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Part 1: Contextual Information
This document outlines the context, planning and risk assessment for the opening of Hampton College Secondary Phase
to the children of critical workers and vulnerable children (CWVC), following the announcement of a third national
lockdown by the Prime Minister on Monday 4th January 2021, and reflects the change that only some students will be
attending on site. It complements the previous work done following the periods of school closure from Friday 20 March
2020, partial reopening to Years 10 and 12 from Monday 15 June 2020 and full reopening in September 2020.

Context / Background

In January 2021, the government updated its guidance regarding the restricted attendance to school during the national
lockdown. This guidance adds to that published in August 2020 in preparation to the full opening of schools in
September 2020 and includes public health advice on how to minimise the risks of transmission of Covid-19 in education
settings.
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/950510/School_na
tional_restrictions_guidance.pdf
The public health advice in the guidance makes up a ‘system of controls’, endorsed by PHE and builds on the protective
measures used throughout the COVID-19 outbreak. When used in conjunction with a revised risk assessment, the
measures create a safer environment for students and staff where the risk of transmission of infection are reduced. The
protective measures include:
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-

A requirement that people stay at home if they
• are ill with virus symptoms
• have tested positive, even if asymptomatic
• have been advised by NHS Test and Trace to do so
• are household members of a positive case, even if that case is asymptomatic
• are required to self-isolate for travel-related reasons
Where recommended, the use of face coverings
Robust hand and respiratory hygiene
Enhanced cleaning arrangements
Active engagement with NHS Test and Trace
Formal consideration of how to reduce contacts and maximise distancing between those in school wherever
possible and minimise potential for contamination so far as reasonably practicable

It is acknowledged that how contacts are reduced depends on the school’s circumstances and will (as much as possible)
include:
- Grouping children together
- Avoiding contact between groups
- Arranging classrooms with forward facing desks
- Staff and students maintaining distance from students and other staff as much as possible.
With fewer students and staff on site, using our established protocols and experience, guidance from the UK Government,
the Department for Education and Peterborough Local Authority, we have developed our plan ensuring that our key
priority and fundamental non-negotiable is the safety and welfare of students, staff and the wider school communities.
Our plan for reopening: the
HAT way

Step 1 – Preparing the site
Throughout all phases of opening, the Core SLT teams at all schools within Hampton Academies Trust (HAT) have liaised
with the Site Manager and Site Team to ensure that all sites are ready to accommodate the required numbers of
students and staff on the school site. This risk assessment sets out steps that have been taken already, and actions to
follow, to ensure that the site is as safe as possible. It should be noted that HCSP has not been closed since March 20th
2020, when schools were closed, and therefore the regular building maintenance checks have been ongoing throughout
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the lockdown and partial reopening period, this includes ensuring that safety equipment within the building is in good
order and building services are fully operational. The site has been cleaned thoroughly and cleaning and hygiene
procedures and practices exist to ensure that rigorous cleaning remains in place. This includes having a team of available
cleaning staff throughout the day, and training to ensure that all staff are fully aware of their responsibilities for cleaning
and hygiene.
We held training for all staff on the training days (1 and 2 September 2020) to update staff on the changes to the
previous risk assessment ahead of welcoming all of our students and subsequently provided updates by email. All HCSP
staff will be notified by email of any modifications made with fewer students in school. The students in school, children
of critical workers or vulnerable children (CWVC group), will be reminded of the systems and expectations on a weekly
basis.
The risk assessment also sets out the practical measures that will be in place to reduce contact around school, promote
the principles of social distancing where possible, and ensure that safety is paramount for all. The government guidance
for this is included in the first objective of Part 2 of this risk assessment.
Step 2 – Reviewing staff for availability in school
The HAT Human Resources team (HR), in consultation with the Trust SLT and Heads of School have conducted a review of
secondary staff members who were previously classed as clinically extremely vulnerable (CEV) or clinically vulnerable
(CV) to ensure that all individual medical advice is followed. Staff classed at CEV have already been advised not to attend
the workplace and have been provided with support to enable them to work from home.
Individual members of staff who are clinically vulnerable, will continue to work with the HR team to ensure that when
they are required to work in school, appropriate measures and individual risk assessments, where appropriate, are in
place. Pregnant staff are considered to be in the clinically vulnerable category.
The guidance is constantly being updated as more information about risk factors becomes available. Staff are asked to
update HR if they feel they may have increased vulnerability. Currently five risk factors need to be considered: age,
gender, underlying health conditions, ethnicity and pregnancy.
In the event of staff absence occurring, HCSP SLT will assess the safest way possible to cover this absence on a case-bycase scenario. For example, supply teachers will be sought when required, ensuring that the most recent government
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and DfE guidance is adhered to. Staff will be asked to let the Data, Exams and Assessment Manager and SLT know as
soon as possible if they are unwell.
During this period of lockdown, educational visits remain paused and staff should not attend non-essential off-site CPD.
Step 3 – Safe group size, the creation of temporary teaching groups and the school day
The Government guidance states that, wherever possible, schools must do everything to minimise contacts and mixing
between staff and students whilst delivering a broad and balanced curriculum. This can be achieved by keeping groups
separate and by maintaining a social distance between individuals.
At Hampton College, there are 37 standard classrooms (average area 57m2) and 29 specialist classrooms / teaching areas
plus PE spaces available for class teaching. During the autumn term when schools were fully open, each classroom
accommodated 30 students. With fewer students in school and having a curriculum provided by staff remotely in IT
rooms, we feel that class size should be set at a maximum of 15 students supervised by 2 members of staff.
During this time of school closure, teaching staff will be delivering a full timetable of remote learning to their classes and
will have limited availability to cover the CWVC groups, we feel that we are able to accommodate four CWVC groups. In
addition to this, The Cloud (year 7 nurture group), Achievement Support and the Sixth Form will also open to support
some of our most vulnerable students.
Each CWVC group will be allocated an IT room and a toilet area for general use during the day. Students should not mix
with students from other groups during lesson time but they will be able to meet up at break and lunch time.
The toilets near the Dining Hall will be used by all students at break and lunch time. They will require more frequent
cleaning at this time.

In each room, staff must adhere to the seating plans at all times.
January 2021 National Lockdown: (update 10/01/2021)
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Maintaining a distance between people whilst inside and reducing the face to face contact lowers the risk of
transmission. Students will be seated at a distance from each other in the IT rooms, separated by screens where
necessary. Where the rooms have class desks, the desks are arranged to ensure that all students sit front facing.
A two metre distance has been established at the the front of the class to enable staff to stay away from students and
colleagues, where possible.
Staff are able to move around the classroom but should not spend more than 15 minutes being 1m + from students, they
can be within 1m for no more than 1 minute.
School uniform
Students will wear full school uniform to school and, to reduce the use of the changing rooms, PE kit on the days that
they have PE. Students will be allowed to wear plain grey, navy or black jogging bottoms with their PE kit.
Travelling to and from school
- Students will be encouraged to either walk or cycle to school. Where this is not possible, parents may decide to
drive them.
- Use of public transport will be discouraged. Those students for whom the public bus is the only way to get to
school will be reminded of the requirement to wear a face covering and to maintain social distancing, where
possible.
Access / Egress of the school building
All students will start and finish school at the same time (8.30am). Students will enter and leave school via Main
Reception. In the morning, duty staff will register students, check they have a face covering, ensure hands are sanitised
and direct them to their designated IT room. Staff supervising students during period 5, will escort them out of the Main
Reception doors.
The timetable
All students will follow their normal lesson timetable, allowing a broad and balanced curriculum. This will be delivered by
their usual teachers via Microsoft Teams. Although lessons are designated as being 65 minutes long; staff will plan so
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that students have a short screen break between each lesson. Students will remain in their rooms for all lessons except
for live PE lessons when they will be escorted to the PE department.
As each CWVC group contains students from more than year group, lunch time will revert to 13.25 for the whole school
for the period of this lockdown. This will ensure that all students are available to access their full timetable.
Our core values place people at the centre of everything we do and we will continue to be mindful of the well-being of all
students. On two mornings per week, students will have the opportunity to check in remotely with their form tutor;
should they wish, students can also ask their form tutors for an individual Teams meeting. The school pastoral team are
also available to check in with students.
Time
8.30-8.45
8.45-9.50
9.50-10.55
10.55-11.15
11.15-12.20
12.20-13.25
13.25-14.05
14.05-15.10
15.10

