 

 

Individual 
pupil/student 
risk 
assessments 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

Consider pupils/students who 
have not previously required a 
risk assessed but who may now 
present with a risk: 

 pupils who need specific 

care, which cannot be 

delivered whilst ensuring 

social distancing 

 potentially violent pupils, 

especially those with a 

known risk of spitting and/or 

requiring physical restraint. 

 

Review 
behaviour & 
safeguarding 
policies 

Pupils/stud
ents = P/S 
Employees 
= E 
Visitors = 
V 
Contactors 
= C 
Other - 
detail 

The school shall review its 
pupil/student behaviour and 
safeguarding policies to ensure it 
accommodates COVID-19 
incidents. 

 

 

 Name Date Comments 

1st review by JWJ May 
2020 

 

Quality assurance 
check by r 
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Temporary evacuation procedures during COVID 19 limited opening : 
 
Temporary Evacuation Arrangements 
 
All staff should use the Lodore Grove entrance to school, using Entry Sign as they enter. 
Students present in school will be registered on paper in their rooms and the results placed in the 
appropriate electronic file. 
In the event of a problem being detected on the system an alarm may sound. This will be investigated by 
the member of site team on duty and the alarm silenced. 
 
o If the alarm rings a second time evacuation will be via the nearest exit door to the classroom base being 
used. Staff and students should evacuate to the grassed area outside LRC with paper register taken earlier 
that day. 
o Social distancing should be observed throughout 
o Door wedges should be removed as people leave the building 
o Office staff should print out the ‘Entry Sign’ register and take it to the temporary muster point 
o All staff and students will be registered and the results passed to the SLT member on duty that day 
o Site staff will go to the main gate to await the arrival of the emergency services 
o No one should return to the building until told to do so 
 
At the end of the day all staff should leave the building using Entry Sign as they go out. 
 
 

Isolation of persons displaying Covid 19 symptoms 
 
 

STUDENTS DISPLAYING COVID 19 SYMPTOMS 
 
Action to be taken by staff member: 
If a student display symptoms of Coronavirus: 

 a new continuous cough 

 a high temperature (+37.8 degrees celsius) 

 a loss of, or change in, sense of taste or smell (anosmia) 

 
Contact the First Aid member of staff and SLT on the school rota. 
 
ISOLATION ROOM – MEETING ROOM NEXT DOOR TO FIRST AID ROOM 
 
Primary Care Action to be taken by First Aider with support from SLT as needed: 

 First Aider - Prepare yourself with relevant Personal Protective Equipment (PPE) - Apron, mask, gloves, goggles 

available from the Main Office/Medical Room 

 First Aider/SLT - Prepare the Isolation Room by erecting the Isolation sign, opening the windows (if not already 

open) and wedging the door open for access 

 SLT Member - Collect the student and escort them to Isolation Room, maintaining a 2m distance where it 

is practical and possible to do so 

 First Aider - Isolate the student (and their belongings inside the Isolation Room) 

 First Aider/SLT - Talk calmly to the student and reassure them you will be arranging contact with parent/carer 

to arrange for them to be collected from school 

 First Aider - Do not physically examine the student 

 First Aider - Leave the room and close the door, continue to monitor student through the window panel 

 SLT Member - Call student’s parent/carer to inform them that the student has COVID19 symptoms and instruct 

them to immediately collect the student from the school premises 

 
Important Government guidance information to be given to Parent/Carers 
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When a student develops symptoms compatible with coronavirus, they should be sent home and advised to 
self-isolate for 7 days. Their fellow household members should self-isolate for 14 days  
 
Parent/Carer must contact NHS 111 telephone service to inform them that the student has been into school and 
to arrange a COVID19 Test as soon as possible and to update the school as soon as possible with the test 
results 
 

 First Aider - Discard PPE by double bagging, regular hygiene hand washing as needed and leave the PPE for 

the cleaning team to remove 

 First Aider - Keep the Isolation Room on lock down and call for the Site Team member to arrange the Isolation 

Room Deep Clean and all areas where the student has been in school, including door handles of classroom 

and corridors (Radio channel 13) 

 First Aider - Complete the COVID 19 Response First Aid form, update CPOMS and write handover notes for 

colleagues on the rota, copy of form  

 
Social Distancing 2m is a priority at all times 

 
POSITIVE TESTING: Further action needed by SLT/HR 
 
Where a student tests positive, the rest of their class and staff who were in attendance with them should be sent home 
and advised to self-isolate for 14 days. The other household members of that wider class do not need to self-isolate 
unless anyone they live with subsequently develops symptoms. 
 
