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COVID19: Full Opening Risk Assessment and Action Plan 

Government Rationale 

Returning to school is vital for children’s education and for their wellbeing. Time out of school is detrimental for children’s cognitive and academic 
development, particularly for disadvantaged children. This impact can affect both current levels of learning and children’s future ability to learn, and 
therefore we need to ensure all pupils can return to school sooner rather than later. 

Lower academic achievement also translates into long-term economic costs due to having a less well-qualified workforce. This affects the standard of living 
that today’s pupils will have over the course of their entire life. For many households, school closures have also affected their ability to work. As the 
economy begins to recover, we need to remove this barrier so parents and carer’s can return to work 

The risk to children themselves of becoming severely ill from coronavirus (COVID-19) is very low and there are negative health impacts of being out of 
school. We know that school is a vital point of contact for public health and safeguarding services that are critical to the wellbeing of children and families. 

In relation to working in schools, whilst it is not possible to ensure a totally risk-free environment, the Office of National Statistics’ analysis on coronavirus 
(COVID-19) related deaths linked to occupations suggests that staff in educational settings tend not to be at any greater risk from the disease than many 
other occupations. There is no evidence that children transmit the disease any more than adults. 

While coronavirus (COVID-19) remains in the community, this means making judgments at a school level about how to balance and minimise 
any risks from coronavirus (COVID-19) with providing a full educational experience for children and young people.  

The measures set out in this guidance provide a framework for school leaders to put in place proportionate protective measures for children 
and staff, which also ensure that all pupils receive a high quality education that enables them to thrive and progress. In welcoming all children 
back this autumn, schools will be asked to minimise the number of contacts that a pupil has during the school day as part of implementing the 
system of controls outlined below to reduce the risk of transmission. If schools follow the guidance set out here, they can be confident they 
are managing risk effectively. 

Schools must comply with health and safety law, which requires them to assess risks and put in place proportionate control measures. Schools 
should thoroughly review their health and safety risk assessments and draw up plans for the autumn term that address the risks identified 
using the system of controls set out below. These are an adapted form of the system of protective measures that will be familiar from the 
summer term. Essential measures include: 

https://www.ons.gov.uk/peoplepopulationandcommunity/healthandsocialcare/causesofdeath/bulletins/coronaviruscovid19relateddeathsbyoccupationenglandandwales/deathsregistereduptoandincluding20april2020
https://www.ons.gov.uk/peoplepopulationandcommunity/healthandsocialcare/causesofdeath/bulletins/coronaviruscovid19relateddeathsbyoccupationenglandandwales/deathsregistereduptoandincluding20april2020
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• a requirement that people who are ill stay at home 
• 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 is reasonably practicable 

How contacts are reduced will depend 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 maintaining distance from pupils and other staff as much as possible 

System of controls 

This is the set of actions schools must take. They are grouped into ‘prevention’ and ‘response to any infection’ and are outlined in more detail 
in the sections below. 

Prevention: 

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) clean hands thoroughly more often than usual 

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

4) introduce enhanced cleaning, including cleaning frequently touched surfaces often, using standard products such as detergents and bleach 

5) minimise contact between individuals and maintain social distancing wherever possible 

6) where necessary, wear appropriate personal protective equipment (PPE) 
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Numbers 1 to 4 must be in place in all schools, all the time. 

Number 5 must be properly considered and schools must put in place measures that suit their particular circumstances. 

Number 6 applies in specific circumstances. 

Response to any infection: 

7) engage with the NHS Test and Trace process 

8) manage confirmed cases of coronavirus (COVID-19) amongst the school community 

9) contain any outbreak by following local health protection team advice 

Numbers 7 to 9 must be followed in every case where they are relevant. 