Activity
Arrival, Registration
Period 1
Period 2
Break in the Dining Hall and Terrace
Period 3
Period 4
Lunch in the Dining Hall and Terrace
Period 5
Depart site via designated exits

Although we aim to deliver the full range of curriculum subjects to all students, some subjects will need to make
greater adaptations to their normal way of working as students will not have access to specialised areas or
equipment. Heads of Departments will use the Government guidance in combination with guidance from professional
organisations to produce altered schemes of work, for remote teaching.
Students, in school, will be able to join in their live PE lessons but will not be able to access other areas. PE lessons during
this period of lockdown are focusing on personal fitness.
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Break time and lunchtime
All students will have break and lunch at the same time (10.55 and 13.25) - our experience from analysing infections
during the autumn term is that the risk of transmission during these social times is very small. To ensure there is
sufficient space for students, staff in school and who are not teaching during period 4, are asked to have their lunch
between 13.00 and 13.20. The area will then be thoroughly cleaned before the students arrive.
Students will spend break and lunchtime in the Dining Hall and Terrace area; students will be escorted there by their
periods 2 and 4 teachers. Break and lunchtime supervision will be done by TA teams, with SLT support.
Cucina will serve a restricted menu at break and lunch time; students are also able to bring food from home, if they
prefer. The water fountains have been switched off and students are strongly encouraged to bring water from home to
have throughout the day. Water is available at Student Services during the school day if it is required.
Students sitting in the Dining Hall should sit one student per table and should remain forward facing.
At the end of both break and lunchtime, students will be escorted back to their base classrooms by the duty TAs and
room group leaders.
Students will line up to go into the Dining Hall along the outside of the Humanities block. They should remove their face
covering before using the hand sanitiser at the entrance to the Dining Hall. Students not wanting to buy food can go
around the kitchen to the terrace and can access the Dining Hall by the side door.
Students should not play ball games on the terrace.
Extra-curricular activities, educational visits and staff CPD
To implement remote education to all students is a huge undertaking; staff will have to work in new ways, which will be
labour and time intensive. Our key focus must be on our ‘core business’ of offering a positive experience for the students
- delivering high quality teaching and learning whilst looking out for student and staff well-being and health. With this in
mind:
-

Extra-curricular activities, including fixtures, sport, music, drama and other clubs will be paused for the period of
the spring term
All residential visits will be paused for the school year 2020 – 2021.
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-

Educational day trips will be paused for the period of lockdown and once school reopens unless there is a specific
requirement of an exam syllabus that cannot be delivered in a virtual way.
Staff will not attend off-site CPD other than statutory training during the school day. Online training on a variety
of topics has been made available to staff.

Fire Drill
In the event of a fire evacuation, students will follow the established evacuation routes out of the building – a fire
evacuation takes precedence over the one way system. The muster point will be the Basketball Court – this is an easily
accessible area for all of the CWVC groups. Students should line up 1m plus apart and wait quietly to be registered.
Step 4 – Practical steps to reduce risk
With the increase in transmission of the virus within communities, Hampton Academies Trust, in line with local authority
advice, made the decision that all adults and students in secondary phases should wear face coverings in communal
spaces as they move around the school on 2 Novemebr 2020. It was felt that making this change at a natural break in the
term allowed time for preparation and for questions to be answered. Face coverings should be worn by all members of
the school community unless there is a physical or mental impairment which would make them exempt from wearing a
face covering. Anyone who is exempt from wearing a face covering will be clearly identified by wearing the recognisied
sunflower landyard.
It is a requirement for face coverings to be worn during a period of national lockdown.
General expectations for all members of the school






Face coverings should be worn by all students who use public transport or the dedicated school service for the
journies to and from school. Students from different families who are sharing cars to and from school will be
encouraged to wear face coverings for the duration of the journey.
At the start of the day students will apply face coverings when entering the building before hand sanitising.
Any student who arrives at school without a face covering will be provided with one. Plastic storage bags are
available for those students who require one.
Face coverings need to be worn by members of staff and students whilst moving around the building in corridors
between lessons, to and from the dining room and whilst leaving and entering the building at breaktimes.
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On entering a classroom the students and teachers should remove the face coverings prior to sanitising their
hands and before sitting down.
 When face coverings are removed they should be placed in a small plastic bag and put in pocket so they are not
on display and out of reach of other students.
 On leaving a classroom the students should reapply their face covering and hand sanitise on exiting the room,
this includes if they need to leave the class during the lesson.
 Students should wear a face covering, if they leave their base classroom to attend a live PE lesson.
 Students do not need to wear a face covering whilst they are seated in the Dining Hall.
 At lunchtime, students will remove their face-covering when they join the outside lunch queue. They will
sanitise their hands as they enter the dining area. Whilst collecting their lunch, eating and whilst seated in the
dining area students are not required to wear a face-covering.
Expectations for staff








Staff are not required to wear a face covering whilst working in an office space.
Staff holding meetings in office spaces are not required to wear face coverings as long a social distance of 2m can
be maintained. The rules around maximum numbers of staff in an office still apply regardless of whether face
coverings are worn or not
The staffroom is classed as a staff working space, therefore once seated in this area, staff are not required to
wear a face covering. Staff should wear a face covering if they are only accessing the kitchen area as this will
avoid unnecessary removal in a short space of time.
At the end of the school day once all the students have left site, staff can if they wish remove face coverings but
should continue to maintain a social distancing.
Staff on duty in inside areas should wear a face covering, including in the Dining Hall.

Expectations for parents and visitors to the site



Face coverings are to be worn by parents in main reception and if they are required to move around the building
to attend a prearranged meeting.
Once in a meeting face coverings can be removed providing all participants can maintain a 2m distance from
each other.

January 2021 National Lockdown: (update 10/01/2021)

Page 9 of 37

RISK ASSESSMENT
Throughout this risk assessment, practical steps are detailed which will help to reduce the risk for all members of our
school community. The school will actively promote and model the importance of social distancing, good hand hygiene
and good respiratory hygiene with students each day they are in school. Both inside and outside the building, signage
and floor / pavement markings will act as a constant reminder about social distancing. A one way system will operate
inside the building and stairs designated as either ‘UP’ or ‘DOWN’ to reduce corridor congestion. Classrooms will be
reconfigured to ensure that students are front facing, avoiding face to face interactions, and to allow sufficient space for
staff to maintain a 2 metre distance from students and each other.
A non-exhaustive summary of additional protective measures in place include:
-

-

-

Students and staff with symptoms of COVID-19 must remain at home until they have been tested; they, and their
families, must then follow the Public Health advice regarding self-isolation for 10 or 14 days, as relevant.
Encouraging staff, students and families to actively engage with the NHS Test, Track and Trace processes to limit
the transmission of COVID-19
Ensuring regular handwashing, and/or use of hand sanitiser regularly throughout the day (on arrival in school, on
entering a room, before and after break, when handling food and after going to the toilet).
Wear face coverings in communal areas
Ensuring good respiratory hygiene, and ensuring bins are emptied regularly
Hand sanitisers and cleaning kits will be available in each classroom for use by students and teachers.
During this period of high infection, six additional day-time cleaners will be employed to carry out additional
cleaning in the corridors and stairs, toilets, classrooms at break and lunchtime, Dining Hall and Main Hall
inbetween lunch sittings and in the PE department.
Reading books are available to the CWVC groups from the library. Any book being returned to a central store will
be left for three days before being placed back on the shelves.
Classrooms will be well-ventilated; doors and windows should be opened, when it is practical to do so (for 10
minutes per hour whilst the heating is on).
Ensuring doors are kept open, including the corridor doors to the toilets, with the exception of the secure line
doors and non-automatic fire doors (classroom doors should be propped open whilst there are people in the
room).
Assemblies will be held virtually, via Microsoft Teams.
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-

Visitors into school will be strictly limited. Specialist staff and social workers will be welcome in school, at
prearranged times, to support our most vulnerable students. Contractors should only be in school after the end
of the school day, unless attending an emergency or essential call out. Other visitors will need to make an
appointment to come into school.
Parents evening have become online meetings; options evening will be a virtual event.
The Heads of House office will be used as this isolation room for suspected cases of COVID-19.