 

 

MEMBER OF STAFF DISPLAYING COVID 19 SYMPTOMS 
 
Action to be taken by staff member: 
 
If a staff member display symptoms of Coronavirus: 

 a new continuous cough 

 a high temperature (+37.8 degrees celsius) 

 a loss of, or change in, sense of taste or smell (anosmia) 

 
Contact the First Aid member of staff and SLT on the school rota. 
 

ISOLATION ROOM – MEETING ROOM NEXT DOOR TO FIRST AID ROOM 

Primary Care Action to be taken by First Aider with support from SLT as needed: 

 First Aider - If required, prepare yourself with relevant Personal Protective Equipment (PPE) – Apron, 

mask, gloves and goggles available from the Main Office/Medical Room 

 First Aider/SLT - Prepare the Isolation Room by erecting the Isolation sign, opening the windows (if 

not already open) and wedging the door open for access 

 First Aider/SLT - Inform the staff member to Isolate in the room with their belongings 

 First Aider/SLT - Talk calmly to the staff member and reassure them they will be supported as needed 

 First Aider - Do not physically examine the staff member 

 SLT Member - Staff member to be sent home and advised to Self Isolate for 7 days following 

Government guidance and fellow household members should self-isolate for 14 days. 

 SLT Member - Staff member to be informed that Denise Hersi/Rebecca McGurrell will be in contact 

with them to arrange a  COVID19 Test 

 SLT Member - Contact Denise Hersi (Direct Line 01642 855327 / Mobile 07767 244172) and update 

her of the staff member name and symptoms 
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 First Aider - Discard PPE by double bagging, regular hygiene hand washing as needed and leave the 

PPE for the cleaning team to remove 

 First Aider - Keep the Isolated Room on lock down and call for the Site Team member to arrange the 

Isolation Room Deep Clean (Radio Channel 13) 

 First Aider - Complete the COVID 19 First Aid Response form, copy to be left on Denise Hersi’s desk, 

and write handover notes for colleagues on the rota 

 
Social Distancing 2m is a priority at all times 

 

Further action needed by SLT/HR  

NEGATIVE TESTING: If the staff member received a negative test and feels well enough they can return to 
school.  If anyone with symptoms who was tested in their household receive a negative test result, the 
employee can return to work immediately, providing they are well enough, and have not had a fever for 48 
hours. 

POSITIVE TESTING: Where a member of staff tests positive, the rest of their supervised class and staff who 
were in attendance with them should be sent home and advised to self-isolate for 14 days. The other 
household members of that wider class do not need to self-isolate unless anyone they live with subsequently 
develops symptoms. 
 

DAILY OPERATIONS MANUAL  

ON & OFF SITE – COVID -19 

 

 

 
June 2020 

 

FOR ATTENTION OF ALL STAFF 
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Keyworker and Vulnerable Groups 

Staff Guidelines inc. Student Code of Conduct 

Registering Attendance 

Year 10 Learning Pods 

Staff Guidelines inc. Student Code of Conduct 

Registering Attendance 

Structured Conversation 

Home Learning Guidelines 

 

Guidance for Working with Students 

 

Behaviour Team Support 

 

Evacuation Procedures 

 

Safeguarding 

 

What to do if a child feels unwell 

 

 

 

 

 

 

 

Staff Guidance:  Key Workers / Vulnerable Students Groups 
 

Please be in building ready for 0830 start, building will be open until 1615  

(Staff can leave site once students have all left) 

 

Classrooms in use: CB8  Use toilets downstairs by student services 

    CB6, CB7 Use toilets by CB5   

Guiding Principles and Procedures 

1. All students in these groups to use the LRC stairs and to enter via Student Services only. 

2. Students will wash their hands each time before going to their classrooms, please use the 

signage to assist students in lining up and are to be reminded not to touch their face area. 