 

School Improvement Plan 

Our risk assessment and action plan will be reflective and support of our new school improvement plan. Our 2020-21 improvement plan will be 

aimed at;  

- Addressing all significant gaps in children’s learning in reading, writing and maths and devising a fully comprehensive and inclusive 
recovery curriculum at academic, social and emotional level. The three key elements of a recovery curriculum are; kindness, 
compassion and hope.  

- Ensuring that our curriculum offer continues to be a broad, balanced, stimulating and enriching one building upon children’s prior 
knowledge and understanding. 

- Exploring every opportunity to learn outdoors. 

- Addressing any anxieties that children, staff and parents will have when returning to school in September, thus creating lots of 
‘reflection, pastoral and ‘self-regulation’ opportunities. 

- Being highly creative at planning alternative ‘whole school’ events if we are unable to organise school assemblies, services and 
productions.   
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SCHOOL NAME: Boreham Primary School 

OWNER: Ian Bowyer Head teacher  

DATE: September 2020 

Purpose of this document: 

This COVID19: Risk Assessment and Action Plan document sets out the decisions taken and measures put in place to prepare for the full 

opening of the school and ensure the school continues to operate in a safe way. 

Existing policies and guidance continue to apply alongside the actions within this document, including but not limited to:  

- Health and Safety Policy 

- First Aid Policy 

- Child Protection Policy  

- CYP Response Plan 

- DFE Guidance relating to COVID19 

- Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013 

- The Health Protection (Notification) Regulations 2010 

- Public Health England (PHE) (2017) ‘Health protection in schools and other childcare facilities’ 

 

Steps of Full Opening Preparation:  
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Pre-
Action 

Post-
Action 

Engagement in 
Risk Assessment 
and Planning 

Risk assessment process fully 
engages staff, governing body and 
union representatives. 

Head Teacher to share Risk Assessment with all staff and governing body and review on a fortnightly 
basis. 

The risk assessment and action plan was shared with all staff and the Chair of Govs on Wednesday 2nd 
September 2020 and the full Governing Body on Monday 21st September.   

Preparing 
Buildings and 
Facilities 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

• Water treatments  

• Fire alarm testing 

• Repairs 

• Grass cutting 

• Other grounds 
maintenance 

• PAT testing 

• Fridges and freezers 

• Boiler/ heating servicing 

• Internet services 

• Any other statutory 
inspections  

• Insurance covers 
reopening arrangements 

 

Our caretaker, (Mr Smith) is 
unavailable.  

 
 
 
 
 

Site has been closed for prolonged 
period 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Food remains in the freezer 

H 
 
 
 
 
 
 

M 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

M 
 
 
 

In the event of the Caretaker being 
unavailable due to ill-health, unlocking 
and locking of premises can be managed 
by the SLT. The school can also call upon 
a number of external agencies if 
required.  
 
The Caretaker lives on school site and 
will be working on site for 4 weeks of 
the summer holidays. The remainder of 
the two weeks holiday will be overseen 
by key members of the SLT.  Landscape 
Team have their own key for accessing 
school grounds to complete grounds 
work. Work undertaken is always away 
from children and staff. The school 
holds an Emergency & Business 
Continuity Plan.  
ICT Technician can work remotely as and 
when required.  
 
PAT testing will take place during 
February Half Term 2021.  
 
Edwards & Blake (External Catering 
Provider) – frozen food can be stored for 
up to 6 months.  

SLT as and when 
required.  

 
 
 
 
 

Caretaker & SLT 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 

Catering Manager 
 

 

L 
 
 
 
 
 
 
L 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
L 
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Preparing 
Buildings and 
Facilities 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
Office spaces re-designed to allow 
office-based staff to work safely.  

 
Office does not allow for adequate 
space between staff members of 2 

metres.  

 
 

M 

Staff do not face each other in the main 
office. School Business Manager will 
work in HT’s office every Friday to allow 
for Finance Assistant (who is also a 
Class TA) to work from their normal 
desk area to fulfil their contracted 
hours. 
 
