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Assessment conducted by:  
A Finch 

Job title: 
Deputy Headteacher 

 Persons Exposed: 

Sign off and oversight of delivery    A Birchall Job title: Headteacher  Staff, students, contractors, 
visitors 

 

Date of 
assessment:  

1st August 2020 
Latest Update 03/03/21 for 
08/03/21 Opening 

Review interval: 
Weekly 

Date of next 
review: 

Update made as necessary 
after weekly reviews 

 

Related documents  

Relevant 
Document
s: 
 

Government guidance: 

Coronavirus (COVID-19) Collection: guidance for schools and other educational settings 
 

 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/964351/Schools_coronavirus_operational_
guidance.pdf 
 
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-
childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe 
 
 
 
 

Risk Matrix 

Risk rating 
High (H), Medium (M), Low (L) 

Likelihood of occurrence 

Probable Possible Remote 

Likely 
impact 

Major: Causes major physical injury, harm or ill-health. H H H 

Severe: Causes physical injury or illness requiring first aid. H M L 

Minor: Causes physical or emotional discomfort. M L L  

 

https://www.gov.uk/government/collections/coronavirus-covid-19-guidance-for-schools-and-other-educational-settings
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/964351/Schools_coronavirus_operational_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/964351/Schools_coronavirus_operational_guidance.pdf


 

 

Areas for concern Risk rating 
prior to action 

(H/M/L) 

Control measures In place? 
(Yes/No) 

Further additional actions where 
necessary 

Residual risk 
rating 

(H/M/L) 

1. Establishing a systematic process of wider opening, including current social distancing guidelines for schools 

1.1 Net capacity 

Available capacity of the 
school is reduced when the 
current social distancing 
guidelines are applied  

H 

Full Opening: 

 The school has 5 clearly identifiable and separate areas of the school; this 
allows the 5 Year Bubbles to remain in a designated area throughout the day 

 Review of spaces to enable safe movement around the site and 
arrangements for delivery of subjects needing specialist rooms 

 Timetable in place- the rooming has been modified so Year Bubbles are 
taught in their own area for the vast majority of time 

 
 
 
 

Y 
 Monitor movement and pupils 

following the guidelines 
 

L 

1.2 Organisation of teaching spaces 

Classroom sizes will not 
allow adequate social 
distancing  

M 

Full Opening: 

 Classrooms re-modelled, with chairs and desks facing forwards as 
mitigations 

 Teacher advised to teach from the front and maintain 2 metres distance from 
pupils if possible 

 Teachers to move around and not stand by any pupil for a significant amount 
of time eg. 15 mins 

 Staff not to be closer than 1metre and face to face with pupils or other staff 

 Clear signage displayed in classrooms promoting social distancing around 
school and where possible in classrooms 

 Pupils are in Year Bubbles following Government guidance 

 Pupils will have a seating plan 

 Lesson planning for indoor lessons will minimise the number of contacts that 
students have, and avoid movement around the classroom 

 Staff and pupils to wear face coverings in classrooms and in all indoor 
spaces 

Y 
 All other non-essential items and 

unused furniture and desks safely 
stored 

L 

Large spaces need to be 
used as classrooms  

L 

Full Opening: 

 Large gatherings prohibited. 

 Design layout and arrangements in place to enable social distancing. For 
example, if an indoor space is required for a break time, identified and 
cleaned as part of the normal cleaning rota.  

 Use of these areas will be limited to Year Bubbles 

 Before and after school care will be in the LRC/A20 and in year zones 

Y 
 Monitor before and after school 

care for capacity 
L 

1.3 Availability of staff and class sizes 



 

 

The number of staff who are 
available is lower than that 
required to teach classes in 
school and operate 
effective home learning 

M 

Full Opening: 

 The health status and availability of every member of staff is known and is 
regularly updated so that deployment can be planned. 

 Full use is made of those staff who are self-isolating or shielding but who are 
well enough to teach lessons online or plan lessons and materials. 

 Flexible and responsive use of teaching assistants and pastoral staff to 
supervise or support classes is in place. 

 Full use is made of Government Covid 19 testing to inform staff deployment. 

 Responsibility of staff, parents and students to report coronavirus symptoms 
leading to isolation, and any confirmed tests of Covid 19. 

 Any ‘absence’ due to illness or other reasons is communicated to school  
 

 

Y 

 Staff information to be regularly 
updated 

 School supporting those staff 
who are identified as “clinically 
vulnerable” or “clinically 
extremely vulnerable”- risk 
assessments for these people 

 Daily staffing is reviewed by AF 

 

L 

1.4 Prioritising provision 

The continued prioritisation 
of vulnerable students and 
the children of critical 
workers will create ‘artificial 
groups’ within schools if 
schools are instructed to 
close 

M 

Full Opening: 

 Remote learning plans are in place when needed 

 Pastoral and SEND support is deployed wherever possible to support 
prioritised pupils online through home contact, differentiation of materials or 
phone support 

 Inclusion team monitoring students not in school and liaising with other 
agencies were necessary. 

 

Y  L 

1.5 The school day 

The start and end of the 
school day create risks of 
breaching social distancing 
guidelines 

 
 
 
 
 

         M 
 
 
 
 
 

 Start and departure times are consistent, but entrances and exits are clearly 
identified to limit contact between pupils  

 The number of entrances and exits to be used is maximised. 

 Bike Sheds available if needed. At all times 1in 1 out. 

 Staff and students are briefed and signage provided to identify which 
entrances, exits and circulation routes to use. 

 A plan is in place for managing the movement of people on arrival to avoid 
groups of people congregating.  

 Floor markings are visible where it is necessary to manage any queuing 
outside rooms 

 Behaviour policy modified  

 Parent pick- ups to occur outside of the school grounds to allow appropriate 
social distancing. 

 Parents of some SEND students to collect from the front car park, and will 
have a pass 

 Taxis to wait in identified car park bays for students. They must not come 
into reception. 
 

Y 

 Entry points and exit points 
identified for each group- ongoing 
monitoring needed 

 Hand washing/sanitiser on arrival 
for all students. Identified areas for 
each group linked to identified toilet 
areas.  
 
 

L 

1.6 Planning movement around the school 



 

 

Movement around the 
school risks breaching 
social distancing guidelines 

 H 

 Current guidance is that mitigations are in place in place of social distancing 

 Staff and students to wear face coverings for movement around school 

 Pupils remain in Year Bubble areas, and staff move between the areas 

 Movement between lessons has been minimised 

 Circulation plans have been reviewed and revised. 

 One-way systems are in place where needed 

 Appropriate signage is in place to clarify circulation routes. 

 Pinch points and bottle necks are identified and managed accordingly. In 
particular, entrances and exits. 

 Entrance and exits identified 

 Movement of students around school is minimised as much as possible, with 
students staying in specific classrooms. 

 Students are regularly briefed regarding expectations 

 Appropriate duty rota and levels of supervision are in place at all times, 
including on the approaches to and from school. 

 Staff to inform SLT of any incidents of non-compliance and home contact 
made 

 Face coverings to be worn in all indoor spaces 

Y   M 

1.7 Curriculum organisation 

Students will have fallen 
behind in their learning 
during school closures and 
achievement gaps will have 
widened 

M 

 Gaps in learning are addressed in teachers’ planning 

 HODs have planned for a modified POS to address gaps in learning. 

 Remote learning plan available for pupils unable to be in school due to being 
Clinically Extremely Vulnerable or isolating, or if partial closure of the school 

 Exam syllabi are covered and supported by revision materials and online 
apps and websites  

 Individual student needs/groupings have appropriate and differentiated 
planning and resources according to their need. 

 Continued updates to staff at school and curriculum level to support planning 
and QA of provision 

 Access to technology by students is monitored and provision of devices and 
data allowances arranged for pupils who need this 

Y 

 Online provision for all year groups 
continually enhanced and 
developed  

 Departments provided plans and 
resources online, and also available 
for printing and posting if required  
 

M/L 

1.8 Staff workspaces 

Staff rooms and offices do 
not allow for observation of 
social distancing guidelines 

M 

 Staff rooms and offices have been reviewed and appropriate configurations 
of furniture and workstations have been put in place to allow for social 
distancing. 

 Staff have been briefed on the use of these rooms. 

 Offices to be ventilated, if able, and cleaned regularly. 

 Staff room and department workrooms allocated and modified to ensure 
better social distancing. 

 Only specific staff will use identified work stations in admin offices 

 Limited number of staff in main office and other offices and workrooms 

 Staff have identified work/refreshment/relaxation areas 

Y 

 Reminders to staff at regularly 
points 

 Monitoring of the provision to 
ensure appropriate 

M/L 



 

 

 Hand sanitisers available in key areas, and individual bottles supplied to all 
staff if requested 

 Staff to clean any hard surfaces they use before leaving 

 Hard surface cleaner is available from site staff 

 Other staff not permitted in the Main Office without permission.  

 Parents/other visitors must maintain 2 m distance in Reception. Visitors are 
not allowed anywhere else within school 

 Staff to ask queries of Main Office staff through the glass doors in Reception 

 Guidance notices displayed on all office areas 

 Face coverings to be worn in buildings when other people are present 

1.9 Managing the school lifecycle 

Limited progress with the 
school’s calendar and 
workplan because of 
COVID-19 measures  

M 

 School calendar has been rationalised and will be modified when needed 

 Senior Leadership Team (SLT) and staff action plans in place  

 School and Faculty development plans reviewed in light of C-19 ongoing 

 On-line Parents’ Evenings have been arranged and a modified assessment 
calendar 
 

Y 

 Ongoing review of calendar and 
development plans and 
modifications needed 
 

L 

Pupils moving on to the 
next phase in their 
education do not feel 
prepared for the transition 

M 

 A plan is in place for pastoral staff to speak with pupils and their parents 
about the next stage in their education and resolve any issues. 

 There is regular and effective liaison with the destination institutions (e.g. 
secondary schools, post-16 providers, universities and apprenticeship 
providers) to assist with pupils’ transition. 

 Regular communications with the parents of incoming pupils are in place, 
including letters, newsletters and online broadcasts. 
 

Ongoing 
Plan  

 Plans created for the Sept 2021 
intake and Year 11 leavers 

L 

1.10 Governance and policy 

Governors are not fully 
informed or involved in 
making key decisions 

M 

 Online meetings are held regularly with Governors/Trustees. 

 Governing/Trust bodies are involved in key decisions on operations. 

 Governors/Trustees are briefed regularly on the latest government guidance 
and its implications for the school. 

 Governors/Trustees receive all parent updates, letters and planning 
documentation  

 Governance/Trustee meeting cycle  

 Normal Headteacher’s/CEO Report and Safeguarding reports published  

Y 

 Communication frequency agreed 
with the Trust and SLT members 
responsible for different facets 
identified. 

L 

1.11 Policy review 



 

 

Existing policies on 
safeguarding, health and 
safety, fire evacuation, 
medical, behaviour, 
attendance and other 
policies are no longer fit for 
purpose in the current 
circumstances 

H 

 All relevant policies to be revised to take account of government guidance 
on social distancing and COVID-19 and its implications for the school. 

 Modifications to Safeguarding, Behaviour, Electronic Information and 
Communication Systems, Fire Safety, Health and Safety, SEND and Medical 
policies to reflect the re-opening challenges. Protocols to be modified. 

 Staff, pupils, parents and governors have been briefed accordingly. 