3. All students to follow student code of conduct at all times. 

4. Students to stay in same seat for the day when in classroom. 

5. Do not dismiss class for break, lunch or end of day, they will be dismissed by Behaviour Team 

or SLT at staggered times. 

6. Only allow one student out to the toilet at any time. 

7. Students to stay 2m away when walking between dining hall and classroom and do not mix 

with other groups of students. 

8. Desks to be wiped down upon return from break, lunch and at end of day (Cleaning materials 

provided in room) 

9. Staff must position themselves behind the students and work with them from above and walk 

round room with hands clasped. 

10. Wearing a face covering or mask within school is not recommended by the government so will 

not be permitted at AGS. 

11. All staff must follow safety signs when using offices or staff rooms during the day. 
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12. It is not recommended that staff bring in laptops/devices and resources but if this is necessary 

they must be cleaned at the start and end of the school day. 

13. Students to complete AGS Home Learning Guidelines (Set out below) 

14. A full detailed Risk Assessment has been completed and MUST be read prior to entering the 

school site. This can be found in AGS Staff Share\School Policies\School Policies 2020-
2021\Essential staff - school policies 

8:30am – 9:00am – Check In 

Behaviour Team and SLT will assist here.  One behaviour team staff on gate, one in Dining Hall. 

To meet in the dining hall 

 Uniform check – discreetly check for trousers, shirt and shoes. 

 Complete register (SLT / Teacher)  

 Lunch Order taken and passed to the Kitchen 

Teacher to escort students to their allocated classroom at 9am – CB6, CB7, CB8, students to wash their 

hands at designated toilets.  Encourage students to stand 2m apart using signage to help.  

Students wipe down their own areas and member of staff shares code of conduct (overleaf) and 

evacuation procedure with students at start of day 

11:00am – 11:15am – Breaktime - Teachers to escort students to the dining hall when prompted by SLT – 

SLT and Behaviour Team to supervise. At 11:15am, students will be lined up ready for the teacher to escort 

back to the classroom.  Students to wash hands on way back up to classroom and to clean working area if not 

done before break. 

12:00pm – 12:25pm – Lunchtime - Teachers to escort students to the dining hall when prompted by SLT 

– SLT and Behaviour Team to supervise. At 12:25pm, students will be lined up ready for the teacher to escort 

back to the classroom. Students to wash hands on way back up to classroom and to clean working area if not 

done before break. 

1:30pm- 1:45pm – Mindful Walk – with the teacher 

3:00pm – End of school – SLT will dismiss each classroom at 5 min intervals.  
Please use the C1/2/3 sanction system to deal with any disruptive behaviour and ensure this is 

recorded on Classcharts 

If a C4 is reached or you feel a student requires some immediate attention, contact the Behaviour 

Team on ext. 1030 in the LRC 

 

 

Student Code of Conduct 
 

The Following Code of Conduct will be read through/discussed at the start of each day in the classroom 

to reinforce expectations and measures designed to keep everyone safe. 

Student code of conduct  

The Code of Conduct for the school remains in place and serves as the foundation for students to take 

responsibility for their own behaviour in line with the school’s values. The following expectations supplement 

the Code of Conduct: 

 Arrive to school and leave to go home at the designated time using the designated entrance/exit route. Do 

not wait around for friends and do not congregate. Speak to a member of staff if your parent or carer 

normally collects you and is not on time. 

 Wash hands (or use sanitiser) upon entering and leaving school and after each session within the day. 

Wash hands regularly with soap and water during the day. 

 There must be no physical contact of any type at any time. This includes horseplay, hugging, handshakes 

etc.  