Step 5 – Establishing new routines for staff and students
All of our staff were working in school during the autumn term and so are familiar with the measures in place to maintain
a COVID-19 secure workplace. Modifications to take into account the reduction in student number will be communicated
via email during the week beginning Monday 11 January 2021.
Students are also already familiar with the expectations associated with the pandemic. They will be reminded of these at
the start of each week during the lockdown period. This will take into account weekly changes to the CWVC group and
also our knowledge that students need support to embed behaviours.
The principles of the school’s behaviour system will remain in place; we will continue to support students to make the
right choices and to remain in their IT rooms, accessing their lessons with their teachers. Staff supervising the CWVC
groups are encouraged to use the behaviour system to log both positive and negative events. SLT will be available at all
times as a support to help a student refocus or to remove them from a lesson. The additional behaviour event, SAFETY,
remains on the system to enable staff to log students who break the safety expectations laid out in this risk assessment.
Persistent offenders will have appropriate sanctions and parental contact.
Step 6 – Communication
Safety for all is paramount in our schools’ reopening but communication to all members of our school community is key.
With little notice of the national lockdown and school closure we have successfully communicated remote learning
plans, the offer of CWVC places and provision of devices to parents within the first three days of term
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During the week beginning Monday 11 January plans will be finalised and once again shared with staff. Final plans will
also be shared with our governing body and Trust Board, seeking ratification of the plans and risk assessment at Trust
Board level. The ratified plans and risk assessment will then be shared with staff, parents and unions.
Step 7 – Managing student and staff wellbeing and mental health
Through all of our communication with staff during the period of lockdown, we will ensure that staff are supported with
their own wellbeing and are alert to the need to support the wellbeing of the students. Staff members will be advised to
share their anxieties or concerns and our wider leadership teams will support staff through peer support, use of our
Employee Assistance Programme (Health Assured), support from HR, support from our Wellbeing Champion and by
referral to positive mental health and wellbeing resources. Staff workload will also be a consideration during this period
to ensure that staff are able to maintain a good work:life balance.
The CWVC groups are mainly supervised by cover supervisors, the intervention manager and the inclusion manager, with
TLR holders asked to help on one day every two weeks. This means that if teaching staff wish to come into school to
deliver their lessons, it is likely that their classroom will be available for use and that staff will be able to come into school
and have little interaction with other people, if they wish. The computers in the staffroom have been rearranged to
ensure that these are all available throughout the school day and some additional laptops have been placed in the library
for staff use. The soft furnishing has been removed from the staffroom and there are two work tables for staff mark work
or complete paperwork, if they wish to do so. Office spaces have been checked to ensure staff are able to work safely.
Where necessary, screens will be purchased to restrict any possible transmission.
Students will be supported by their form tutor during registration and by the safe and well phone calls, by their teachers
in lessons, by Achievement Support and by other members of the pastoral team.
The SEND department will continue to provide provisions remotely and the YMCA counsellor is offering to complete
sessions with students remotely or face to face.
Step 8 – Remote Learning
Our key fundamentals of remote learning during this period of lockdown are:
- Students will have access to the same curriculum and content as would have been taught in school, as far as is
possible (5 hours per day).
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-

Students will have regular contact with teachers, who can guide and support through Microsoft Teams, or via a
phone call.
Work will be submitted, checked and feedback will be provided in line with school policy.

Specific safeguarding procedures for remote learning lessons are:
-

Staff should ensure that students have their cameras turned off at all times
Students should be muted during lessons unless at the specific instruction of the teacher
‘Live’ lessons must be recorded
Any one to one tutor conversations must be recorded

Counselling sessions run by external organisations (YMCA, NSPCC) may work better if students have their camera on.
This should be done with parental consent.
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Part 2: Risk assessment
General staff and pupil advice on preventing the spread of coronavirus in the Educational Setting;
1. Minimise contact with individuals who are unwell by ensuring that those who have coronavirus (COVID-19) symptoms, or who have someone in their
household who does, do not attend school
2. Where recommended, the use of face coverings in school
3. Clean hands thoroughly more often than usual
4. Ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach
5. Introduce enhanced cleaning, including cleaning frequently touched surfaces often, using standard products such as detergents and bleach
6. Minimise contact between individuals and maintain social distancing wherever possible
7. Where necessary, wear appropriate personal protective equipment (PPE)
Government advice regarding the use of Personal Protective Equipment (PPE) including face coverings and face masks
The following guidance is taken from “Restricting attendance during the national lockdown: schools” published by the Department for Education.
Page 11 - “PPE must be worn by staff caring for the child while they await collection if a distance of 2 metres cannot be maintained (such as for a very
young child or a child with complex needs). More information on PPE use can be found in the “Safe working in education, childcare and children’s social
care settings, including the use of personal protective equipment (PPE)” guidance.”
Pages 12/13 - “Under national lockdown, in settings where pupils in year 7 and above are educated, face coverings should be worn by adults and pupils
when moving around the premises, outside of classrooms, such as in corridors and communal areas where social distancing cannot easily be
maintained…….”
Exemptions
Some individuals are exempt from wearing face coverings. This applies to those who:
• cannot put on, wear or remove a face covering because of a physical or mental illness or impairment or disability
• speak to or provide assistance to someone who relies on lip reading, clear sound or facial expression to communicate
The same exemptions will apply in education settings, and we would expect teachers and other staff to be sensitive to those needs.
Access to face coverings
It is reasonable to assume that staff and young people will now have access to face coverings due to their increasing use in wider society. PHE has made
resources available on how to make a simple face covering.
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However, where anybody is struggling to access a face covering, or where they are unable to use their face covering due to having forgotten it, or it having
become soiled or unsafe, education settings should take steps to have a small contingency supply available to meet such needs.
No one should be excluded from education on the grounds that they are not wearing a face covering.
Safe wearing and removal of face coverings
Schools should have a process for managing face coverings in school. This process should be communicated clearly to pupils and staff.
Safe wearing of face coverings requires cleaning of hands before and after touching – including to remove or put them on – and the safe storage of them in
individual, sealable plastic bags between use. Where a face covering becomes damp, it should not be worn and the face covering should be replaced
carefully.
Pupils must be instructed not to touch the front of their face covering during use or when removing it and they must dispose of temporary face coverings in
a ‘black bag’ waste bin (not recycling bin) or place reusable face coverings in a plastic bag they can take home with them, and then wash their hands again.
Further guidance on face coverings
• Safe working in education, childcare and children’s social care providers
• Face coverings in education settings”
Page 18 – “Where necessary, wear appropriate personal protective equipment (PPE)
The majority of staff in education settings will not require PPE beyond what they would normally need for their work. PPE is only needed in a very small
number of cases, including:
• where an individual child or young person becomes ill with coronavirus (COVID19) symptoms while at schools, and only then if a distance of 2 metres
cannot be maintained
• where a child or young person already has routine intimate care needs that involve the use of PPE, in which case the same PPE should continue to be
used
Read the guidance on safe working in education, childcare and children’s social care for more information about preventing and controlling infection,
including when, how PPE should be used, what type of PPE to use, and how to source it.”
We have a delivery of certified PPE from the Peterborough City Council, which is stored securely in the first aid room and is only used by staff who have
been trained to use PPE safely. PPE will only be worn if a member of staff comes into close contact with a child with Covid-19 symptoms who has been
isolated from his/her class group.
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Advice for using PPE: video, poster
Minimising contact between individuals and maintaining social distancing wherever possible
Minimising contacts and mixing between people reduces transmission of coronavirus (COVID-19). This can be achieved through keeping groups separate (in
‘bubbles’) and through maintaining distance between individuals. Ideally, adults should maintain 2 metre distance from each other, and from students. In
particular, everyone should avoid close face to face contact and minimise time spent within 1 metre of anyone.
This can be done by:
looking at how students are grouped and measures to avoid contact between these groups, as far as possible
considering how students spend break and arrive and leave school
arranging classrooms with forward facing desks and with a space for staff to work
regular cleaning of any shared spaces
considering how equipment is used in the classroom and ensuring it is cleaned thoroughly or left for 48-72 hours, if it is used by different groups of
students
Brief transitory contact, such as passing in a corridor is considered low risk.
General staff and student advice on responding to any infection of COVID-19
1. Engage with the NHS Test and Trace process
2. Manage confirmed cases of coronavirus (COVID-19) amongst the school community
3. Contain any outvreak by following local health protection team advice

What are
the hazards?

Who might
be harmed?

What we are doing

What further action is
required

Action by
whom

Action by
when

Prevention

Pupils, parents,
staff and visitors
may be harmed
by not following
protective
measures and
therefore
increasing the risk

Minimise contact with individuals who are unwell by
ensuring that those who have coronavirus (COVID-19)
symptoms, or who have someone in their household who
does, do not attend school.

Key message to be reiterated to all
members of the school community.
The Heads of House office will continue
to serve as the isolation room for
anyone suspected as having COVID-19.
Ensure that it is set up for this purpose.