 Paper and electronic copies used to share protocols with stakeholders 
 

Y 
 All policies to be on website when 

updated and shared with staff 
 

     L 

1.12 Communication strategy  

Key stakeholders are not 
fully informed about 
changes to policies and 
procedures due to COVID-
19, resulting in risks to 
health 

M 

 Communications strategies for the following groups are in place: 
o Staff 
o Students 
o Parents 
o Governors/Trustees 
o Local authority 
o Regional Schools Commissioner 
o Professional associations 

 

Ongoing 

 Regular Headteacher update sent 
to parents. 

 Regular governor and trust updates 

 Edulink and e-mail messages 

 Website updates with all 
correspondence and guidance 

 Staff receive regular updates and 
attendance at an online meeting 
when needed 

 Updated documentation shared 
with staff 

L 

1.13 Staff induction and CPD  

Staff are not trained in new 
procedures, leading to risks 
to health 

H 

 Revised sections of staff handbook is issued to all staff 

 Operational plan shared with all staff 

 Regular reminders for all staff. These will include: 
 
o Infection control 
o Fire safety and evacuation procedures 
o Constructive behaviour management- social distancing 
o Safeguarding 
o Safe staffing ratios 
o Risk management 
o First Aid  
o Electronic Information and Communication Systems 
o Online Learning Policy 

Y 

 All staff reminded of expectations 

 All staff receive copies 
electronically of the documents 
and guidance as it is updated 

L 

New staff are not aware of 
policies and procedures 
prior to starting at the 
school when it reopens 

H 

 Induction programmes are in place for all new staff – either online or in-
school – prior to them starting. 

 The revised staff handbook and guidance is issued to all new staff prior to 
them starting. 

 Full induction for new staff 20/21 

Y 

 On-going induction and support 
for  staff 

 All staff reminded of expectations 

 All staff receive copies 
electronically of the documents 
and guidance 

L 

1.14 Free school meals  



 

 

Pupils eligible for free 
school meals do not receive 
them 

M 

Full Opening: 

 Catering provided in school and will be available for all entitled to FSM 

 

Y 

 Consider approach if another 
lockdown happens and school is 
partially closed, or pupils isolating, 
or for pupils unable to attend school 
who are entitled to FSM 
 

M 

1.15 Risk assessments  

Risks are not 
comprehensively assessed 
in every area of the school 
in light of COVID-19, leading 
to breaches of social 
distancing and hygiene 
guidance. 

M 

Full opening: 

 Risk assessments are updated or undertaken before the school opens and 
mitigation strategies are put in place and communicated to staff: 

 Different areas of the school 

 When pupils enter and leave school  

 During movement around school 

 During break and lunch times (if later phase involves lunch provision 

 SEND 

 Staff Risk assessments  

 Pupil Risk assessments 

 Written guidance produced for all and regularly reminders and updates 
given 

 Subject risk assessments modified for the current situation and latest 
government advice 

 Risk Assessment in place for Lateral Flow Testing, in line with current 
government guidance 

 

 

Y 

 Reviewed regularly 

 All staff receive copies 
electronically as the documents 
and guidance are updated 

 Pupils regularly reminded of 
expectations 

L 

1.16 School transport 

Changes to bus schedules 
as a result of COVID-19 
adversely affect pupils’ 
attendance and punctuality 
and do not align with 
staggered start and 
departure times 

M 

 Students all encouraged to walk or cycle to school.  

 Bike area available and ensures social distancing can occur  

 The details of how pupils will travel to and from school are known prior to 
opening via public buses 

 LA guidance from TfGM used to inform planning for staggered start and 
departure. Further analysis of Merseyside travel also used to inform 
arrangements 

 Mandatory face covering on public transport 

 Parent pick-up away from school entrance 

 Liaison with taxis currently in place for vulnerable students to ensure safe 
practices are being followed. Taxis must park in Visitor section in the Car 
Park and drivers not enter the building 

 Family calls identify transport issues  

Y  

 Communications to parents ensure 
that they are aware of transport 
arrangements, changes, limitations 
and expectations regarding student 
conduct. 
 

L 

2. Investing in safety equipment and health and safety arrangements to limit the spread of COVID-19 



 

 

2.1 Cleaning 

 
Cleaning capacity is 
reduced so that an initial 
deep-clean and ongoing 
cleaning of surfaces are not 
undertaken to the standards 
required 
 

H 

 A change to the current work plan for cleaners in place after liaison with 
Bulloughs 

 An enhanced cleaning plan is agreed and implemented which minimises the 
spread of infection. 

 Site Manager shares all cleaning operation plans and wider school protocols 
with all site staff 

 Operational plan shared with all staff. 

 Clear protocols are in place to ensure all cleaning procedures are adhered 
to.  

 All rooms to be tidy at all times, with a clear desk policy 

Y 

 Staff and students to support with 
cleaning desks when a change of 
person during the day 

 Additional risk assessment from 
Bulloughs to be signed 

M 

2.2 Hygiene and handwashing 

Inadequate supplies of soap 
and hand sanitiser mean 
that pupils and staff do not 
wash their hands with 
sufficient frequency 

M 

 Daily monitoring of handwashing facilities and sanitiser dispensers is 
undertaken Monitoring arrangements are in place to ensure that supplies of 
soap, hand towels and sanitiser are maintained throughout the day. 

 Sanitisers and hand gel are available in all teaching rooms and in public 
spaces including offices and reception areas. 

Y   L 

Pupils forget to wash their 
hands regularly and 
frequently 

H 

 Staff to remind pupils of the need to wash their hands regularly and 
frequently. 

 Students will routinely wash hands prior to entry in designated sink areas 
and guidance issued on: 

o Transmission  
 The virus that causes COVID-19 is mainly transmitted 

through droplets generated when an infected person coughs 
or sneezes 

 COVID-19 can be spread: directly from close contact with an 
infected person (within 2 metres) where respiratory 
secretions can enter the eyes, mouth, nose or airways - this 
risk increases the longer someone has close contact with an 
infected person who has symptoms 

  Secondly, indirectly by touching a surface, object or the 
hand of an infected person that has been contaminated with 
respiratory secretions and then touching one’s own mouth, 
nose, or eyes.  

o Handwashing 
 Handwashing is one of the most important ways of controlling 

the spread of infections, 
 The recommended method is the use of soap, warm water 

and paper towels. 
 Always wash hands after using the toilet, when moving 

around the building before eating or handling food. 
o  Coughing and sneezing  

Y   L 



 

 

 Coughing and sneezing easily spread infections. Children 
and adults should be encouraged to cover their mouth and 
nose with a tissue.  

 Wash hands after using or disposing of tissues 

 Posters and guidance to reinforce the need to wash hands regularly and 
frequently are displayed around the site. 

 All students to wash hands before entering any learning space. 

 Sanitiser available if no immediate washing facilities 

 School leaders monitor the extent to which handwashing is taking place on a 
regular and frequent basis. 

2.3 Clothing/fabric 

Clothing may increase the 
risk of the virus spreading 

M 

 Policies are agreed prior to the school opening on the wearing of uniforms 
by students and business dress by staff to minimise risks 

 Government guidance that normal washing is sufficient. 

 Expectations and guidance from the government are communicated to 
parents. 
 

N 
 No uniform should be loaned out 

to students. 
L 

The use of fabric chairs 
may increase the risk of the 
virus spreading 

M 
 Take fabric chairs out of use, where possible. 

 
N 

 Fabric Chairs minimised  or 
removed from learning places if 
appropriate 

L 

2.4 Testing and managing symptoms 

Testing is not used 
effectively to help manage 
staffing levels and support 
staff wellbeing 

H 

Full opening: 

 Guidance on getting tested has been published and shared with staff.  

 The guidance has been explained to staff as part of the induction process. 

 Post-testing support is available for staff  

 Guidance is included in staff, parent’s and students’ guidance booklets 

 Risk Assessment and plans in place for Lateral Flow Testing, in line with 
current government guidance for the in- school testing from 8/03/21.  

Y 

 Continue to monitor changing 
guidance from the Government 

 Staff who have suspected Covid 19 
symptoms to seek PCR test 

 Students who have suspected 
Covid 19 symptoms suspected to 
seek PCR test to protect staff 

 Guidance sent to parents and staff 
about LFT home testing after the 
initial required tests in school 
 

        M 



 

 

Infection transmission 
within school due to 
staff/students (or members 
of their household) 
displaying symptoms 
 

H 

 Robust collection and monitoring of absence data, including tracking return 
to school dates, is in place. 

 Procedures are in place to deal with any student or staff displaying 
symptoms at school.  This includes the advice to use testing facilities for 
both staff and students and appropriate action, in line with government 
guidance, should the tests prove positive or negative. 

 Students, parents and staff are aware of what steps to take if they, or any 
member of their household, displays symptoms. This includes an 
understanding of the definitions and mitigating actions to take in relation to 
the terms clinically vulnerable and clinically extremely vulnerable should 
these apply. 

 A record of any COVID-19 symptoms in staff or students is collated 
 

Y 

 Monitoring changes in national 
guidance 

 Monitoring overview of infection 
cases in school 

M 

Staff, students and parents 
are not aware of the 
school’s procedures 
(including on self-isolation 
and testing) should anyone 
display symptoms of 
COVID-19 

M 

 Staff, students and parents have received clear communications informing 
them of current government guidance on the actions to take should anyone 
display symptoms of COVID-19 and how this will be implemented in the 
school. 

 This guidance has been explained to staff, parents and students as part of 
the process. 

 Any updates or changes to this guidance are communicated in a timely and 
effective way to all stakeholders. 

Ongoing 
 
 

 Monitor the changing guidance to 
ensure staff and families are clear 
about updates and how to access 
testing as soon as possible. 

 Regular updates to all and 
information on website 

 

L 

Staff, students and parents 
are not aware of the 
school’s procedures should 
there be a confirmed case 
of COVID-19 in the school 

H 

 Staff, pupils and parents have received clear communications informing 
them of current government guidance on confirmed cases of COVID-19 and 
how this will be implemented in the school. 

 This guidance has been explained to staff and pupils as part of the induction 
process. 

 Any updates or changes to this guidance are communicated in a timely and 
effective way to all stakeholders. 

 The school website has all appropriate guidance readily available. 

Ongoing 
 
 

 School letter templates generated, 
ready for when needed  

M 

2.5 First Aid/Designated Safeguarding Leads 

The lack of availability of 
designated First Aiders and 
Designated Safeguarding 
Leads puts children’s safety 
at risk 

H 

 First Aid certificates extended for three months. 

 A programme for training additional staff is in place.  

 Staff rotas clearly identify qualified First Aiders 

 PPE equipment purchased for staff and cleaning staff for use if close 
proximity to people or necessary as per guidance 

 Staff had guidance on social distancing whenever possible 

Y 

 Full list of First Aiders collated in 
school. Designated First Aiders 
always included on staffing rota  

 Staff guidance on use of PPE for 
identified staff 

 A programme for training additional 
staff  
 

M 

2.6 Medical rooms 



 

 

Medical rooms are not 
adequately equipped or 
configured to maintain 
infection control 

H 

 Social distancing provisions are in place  

 Conservatory is for students with suspected COVID-19 whilst collection is 
arranged. Collection routes identified to minimise any contact with people. 

 Procedures are in place for rooms to be cleaned after suspected COVID-19 
cases, along with other affected areas, including toilets. PPE equipment 
available. 

 Staff will be provided with appropriate PPE and are asked to follow 
Government guidelines 

Y 
 
  

  M 

2.7 Communication with parents 

Parents and carers are not 
fully informed of the health 
and safety requirements for 
the reopening of the school 

M 

 As part of the overall communications strategy, parents are kept up to date 

with information, guidance and the school’s expectations regularly using a 

range of communication tools. 

 A COVID-19 section on the school website is created and updated.  