 Ensure that you ‘catch it, bin it, kill it’ when you cough or sneeze and avoid touching your mouth, nose 

and eyes. 
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 There must be no coughing or spitting at or towards any other person. 

 The seating plan in the classroom is non-negotiable and is in place for the safety of each student. Stick to 

the seating plan. Do not move tables or chairs and do not leave your seat without speaking to the teacher. 

 Maintain a safe distance from others between and during lessons. 

 At break and lunch times, remain in the designated areas. Stick to zoned areas and maintain a safe distance 

from others.  

 Do not share belongings (food, stationery, books etc) with others and do not handle other people’s 

belongings.  

 Use the toilet designated to you. Only enter the toilets if there is a free cubicle.  On exiting the toilet, wash 

hands thoroughly. 

 In computer rooms, wipe the keyboard and mouse at the start of your lesson as instructed by the teacher. 

 You must tell an adult if you feel that you are suffering from a high temperature, a new continuous cough 

or loss or change to your sense of smell or taste.  

 

 

Registering Vulnerable Students / Key worker Update: 
 

 The registration process will continue as last term – with SLT/FL’s registering students in the dining 

hall from the Covid-19 folder  

 Additional folders will also now be used for each group leader which will include a copy of their 

register, as well as any key student information SEND/ Medical they may need 

 One addition has been made in terms of an isolation tab – this has been added so that an oversight 

exists for any students who have needed to self-isolate, especially as numbers get bigger – this 

should be printed daily and checked against those students in attendance 

 Behaviour staff should use this isolation list on the gate AM to monitor students entering site as they 

meet and greet  
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 Should a student arrive to site before they should they will not be able to access the main site – a call 

home will be made by admin staff to inform that student must return home (may need to consider a 

holding space should working parent not be contactable?) 

 If a member of SLT/FL calls home for an absent student and is told they are unwell with symptoms, 

government guidance should be issued by SLT member around self-isolation  

 That students should then be added to the isolation tab for monitoring  

 At the end of each day SLT should print the updated register and isolation tab for the folder, as well 

as a register for each group folder 

 

 

 

 

 

 

Staff Guidance: Year 10 Learning Pods 
 

Please be in building ready for 0830 start, building will be open until 1615  

(Staff can leave site once students have all left) 

Classrooms in use: CB1  (Use toilets by MFL) 

Advance (Use toilets by ARC)   

Guiding Principles and Procedures 

1. All students in these groups to use the Languages/ARC stairs and to enter using those 

doors.  

2. Students will wash their hands each time before going to their classrooms, please use the 

signage to assist students in lining up and remind them not to touch their face area. 

3. All students to follow student code of conduct at all times. 

4. Students to stay in same seat for the day when in classroom. 

5. Only allow one student out to the toilet at any time. 
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6. Do not dismiss class for lunch or end of day, they will be dismissed by Behaviour Team or 

SLT at staggered times. 

7. Students to stay 2m away when walking between dining hall and classroom do not mix with 

other groups of students. 

8. Desks to be wiped down upon return from break, lunch and at end of day (Cleaning 

materials provided in room). 

9. Staff must position themselves behind the students and work with them from above and 

walk round room with hands clasped. 

10. Wearing a face covering or mask within school is not recommended by the government so 

will not be permitted at AGS. 

11. All staff must follow safety signs when using offices or staff rooms during the day. 

12. It is not recommended that staff bring in laptops/devices and resources but if this is 

necessary they must be cleaned at the start and end of the school day. 

13. Students to complete AGS Home Learning Guidelines (Set out below) while individual 

check-ins are conducted throughout the day (See Individual check-in protocol below for full 

details). 

14. A full detailed Risk Assessment has been completed and MUST be read prior to entering 

the school site. This can be found in AGS Staff Share\School Policies\School Policies 2020-
2021\Essential staff - school policies. 

9:30am – 10:00am – Check In 

Behaviour Team and SLT will assist here.  One behaviour team staff on gate, one in Dining Hall. 

To meet in the dining hall 

 Uniform check – discreetly check for trousers, shirt and shoes. 