JDG / AKM /
MJN

01/09/20
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of the spread of
Covid 19

Clean hands thoroughly more often than usual

Face coverings to be worn in communal areas from 2
November 2020

Ensure good respiratory hygiene by promoting the ‘catch
it, bin it, kill it’ approach
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Ensure that we have suitable and
sufficient PPE available, should this be
necessary.

AKM / MJC

Ensure there are sufficient stocks of
soap, paper towels and/or hand
sanitizer available in all required
locations, including all classrooms.
Ensure stocks are maintained and
replaced in working areas when
required
Ensure that parents/carers are informed
of the change in procedures to wearing
of face coverings in school.

Site team

01/09/20 and
twice weekly
checks

HEP / Trust
SLT

21/10/2020

Students to be informed of expectations
surrounding the wearing of face
coverings in school.

SLT

21/10/2020 +
2/11/2020
(assembly)

All students and staff to be wearing face
coverings in communal areas

All staff

2/11/2020

FAQ updated

HEP / Trust
SLT

Ongoing

Spare face masks to be ordered and
available for staff and students, where
necessary.
Visors to be made available to staff
Lanyards to be bought for exempt staff
and students

Accounts

21/10/2020
and ongoing

Staff and students with a physical or
mental impairment which prevents the
wearing of a face covering, to liaise with
HR and REA regarding obtaining an
exemption
Ensure there are sufficient stocks of
tissues and bins are available in all
classrooms.
Signs up in place in classrooms and
toilet areas.

HR / REA

From
21/10/2020

Site Team

01/09/20 and
weekly checks

Page 17 of 37

RISK ASSESSMENT
AKM /
Student
Services
Introduce enhanced cleaning, including cleaning
frequently touched surfaces often, using standard
products such as detergents and bleach

Ensure sufficient stocks of suitable
cleaning products available and is there
sufficient capacity to do the cleaning
tasks.
Employ 6 daytime cleaners
Checklists created for all cleaning staff.
Windows should be open to allow for
good ventilation in the classroom.

Site team

01/09/20 and
weekly checks

SME

01/09/20

All Staff

01/09/20

When the heating is switched on, each
classroom must regular periods of
ventilation. Classroom windows should
be opened for the last five minutes of
each lesson and the first five minutes of
the subsequent lesson

All Staff

01/10/20

Classroom doors should be propped
open at all times

All staff

01/09/20

Minimise contact between individuals and maintain
social distancing wherever possible

Members of staff briefed on the
expectations in class settings, outdoors
and in staff rooms.

AKM / REA

11/01/21
ongoing

Where necessary, wear appropriate personal protective
equipment (PPE)

Ensure their sufficient stocks available in
the First Aid room
Specific training on the use of PPE to be
sent to all first aiders
Members of staff to know what is
required of them.

AKM

01/09/20 and
weekly checks
03/09/20

Maintain good classroom ventilation

Response to any
infection

Pupils, parents,
staff and visitors
may be
responsible for
increasing the risk
of the spread of
Covid 19 if correct
procedures are
not followed.

Engage with the NHS Test and Trace process

January 2021 National Lockdown: (update 10/01/2021)

AKM / MJC
JDG / AKM /
MJN

AKM / MJC

On training
days and in
information
pack
Information
letter August
2020
01/09/20

All staff

07/09/20

Parents/carers made aware of
procedures – general information to all
Prepare specific information for a
suspected case.
All staff to have up-to-daet seating plans
available, should this be necessary.
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Manage confirmed cases of coronavirus (COVID-19)
amongst the school community contain any outbreak by
following local health protection team advice.

Social Distancing
in school

Pupils, parents,
staff and visitiors
may be harmed
by not following
protective
measures and
therefore
increasing the risk
of the spread of
Covid 19

Minimise contact between individuals and maintain
social distancing wherever possible.
The overarching principle to apply is reducing the
number of contacts between children and staff. This can
be achieved through keeping groups separate and
through maintaining distance between individuals.

All staff and SLT to be aware of the
procedures to follow if an outbreak
occurs including external contact that
needs to be made

SLT

01/09/20 and
ongoing
reminders

Action card prepared

HEP

01/10/20 and
ongoing

SLT

From
11/01/21
Ongoing

JDG / AKM /
MJN

11/01/21
Ongoing

Please refer to the main body of this
document (Step 3) which provides
detailed information of how this will be
achieved.
CWVC groups to have a maximum
number of 15 students. Groups will stay
in the same room for all lessons except
practical PE
One way system in place around school
All staff and students to be made aware
of their responsibility to adhere to the
guidance whenever possible.

We welcome essential visitors to Hampton College but
ask that they follow our guidelines:
Visitors should not come to Hampton College if they have
any symptoms to COVID-19 (persistent cough,
temperature, loss of smell or taste).
Visitors tend to fall into two categories:
Specialist staff visiting vulnerable students: all visits
must be prearranged and cleared by SLT. On arrival,
visitors will be signed in at reception and asked to use
the hand sanitiser. They will be collected and taken to an
allocated room. Work with students should be carried
out at a 2m distance, in line with the expectation of
employed staff.
Parents and new students: We would expect that the
vast majority of these meetings would happen virtually.
All visits should take place out of school hours. Visits
must be prearranged and cleared by SLT. On arrival,

January 2021 National Lockdown: (update 10/01/2021)

Staff should be informed of
expectations for welcoming essential
visitors to school
Staff should ensure that the guidelines
for visitors are followed. Link SLT should
be informed of all visits.

All staff / SLT

11/01/21
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Cleaning

Pupils, parents,
staff and visitors
may be harmed if
strict cleaning
routines are not
adopted and
adhered to, which
could increase the
risk of the spread
of Covid 19

visitors will be signed in at reception and asked to use
the hand sanitiser. They will be collected and taken to an
allocated room. Separate households, within the
meeting, should be socially distanced (2m). All meetings
should finish before SLT leave school site.
Visitors to Hampton College should wear a face covering
when visiting the school. Face coverings can be removed
during a meeting providing a 2m distance from others
can be maintained.
All areas of the school should have a deep clean before
staff and pupils return to school in September.


Once classrooms have been set up for teaching each
room to be cleaned with all surfaces, desks, chairs
wiped thoroughly.

More frequent cleaning procedures should be in
place across the site, particularly in communal areas
and at touch points including:
o Taps and washing facilities,
o Toilet flush and seats,
o Door handles and push plates,
o Handrails on staircases and corridors,
o Lift and hoist controls,
o Machinery and equipment controls,
o All areas used for eating must be
thoroughly cleaned at the end of each
break, including chairs, door handles,
vending machines and payment devices,
o Telephone equipment,
Keyboards, photocopiers and other office equipment,
classroom desks and chairs.




All staff will be trained on effective cleaning
practices and a shared commitment to keep the
schools clean, hygienic and contamination free will
be encouraged in all staff.
Pupils will be actively encouraged to assist with
cleaning routines by maintaining their own hand
hygiene and respiratory hygiene.

January 2021 National Lockdown: (update 10/01/2021)

Additional PCC Guidance Notes

If you have been informed that
someone has tested positive with
covid-19 then any area/room they
have accessed should be secured
for 72 hours then undergo a
thorough clean.

Ensure the COSHH risk assessment
for cleaning/caretaker activities has
identified the correct process and
PPE to be worn.

Ensure classrooms are thoroughly
cleaned prior to being used at the start
of the day. Plan for training on effective
cleaning practices during training and
student induction during the week
beginning 01/09/20
Staff and students should clean their
own work spaces at the start of period 2
and 4.
Ensure all classrooms are equipped with
hand sanitiser, wipes, cleaning spray

Site Team
and cleaning
staff

01/09/20

SME / Site
team.
SLT
All staff and
students

Daily
September
training days
Ongoing
Daily

Daily
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Additional daytime cleaners to be employed to clean
areas in the school including teaching spaces and
communal areas used by more than one year group
During the day, cleaning and site staff will be
responsible for ensuring that regularly used areas
are cleaned after use e.g. toilet seats, toilet flush
handles, taps and sinks.
Where possible, doors will be opened (unless there
is a safeguarding risk or the door is is a nonautomatic corridor fire door ). This reduces the
number of contacts on door handles and door push
plates and also ensure good room ventilation. The
doors to the toilets from the corridors and
classroom doors may be propped open. Where
doors cannot be propped open, handles and push
plates should be cleaned regularly. In the event of a
fire evacuation, classroom based staff will take
responsibility for ensuring ALL internal doors are
closed and door wedges removed to reduce the
likelihood of a fire spreading. Door wedges should
also be removed at the end of each day.
Handrails on staircases will be cleaned regularly. In
the event of handrails being used by a number of
students/staff (e.g. at the beginning of the day),
student/staff will be encouraged to wash their
hands after using the hand rail and the handrails will
then be wiped clean.
The Dining Hall will be cleaned after break and at
13.20 prior to the student lunch break
Administrative staff, including SLT, will be actively
discouraged from ‘hot-desking’. Members of staff
will use their assigned PC, keyboard, mouse,
telephone, desk, chair etc. They will be responsible
for keeping their own workspace clean, tidy and
clutter free. They will also clean and sanitise their
desk area at the end of each day. Staff should
transfer calls between handsets rather than sharing
telephone handsets.
Antibacterial wipes will be provided alongside each
MFD. Staff will be responsible for wiping the keypad
before using the MFD. Where possible,

January 2021 National Lockdown: (update 10/01/2021)

and paper towels. Staff to report
missing items to the site team.
Employ additional daytime cleaning
staff.