 Parent and student handbooks created. 

 Behaviour policy updated to highlight importance of following procedures. 

Y 

 Parents receive key health and 
safety information including public 
health guidance and school 
procedure should clearly show if 
student/staff show symptoms as 
updates are received 

L 

Parents and carers may not 
fully understand their 
responsibilities should a 
child show symptoms of 
COVID-19 

H 

 Key messages in line with government guidance are reinforced regularly via 
email, text and the school’s website. 

 Key messages provided through correspondence and links to guidance. 

 Revised behaviour policy sent to parents, governors and staff. 

 Students also given guidance of key actions if they feel ill 

Ongoing 
 
 

 All revised documentation shared 
with relevant people 

L 

2.8 Personal Protective Equipment (PPE) 

Provision of PPE for staff 
where required is not in line 
with government guidelines 

H 

 Government guidance on wearing PPE is understood, communicated and 

sufficient PPE has been procured. 

 Those staff required to wear PPE (e.g. SEND intimate care; First Aiders; 

cleaning staff) have been instructed on how to put on and how to remove 

PPE carefully to reduce contamination and also how to dispose of it safely in 

alternative waste provision for clinical waste.   

 Foot operated waste bins purchased for clinical waste   

 
 

Y 

 Staff who are going to work in close 
contact with students e.g. assisting 
with toileting, have access to 
appropriate PPE at all times 
 

M 

3. Maximising social distancing measures 

3.1 Student behaviour 



 

 

Students’ behaviour on 
return to school does not 
comply with social 
distancing guidance 

M 

 Clear messaging to students on the importance and reasons for social 
distancing is reinforced throughout the school day by staff and through 
posters. 

 Staff model social distancing consistently. 

 Parents receive the modified behaviour Policy 

 The movement of students around the school is minimised. Year Bubbles 

 Students are not in peer friendship groups. 

 Large gatherings are forbidden. The only unstructured time is the break and 
lunchtime taken in the designated areas, as per the plan.  

 The school’s behaviour policy has been revised to include compliance with 
social distancing and this has been communicated to staff, students and 
parents. 

 Senior leaders monitor areas where there are breaches of social distancing 
measures and arrangements are reviewed. 

 Messages to parents reinforce the importance of social distancing. 

 Exclusion or internal isolation to be used if students fail to comply. 

 
 

Ongoing 
 

 Students identified that are 
potentially challenging and parental 
contact made. 
 

L 

3.2 Classrooms and teaching spaces 

The size and configuration 
of classrooms and teaching 
spaces does not support 
compliance with social 
distancing measures  

M 

 

 Most furniture not in use has been removed from classrooms and teaching 
spaces  

 Staff and students wear face coverings in classrooms 

 Desks face forward as mitigation 

 Teacher teaches from the front mainly as mitigation 

 Teacher remains at the front and 2m away from students if possible 

 Teacher does not face pupil directly from 1meter or less for 1 minute or more 

 Teacher does not stand in-front of a student, for a significant amount of time 
eg. 15 mins, within 2 metres but keeps moving around the front 

 All sinks cleaned rigorously and designated for handwashing  

 All non- essential items are stored or removed from key learning spaces. 

 Arrangements in classrooms are reviewed regularly. 

 Spaces selected are well ventilated and have appropriate entrance and exit 
points. 

 General resources should not be shared, and pupils bring their own 
equipment 

 Practical subjects have their own risk assessments relating to resources 

y 

 Continual review of learning spaces 
to ensure they are fit for purpose. 
 
 

L 

3.3 Movement in corridors 



 

 

Social distancing guidance 
is breached when pupils 
circulate in corridors 

M 

 Staff and students wear face coverings in classrooms and inside buildings 

 Circulation plans have been reviewed and amended. 

 Circulation routes are clearly marked with appropriate signage. 

 Students line up at designated points prior to entry. Teaching staff and SLT 
to monitor and support. 

 Any pinch points/bottle necks are identified and managed accordingly by 
supporting staff and SLT 

 The movement of students around school is minimised as much as possible. 

 Where possible, students stay in classrooms and staff move around. 

 Students are briefed regularly regarding observing social distancing 
guidance whilst circulating. 

 Students and staff to wear face coverings when moving around public 
spaces 

 Appropriate supervision levels are in place, unless exempt 

 Staff and students wearing face coverings in corridors 

 Increased signage 
 

Y   L 

3.4 Break times 

Pupils may not observe 
social distancing at break 
times 

M 

 Breaks for students in identified areas in Year Bubbles, supervised by staff.  

 Pupils are reminded about social distancing as break times begin. 

 Social distancing signage is in place around the school and in key areas. 

 Supervision levels have been enhanced. 

 Toilets are cleaned throughout the day according to rota- after registration, 
after break, after lunch and at the end of the day 

 Face coverings to be worn indoors  
 

Y   L 

3.5 Lunch times  

Pupils may not observe 
social distancing at lunch 
times 

H 

 Pupils are reminded about social distancing as lunch times begin. 

 Pupils wash their hands before and after eating. 

 Online ordering in place 

 Catering is brought to the pupils in their Year Bubble areas 

 Guidance has been issued to parents and pupils on packed lunches (e.g. the 
use of disposable bags instead of lunch boxes). 

 Pupils to face forward in lunch indoor areas 

 Eating areas are cleaned after lunch 

 Face coverings to be worn indoors  

 
 
 

Ongoing 

  M 

3.6 Toilets 



 

 

Queues for toilets and 
handwashing risk non-
compliance with social 
distancing measures 

H 

 Identified toilets for each Year Bubble 

 Queuing zones for toilets and hand washing have been established and are 
monitored. 

 Floor markings are in place to enable social distancing. 

 Students know that they can only use the toilet one at a time. 

 The toilets are cleaned frequently. 

 Monitoring ensures a constant supply of soap and paper towels. 

 Bins are emptied regularly.  

 Students are reminded regularly on how to wash hands and some are 
identified as needing to be supervised in doing so. 

Y   L 

3.7 Medical Rooms 

The configuration of 
designated medical rooms 
may compromise social 
distancing measures 

M 

 Designated medical rooms with capacity – Conservatory for suspected Covid 
cases 

 Social distancing provisions are in place for designated medical rooms  

 Procedures are in place for designated medical rooms to be cleaned after 
suspected COVID-19 cases, along with other affected areas, including 
toilets. 

Y 
 Monitor capacity 

 
L 

 

Groups of people gather in 
reception (parents, visitors, 
deliveries) which risks 
breaching social distancing 
guidelines 

H 

 Social distancing points are clearly set out, using floor markings, continuing 
outside where necessary. 

 Social distancing guidance is clearly displayed to protect reception staff 
(distance marked on floor from reception desk). 

 Signage for parents will be on the front entrance to the school to prevent any 
entry without permission. 

 Visitors to school are minimised. 

 Any deliveries should be cleared with the site staff   

 All visitors to the site must ring beforehand 

 Waiting area outside for visitors prior to entry. Receptionist to contact SLT to 
see visitors outside or in reception 1 at a time. 

 Arrangements are in place for segregation of visitors. No one attends the 
school without an appointment or pre-calling. 

 Face coverings to be worn in Reception by visitors 

 Visitors complete declaration about well-being and are made aware of the 
school’s procedures in place during this time 
 

Ongoing 

. 

 All possible contacts, such as 
meetings with external people, to 
be held online 
 

L 

3.9 Arrival and departure from school 

Pupils and parents 
congregate at exits and 
entrances, making social 
distancing measures 
difficult to apply 

H 

 The use of available entrances and exits is maximised. 

 Social distancing guidelines are reinforced at entrances and exits through 
signage and floor/ground markings, including external drop-off and pick-up 
points. 

 Slight staggering of classes on departure 

Y   M 



 

 

3.10 Transport 

The use of public and 
school transport by pupils 
poses risks in terms of 
social distancing 

M 

 Guidance is in place for students and parents on how social distancing can 
be observed on public transport. This includes advice on the mandatory use 
of face coverings in force 

 Discussions have been held with the relevant public transport authority and 
with bus companies on how social distancing measures will be applied. 

 Timetable for public buses provided. 

 Students encouraged to walk/cycle to school. 

 Face coverings should be worn on buses 
 

 

Y 
 
 

  M 

3.11 Staff areas 

The configuration of staff 
rooms and offices makes 
compliance with social 
distancing measures 
problematic 

M 

 Reconfiguration of staff rooms, work areas and offices has been undertaken 
prior to the school opening to allow for social distancing between staff. 
.Identified areas for refreshments for staff. 

 Staff refreshment area in Staffroom and around school to be cleaned at 
regular points during the day. 

Y  L 

4. Continuing enhanced protection for children and staff with underlying health conditions 

4.1 Pupils with underlying health issues 

Students with underlying 
health issues or those who 
are shielding are not 
identified and so measures 
have not been put in place 
to protect them 

M 

 Parents have been provided with clear guidance and this is reinforced on a 
regular basis. 

 Parents have been asked to make the school aware of pupils’ underlying 
health conditions and the school has sought to ensure that the appropriate 
guidance has been acted upon. 

 The school, and parents are clear about the definitions and associated 
mitigating strategies relation to people who are classed as clinically 
vulnerable and clinically extremely vulnerable. 

 Schools have a regularly updated register of pupils with underlying health 
conditions. 

Ongoing 

 Ongoing sharing of guidance and 
robust records of student medical 
conditions, shielding or in self-
isolation.  

L 

4.2 Staff with underlying health issues 

Staff with underlying health 
issues or those who are 
shielding are not identified 
and so measures have not 
been put in place to protect 
them 

M 

 

 All members of staff with underlying health issues, those within clinically 
vulnerable groups or who are clinically extremely vulnerable have been 
instructed to make their condition or circumstances known to the school. 
Records are kept of this and regularly updated. 

Ongoing 

 Ongoing sharing of guidance and 
robust records of staff medical 
conditions held by AF and updated 
regularly, and shared with Head 
teacher 

L 



 

 

 Members of staff with underlying health conditions have been asked to seek 
and act on the advice of their GP/consultant/midwife or current government 
advice. 

 Staff are clear about the definitions and associated mitigating strategies 
relation to people who are classed as clinically vulnerable and clinically 
extremely vulnerable. 

 Staff who are classed as Clinically Vulnerable to discuss the generic risk 
assessment for this group with their line managers, alongside the whole 
school risk assessment 

 All staff who are clinically extremely vulnerable put them at increased risk 
from COVID-19 and have an individual risk assessment when in school. 
From 8/03/21 to 31/03/21 these staff to teach/work from home. 

 Current government guidance is being applied and followed. 

4.2 BAME 

Staff and students who are 
BAME 

L 

 Staffing who self-identify in these groups to share any concerns with Line 
Manager 

 Students who are BAME have increased risk from COVD 19 

 Mitigations in place for social distancing, enhanced hygiene in school 
 

Ongoing 
 Reviewed when concerns raised 

 Ongoing monitoring 
 

5. Enhancing mental health support for pupils and staff 

5.1 Mental health concerns – pupils 

Pupils’ mental health has 
been adversely affected 
during the period that the 
school has been closed and 
by the COVID-19 crisis in 
general 

H 

 There are sufficient numbers of trained staff available to support pupils with 
mental health issues. 

 There is access to designated staff for all pupils who wish to talk to someone 
about wellbeing/mental health. 

 Wellbeing/mental health advice is shared with students Resources/websites 
to support the mental health of students are provided.  