 Complete register (SLT / Teacher)  

 Lunch Order taken and passed to the Kitchen 

Teacher to escort students to their allocated classroom – CB1/Advance, students to wash their hands at 

designated toilets.  Encourage students to stand 2m apart using signage to help.  

Students wipe down their own areas and member of staff shares code of conduct (overleaf) and 

evacuation procedure with students at start of day 

11:15am - 11:30am – Mindful Walk – With the teacher.  Please wipe down work area upon return. 

12:30pm – 1:00pm – Lunchtime – Student will have their Pre-Order delivered to the classroom at 1230 by 

one of the Behaviour Team. Students will eat their lunch in the classroom, once all students have finished the 

students will wipe down their areas and be escorted to the yard (all students must go to the yard, no one to be 

left in the classrooms unattended). Classrooms to be cleaned. SLT and Behaviour team to supervise after 

students have finished eating and escorted down to the yard. At 1:00pm students will be lined up ready for the 

teacher to escort back to the classroom. 

2:30pm – End of School – Ask students to wipe down their areas. SLT will dismiss each classroom at 5 min 

intervals.  

Please use the C1/2/3 sanction system to deal with any disruptive behaviour and ensure this is 

recorded on Classcharts 

If a C4 is reached or you feel a student requires some immediate attention, contact the Behaviour 

Team on ext. 1030 in the LRC 

Registering Year 10 Students in Pods 
 

 Attendance for Y10 students will now be taken in the classroom by the Pod teacher  

 This register will be completed on a SIMS Marksheet rather than through the usual SIMS Register 

 To access the marksheet staff should select the <<insert icon>> and select the <<insert marksheet 

code>> 

 Staff can filter for their pod 
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 Staff should enter the date their pod is taking place within the correct week for students who are 

present, and an N for any student who is absent from their pod: 

 
 

 An isolation column will also exist that can be filled in for any student sent home ill or calling in ill – 

this will be updated and monitored by attendance and pastoral staff 

 This will be printed for the Y10 Gate staff to monitor students entering site as per the vulnerable 

student process 

 This register must be completed by 10.30am 

 Calls will then be made by the attendance and admin team 

Please watch the supporting Attendance Y10 Pods video to support 

 

 

Year 10 Face to face support 
 

 All year 10s have been assigned to pods of 10-15 students to receive fortnightly face to face support.  

 These pods have been arranged initially around tutor family groups in an attempt to ensure that as 
many students as possible get some contact with their tutor and with students with whom they are 
familiar. 

 There are two teaching staff assigned to each pod, who will work exclusively with this pod in order to 
avoid cross contamination and possible transmission of Covid 19. 

 Teacher 1 will work with the pod to log on and access their home learning materials, answering queries 
and supporting as appropriate. 

 Teacher 2 will conduct a Return to School Check-in one to one meeting with each student individually. 
 
Return to School Check-in meetings will take place in the following spaces: 
 

POD learning space (Teacher 1) One to one check in space (Teacher 2) 

CB1 CB2 

ADVANCE E12 

 
Guidelines for Return to School Check-in (Pod Teacher 2) 

 Prepare the meeting room prior to beginning the check – ins. Set up two chairs close to two 
computers with a 2m distance between.  

 Ensure the student seat is closest to the classroom door. 
 Ensure you have hand gel and anti-bac wipes available. Use an anti-bac wipe to wipe down the 

keyboard before use and then ask each student to wipe down after their own use. 
 Ask the student to use hand gel on entry and exit. Teacher to use gel in between each student. 
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Further training and detailed guidance about the format for a Return to School Check in will take place w/c 
8th June. 
 
 
If during the Return to School Check-in meeting or at any point during the day a student presents with 
emotional wellbeing concerns, there will be a designated Wellbeing staff member working from ARC each 
day to provide: 
 

 Professional Counselling Services (JDE) 
 ELSA - Emotional Literacy Support Assistant (EM, AD, EP) 
 Rebalance – Focused emotional wellbeing support (CW, IR, PMC, DB, JP, SWI)   

 

 Pod teachers will be able to arrange a same day appointment for Wellbeing support using an online 
booking system located in One Drive. Link to be added 
 

 Students must be escorted to ARC for their Wellbeing appointment and escorted back by the Wellbeing 
team member following their session. 