SME / Site
team / Staff
01/09/20
SME

Training for cleaners completed
Cleaning procedures and rota in place.
SME / Site
team
Ensure doors are opened each day,
where possible – NOTE: The following
doors MUST NOT be propped open for
safeguarding reasons – the secure line
double doors between main reception
and the school
Cleaning of door handles, push plates
and handrails in stairwells to be cleaned
regularly.

Cleaning rota to include the cleaning of
the Dining Hall after break and at 13.20.
Cleaning of administrative workspaces
Antibacterial wipes to be available by
phones and keyboards.

Antibacterial wipes to be provided for
the MFDs

03/09/20 and
daily

Daily
Site Team

Site team
and cleaning
staff

Regularly,
according to
the daily
cleaning rota.

Site team /
Cleaners

11/01/21
Daily after
each sitting

All staff

Daily

Site Team

Ongoing
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Fire Safety

Pupils and staff
may be harmed if
hygiene practices,
social distancing
and minimising
groups contact
are not
implemented
along with
cleaning of
seating areas
between sittings.

Pupils, staff and
visitors may be
harmed if fire
evacuation
procedures are
not shared,
particularly with
staff and pupils
working in
alternative
classrooms to
normal

Ensure antibacterial wipes are available
in each classroom on the teachers’
desks

Site Team /
All staff

01/09/20 and
ongoing

Ensure new COVID-19 certification,
obtained by Cucina, is displayed.
Ensure catering staff have undertaken
updated H&S and Food Safety training.

Cucina

01/09/20

Food, from Cucina, will be available to students at break
and lunchtimes
Please refer to Step 3 (lunchtimes) in the main body of
this document for lunchtime procedures.

A plan is in place for lunchtime

Catering staff
/ AKM / JDG
/ MJN

11/01/21

School staff will regularly liaise with Cucina staff to
ensure a consistent approach is taken to managing
school processes. Cucina will be provided with a copy of
the HCSP risk assessment.

Ensure regular communication between
school and catering staff. School
procedures for social distancing and
routines in the Dining hall should be
explained to catering staff.

All staff
Cucina

Ongoing

JDG / AKM /
MJN
All staff and
students

01/09/20

AKM

11/01/21



Lunchtime
Catering facilities

photocopying can be completed by admin. Staff in
the school office, with advance notice. Key stage 3
students are not to use photocopiers.
All staff will be responsible for wiping and cleaning
desks, computers (including keyboard and mouse)
and interactive board using the cleaning materials
provided when they enter a new room for teaching

Consideration should be made for food service and how
this will be managed and how social distancing can be
achieved in the school kitchen
The trust catering providers, Cucina have confirmed:

The kitchens in all HAT school sites are compliant
with the new COVID-19 certification and will display
the relevant certificate.

All Cucina staff will be trained in the updated Health
and Safety and Food safety processes

Personal Emergency Evacuation Plans (PEEPs) must
continue to be in place for those staff that continue to
work in the school and any pupils that access the school
site, which should include lifts.

In the event of a fire alarm staff, one way systems
around school should be disregarded and staff
should leave the building via the designated exit.

All classrooms have fire evacuation notices detailing
escape routes, which staff and pupil should
familiarise themselves.

Students will be reminded that they should keep
apart, where possible, from other CWVC groups

January 2021 National Lockdown: (update 10/01/2021)

Fire evacuation procedures to be
included in staff emails from 11/01/21

From
11/01/21
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Pupils, staff and
visitors may be
harmed if social
distancing is not
adhered to during
fire evacuations
as this could risk
the spread of
Covid19

Access/Egress of
school building

Pupils, parents,
staff and visitors
may be harmed
by not staying 2m
apart where
possible, or by not
following the
other protective
measures advised
in this risk
assessment and
therefore
increasing the risk
of spread of
Covid19

during the evacuation and should maintain
distancing whilst lining up.

The muster point for the fire drill will move from the
tennis courts to the basketball court

CWVC groups will line up in their group.

Any other students on site will be registered by the
supervising member of staff.
Ensure all emergency escape routes / doors are fully
operational and kept clear.

Classrooms and communal spaces will be set up to
ensure that all emergency escape routes are kept
clear.

In the event of a fire evacuation, classroom based
staff will take responsibility for ensuring ALL
internal doors are closed and door wedges
removed to reduce the likelihood of a fire
spreading. Door wedges should also be removed
at the end of each day.

In the event of a fire evacuation, windows (which
should be open for classroom ventilation) should
be closed before evacuating.
One way traffic through external doors to avoid face to
face passing to be clearly marked.
All students to enter school via Main Reception

Site Team /
All staff

Ongoing

All Staff

Ongoing

Site and SLT

11/01/21

Site and all
staff

Daily

To be checked throughout the day

Site /
cleaning staff

Daily

Checklist of cleaning in place for
cleaning staff to follow

SME /
Cleaning
staff

Markings to be in place from school
gates to ensure studnets queue
correctly to come into school

Where possible, external doors will be propped open at
the beginning and end of the day to reduce the need for
touch.
Wipes and sanitiser available at both sides of doors.
These will be available at every entrance used by the
students and in every classroom.

Increased cleaning of handles and touch plates.
This will be carried out by additional cleaning staff as
outlined in the cleaning rota

January 2021 National Lockdown: (update 10/01/2021)

Daily
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First Aid

Pupils, staff and
visitors may be
harmed if First Aid
provision and
supplies are not in
place. Staff
absence could
impact normal
practices.

Allocated drop off and collection times
Parents will be asked not to use the front car park to
drop off and pick up students at the beginning and end of
the day.
Where there may be limited staff, the requirement to
provide suitable first aid cover to all staff and students
has been assessed with suitable first aid or paediatric
first aid provided. Access to first aid facilities is
maintained and the school suitably stocked with first aid
sundries.

An audit of first aiders available in school indicates
that there are a sufficient number of first aiders
available to work.

In the event that no qualified first aiders are
available, due to staff illness or self-isolation, the
schools will secure first aid provision from the Trust.

Student Services will be responsible for ensuring
first aid supplies in school are replenished and first
aid sundries reordered as necessary.

Disposable ice packs will be used to limit the reusing
of ice packs and ice pack covers, and contact
between children.

All first aiders requiring refresher training received
this during July 2020
Staff or pupils with medical needs have been assessed
and relevant consents are in place. Staff have been
trained in the use of medications and increased level of
control

Any staff or pupils with specific medical needs have
already been assessed and any necessary consents
or treatments are detailed in individual care plans or
in the medical information held in school.

Any pupils requiring medication will have their
medication administered in line with the schools’
existing policies. Pupils will be encouraged to take
their own medication under the supervision of staff
members. Staff and pupils will ensure that anyone
handling the medication washes their hands before
and after the medication is administered.

PPE will not be used for administering medication
unless this is detailed in individual care plans.

January 2021 National Lockdown: (update 10/01/2021)

Provide relevant guidance to parents on
drop off and pick up arrangements

SLT

11/01/21

HR / SLT

31/08/2020

Student
Services

Ongoing

Ensure disposable ice packs have been
ordered

Student
Services

17/07/20 and
ongoing

All risk assessments for staff and
students to have been reviewed

HR / MJC /
REA / First
Aiders

31/08/20 and
ongoing

All students to be escorted to the
medical room

MJC / First
Aiders / All
staff

11/01/21
Daily
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Review of the First Aid policy to include consideration of
the risk of infection of covid-19.