 Staff have had online CPD to support this 

Ongoing 

 Phone call home taking place 
through 
pastoral/attendance/Inclusion and 
SLT 

 Planned pastoral support  

L 

5.2 Mental health concerns – staff 

The mental health of staff 
has been adversely affected 
during the period that the 
school has been closed and 
by the COVID-19 crisis in 
general 

M 

 Staff are encouraged to focus on their wellbeing. 

 Line managers are proactive in discussing wellbeing with the staff that they 
manage, including their workload. 

 Staff briefings and emails have included content on wellbeing. 

 Staff have been signposted to useful websites and resources. 

 Opportunities to update the Headteacher  

Y 
 Resources for staff and other adults 

shared via the school website  
L 



 

 

Working from home can 
adversely affect mental 
health 

M 

 Staff working from home due to self-isolation have regular catch-ups with 
line managers. 

 Staff are encouraged to speak regularly with colleagues, take regular breaks 
and exercise. 

 Appropriate work plans have been agreed with support provided where 
necessary. 

 Staff working from home may help provide remote learning for any students 
who need to stay at home. 
 

Y  Reviewed when needed L 

5.3 Bereavement support 

Pupils and staff are grieving 
because of loss of friends 
or family 

M 

 The school has access to trained staff who can deliver bereavement 
counselling and support. 

 Support is requested from other organisations when necessary. 

 Pastoral/ SLT to maintain records of affected families and monitor students 
who may be a cause for concern to plan appropriate support. 

Y 
 Further materials made available 

 
L 

6. Maintaining educational provision for children of key workers and vulnerable children 

6.1 Maintaining provision  

Educational provision must 
still be maintained for 
priority children if the 
school is closed for the 
majority 

M 

Full opening: 

 Current government guidance is being followed  

 Liaison with parents who are key workers and the parents of vulnerable 
children to agree required provision if needed 

 Curriculum provided via Edulink and printed resources 

  Full Remote Learning Plans in place for when needed 

 Pupils at home can access remote delivery via Microsoft TEAMS 

 

Ongoing 
 Monitoring engagement/accessing 

of students in remote lessons 
L 

7. Operational issues 

7.1 Review of fire procedures 

Fire procedures are not 
appropriate to cover new 
arrangements and do not 
comply with the RR(FS)O 
BB100 
 

H 

 Fire procedures have been reviewed and revised where required, due to: 
o Reduced numbers of students/staff 
o Possible absence of fire marshals 
o Social distancing rules during evacuation and at muster points 
o Possible need for additional muster point(s) to enable social 

distancing where possible 

 Staff have been briefed on any new evacuation procedures. 

 Incident controller and fire marshals have been trained and briefed 
appropriately. 

 Physically test the fire alarm system and emergency lights are operational. 

Y 

 Testing done weekly 
 

 All fire checks done weekly 
 

 Ongoing checks for obstructions 

 Students and staff briefed on any 
new evacuation procedures 

 

 

L 



 

 

 Carry out weekly checks of alarms systems, call points and emergency 
lighting. 

 Carry out regular hazard spotting to identify escape route obstructions. 

 Check that all fire doors are operational.  

 Fire drills should continue to be held as normal.  

 Review, update and test individual named Personal Evacuation Plans 

7.2 Managing premises on reopening after lengthy partial closure 

School wider opening after 
partial closure 

M 

 The school site has been cleaned by staff from the cleaning contractors 
Bulloughs 

 Risk assessment by Bulloughs completed 

 All rooms have been tidied and resources put away to facilitate effective 
cleaning 

 School has a clear desk policy and staff have been asked to put books, 
resources, etc away to facilitate cleaning 
 
 

Y 
 Ongoing cleaning process and plan 

following Government guidance  
L 

Legionella Management is 
not compliant with  
Compliance with HSG 274 

M 

 Domestic hot water services 

 This includes calorifiers/direct fired water heaters/sinks/ basins/ showers / 
thermostatic mixing valves. (blended hot water) 

 Continue hot water generation servicing in line with your legionella 
maintenance schedule. 

 Water temperatures must be kept within limits recommended for the control 
of legionella bacteria in water systems. For reference, use the Approved 
Code of Practice and HSG 274. 

 If the hot water system has been left operational, the hot water should be 
circulating as normal and regular checks, in line with guidance, should be 
carried out. Weekly flushing, Monthly water temperature checks, etc. 

 If the hot water system has been isolated or drained down, contact your 
water Hygiene Contractor to check and restart the system 

 Maintain regular weekly flushing regimes of infrequently used outlets, for all 
hot water services. 

Y 
 Site staff maintain rota to ensure 

compliance 
L 

 
 
Statutory Requirement for 
Servicing of plant and 
Equipment. 
Pressure systems 
Passenger Lifts 
Lifting equipment are not 
fulfilled 
 
 

L 

 Thorough Examination & Testing  

 The statutory obligations to TE&T remain in place.  

 All reasonable efforts made to arrange for TE&T to be carried out within the 
statutory time limits. 

Y 

 HSE Guidance Note to Duty 
holders and Inspectors. 
https://www.hse.gov.uk/news/work-
equipment-coronavirus.htm 

L 

Asbestos Management 
procedures are not 
followed. 

L 

 No maintenance or alterations to the building have taken place during the 
closure.   

 Inspect the building before opening to increased number of students. If any 
damage to rooms containing or suspected asbestos material is identified we 
will contact our asbestos consultant for further advice. 

 
 

 L 



 

 

 Plans for any asbestos work to be completed by specialist contractors 

 
The site is poorly ventilated 
and does not comply with  
HSWA 74 
W(HSW)R92 
DoE BB103. 
Building Regulations 
 

M 

 Ventilation of the building and classrooms is important to reduce natural 
pollutants, provide fresh air to enable pupils to stay alert and potentially with 
other hygiene measures reduce the life cycle of the coronavirus. 

 All doors open wherever possible 

 Open windows and doors in classrooms to promote through ventilation. 

Y 

 All Site staff and teaching staff 
reminded of the importance of 
ventilation. 
 

L 

7.3 Contractors working on the school site 

Contractors on-site whilst 
school is in operation may 
pose a risk to social 
distancing and infection 
control 

L 

 Ongoing works and scheduled inspections for schools (e.g. estates related) 
have been designated as essential work by the government and so are set 
to continue. 

 An assessment has been carried out to see if any additional control 
measures are required to keep staff, students and contractors safe. 

 Assurances have been sought from the contractors that all staff attending 
the setting will be in good health (symptom-free) and that contractors have 
procedures in place to ensure effective social distancing is maintained at all 
times.  

 Alternative arrangements have been considered such as using a different 
entrance for contractors and organising classes so that contractors and 
staff/students are kept apart. 

 Social distancing is being maintained throughout any such works and where 
this is not possible arrangements are reviewed. 

 Entrance and departure are monitored by site staff. 

 In addition to arrangements for COVID-19, normal contractor procedures are 
being applied and have been updated in light of COVID-19 (including 
contractor risk assessments and method statements, and contractor 
induction). 

 Face coverings to be worn in public areas 

 

Y 
 

 No contact with students or other 
stakeholders beyond Site staff link. 

 All contractors signed in and out of 
building. Any breaks are taken in 
the car park. 

L 

8. Finance 

8.1 Costs of the school’s response to COVID-19 

The costs of additional 
measures and enhanced 
services to address COVID-
19 when reopening places 
the school in financial 
difficulties 

M 

 Additional cost pressures due to COVID-19 identified and an end-of-year 
forecast which factors them in has been produced. 

 Trust finance team has been consulted to identify potential savings 

 Additional COVID-19 related costs are under monitoring and options for 
reducing costs over time and as guidance changes are under review. 

 Additional sources of income are under exploration. 

Y 

 Ongoing monitoring of additional 
spending monitored regularly 
against savings on staffing, 
resources and utilities 

 Explore if a need to apply for 
additional Government funding due 
to increased costs due to Covid 19  

L 



 

 

 

 

 

 

 

 

 

 The school’s projected financial position has been shared with governors and 
trust. 

 Monthly Budget monitoring taking place with CEO, CFO, Business Manager 
and Chair of Trustees and Chair of Finance 

  

9. Governance 

9.1 Oversight of the governing body 

Lack of governor oversight 
during the COVID-19 crisis 
leads to the school failing 
to meet statutory 
requirements. 

M 

 The Trust/ governing body continues to meet via online platforms. 

 The agendas are structured to ensure all statutory requirements are 
discussed and school leaders are held to account for their implementation. 

 The Headteacher’s report to Trustees/Governors includes content and 
updates on how the school is continuing to meet its statutory obligations in 
addition to covering the school’s response to COVID-19. 

 Regular dialogue with the Chair of Trustees/Governors and those governors 
with designated responsibilities is in place. 

 Minutes of Trust and Governing body meetings are reviewed to ensure that 
they accurately record governors’ oversight and holding leaders to account 
for areas of statutory responsibility. 
 

Y 
 Ongoing communications with Trust 

and Governors calendared and 
minutes shared 

L 

10. Additional site-specific issues and risks 

Settings to add any site-specific issues/arrangements here and ensure mitigation strategies are in place to address them 

Car Parking  M 

 Car Park has a Visitors’ area to allow for Taxis to collect students 

 All staff enter the building through reception and arrive at staggered time. 
Only two people allowed at any time in reception to allow for social 
distancing.  

 Several car parks and entrances to school for staff 

 Parents to park off site 

 Hand sanitisers next to sign in Reception and reminder about face coverings 
 

Y 
 Car Parking and site entrance and 

movement to be reviewed weekly 
L 



 

 

 

 

 



 

 

 

 

 

 



 

 

 

 



 

 



 

 

 



 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 



 

 

 

  



 

  



 

 



 

 



 

 



 

 



 

 

 

Contract Site / Location: Byrchall High BYR01 Document No: 2020.11.23 
Byrchall High R/A 

Carried out by Jason Waddington Review: 25.02.2021                                  

HAZARD IDENTIFIED PERSONS AT 
RISK/POTENTIAL 
HARM 

INITIAL
RISK 

LEVEL* 

EXISTING CONTROL MEASURES FURTHER CONTROL MEASURES / 
ACTIONS 

ACTION BY WHOM? ACTION WHEN? NEW 
RISK 

LEVEL
* 

Operating during this 
period and contracting 
COVID-19 Virus or 
passing it on 

Employees and 
any authorised 
users of the area 

H All employees to use gloves 
always. Follow good hand 
hygiene at every stage (prior to 
putting gloves on, during any 
break and after removing 
them).  
  

Every member of staff has been 
fully briefed to make sure they are 
aware of the hazards and risks and 
understand the rules and 
procedures we have put in place. 
Regular hand washing and avoid 
touching face (with dirty hands), 
mouth, eyes and nose. 

All employees At start of shift 
then throughout 
period on-site 

L 

Contracting COVID-19 
Virus or passing it on 
via contact with other 
users of the site 

Employees and 
any authorised 
users of the area 

H Social Distancing to be always 
adhered to – keeping a distance 
of at least 2 meters from other 
site users. If using a lift only one 
person at a time permitted to 
use, cleaners always operating 
in separate areas. 

Work planned so that social 
distancing can always be 
maintained (staff working in 
different rooms to avoid accidental 
contact) Hands washed regularly 
with soap and water for at least 20 
seconds. Instructed not to touch 
eyes, nose or mouth. All physical 
contact (hugs, handshakes etc.) not 
to be undertaken. Masks to be 
worn at all times when on site. 

All employees At all times L 

Contracting COVID-19 
Virus or passing it on 
via contact with other 
users of the site for all 
cleaners when on site. 