 

 The Safeguarding on-duty team will be on hand to provide remote support, advice and guidance for all 
staff. See separate Safeguarding Guidance. 

 
Full training will be provided to staff involved alongside access to a range of supporting materials that will 
be located in the central One Drive folder. Link to be added 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Classroom door 

 

Teacher 

 

Student 2m 
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AGS Home Learning Guidelines 
 

For use within key worker classrooms and Year 10 learning pods 

 

Across the day, all students should aim to 

 

 Check their emails 

 Complete some work for Maths 

 Complete some work for English 

 Complete some work for Science 

 Complete some work for an Option subject 

 Do some personal reading 

 

All instructions, resources and websites are listed and linked directly from the school website. Reading 

materials, including a daily newspaper, are also available. 

 

Visit www.acklamgrange.org.uk and choose the home learning link on the front page. 

 

There is no need to find websites/resources via Google or eSchools – unless directly instructed to on the 

home learning webpage.  

 

Tasks listed are designed to provide unlimited options/volume of work. Students should be encouraged to 

work within timeframes (e.g 1 hour maths followed by 1 hour English etc). 

 

For general queries, please work through website instructions step by step, in case students have skim read. 

Some more specific guidelines are given overleaf. 

As a fall back, if any instructions cannot be understood or files not accessed, the following websites will 

provide unlimited options. All are linked from the website with password instructions found overleaf. All 

can be completed with minimal equipment. 

Tassomai – Multiple choice quizzing that responds to your performance for science, maths, English and 

French 

Seneca Learning – Previously completed tasks adjust to become harder and strengthen memory when you 

repeat them. 

Hegarty Maths – Choose Revise > MemRi for unlimited sets of 10 questions that revisit previously covered 

material. 

MOST activities require students to write a response, make notes or show working out. Where paper/work 

books are not available, students can type into a blank word document and save in their area of the network. 

Documents are available as pdf – to be viewed on any device, but editable word/ppt versions are available in 

most cases for students to type into. 

http://www.acklamgrange.org.uk/
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Where printing is unavoidable, only use the machine inside the classroom. No one should be using corridor 

printers. 

Blank exercise books are available if students need something to write on. 

 

 

 

Common issues:  

There shouldn’t be any reason why all students cannot access something at all times. Below are some 

common barriers and likely solutions. If in doubt, revert to reading/Hegarty/Seneca/Tassomai, which are all 

unlimited. 

 

The website isn’t loading properly – Make sure students are using the Chrome internet browser, and not 

Internet Explorer. 

I don’t know how to log into a website/I have forgotten my password – Work through website 

instructions step by step with students in case they have skim read. On all of our recommended websites 

there are password reset links. If you cannot reset password because your email isn’t recognised – sign up 

for a new account. There will be a ‘sign up’ link. 

I can’t log into my emails – links on the home learning website lead directly to the email login page. 

Student username and password is the same as the one they use to log on to school computers, with an added 

@acklamgrange.org.uk at the end of the username. 

I have completed all of my Hegarty tasks – Choose another from the task list on the website, or complete 

a MemRi 

I have completed all of my Seneca tasks – Redo them. This is the best way to get the most out of Seneca. 

Keep your green circles full. 

I have done this topic already in school before we locked down – If you can’t explain it to me in your 

own words without looking at your notes, then it’s worth going back over. 

I’ve tried my hardest on this task but simply can’t understand/complete/access it – Email your teacher 

to ask for assistance, then continue with another subject while you await a response. If in doubt what to do, 

see ‘I have nothing to do’. 

I have nothing to do – Read/Tassomai/Hegarty/Seneca – all are unlimited. 

I have no headphones to watch Hegarty videos – The CC or ‘cog’ icon at the bottom of each video will let 

you turn on subtitles. 