HAT First Aid policies will be reviewed to include
consideration of the risk of infection of Covid-19.
Waste

Pupils, staff and
visitors may be
harmed if waste is
not disposed of
correctly and
therefore the risk
of Covid 19 is
increased.

Relocate waste bins to key strategic positions both in
school buildings and in external areas that are in use in
order that waste materials can be managed safely

Classroom and office waste bins will be placed in an
easily accessible location to enable collection of
waste whilst maintaining social distancing.

Staff should wear protective gloves when emptying
waste.

Staff should ensure that bags of waste are doublebagged and securely tied before each bin is
emptied.

Waste should be disposed of as soon as possible
after collection to avoid a build-up of waste within
the school building.

Clinical waste should be disposed of in identified
clinical waste bags, which should be placed in the
clinical waste bin in the first aid room.

Personal respiratory waste (e.g. discarded tissues)
should be placed in waste bins, followed by strict
hand hygiene.

In the event of a suspected case of Covid19 in
school, waste that has come into contact with the
identified person should be disposed of in
accordance with the government guidance.
Bins should be emptied daily.

All waste bins in school will be emptied regularly
throughout the day.

Break/Lunch
times

Pupils, staff and
visitors may be
harmed by not
observing social
distancing during

The school will stagger breaks/lunchtimes to achieve the
social distancing.
Please refer to Step 3 of the main document outlining
procedures for break and lunch times.

January 2021 National Lockdown: (update 10/01/2021)

Review of First Aid Policy

AKM / PRJ

31/08/20
Ongoing

Ensure that there are suitable bins

SME / Site
staff

01/09/20
ongoing

All staff to be trained on the procedures
for disposing of all different types of
waste

SME / Site
staff /
Cleaning
staff

First aiders to be trained in the handling
of waste

AKM / MJC /
first aiders

Staff to ensure they wear protective
gloves and or wash hands immediately
after carrying out this activity.
All bins to be emptied at least once a
day, the monitoring of bins will be a part
of the cleaning rota.

Site staff /
cleaning staff

Daily

Communication of the organistation of
break and lunchtime to staff, parents
and students.

SLT

Staff
documents by
11/01/21

03/09/20
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Staff/Pupils
within the
shielded group

social times or
following the
other protective
measures detailed
in the risk
assessment and
therefore
increasing the risk
of the spread of
Covid 19
Vulnerable pupils,
parents, staff and
visitors may be
harmed by
attending school
risking infection
with Covid 19

With a limited number of students in school, a split
lunchtime is not considered necessary.

Duty staff for break and lunchtime

REA

11/01/21

SLT and HR
team

Ongoing

All staff / HR

As necessary

Any member of staff or pupil that is within the Clinically
extremely vulnerable group must have a risk assessment
undertaken that includes how social distancing will be
maintained in a Covid-19 safe workplace.
All CEV staff have had notification that they should work
from home.

Staff/pupils that meet the criteria as clinically vulnerable
people e.g. diabetics, those who are pregnant, should
have a risk assessment completed to identify any suitable
control measures that must be in place before returning
to work/school.

The Hampton Academies Trust HR team, in
association with each Head of School, has identified
all staff members who fall into the clinically
vulnerable group. Discussions will take place, and
individual risk assessments will be carried out to
ensure that risks are identified and mitigated to
ensure these staff can work in school with minimal
risk to their own health. Advice will be sought from
HR where necessary.

If parents identify that their child falls into the
clinically vulnerable group, Heads of Schools will
ensure that individual risk assessments are carried
out to ensure that risks are identified and mitigated.
Where it is considered that the child may be at
increased risk in school, their parents will be advised
to keep their children at home. Advice will be
sought from medical professionals where necessary.

January 2021 National Lockdown: (update 10/01/2021)

Staff have a responsibility to alert HR if
they feel that their level of vulnerability
has changed in light of evolving
understanding about the virus.
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Contractors

Property
Compliance

Pupils, parents,
staff and visitors
may be harmed
by contractors
coming into
contact with
members of the
school community
which could
increase the risk
of spread of Covid
19

Pupils, parents,
staff and visitors
may be harmed if
the building has
not been
maintained during
the period of
school closure.

All contractors must provide a suitable and sufficient risk
assessment for the activities they carry out which must
include covid-19.
All planned/reactive maintenance to be carried out
during out of hours unless seen as an emergency.


All contracted work must be pre-booked with the
Site Team.

Contractors’ risk assessments will be checked before
they commence work to ensure risks to the school
community are mitigated.

Unless contracted work is deemed to be an
emergency, contracted work will be conducted
outside of operational school hours.

Where contracted work is carried out, contractors
will be expected to follow the school’s guidance on
hand and respiratory hygiene.

Social distancing should be strictly adhered to by
contractors and school staff whilst contracted work
is carried out.

Any areas where contracted work is carried out
should be thoroughly cleaned following the
completion of work.
The school has ensured that relevant property statutory
compliance checks have been completed and records
updated.

Hampton College has remained open since 20
March when school closures in the UK came into
effect. During this time the building has remained
operational and all statutory compliance checks
have been completed, in association with
Peterborough City Council. The records of these
checks have been kept up to date by the Site Team,
under the direction of the Site Manager.

Site Team to take responsibility for
booking and supervising contracted
work, including checking contractors’
risk assessments and ensuring any areas
of school are cleaned following
contracted work being carried out.

SME / Site
team

As necessary

All serious property concerns have been
raised with the schools Property

Daily and weekly checks have been reinstated and preopening checklist completed.

During the period of school closure, daily and
weekly checks have been completed as the building
has remained operational. The records of these
checks have been kept up to date by the Site Team,
under the direction of the Site Manager.

January 2021 National Lockdown: (update 10/01/2021)
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Hygiene

Accident
reporting Covid19 incidents

Students, parents,
staff and visitors
may be harmed if
strict hand and
respiratory
hygiene routines
are not adopted
and adhered to,
which could
increase the risk
of spread of
Covid19

The school has a suitable supply of soap and access to
warm water for washing hands.
Appropriate controls are in place to ensure the suitable
sanitisation of pupil’s hands following breaks, before
meals and following the use of toilets.

Students and staff will be informed of the necessity
to wash their hands thoroughly and regularly using
recommended hand hygiene practices.

Levels of soap in toilet facilities will be checked and
replenished on a daily basis.


Hand hygiene posters will be displayed near sinks in
students’ toilets and staff WCs to promote good
hand hygiene.

As there is limited access to soap and running water,
hand sanitiser will be available in all classrooms and
at the entrance to the building, dining hall and
sports hall. These should be checked and
replenished on a daily basis.

Hand hygiene routines should be embedded into the
school day e.g. on arrival at school, entering each
classroom, before and after lunch, after toileting, at
the end of the day etc.
The Health & Safety Executive have recently updated the
Reporting of Injuries, Diseases and Dangerous
Occurrences regulations (RIDDOR) to include the
requirement to report possible or actual exposure to the
Covid-19 virus as a result of, or in connection with, a
work activity.
New guidance states that you must only make a report
under RIDDOR when:

an unintended incident at work has led to
someone’s possible or actual exposure to
coronavirus. This must be reported as a dangerous
occurrence.

a worker has been diagnosed as having COVID-19
and there is reasonable evidence that it is caused by
exposure at work. This must be reported as a case of
disease.

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

January 2021 National Lockdown: (update 10/01/2021)

Students and staff informed of the
importance of hand hygiene.

JDG / AKM /
MJN

Ongoing

Soap and hand sanitiser stock to be
checked and replenished on a daily
basis.
Signage to be displayed to remind all
students and staff.

Site team,
cleaners

Daily

Admin /
Student
Services
SME / Site
team

01/09/20 and
ongoing
checks
01/09/20 in
classrooms
and by
entrances

Students will be reminded by staff on a
daily basis about washing their hands

All staff

Daily

Should an incident or claim be made in
relation to COVID-19, which may require
the school to report to RIDDOR, the
school shall take advice from the trust
Health and Safety consultants and other
advisors as appropriate.
Whilst the Health and Safety Executive
(HSE) are clear about when incidents
should be reported, there is no guidance
to assist in establishing whether the
cause can be directly attributed to the
workplace.

ALH

From
01/09/20

Hand sanitiser to be available in all
classrooms and at the designated
entrances for each group of students if
direct access to handwashing facilities is
not available.
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Administrative
Staff

Students, parents,
staff and visitors
may be harmed
by not staying 2m
apart and
therefore
increasing the risk
of spread of
Covid19

The school is supported by Health and Safety
consultants, In House Safety.