Employees and 
any authorised 
users of the area 

H Due to site occupancy and the 
need for contact points and 
high use areas to be cleaned it is 
not possible to 100% guarantee 
that staff can always keep 2 
meters from all site users 
(students and staff) 

Instructed to always try and keep 
at least 2 meters away from other 
site users and hands washed 
regularly – as an added precaution 
to always wear gloves, face mask 
and full-face shield and to follow 

All Employees At start of shift 
then throughout 
period on-site 

L 



 

 

full safe removal and disinfection 
at the end of each shift 

Failure to follow 
Government policies 
leading to spread of 
virus amongst 
employees and 
anyone they meet 

Employees and 
any authorised 
users of the area 

H We continue to operate 
because the on-site service we 
provide falls into the category 
of essential activities and 
cannot be carried out from 
home. Arrangements reviewed 
daily (gov.uk/coronavirus) 

None of our on-site workforce 
utilised are in the vulnerable or at-
risk categories. Any employees 
who are showing symptoms or if a 
member of their household is, 
must inform their Supervisor and 
stay away from work for the 
recommended duration.  

All employees Immediately on 
receipt of the 
NHS letter or 
when symptoms 
show 

L 

Travel to work – Risk 
of exposure to the 
virus during travel 

Employees, third 
parties, members 
of the public 

H Various means to commute to 
work (outside of work control) 

Public transport to be only used 
when essential. If used avoid 
contact with surfaces, maintain 
distancing and handwash as per 
guidance. Try and select a form of 
travel where distancing can be 
maintained (walking, cycling, or 
traveling in own vehicle with no 
passengers or at a safe distance) 

All employees To and from work 
location 

M 

Personal Protective 
Equipment (PPE) – 
Risk of cross 
contamination 
transmitting infection 

Employees and 
any authorised 
users of the area 

H PPE issued in line with the risk 
assessment and checked prior 
to start of each shift 

PPE to strictly remain PERSONAL to 
the person to whom it was issued. 
Workers to never “borrow” from 
colleagues. 
If PPE may have become 
contaminated it must be bagged 
and Supervisor notified. 
No client owned PPE to be used – if 
offered politely decline 

All employees 
(monitored by Site 
Supervisor) 

Start of each shift L 



 

 

Food & Drink – 
Potential for cross-
infection 

Employees and 
any authorised 
users of the area 

H Workforce should not consume 
beverages or food offered by 
third parties or obtained on site. 

Workforce encouraged to prepare 
any necessary food and drink at 
home and bring in with them to 
avoid the need to visit take-aways 
or canteens and thus remove any 
potential exposure to infection 

All employees Rest breaks L 

Site Meetings in 
Groups increased risk 
of cross contamination 

Employees and 
any authorised 
users of the area 

H All individuals allocated their 
own work cards and no need to 
work in groups or with any 
other individual 

No meetings will take place in large 
groups. All non-essential meetings 
will be postponed or completed by 
other means. 

All employees  Duration of the 
shift 

L 

Shared use of cleaning 
equipment leading to 
contamination and 
potential infection 

Employees H Machinery wiped down and 
sanitised after each use 

Employees to wear gloves when 
using any item of equipment 

All employees Duration of the 
clean 

L 

Contact with 
vulnerable people at 
higher risk of exposure 
to virus 

Employees and 
any authorised 
users of the area 

H Employees briefed on 
consequences of exposure 

Avoid contact with any vulnerable 
people i.e. people over 70 and 
people with other ailments e.g. 
Heart issues, chronic lung disease 
and diabetics. 
Any employee with signs of 
symptoms must not attend work 
and self-isolate and follow 
guidance given by healthcare 
professionals. Any employee in 
vulnerable groups to remain at 
home for 12 weeks or as advised 
by government 

All employees Prior to the start 
of the shift and 
be aware during 
the clean  

L 



 

 

Contamination 
through use of phone 
or IT equipment 

Employees H Use Time Gate on personal 
mobile if at all possible 

Use paper time sheet and 
completed only by the Site 
Supervisor. No pens to be shared. 
Employees instructed not to use 
any client phones or IT equipment. 
Workers instructed not to share 
mobile phones 

All employees and 
managed by the 
Site Supervisor 

Start and end of 
Shift 

L 

Slips, trips and falls 
caused by wet floor 
surface 

Employees and 
any authorised 
users of the area 

M Appropriate footwear to be 
worn within the area whilst 
clean is taking place, any 
spillages or excessive fluid to be 
cleaned up. 

On arrival, warning signs placed 
throughout the area to indicate 
cleaning is taking place and area 
controlled so only authorised 
personnel can gain access whilst 
the clean is taking place. 

Team Leader 
responsible for 
signage throughout 
area and 
operatives to clean 
up any excessive 
fluids or grease as 
the clean is taking 
place 

Prior to 
commencing the 
clean and then 
ongoing through 
clean by the 
Team Leader 

L 

Slips, trips or falls 
caused by electric 
cables 

Employees 
working on the 
clean 

M All employees trained in the 
Safe Systems of Work for using 
floor cleaning machinery 

Only those working on the clean 
permitted into the areas being 
cleaned, cables run along the 
periphery to avoid tripping and 
safety footwear to be worn 

Team Leader to 
authorise when 
electrical 
equipment can be 
used (after the 
units have been 
cleaned) 

Cable routes 
checked by the 
Team Leader 
throughout the 
clean 

L 

Electrocution or 
severed injury from 
electrical equipment 
within the washroom 
(fans, hand dryers, 
light fittings) 

Employees 
working on the 
clean 

M Electrical equipment is turned 
off prior to cleaning taking place 

All equipment turned off. Extreme 
care to be taken when cleaning 
light fittings and/or switches or 
sockets. Sockets to be masked if 
significant moisture is to be applied 

Team Leader to 
confirm with client 
that all items have 
been switched off 
and isolated before 
work can 
commence 

Prior to 
commencing the 
clean 

L 



 

 

Risk of chemical burn 
from the cleaning 
chemicals (including 
toilet descaler) 

Employees 
working on the 
clean 

M COSHH assessments on-site and 
being used goggles to always be 
worn when decanting any 
chemical or using any chemical 
via a spray. 

All operatives to wear gloves when 
using chemicals and all trained on 
safe use and the safe system of 
work. Care and goggles to be worn 
when cleaning ceiling areas and at 
high level and to only spray or wet 
small areas 

All operatives to 
check the condition 
of their PPE, ensure 
it is always worn 
correctly and 
ensure in place  

Prior to the 
commencement 
of the clean and 
throughout 
monitored by the 
Team Leader 

L 

Risk of a Fire on-site Employees and 
any authorised 
users of the site 
(students, 
visitors, and staff) 

H The site is compliant with Fire 
Regulations, a Fire Risk 
Assessment and Evacuation 
plan is in place and updated as 
required 

All employees as part of their 
induction are aware of where the 
Fire Exits are, what the evacuation 
procedure is and what the Fire 
Alarm Sounds like. Fire evacuation 
point is on Astro turf. 

All employees. 
Monitored by 
Team/Leader Site 
Supervisor (who is 
responsible for the 
Fire Register) 

At employee 
induction and 
during all 
employee reviews 

L 

Risk of an injury 
requiring First Aid 
Treatment 

Employees and 
any authorised 
users of the area 
(students, 
visitors, and staff) 

M First Aid Box on-site, fully 
stocked and checked by 
appointed Site First Aid Co-
ordinator 

Site Supervisor, who is First Aid, 
trained available on-site 
throughout the cleaning shift and 
can be contacted by mobile. 

On-Site Cleaning 
Supervisor will deal 
with reporting of 
the accident, 
incident or near 
miss 

At employee 
induction and 
during each 
employee reviews 

L 

Risk of scalding from 
hot water used to 
loosen dirt 

Employees 
working on the 
clean 

M The surfaces of the washroom 
areas all checked as being 
sound. 

Hot cleaning solutions to be 
contained within approved 
containers only 

Each operative 
responsible for the 
cleaning, rinsing 
and drying their 
own work area 

As the clean takes 
place and 
checked by the 
Team Leader 

L 

Risk of items from 
higher level or ceiling 
falling and causing 
injury 

Employees 
working on the 
clean 

M All employees made aware that 
items such as fittings and air 
fresheners may have loose 
screws or bolts so to take care 

Operatives to take care when 
working on the higher areas of the 
washroom (such as cubicle doors, 
air fresheners etc.) and check they 
are secured safely and fixings 
sound 

Team Leader to 
carry out a visual 
inspection and to 
ask client contact if 
they are aware if 
any items may not 
be 100% sound 

On arrival, prior 
to commencing 
the clean 

L 



 

 

Injury from manual 
handling injuries when 
moving items 

Employees 
working on the 
clean 

M The area to be cleaned will be 
clear of all movable 
obstructions 

Operatives trained in safe systems 
of manual handling (keep the back 
straight, not to reach or twist and 
never to attempt to move 
something beyond their capability). 
Standard buckets never to be filled 
over half full and weight to be 
spread evenly. Equipment and 
water never to be carried up or 
down steps (store on same floor or 
use lifts)  

Team Leader to 
advise what items 
are to be moved to 
enable cleaning to 
take place and 
what items will 
remain 

Prior to work 
commencing and 
then monitored 
throughout the 
clean 

L 

Injury from manual 
handling when 
unloading cleaning 
equipment, moving 
items on site and then 
loading or putting 
away 

Employees 
working on the 
clean 

M Access into and out of the 
premises agreed in advance 
with the client. Main Door and 
sign on school system. 

Operatives trained in safe systems 
of manual handling (keep the back 
straight, not to reach or twist and 
never to attempt to move 
something beyond their capability) 

Team Leader to 
agree the safe 
access routes into 
and out of the 
premises and for 
safe disposal of any 
waste 

Prior to work 
commencing and 
then monitored 
throughout the 
clean 

L 

Injury from manual 
handling when 
disposing of waste 

Employees 
working on the 
clean 

M Employees to check in advance 
that the route to the waste area 
is clear and obstruction free 

When disposing of waste adopt 
good manual handling technique 
(keep the back straight, not to over 
reach or twist and never attempt 
to move something beyond their 
capability). If lifting bags always 
use both hands and keep back 
straight.  

All employees When disposing 
of waste 

L 

Risk of cut or 
laceration from 
equipment or items 
being cleaned 

Employees 
working on the 
clean 

M Employees trained and aware 
that items can have sharp edges 
and there are items within 
areas that can be sharp or 
jagged and potentially cause 
injury 

Operatives to wear gloves always 
whilst cleaning and to only clean 
areas that they can clearly see (i.e. 
not reach behind or under fixtures 
or fittings without full protection)  

All employees to 
check their own 
immediate work 
area to see if any 
sharp or jagged 
areas exist 

At the start of the 
work and then 
throughout 

L 



 

 

Risk of impact injury 
colliding with an item 
when cleaning 

Employees 
working on the 
clean 

M Employees trained to be aware 
of their surroundings and to 
plan their work routes.  

All employees trained is Safe 
Systems of Work 

All employees and 
monitored by the 
team leader 

Throughout the 
working shift 

L 

Risk or respiratory 
damage via inhalation 
of chemical fumes 
(mixed chemicals 
producing hazardous 
gasses) 

Employees 
working on the 
clean 

M Approved waste drains 
identified prior to work 
commencing and employees 
trained in safe chemical usage, 
area ventilated as far as 
possible 

Only approved waste drains to be 
used for disposal. All areas 
appropriately flushed with water to 
avoid contamination or chemical 
mixing. WC pans flushed twice, 
water pushed beyond u-bend prior 
to chemical cleaner being added to 
the internal pan only. No bleach 
products permitted on site. 