I do not have a Tassomai account – Go to app.tassomai.com/login - Click 'register with a code' and enter 

F9LNP71A. Sign up with school email and password. When asked to choose a form, select any class from 

your year group, it doesn't matter which one. Once you are setup, send an email to 

learningsupport@acklamgrange.org.uk with [NAME] - Tassomai classes in the subject and all the correct 

classes will be allocated 

I can log in, but I do not have access to all subjects for Tassomai - Your account needs setting up. 

Forward name to learningsupport@acklamgrange.org.uk. Complete whatever subject is set up while you 

wait. 

I do not have a Seneca account – Just sign up using your school email and password 

I can’t login to vocabulary.com – There are password reset and sign up buttons on the website. There are 

also multiple other activities you can do for English. 

 

 

 

mailto:learningsupport@acklamgrange.org.uk
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Behaviour Team Support 
 

Based in the LRC, equipment needed – Radio and iPad 

8:30am – 9:00am – Key Worker and Vulnerable Students arrival – send down to dining hall  

 Supervise the Gate (x1) and Dining Hall (x1), SLT will assist. 

 Students are expected to be wearing black trousers, a white shirt and school shoes.  Any students 

not in correct attire, discretely ask why. 

 Behaviour Team to remind staff of number to ring if any issues or a C4 is needed            

 (Ext 1030).  This will be on teacher desk as a reminder 

9:30am – 10:00am – Arrival of Year 10 students  

 Supervise the Yard (x1) and Dining Hall (x1), SLT will assist. 

 Students are expected to be wearing black trousers, a white shirt and school shoes.  Any students 

not in correct attire, discretely ask why and remind of expectations. 

Throughout the day 

 Behaviour Team to pop into all classrooms (Head through doorway, thumbs up) every 15-

20mins.  Make this as passive as possible to minimise transmission of the virus. 

 Staff should be encouraged to C1/2/3 and Class Charts as per behaviour policy and any further 

issues may be called through to the LRC  (Ext: 1030) 

C4 – students to be taken to the LRC to work for reminder of the day 

C5 – NC or AJH to be called to discuss appropriate further action.  

 

11:00am – 11:15am – Break time for Key Worker and Vulnerable students – SLT will dismiss classes 

for this.  SLT and Behaviour Team to supervise.  One group per section of yard once snacks have been 

collected.  Ensure students are observing social distancing in queue (marks on floor). Students need to be 

lined up outside of Music ready for the teacher to collect at end of break. 

12:00pm – 12:25pm – Lunchtime for Key Workers and Vulnerable students – SLT will dismiss classes 

for this.  SLT and Behaviour Team to supervise. Student need to be lined up outside of Music for the teacher 

to collect at end of lunch. 

12:25pm – 1 x Behaviour Team to collect pre-ordered lunches and deliver to the Year 10 classrooms 

12:30pm – 1:00pm – Lunchtime for Year 10 students – SLT and Behaviour Team to supervise. Teachers 

will escort their class to the yard once they have finished their lunch.  Different section of yard per group.  

Students to access the top of the yard only. Students need to be lined up outside of Maths for the teachers to 

collect. 

2:00pm – End of School for Year 10 students – SLT to dismiss, Behaviour Team to support student 

movement. 

3:00pm – End of School for Key Worker and Vulnerable students – SLT to dismiss, Behaviour Team to 

support student movement. 

 

SLT/Behaviour Team do not need to help supervise mindful walks 
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Safeguarding Duty Team Rota 
 

The core safeguarding team will continue to work following the rota below to provide support, advice and 

guidance throughout school opening hours. 