Ensuring office spaces set up to keep social distances and
allow school office to function.

Offices used by administrative staff will be assessed
on an individual basis to ensure staff are able to be
socially distanced whilst they work. Where staff are
facing each other and unable to be 2m apart,
screens will be put in place. Where necessary,
additionl markings will be in place to prevent others
from walking into a room.

Administrative staff, including SLT, will be actively
discouraged from ‘hot-desking’. Members of staff
will use their assigned PC, keyboard, mouse,
telephone, desk, chair etc. These will be responsible
for keeping their own workspace clean, tidy and
clutter free. They will also clean and sanitise their
desk area at the end of each day. Staff should
transfer calls between handsets rather than sharing
telephone handsets.

Communication will be sent to parents to encourage
them to contact the school office via email or phone
where possible and to call to arrange appointments.






Where parents or visitors come to the office hatch,
staff and visitors will be protected by a Perspex
shield. Staff will also be reminded to stay 2m away
from the parent or visitor. Signage will be used to
indicate this is to protect staff and visitors.
The Inventory signing in system should not be to
sign in students. A manual signing in system will be
in place to limit contact with the touch-screen
device.
The Inventory signing in system is available for use
by visitors to school. It must be wiped down after
each use.

January 2021 National Lockdown: (update 10/01/2021)

In House Safety have advised that
should a member of staff or students be
tested positive for COVID-19, we should
report this to RIDDOR.
The Trust HR Manager shall be
responsible for formally reporting the
incident to the HSE.

All signage in place for individual offices,
individual screens ordered.
All staff informed of procedures

AKM / ALH /
JKA / DEW

01/09/20
Ongoing

Communication to parents regarding
limiting face-to-face contact with school
admin staff and to ask them to only
come into school for pre-arranged
appointments.
Signage displayed to promote social
distancing and a limit on the number of
people in reception.

JDG / AKM /
MJN

31/08/20
Ongoing

JKA / AKM

01/09/20
ongoing

Manual sign in system to be established
for late students

Student
Services

01/09/20
Ongoing

Ensure there are wipes beside Inventory
system

Site

1/12/20
ongoing

JKA
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Personal
Protective
Equipment

Pupils, parents,
staff and visitors
may be harmed
by a child with
symptoms of
Covid-19 passing
on the virus

The ‘reason for leaving site’ option on Inventory will
be switched off for staff signing out. This will ensure
that staff can swipe in and swipe out, without
touching the screen itself.

Antibacterial wipes will be provided alongside each
MFD. Staff will be responsible for wiping the keypad
before using the MFD. Where possible,
photocopying can be completed by admin. staff in
the school office, with advance notice. The MFD in
the school office must only be used by admin. staff.
Teaching staff and teaching support staff may use
the other MFDs around the school.

Antibacterial wipes will be provided for staff to wipe
down PCs in classrooms, the staffroom and laptops
in the library. This should be done before any device
is used.
Personal Protective Equipment should not be used as an
alternative to social distancing, except where there is no
other practical solution.

Training will be delivered for key staff who have
volunteered to wear certified PPE provided by PCC,
in the case of being in close contact with a child with
Covid-19 symptoms.

Full PPE should only be worn/used by trained
members of staff who are coming into close contact
with a child displaying symptoms of Covid-19.

Any child who is displaying symptoms of Covid-19
should be isolated immediately in the isolation room
and parents must be contacted to take him/her
home.

Staff must advise the parent of the symptomatic
child to arrange a Covid-19 test.

If the symptomatic child receives a Covid-19 positive
result, school should follow the guidance of the local
health protection team

Classrooms, and any other areas of the school
accessed by that student, must be closed for 72
hours and deep cleaned.
PPE should be used for intimate care following the
schools’ established procedures and policies.

January 2021 National Lockdown: (update 10/01/2021)

Ensure there are wipes beside all MFDs

SME / Site
staff

01/09/20
ongoing

Ensure wipes are available for all staff

SME / Site
staff

01/09/20
ongoing

All First Aid staff to be retrained in the
use of PPE correctly using NHS videos

AKM / MJC

Training days

AKM / Site
team

01/09/20

New isolation room set up.

All staff informed of procedures in
dealing with a student or member of
staff suspected of having Covid 19

JDG / AKM /
MJN

Training days
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Where close proximity working (school Site Team) is
required for longer than 15 minutes, assess the need to
issue employees with appropriate Personal Protective
Equipment.
Behaviour

Pupils, parents,
staff and visitors
may be harmed
by pupils’
behaviours which
could risk passing
on the virus

Staff/Pupil behaviour and cooperation will be the key to
implementing all of the controls.

The schools’ existing behaviour policies and
practices will be reviewed, with additional guidance
issued to staff during training during the week
beginning 01/09/20. Staff have already been asked
to use our current systems, such as the C system to
encourage social distancing and use of the one way
system. However, more changes will need to be in
place as, for example, departmental exits will not be
able to operate (C3).

Anew SAFETY event will be added to Bromcom
where staff can log breaches of Covid-19
expectations. This will enable SLT to monitor
students carefully and apply the approipriate followup, including sanctions, educations and informing
parents
School will carry out inductions to inform staff and pupils
of the changes.
 Student expectations and procedures to be shared
with CWVC groups on a weekly basis (to account for
changes in the make up of the group)

 Parents to be informed of changes to the behaviour
policy and the clear expectations expected of their
children.

School Staffroom

Staff and visitors
may be harmed if
strict procedures
put in place for
the communal

Encourage staff to cooperate with government plans for
contact tracing.
 All staff to be reminded of the procedures they
should follow if they are suspected of having Covid
19 or are contacted by NHS England to self-isolate
Arrangements should be made to ensure the staffroom is
not overcrowded and social distancing can be achieved

Staff will be able to access staffroom to store
valuables and belongings including use of the fridge
to store pack lunches

January 2021 National Lockdown: (update 10/01/2021)

Site team

As necessary

Changes to the behaviour system have
been completed.
Behaviour policy appendix to be
reviewed and updated, as necessary.
Behaviour expectations and procedures
for dealing with potential incidents to
be shared with staff

MJN

01/09/20
Training days

SAFETY event added
Students informed

MJN

02/11/20

Ongoing monitoring

SLT

02/11/20

Powerpoint to be available for
registration

AKM / REA

12/01/21

Information about behaviour
expectations will be a part of the initial
routines discussed with students

JDG / AKM /
MJN

31/08/20
ongoing

JDG / AKM /
MJN

Training days
/ ongoing

SLT

Training days
12/01/21
ongoing

Expectations in the use of the staff room
to be shared with members of staff
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use of the
staffroom are not
followed,
potentially
increasing the risk
of Covid 19
amongst the
school’s
community









Infection Control

Equality Impact
Assessment
Lack of staff

Pupils, parents,
staff and visitors
may be harmed
by not following
the strict
guidelines put in
place regarding
hand hygiene
potentially
increasing the risk
of Covid 19
amongst the
school’s
community
Staff & Pupils

Pupils may be
harmed if there
are not enough
staff available to
supervise
students during
break and lunch

Staff will be able to use the staffroom to make tea
and coffee for themselves but should only use their
own personal cup/mug. Staff should use the hand
sanitiser beside the hot water dispenser.
During the national lockdown, when there are free
spaces on site where staff can work and eat, staff
are discouraged from using the staffroom for
breaks/lunch. Staff are advised to collect a drink
and food and consume them elsewhere, ensuring
that they socially distance at all times
The staffroom will be set up as a work room for
staff; staff will be able to access the computers and
work spaces.
Staff should maintain social distancing whilst in the
staffroom. This would limit the number of staff to 10
at any one time.
Staff should use the hand sanitiser provided on
entrance to the staffroom.

Staff and pupils have access at all times to water and
soap for hand washing.
 All students to be allowed to use washing or
sanitising facilities during a lesson if they cough or
sneeze onto their hands
 Students to wash hands after using the toilets


Soft furnishings have been removed
from the staffroom, to be replaced by
tables and chairs. Computers to be
spaced / screens purchased to enable
staff to work during free periods.