Team Leader to 
confirm the 
appropriate waste 
drains with the 
client contact 

On arrival at site 
and then 
monitored 
throughout by 
the Team Leader 

L 

Risk or electrocution 
from cleaning 
machinery 

Employees 
working on the 
clean 

M All equipment fully PAT tested All equipment to be checked prior 
to use, all cables and plugs checked 
to make sure they are sound and 
PAT test within date 

Condition to be 
checked 
throughout the 
clean and any 
faults immediately 
reported, and units 
not used until 
repaired and re-
tested 

Monitoring by 
Team Leader 
during the clean 

L 

Risk from injury from 
incorrect use of 
cleaning equipment 
(fall or impact injury) 

Employees 
working on the 
clean and 
authorised users 
of the area 

M Only fully trained employees to 
use items of equipment 

Employees sign at induction that 
they will not use any item of 
equipment they have not been 
fully trained in. All employees 
trained in the only safe systems of 
work they are required to perform 

All employees and 
monitored by the 
Team Leader 

Throughout the 
clean 

L 

Risk of injury tripping 
or falling when moving 
between buildings 

Employees 
working on the 
clean 

M Employees to check their route 
is clear, safe to walk and 
unobstructed with no risks 

Employees instructed not to walk 
anywhere where they do not feel 
the surface is safe to walk on or 
cannot be clearly seen. Be aware 
when entering the school, AS the 
buses at the bottom of the drive 

All employees and 
monitored by the 
Team Leader 

Throughout the 
clean 

L 



 

 

come early, stick to designated 
routes. 

Injury from trip or fall 
when leaving the site 

Employees 
working on the 
clean 

L Entrance and exit doors clearly 
marked 

Operatives to be made aware of 
the relevant Fire Escape and 
entrance and exit procedures.  

Team Leader to go 
through a site 
access and exit 
induction and to 
control all 
employees access 
into and out of the 
building 

On arrival at the 
site induction 

L 

 

Risk of infection due to 
“plume” emitted from 
toilet when flushed if 
toilet lid not put down or 
not in place. 

Employees H If toilet lid is fitted, then it must 
be put down before flushing 

If no toilet lid fitted, then face 
shield to be used to prevent 
“plume” hitting cleaner in the face. 

All employees Duration of the 
clean monitored 
by Site Supervisor 

L 

 

 

The control measures in place are there to protect you, please ensure that you abide by them! We are all responsible for assessing risks so if you see anything that you 

do not feel is right and needs addressing please speak up! 

If you have any questions or you are unsure of any information contained within this risk assessment, please contact your Area Contract Manager either via their mobile 

which is (07960 407961) or if not urgent via e-mail j.waddington@bullough.co.uk  

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I have read the risk assessment, which I fully understand and hereby undertake to adhere to in the interest of my own health and safety and that 

of others who may be affected by my actions. 

 

Signed:____________________________________________   Signed: ________________________________________________ Date:  

 

 

Risk Rating Matrix (likelihood x severity) 

      

0-5 = Low Risk Severity of the potential injury 

6-10 = Moderate Risk Minor injury (minor 
cuts, bruising etc)    

  
1 

Non- reportable injury 
(moderate cuts, burns 

etc)          
 

 2 

Reportable injury 
(fracture, 7 day 

injuries)                       
 

 3 

Major injury (multiple 
& fatal injuries)                             

 
 

4 

11-15 = High Risk 

16-25 = Extremely High Risk  

 
 

Likelihood 
of the 
hazard 

occurring 

 5  Almost Certain 5 10 15 20 

 4  Likely to occur 4 8 12 16 

  3  Possible occurrence 3 6 9 12 

 2  Slight possibility 2 4 6 8 

 1  Extremely unlikely 1 2 3 4 



 

 

 

 



Back To Business – COVID-19 Cleaning and Disinfecting 

 

A responsible level of cleaning – not panic disinfecting  

 

Before your site re-opens fully, your Contract Manager will carry out a new cleaning risk assessment. We need to 
understand who, when, where and how the site will be used so we can implement a safe and appropriate cleaning 
program. 

In almost all cases cleaning will recommence at Level 2 – Heightened prevention: Routine + Limited disinfection. This 
means: 

 

 Increased day time cleaning of high traffic / high risk areas – Areas of human congregation (including, but not 
limited to, offices, conference rooms, canteens/cafeterias, locker rooms and reception areas) and Hygiene 
facilities (including, but not limited to, lavatories/toilets, shower rooms, hand- washing stations) 

 Increased day time cleaning of touch points – door handles, push plates, handrails, dispensers, taps, flush 
handles etc. 

 Routine core cleaning of the whole site with additional disinfection of high traffic / high risk areas and 
disinfection of desk touch points 

  

Cleaning will take place using Diversey Cleaner Disinfectant (EN1276), a multi-purpose hard surface cleaner and 
disinfectant which can be used in spray and wipe or bucket application, to clean all washable surfaces including un-
protected floors. 

Disinfection will take place using Selgiene Ultra (EN14476). Selgiene Ultra is a blend of advanced quaternary 
ammonium biocides and surfactants to produce a broad spectrum of killing power on a wide range of microorganisms 
including bacteria and viruses.  Selgiene Ultra is bleach free and safe to use on all common water washable surfaces. 

 

What Else Are We Doing?  

 Practicing gold standard cross contamination techniques - colour coding equipment so it’s only used in one 
area, using disposable cleaning products (cloths and mops), using linear overlapping wiping techniques to 
clean touch points and hard surfaces, providing additional PPE and promoting regular handwashing (even 
whilst wearing gloves), fixing cleaning areas and stopping team working. 

 Provide staff with sanitising equipment and appropriate additional PPE where necessary  

 Provide regular Toolbox Training for all staff (as guidance and cleaning techniques change) 

 Providing regular employee updates and newsletters detailing the latest government guidance and any 
changes to best cleaning practices. 

 Providing additional equipment so cleaners do not need to share. 

 Encouraging good hand hygiene practices before, during and after work.   

 Keeping ourselves up to date with the latest guidance from Public Health England, The British Institute of 
Cleaning Sciences and the Cleaning and Support Services Association.  

Key Definitions  

 Cleaning – Cleaning removes dirt/pathogens/impurities from a surface. 

 Disinfection – Disinfecting works by using a chemical to ‘kill’ pathogens on a surface. 

 Contact Time – this is the time stated by the manufacturer on how long the chemical is required to be left on 
the surface to kill the required pathogen. This varies between 30 seconds and 15 minutes depending on the 
chemical. 

Level 1. Normal situation: Routine Cleaning 

Level 2. Heightened prevention: Routine + limited disinfection 

Level 3.  COVID-19 is in the area or suspected in building: Enhanced cleaning + professional 
disinfection.  

Level 4. Confirmed infected person in building: Professional disinfection of infected areas 
and traffic path. 

Level 5. Outbreak in the building: High-risk decontamination response 
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 EN14476 – Is the European viricidal standard. To be able to claim effectiveness against COVID-19 the 
product needs to pass EN14476. No disinfectant efficacy test is currently available for COVID-19, therefore no 
products have been tested against this strain of coronavirus (but that doesn’t mean they don’t work). Whilst 
EN14476 certified products have not been tested against the COVID-19 strain of coronavirus they are shown 
to be effective against enveloped viruses (like COVID-19).    

 EN1276 – Is the European bactericidal standard 

 

How Can You Help  

1. Practicing Good hand sanitation is the number one precaution we can all take to reduce the spread of this 
infection (and many others). Hand washing involves five simple and effective steps. 

 Wet your hands with clean, running water (warm or cold), turn off the tap, and apply soap. 

 Lather your hands by rubbing them together with the soap. Lather the backs of your hands, between your 
fingers, and under your nails. 

 Scrub your hands for at least 20 seconds. Need a timer? Hum the “Happy Birthday” song from beginning to 
end twice. 

 Rinse your hands well under clean, running water. 

 Dry your hands using a clean towel or air dry them (thorough drying is vital). 

 

NB: Whilst hand sanitising gels containing at least 70% alcohol have been shown to be effective against COVID-19 for 
them to work effectively your hands must be ‘clean’ (free from dirt dust and grit), they therefore should never replace 
regular handwashing when the facility is available.  

 

2. Keep things tidy and clutter free 

 Remove unnecessary items from your desks and all work areas to allow regular cleaning and disinfecting 
to take place with as little contact or obstruction as possible. 
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Coronavirus Employee Update 13th May 2020 – “Keep Alert” 

The Latest Government Guidance 

 

As we are sure you are aware the Government Guidance has been recently updated but please do not feel 

this marks the imminent lifting of all restrictions and it still remains vitally important that we all abide by the 

common sense rules to make sure we all keep ourselves and others as safe as possible. 

 

Regardless of all other instructions always: 

 Wear gloves when cleaning 

 Follow good hand hygiene at every stage (prior to putting gloves on, 

during any break and after removing them)  

 Avoid contact (with dirty hands) to the face (mouth, eyes or nose)  

 Always adhere to social distancing rules (at least 2 meters). 

 

Should I wear a facemask?  

World Health Organisation (WHO) still say only those who are taking care of a person with suspected COVID-

19 infection should wear face masks. 

 

The Government have stated “Increased mobility means the Government is now advising 

that people should aim to wear a face-covering in enclosed spaces where social distancing 

is not always possible and where they come into contact with others that they do not 

normally meet, for example on public transport or in some shops.  Face-coverings are not 

intended to help the wearer, but to protect against inadvertent transmission of the 

disease to others if you have it asymptomatically”. Therefore, if you do use public 

transport to travel to and from work then the Government is recommending some form 

of face covering is used to prevent you from potentially infecting others without knowing. Our own on-site 

work risk assessments remains there is no requirement to wear face coverings whilst you are at work (but 

always maintain at least 2 meters from others) 

 

What has changed now then? 

The Government Guidance says: 

 The risk of infection in the open air is significantly lower than inside and so people can spend as 

much time as they wish outdoors providing they are not meeting with more than one person from 

outside their household (remaining at least 2 meters apart) 

 People can now exercise outside as many times each day as they wish and can drive to open spaces 

(regardless of the distance involved) 

 All workers who cannot work from home should travel to work if their workplace is open – All those 

who work are contributing taxes that help to pay for the healthcare provision on which the UK 

currently relies. 
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What is the Government’s planned next step? 

The Government Guidance says providing the infection rates continue to fall the intended 2nd step will be 

(this will not be earlier than the 1st of June) 

 Phased return for Primary Schools (Initially Reception, Year 1 and Year 6)  

 Secondary schools and Further Education Colleges should prepare for Year 10 and Year 12 students 

to have maximum face to face time with their teachers 

 Opening of some non-essential retail (this will not include hospitality or personal care) 

 The potential for a household group to move to include one other household (this is currently being 

examined and has not yet been confirmed) 

 

What can we all do? 

The Government Guidance says: 

 Evidence suggests the virus is less likely to be transmitted in well ventilated areas so keep areas well 

ventilated where possible 

 Wash cloths regularly – evidence that the virus can stay on fabrics 

 Keep hands and face as clean as possible. Wash hands regularly using soap and water and dry them 

thoroughly 

 Keep your distance (at least 2 meters) from people outside their household. Transmission is affected 

by both duration and proximity of contact.  

 

If anything changes, we’ll update our guidance accordingly. Stay Safe. 