 

 

 

 

 

Safeguarding Contact Details 

 

 

 

 

 

 On Call Priority 2 

Monday  L. Gowland  C.Dixon 

Tuesday A.Gika  C.Martin 

Wednesday N.Pearson  L. Gowland  

Thursday C.Dixon N.Pearson 

Friday C.Martin A.Gika 

Core Safeguarding Team  

Name Role Contact 

Lucy Gowland Designated Safeguarding 

Lead 

07933108620 

gowland.l@acklamgrange.org.uk 

Athena Gika Deputy Designated 

Safeguarding Lead 

07933108622 

gika.a@acklamgrange.org.uk 

Natasha Pearson Deputy Designated 

Safeguarding Lead 

07933108681 

pearson.n@acklamgrange.org.uk 

Cath Dixon Child Protection Officer 07933108678 

dixon.c9@acklamgrange.org.uk 

Claire Martin Student Welfare Officer 07933108679 

martin.c@acklamgrange.org.uk 

Andrea Crawshaw CEO/ Executive Headteacher 07933108731 

crawshaw.a@acklamgrange.org.uk 

Michael Laidler Headteacher 07933108730 

laidler.m@acklamgrange.org.uk 
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Additional Safeguarding Contacts 

 

 

 

 

 

 

 

 

The principles for reporting concerns about students remain the same for staff working in school or 
remotely: 

 Report any concern you have immediately to the on duty team member, do not delay. 

 Log all concerns on CPOMS, but do not rely on this as a method of communication 

 Stay vigilant and don’t be worried to ask or pass on a concern no matter how minor it may seem. 

 

Guidance for staff on usually shared items 

 

Usually Shared Items 

Students 

All students will be provided with a set of equipment for their own use which is stored in a labelled plastic 

bag. This will include a pen, pencil, ruler and rubber and will only be used by that student each day. These 

items remain in school and when not in use are returned to the plastic bag.  

Students will work on paper and computers to avoid accessing resources such as textbooks and exercise 

books.  

Students will sit at a desk and use plastic chairs so all surfaces can be cleaned daily.  

All students will have access to disinfectant spray to clean any work surface as regularly as they wish to and 

will be reminded to at certain times of the day such as before or after break and lunchtime.  

Staff  

Staff are to avoid using soft furnishings e.g. chairs. If using furniture with soft furnishings it must be 

labelled to reflect this, so others to know avoid use. Where possible, plastic classroom chairs are to be used. 

All offices and regularly touched surfaces are cleaned daily with antibacterial/ bleach based products.  

Staff must not bring in their own resources from outside of school to use – all equipment must remain in 

school.  

 

Cleaning of usually shared items 

AGS external cleaning team will ensure that all offices and classrooms are cleaned at the end of each day 

with disinfectant/ bleach based products. This will include door handles, stairways, desks (including 

keyboards and phones) and chairs (where plastic ones are used). 
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Guidance for staff on contractors and visitors 

 

 

Contractors/ Visitors/ Deliveries – when confirmed, this guidance will be available to anyone working in 

the Main Reception.  

Contractors 

External contractors are discouraged from entering the school unless for emergencies (ASD based 

contractors are currently the only exception).  

Emergency and essential contractors are to report to Main Reception and be guided by the Site Team to the 

area of school they need.  

They are to wash their hands in the designated areas/ use hand sanitizer on arrival.  

Once maintenance is complete, the area of the school is cleaned using disinfectant/ bleach based products.  

 

Visitors 

All visitors are to report to Main Reception and are discouraged from entering the main foyer of the school.  

If they need access to the school, they discouraged from making contact with any surfaces. 

They are to wash their hands in the designated areas / use hand sanitizer on arrival.  

Visitors must be dealt with promptly.  

 

Guidance for staff on deliveries  

 

 

Deliveries 

All deliveries are to be made to the Main Entrance (Lodore Grove) and brought into the main school 

reception foyer by the delivery driver.  

Site Team with the correct PPE must then move the delivery to a safer area of the school which will be the 

delivery store and adjacent floor area whilst keeping walkways clear to avoid tripping hazards in Main 

Reception.  

48 hours after delivery main office support must label the order to allow the Site Team to deliver to the 

correct faculty (48 hours to cover cross contamination period). 

Faculties are supplied with disinfectant spray to clean any goods delivered (clean to be carried out by faculty 

leaders or designated faculty staff. Faculty leaders will be informed of deliveries by the finance team. 

 