Site team / IT
team / AKM

01/09/20

Ensure students are reminded of the
correct way to wash hands including
length of time.
Appropriate signage in place to promote
effective handwashing

All staff

Daily

AKM /
Student
Services

01/09/20
monitored
daily

Equality impact assessment to be
updated and shared with all staff

HR / AKM /
REA

31/08/20

All staff

As necessary

DEW / REE /
HoD

As necessary

Where possible students to wash their hands at
regular intervals during the day and where this is not
possible because of access to facilities students
should use the hand sanitiser provided

A equality impact assessment has been completed and is
available on asking:
Staff – HR, Students – AKM / REA
Assessment of availability of staff for all activities during
the school day, including break and lunchtimes
 All staff to phone the absence line as soon as they
know that they are unable to come into work
 Heads of Department to sort out online learning to
cover for staff who are too unwell to do this. CWVC

January 2021 National Lockdown: (update 10/01/2021)
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times and to
supervise during
the school day
potentially
increasing the risk
of Covid 19
amongst the
school’s
community

Increased risk of
transmission

Staff and Pupils
should adhere to
the detailed
guidance in the
risk assessment
regarding
adhering to social
distancing where
possible in the
classroom and
during social
distancing where
possible during
social time.
Failure to follow
these procedures
could result in an
increased risk of
the spread of
Covid 19




group to be covered by SLT and other staff in school.
Supply staff could be called in, if necessary.
In the event of staff absence all duties will need to
be covered which may mean that staff may be called
upon to do additional duties
It is unlikely that any aspect of school, at the
moment would need to be shut due to staff absence

Ensure that social distancing measures can be
maintained at all times
 Social distancing to be maintained in the classroom
between teachers and students where possible
 Social distancing to be in place between all adults as
adult to adult transmission is a greater risk
 Social distancing between students to be
encouraged during social time. Risk of transmission
will be reduced between students by keeping them
in defined groups as much as possible

Review activities that can be carried out
 The majority of activities are currently paused due to
the national lockdown
 Parents evening to be remote / options evening to
be delivered virtually.

January 2021 National Lockdown: (update 10/01/2021)

PAE / AKM /
JKA / DEW

As necessary

JDG

As necessary

Reminders to staff and students on
expectations concerning social
distancing

JDG / AKM /
MJN
All staff

Training days
Daily

Signage and markers on the floor to act
as reminders, including 2m floor
markings in corridors, in the courtyard
and where students queue for lunch.
Signage notifying the number of
students who can be in the toilets at any
time to be in place.

AKM / Site
team

03/09/20 and
ongoing

Staff and parents to be fully informed of
the events that have been temporarily
suspended

SLT

21/01/21

As events
arise
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Government guidance recommends that students limit
the amount of equipment brought into school to lunch,
coats, books, stationery, mobile phones. Bags are
allowed. Students and teachers can take books home.
 Students will be asked to bring basic equipment to
school for their own personal use.
 Additional equipment will be provided for students
to use in their own personal plastic wallet. This will
remain in school at the end of the day.
 Students will wear PE kit on the days they have PE
rather than their school uniform to avoid carrying
additional bags and using crowded changing rooms.
Dedicated school
transport,
including
statutory
provision

Staff and Pupils
should adhere to
the detailed
guidance in the
risk assessment
regarding
procedures to
follow when using
public transport
or dedicated
school transport.
Failure to follow
these procedures
could result in an
increased risk of
the spread of
Covid 19

Parents will be informed about what
students are expected to bring to
school.

JDG / AKM /
MJN

31/08/20
ongoing

Communication to staff and students on
the training days and first few days of
term.

JDG / AHG

11/01/21
ongoing

AKM

Ongoing

Trust STL

To be
reviewed post
lockdown

It is important to consider:
How pupils are grouped together on transport, where
possible this should reflect the bubbles that are adopted
within school
Use of hand sanitiser upon boarding and/or disembarking
additional cleaning of vehicles
Organised queuing and boarding where possible
distancing within vehicles wherever possible
The use of face coverings for children over the age of 11,
where appropriate, for example, if they are likely to
come into very close contact with people outside of their
group or who they do not normally meet

 Yaxley bus is currently not running
 Students in the CWVC group who travel on public
transport to be reminded of the need to sanitise and
to wear a face covering.

Learning outside
the classroom
(day trips, etc.)

Staff and Pupils
should adhere to
the detailed
guidance in the
risk assessment
regarding
procedures to
follow when using
outdoor spaces

Keeping children within their consistent group, and the
COVID-secure measures in place at the destination
 All residential trips have been suspended for the
school year 2020-2021
 Educational day trips have been paused for the
autumn term unless there is a specific requirement
of an exam syllabus that cannot be delivered in a
virtual way.

January 2021 National Lockdown: (update 10/01/2021)

For more information contact Stephen
Brown (Outdoor Education Adviser·)
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Extra-curricular
activities
(coaches, tutors,
after school)

Physical activity

for delivering a
lesson or on
school trips.
Failure to follow
these procedures
could result in an
increased risk of
the spread of
Covid 19

Schools should also make use of outdoor spaces in the
local area to support delivery of the curriculum.
 All PE lessons will take place outside weather
permitting.
 PE lessons will operate in single-sex groups within
from within the half year bubble
 In the event that outdoor spaces are not available,
PE will use the large indoor spaces – sports hall,
small gym and fitness suite. At KS3, students could
also work in their base classrooms.

Staff, pupils and
visitors should
adhere to the
detailed guidance
for each
individual activity.
Failure to follow
these procedures
could result in an
increased risk of
the spread of
Covid 19

Schools are able to work with external coaches, clubs and
organisations for curricular and extra-curricular activities
where they are satisfied that this is safe to do so. Schools
should consider carefully how such arrangements can
operate.
 All extra-curricular clubs have been paused for the
first half of the autumn term.
 External coaches may be used by GCSE and A level
students to support examination requirements.

Outdoor sports should be prioritised where possible, and
large indoor spaces used where it is not, maximising
distancing between pupils and paying scrupulous
attention to cleaning and hygiene

Identify the availability of indoor spaces
should groups have to come inside
during a lesson.

Any visit by an external coach to be
cleared by SLT. The coach will be made
aware of procedures in school to keep
everyone safe.

JDG / PAE /
AKM / DEW /
MRG

01/09/20
ongoing but
not relevant
during
lockdown

Trust STL

To be
reviewed post
lockdown

SLT

For more information contact Ian
Roberts (Specialist Adviser - Physical
Education and School Sport)

Please see the risk assessment and plans for PE produced
by Mike Goode, Head of PE, for details.
Pupils should be kept in consistent groups
See above
Sports equipment thoroughly cleaned between each use
by different individual groups
 In the event any sports equipment is used, this will
have to be cleaned before use by another student or
left for 72 hours before being used again
Contact sports to be avoided.
 All contact sports to be avoided until further
guidance allows for this to happen

January 2021 National Lockdown: (update 10/01/2021)

Additional daytime cleaner to be
employed to support cleaning in PE
Cleaning materials available for PE staff
to wipe and clean equipment.

SME / Site
team
All PE staff

01/09/20
ongoing

Head of PE and SLT lead to monitor
advice and guidance.

MRG/MJN

Ongoing
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Signage

Staff, pupils and
visitors could risk
the spread of
Covid 19 if they
are not reminded
of the procedures
they should be
following whilst
on the school site.

What signage is provided to inform staff and pupils
regarding social distancing, hand cleaning etc.?
The following signage will be in place around the school
to promote good personal hygiene, social distancing
where possible and designated student routes and
working areas.
 Hand washing advice/procedures
 Reminders to use the hand sanitiser at student
entrances
 Behaviour expectations
 Entry/exit points for individual year groups.
 No entry signs for areas/staircases
 Signs to indicate the one way system around school
 Markers on the floor to remind staff and students
about social distancing

January 2021 National Lockdown: (update 10/01/2021)

Signs to be produced / bought and
displayed around school
Markers to be placed on floor to remind
staff and students about social
distancing.

JKA / Student
Services /
SLT

01/09/20
ongoing
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Useful Guidance
Restricting attendance during the national lockdown: schools here
The Government Guidance for safe working in education, childcare and children’s social care settings, including the use of personal protective equipment
(PPE) here
The Government Guidance for implementing protective measures in educational and childcare settings can be found here
Children of critical worker and vulnerable children who can access schools or educational settings here
COVID-19: guidance on supporting children and young people’s mental health and wellbeing can be found here
Face Coverings in Education here
COVID-19: PE teaching in schools and settings can be found here
CLEAPSS Guide to doing practical work in a partially reopened school Science
CLEAPSS Guidance for science departments returning to school after an extended period of closure
CLEAPPS Supporting Practical Science, DT and Art

January 2021 National Lockdown: (update 10/01/2021)
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