 

 

 

 

 

 

 



35 
 

 

 





 

 



38 
 

  



39 
 

 

 



40 
 

 

 



41 
 

 

 



 

 



43 
 

 

 



44 
 

 

 

 

 



45 
 

 



46 
 

 

 



47 
 

 

 Risk Assessment 

RA-C19 COVID-19 

Unit Address Byrchall High School 

Risk Assessment 
Completed 

Date 25.02.21 Signed 

1st review (+3mo) 
Date Signed 

2nd review (+6mo) 
Date Signed 

3rd review (+9mo) 
Date Signed 

Note - Risk assessments must be reviewed quarterly, whenever there is a significant change in the activity, and following any incident 

involving the activity. Risk assessments must be retained for a period of 6 years. 

Step 1 - Workplace Safety Hazards 

What are the 
hazards? 

Who might be 
harmed? 

How might they 
be harmed? 

What are you already doing to control the risks? 
Delete those not applicable 

Transmission 
of COVID-19 
virus 

Staff, contractors, 
customers, 
public, delivery 
operatives 

Exposure to 
COVID-19 virus 
in exhaled breath 

 

Remind team to comply with site entry rules i.e. hand 
washing, 2m rule at entrances etc. 

Follow site rules regarding fitness to work testing, wearing 
of PPE and following site pedestrian routes 

Ensure only one team member uses restricted space areas 
such as changing rooms, stores, fridges, freezers, plant 
rooms, riser cupboards, control rooms etc to comply with 
the 2m rule.  

Safe working zones marked within kitchen, food 
preparation and servery areas for tasks and team 
members allocated work zones. 

Ensure only one team member enters zone i.e. hot food 
service, cold food service, till area at a time and complies 
with the 2m rule when preparing food. 

Utilise a daily planner to spread out food production 
throughout the full working shift and allocate specific 
timeframes which colleagues can be assigned to. 

If 2m distancing cannot be achieved look to provide 
physical guard screens or barriers to segregate working 
areas or protect exposed working locations e.g. till points 
or service points 

For smaller kitchen environments consider a production 
flow operation whereby colleagues can enter an area, work 
on a task and then pass it on to the next person in the 
chain 

Floor markings used to ensure 2m separation where there 
might be queuing e.g. till points, reception areas, security 
gates 

Remind staff and customers on a daily basis of the 
importance of social distancing. Use posters and other 
signage to reinforce the rules 

Management checks in place to ensure adherence to 2m 
rule. 

Amended first aid procedures to reduce exposure. 

Cleaning and maintenance activities only happening when 
areas are vacated by building users where possible 

Contractor induction processes amended to advise of site 
social distancing procedures 

  

What are the 
hazards? 

Who might be 
harmed? 

How might they 
be harmed? 

What are you already doing to control the risks? 
Delete those not applicable 

Cont. Cont. 

 

Person to person 
contact 

Direct person to person contact is avoided wherever 
possible 

Hand washing facilities with soap and hot water in place. 

Employees reminded on a regular basis to wash their 
hands for 20 seconds with warm water and soap.  
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Employees reminded to catch coughs and sneezes in 
tissues – Follow Catch it, Bin it, Kill it and to avoid touching 
face, eyes, nose or mouth with unclean hands.  

Display Compass posters in prominent areas.  

Contactless or chip & pin transaction payments preferred 
wherever possible as oppose to handling cash. 

Amended first aid procedures to reduce exposure. 

Transfer of 
COVID-19 virus 
by handling 
contact surfaces 

Frequent cleaning and disinfecting objects and surfaces 
that are touched regularly particularly in areas of high use 
using Ecolab Pro 20 / EL 75 or EL76/76 and methods. 

Daily checks carried out by managers to ensure that the 
necessary procedures are being followed. 

Disposable gloves are worn for food service tasks and till 
point operation. Where wearing of gloves is required for 
other tasks, team members reminded to wash hands 
frequently and always when gloves are changed. 

Goods removed from outer packaging i.e. cardboard, 
shrink-wrap as soon as possible after delivery. 

Disposable gloves worn when tools, equipment and 
vehicles are shared by different operatives 

Tools and equipment are cleaned and sanitised after use 

Touch points are frequently cleaned and sanitised e.g. key 
pads, doors plates, door handles, keyboards, CCTV 
controls, alarm panels, trolleys, tools, delivery vehicle 
controls 

Other: 

 

 

 

 

 

 

   

 

Step 2 – Procedures in Place 

What are you already doing? Tick the supporting processes in place. 

Way Back Reopening Guide  Social Distancing Guidance  

Re-Opening HSE Checklist  Social Distancing Checklist  

PPE & Equipment Guide  Social Distancing Training Record Card  

Social Distancing Posters  Social Distancing floor markings  

Aseptopol Cleaning Task Card  Oasis Pro20 Cleaning Task Card  

First Aid Procedures    

 

Note - If 2m social distancing cannot effectively be maintained then additional measures should be implemented and recorded in Step 3. 
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Step 3 - Additional Measures 

Do you need to do anything else to control this risk?  
Are there any additional client or local site requirements? 

Additional Actions Required 
Action by 

who? 
Action by 

when? 
Done 

Face masks to be worn at all times when walking 
around the building 

All Immediate Yes 

 
   

    

    

    

    

    

    

    

    

 

 

 

 

 

 

 

 

 

 

 

 

 





Risk Assessment



 

 

 

Why is this document needed: Public Health England and the Health and Safety Executive require this documentation to ensure end to end health, safety and 

infection control risks for mass lateral flow testing are identified, pre-assessed, managed and monitored regularly by the site owners and testing operators 

 

Assessment Date  

07/01/2021 

Updated 

25/02/21 

Lead Assessor Angela Finch Contract  Assessment Number 1 

Activity / Task 

Description of task / process 

/ environment being 

assessed 

General and clinical activities on the asymptomatic testing site at Byrchall High School 

Activities Involved Traversing the site on foot 

Testing school staff and pupils  
Location A15 

Who Might be affected 
Employee 

✔ 

Client 

✔ 

Contractor 

✔ 

Visitor 

✔ 

Service User 

✔ 

 

 

 

 

 

 

 

 

Hazard Identification and evaluation 
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No Hazards Associated risks Current Control/ Mitigation Measures 

Risk Evaluation (post 

measures) 

Additional 

control needed?  

Action No 

Probability Severity Risk  

1 

Contact between 

subjects 

increasing the risk 

of transmission of 

COVID19 

Transmission of the virus 

leading to ill health or potential 

death 

  

 Asymptomatic: All subjects are to be advised in advance not to attend if they 
have any symptoms of COVID 19, or live with someone who is showing 
symptoms of COVID 19 (including a fever and/or new persistent cough) or if 
they have returned within 14 days from a part of the world affected by the virus 
or have been in close contact with someone who is displaying symptoms. 

 Face masks: Prominent signage reminding attending subjects of the above to 
be displayed at the entrance to the building. 

 Face coverings/masks to be worn by subjects at all times whilst on the premises 
except for brief lowering at time of swabbing. 

 Requirement to wear face covering/mask to be reminded to all subjects in 
advance at time of test booking. 

 Compliance with wearing of face covering/mask of all subjects to be visually 
checked on arrival by reception / security staff. 

 Compliance with wearing of face covering/mask of all subjects to be visually 
checked through building by queue managers and all other staff. 

 Hand hygiene: All subjects to use hand sanitiser provided on arrival & 
adherence to this enforced by reception staff. 

 Social distancing: Two metre social distancing to be maintained between 
subjects with measured floor markings in place to ensure compliance in addition 
to verbal reminders if necessary from reception, queue management & sampling 
staff. 

 A one-way flow of subjects through the building is to be initiated and maintained 
at all times. Compliance with this is to be ensured by queue management staff. 

 Cleaning: Regular cleaning of the site including wipe down of all potential 
touchpoints in accordance with PHE guidance. 

 Limited clutter-chairs only on request; no physical handing of documents to 
subjects except barcodes and PCR test kits for first 200 subjects 

1 4 4  

2 

Contact between 

subjects and staff 

increasing the risk 

of transmission of 

COVID19 : 

Welcome & 

registration 

Transmission of the virus 

leading to ill health or potential 

death 

 Plastic protection screens in place at the registration desk and swabbing 

desk  

 Plastic protections screen protecting all staff providing the service in the 

testing process 

 One dedicated cleaner in the room at all times to clean after a change of 

user 

 Additional cleaning at the end of each day 

 Staff trained in hygiene measure and the requirements in the testing room 

 Identified cleaning procedures for each stage in the process 

1 4 4  

3 

Contact between 

subject and 

sampler increasing 

the transmission of 

Transmission of the virus 

leading to ill health or potential 

death 

 Plastic protection screens in place at swabbing desk  

 Plastic protections screen protecting all staff providing the service in the 

testing process 

 Cleaner available  

1 4 4  
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COVID19: Sample 

taking 

 Additional cleaning at the end of each day 

 Staff trained in hygiene measure and the requirements in the testing room 

 Identified cleaning procedures for each stage in the process 

 Weekly testing for testing site staff 

 

4 

Contact between 

sample and test 

centre runner 

increasing the 

transmission of 

COVID19: Sample 

transport 

Transmission of the virus 

leading to ill health or potential 

death 

 Plastic protection screens in place at swabbing desk  

 Plastic protections screen protecting all staff providing the service in the 

testing process 

 One dedicated cleaner in the room at all times to clean after a change of 

user 

 Additional cleaning at the end of each day 

 Staff trained in hygiene measure and the requirements in the testing room 

 Identified cleaning procedures for each stage in the process 

 Test site staff in PPE 

 Weekly testing for testing site staff 

  

1 4 4  

5 

Contact between 

samples and 

sample testers 

increasing the 

transmission of 

COVID19: Sample 

processing & 

analysis. 

Transmission of the virus 

leading to ill health or potential 

death 

 Staff trained in hygiene measure and the requirements in the testing room 

 All staff completed the training programme 

 Identified cleaning procedures for each stage in the process 

 Test site staff in PPE 

 One dedicated cleaner in the room at all times to clean after a change of 

user 

 Additional cleaning at the end of each day 

 Weekly testing for testing site staff 

 Over sight of health and safety by a trained Team Leader 

  

1 4 4  

6 

Contact between 

samples and 

sample testers 

increasing the 

transmission of 

COVID19: Sample 

disposal and 

waste disposal 

Transmission of the virus 

leading to ill health or potential 

death 

 Staff trained in hygiene measure and the requirements in the testing room 

 All staff completed the training programme 

 Identified cleaning procedures for each stage in the process 

 Test site staff in PPE 

 One dedicated cleaner in the room at all times to clean after a change of user 

 Additional cleaning at the end of each day 

 Weekly testing for testing site staff 

 Specific medical bags and specialist medical disposal bags provided for the 

specific purposes 

 Specialist medical waste removal arranged from site 

 Over sight of health and safety by a trained Team Leader 

 

1 4 4  

7 
Incorrect result 

communication 

Wrong samples or miscoding of 

results 

 2 identical barcodes are provided to subject at check in 

 The subject registers their details to a unique ID barcode before conducting the 
test 

 Barcodes are attached by trained staff at the sample collection bay 

2 4 4  
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Barcodes are checked for congruence at the analysis station 1  and applied to 

Lateral Flow Device at this station 

 School records in addition to the online records to NHS 

 

 

 

8 

Damaged 

barcode, lost LFD, 

failed scan of 

barcode 

Orphaned record on registration 

portal & No result 

communicated to individual 

 Rule based recall of subjects who have not received a result within 2 hrs of 
registration 

 Subjects are called for a retest  

1 2 4  

9 

Extraction solution 

which comes with 

the lab test kit 

contains the 

following 

components:  

NA2HPO4   

(disodium 

hydrogen 

phosphate), 

NaH2PO4 (sodium 

phosphate 

monobasic),  NaCl 

(Sodium Chloride) 

These components do not have 

any hazard labels associated 

with them, and the manufacturer 

states that there are no hazards 

anticipated under conditions of 

use as described in other 

product literature. This is the 

case for exposure to: eye, skin, 

inhalation, ingestion, chronic 

toxicity, reproductive and 

developmental toxicity, 

carcinogenicity, and medical 

conditions aggravated by 

exposure. 

 PPE: nitrile gloves which meet the Regulation (EU) 2016/425 to be used at all 
times when handling the extraction solution. Safety glasses with side shields 
which are tested and approved under appropriate government standards to be 
worn at all times when handling the extraction solution. Impervious clothing to 
be worn to protect the body from splashes or spillages. 

 Environmental: do not let product enter drains 

 Spillages: wipe surfaces which the solution has been spilt on and dispose of 
cleaning material in line with the lab's waste disposal procedures 

 Cleaner in the room at all times 

 Full cleaning at the end of the day 
 

 Do not use if the solution has expired 

 Training to be provided in handling potentially biohazardous samples, chemicals 
and good lab practice. Adhere to guidelines in these training procedures to 
prevent improper handling. 

 Follow procedures on the MSDS form provided by Innova to mitigate against 
inhalation, skin contact or ingestion of these chemicals. 

2 4 4  

10 
Occupational 

illness or injury 
 

 Normal school procedures in place 

  
1 2 4  

11 
Manual handling  

  No manual handling identified 
1 2 4  

12 

Unauthorised 

access by 

members of the 

public  

 
 Secure school site 1 3 4  

13 

Uneven surfaces 

(floor protection in 

the Testing and 

Welfare areas) 

 

  Even floor in place 1 2 4  

14 Stairs to / from 

sample processing  
 

 None on entry 

 Normal school procedures in place 

1 2 4  
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/ registration area 

and welfare space 
  

15 
Inclement weather 

  School procedures in place 1 2 4  

16 

Electrical safety / 

plant & equipment 

maintenance  

 

Defective electrical 

equipment 

 
 School monitoring of electrical safety in place 1 2 4  

17 
Use of shared 

equipment 
 

 No shared equipment in process at the start of each testing session 

 Full cleaning between testing sessions 
1 3 4  

18 
Incorrect result 

communication 

Wrong samples or miscoding of 

results 

 2 identical barcodes are provided to subject at check in 

 The subject registers their details to a unique ID barcode before conducting the 
test 

 Barcodes are attached by trained staff at the sample collection bay 
Barcodes are checked for congruence at the analysis station 1  and applied to 

Lateral Flow Device at this station 

2 4 4  

19 

Damaged 

barcode, lost LFD, 

failed scan of 

barcode 

Orphaned record on registration 

portal & No result 

communicated to individual 

 Rule based recall of subjects who have not received a result within x hrs of 
registration 

 Subjects are called for a retest  

1 2 4  

20 

Extraction solution 

which comes with 

the lab test kit 

contains the 

following 

components:  

NA2HPO4   

(disodium 

hydrogen 

phosphate), 

NaH2PO4 (sodium 

phosphate 

monobasic),  NaCl 

(Sodium Chloride) 

These components do not have 

any hazard labels associated 

with them, and the manufacturer 

states that there are no hazards 

anticipated under conditions of 

use as described in other 

product literature. This is the 

case for exposure to: eye, skin, 

inhalation, ingestion, chronic 

toxicity, reproductive and 

developmental toxicity, 

carcinogenicity, and medical 

conditions aggravated by 

exposure. 

 PPE: nitrile gloves which meet the Regulation (EU) 2016/425 to be used at all 
times when handling the extraction solution. Safety glasses with side shields 
which are tested and approved under appropriate government standards to be 
worn at all times when handling the extraction solution. Impervious clothing to 
be worn to protect the body from splashes or spillages. 

 Environmental: do not let product enter drains 

 Spillages: wipe surfaces which the solution has been spilt on and dispose of 
cleaning material in line with the lab's waste disposal procedures 

 

 Do not use if the solution has expired 

 Training to be provided in handling potentially biohazardous samples, chemicals 
and good lab practice. Adhere to guidelines in these training procedures to 
prevent improper handling. 

 Follow procedures on the MSDS form provided by Innova to mitigate against 
inhalation, skin contact or ingestion of these chemicals. 

2 4 4  
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Control Improvements 

Action No Recommended additional control measures Responsibility 
Target 

Date 
Date completed 

1 Content of the risk assessment to be communicated with all workers as part of induction  
Covid 

Coordinator 
  

2 
Toolbox talks to be delivered to all workers on a regular basis including slips trips falls and 

complacency  
Team Leader   

     

     

     

 

 

Additional Notes 

 

 

 

Risk Evaluation          

                                                      

  

 

 

 

 

 

Severity 

Negligible 
Minor 
Moderate 
Major 
Critical  

 

Risk control 

strategies 

 
Intolerable – stop activity, take 

immediate action to reduce the risk 

Substantial - Take action within an 

agreed period 

Tolerable – monitor the situation 

Trivial – No action required 

 

 Likelihood 

Rare, will probably never happen/recur 
Unlikely, do not expect it to happen, but is 

possible 
Possible, Might happen 
Likely, will probably happen 
Almost Certain, will undoubtedly happen 
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Declaration - If the above control measures are implemented the risks posed by the task / process / environment assessed will be controlled to as low as is   reasonably practicable. 

Persons involved in assessment Angela Finch  and Nathan Jones 

Signature of Lead Assessor  Date 
07/01/2021 

25/02/2021 

 

 

Reviews – this assessment should be reviewed at intervals no greater than 12 months or when there are changes in operational procedure, personnel, the work environment or 

following an incident 

Review 

date 
Comments 

Reviewed 

by 
Signature  

Review 

date 
Comments 

Reviewed 

by 
Signature 

         

         

         

         

 



Byrchall High School – COVID-19 Testing Privacy Statement 

 

 

 

Ownership of the Personal Data  

To enable the Covid-19 testing to be completed at Byrchall High School, we need to process 

personal data for staff and pupils taking part, including sharing of personal data where we have a 

legal obligation.  Byrchall High School is the Data Controller for the data required for processing 

the tests and undertaking any actions which are needed by the school / college to ensure we meet 

our public health and safeguarding legal obligations.  

[Personal data relating to tests for pupils [Section 175 of the Education Act 2002 for maintained 

schools OR paragraph 7 of the Schedule to the Education (Independent School Standards) 

Regulations 2014 applicable to academies OR paragraphs 3 and 14 of the Schedule to the Non-

Maintained Special Schools (England) Regulations 2015 applicable to Non-Maintained Special 

Schools.]  

[Personal Data relating to staff is processed under the legitimate interest of data controller to 

ensure we can minimise the spread of COVID in a timely manner and enable us to continue to 

deliver education services safely and securely]. 

[The following paragraph is relevant to both pupils and staff taking tests] 

If you decline a test, we record your decision under the legitimate interest of school in order to 

have a record of your decisions and to reduce unnecessary contact with you regarding testing. 

The processing of special category personal data is processed under the provisions Section 9.2(i) 

of GDPR, where it is in the public interest on Public Health Grounds. This data is processed under 

the obligations set out in Public Health legislation (Regulations 3(1) and (4) of the Health Service 

(Control of Patient Information) Regulations 2002 (COPI)) which allows the sharing of data for 

COVID related purposes and where it is carried out by [a health care professional OR someone 

who owes an equivalent duty of confidentiality to that data] 
 

Data Controllership is then passed to the Department for Health and Social Care (DHSC) for all 

data that we transfer about you and your test results to them. For more information about what 

they do with your data please see the Test and Trace Privacy Notice. The establishment remains 

the Data Controller for the data we retain about you. 

Personal Data involved in the process 

We use the following information to help us manage and process the tests: 

 Name 

 Date of birth (and year group) 

 Gender 

 Ethnicity 

 Home postcode 

 Email address 

 Mobile number 

 Unique barcode assigned to each individual test and which will become the primary 

reference number for the tests 

 Test result 

https://contact-tracing.phe.gov.uk/help/privacy-notice
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 Parent/guardians contact details (if required) 

 

We will only use information that is collected directly from you specifically for the purpose of the 

tests, even if you have previously provided us with this information. 

How we store your personal information 

The information will only be stored securely on local spreadsheets in school/college whilst it is 

needed.  It will also be entered directly onto DHSC digital services for the NHS Test and Trace 

purposes.   Schools/colleges will not have access to the information on the digital service once it 

has been entered. 

Processing of Personal Data Relating to Positive test results  

The member of staff, pupil, student or parent (depending on contact details provided) will be 

informed of the result by the school/college and advised how to book a confirmatory test.  

We will use this information to enact their own COVID isolation processes without telling anyone 

who it is that has received the positive test. 

The information will be transferred to DHSC, who will share this with the NHS, GPs. PHE and the 

Local Government will use this information for wider test and trace activities as well as statistical 

and research purposes. 

This information is processed and shared under obligations set out in Public Health legislation 

under Regulations 3(1) and (4) of the Health Service (Control of Patient Information) Regulations 

2002 (COPI) which allows the sharing of data for COVID related purposes.  

This information will be kept by the school/college for up to 14 days and by the NHS for 8 years. 

Processing of Personal Data Relating to Negative test results  

We will record a negative result and the information transferred to DHSC, NHS. PHE and the 

Local Government who will use the information for statistical and research purposes. 

This information is processed and shared under obligations set out in Public Health legislation 

under Regulations 3(1) and (4) of the Health Service (Control of Patient Information) Regulations 

2002 (COPI) which allows the sharing of data for COVID related purposes.  

This information will be kept by the school/college for up to 14 days and by the NHS for 8 years. 

Processing of Personal Data relating to declining a test 

We will record that you have declined to participate in a test and this information will not be shared 

with anyone. 

Data Sharing Partners 

The personal data associated with test results will be shared with  

 DHSC, NHS, PHE – to ensure that they can undertake the necessary Test and Trace 

activities and to conduct research and compile statistic about Coronavirus. 

 Your GP – to maintain your medical records and to offer support and guidance as 

necessary 

 Local Government to undertake local public health duties and to record and analyse local 

spreads. 
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Your Rights 

Under data protection law, you have rights including: 

Your right of access - You have the right to ask us for copies of your personal information.  

Your right to rectification - You have the right to ask us to rectify personal information you think 

is inaccurate. You also have the right to ask us to complete information you think is incomplete.  

Your right to erasure - You have the right to ask us to erase your personal information in certain 

circumstances.  

Your right to restriction of processing - You have the right to ask us to restrict the processing of 

your personal information in certain circumstances.  

Your right to object to processing - You have the the right to object to the processing of your 

personal information in certain circumstances. 

Your right to data portability - You have the right to ask that we transfer the personal information 

you gave us to another organisation, or to you, in certain circumstances. 

You are not required to pay any charge for exercising your rights. If you make a request, we have 

one month to respond to you. 

If you wish to make a request please contact:  

Mrs A D Finch 
Byrchall High School  
Warrington Road 
Ashton-in-Makerfield 
Wigan WN4 9PQ 
Tel 01942 728221 
 
How to complain 

If you have any concerns about our use of your personal information, you can make a complaint to 

us: 

Mrs A D Finch 
Byrchall High School 
Warrington Road 
Ashton-in-Makerfield 
Wigan WN4 9PQ 
Tel 01942 728221 
 
You can also complain to the ICO if you are unhappy with how we have used your data. 

Information Commissioner’s Office 

Wycliffe House 
Water Lane 
Wilmslow 
Cheshire 
SK9 5AF 
Helpline number: 0303 123 111







 