Contact with other staff and children 
will be minimised. Other staff are not 
permitted to enter the main school 
office and are to use the classroom 
phone in order to communicate or 
knock on door to speak to a member of 
the admin team. Office staff use the 
family room for refreshments and not 
the staffroom.  
 
The first-aid area has been relocated 
from the main school office to the 
Music room.  

 
All Staff 

Daily  

 
 
L 

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

 
Bottlenecks likely at entrance to 
school. Social distancing unlikely 

to be maintained, especially within 
main corridors.  

 
H 
 

Staggered arrival and departure times 
remain in place with two gates in 
operation. One gate is for KS1 and Yr 3 
only and other gate is for Yrs 4-6 only. 
Key staff on duty daily, manning both 
gates and school playground. Parents 
continue to wait on opposite side of 
the road for drop off and collection 
times. Social distancing signs in place 
and Head Teacher to provide frequent 
updates on the schools systems. The 
back gate giving access to school site 
via KS2 playground will remain locked 
and out of use.  

 
All Staff, parents 

and pupils  
 
 

 
L/M 



8 
 

Preparing 
Buildings and 
Facilities 

Appropriate marked areas remain in 
school walkways and corridors; 
including crosses on carpets to mark 
safest crossing points. Pupil movement 
around school will be at an absolute 
minimum.  
 
Early Years induction into school allows 
for these parents, only onto school 
premises to drop child at the outdoor 
EYFs setting at 9:30am for first 12 days. 
At this time, no other children will be in 
immediate area.  

 
Consideration given to premises 
lettings and approach in place. 

 
School premises (main hall) used 
for lettings and insufficient time 

for cleaning 

 
M 

No lettings for the remainder of school 
year. Hall floor will need to be swept 
and cleaned daily by MDA team and 
Caretaker following lunchtime.  

 
 
 

MDA Team / 
Caretaker 

 
 

 
 
 
L 
 

 
Consideration given to the 
arrangements for any deliveries. 
 

Deliveries arrive during school day.  M All deliveries enter via the main school 
office only. Kitchen deliveries will all be 
taken via back gate. Either caretaker or 
member of Admin team take receipt of 
all deliveries.   
 
Hand sanitiser available at the school 
entrance. 

 
Admin Team & 

Caretaker  

 
L 
 

Emergency 
Evacuations 

Evacuation routes are confirmed, 
and signage accurately reflects 
these. NB In the event of emergency 
the priority is getting out of the 
building calmly regardless of social 
distancing.   

Evacuation routes would cause 
multiple groups/bubbles of people 

to come into contact. More 
appropriate alternatives are 

possible.  

 
 
H 

Our well-established evacuation 
procedure has been revised fully with 
all staff. Evacuation process ensures 
that class bubble groups will not come 
into contact and appropriate distancing 

 
All staff and 

pupils  
 
 

 
L/M 
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Arrangements in place to support 
individuals with reduced mobility 
including cover arrangements in 
the case of reduced numbers of 
staff. 

 

 
 
 
 

will be maintained in-between each 
year group whilst lining up outside.  
 
All class teachers to remind their pupils 
of the correct evacuation procedures 
and expectations.  
One child with EHCP could possibly 
require carrying in event of a fire but 
this has been agreed with parents in 
the child’s individualised risk 
assessment.  
 
Half termly fire drills to be planned with 
additional one added within first two 
weeks of new academic year.  
 
Fire door locking mechanism in new 
Year 4 classroom has been renewed.  

 
 
 

Class Teachers 
 
SEN LSA 
 
 
 
 
 
 
Headteacher & 
Fire Marshalls 
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Cleaning and 
waste disposal 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Enhanced cleaning regime is in 
place in line with COVID19: 
Cleaning in non healthcare settings 
guidance.  
 
Cleaning staff capacity is adequate 
to enable enhanced cleaning 
regime. 
 
Sufficient time is available for the 
enhanced cleaning regime to take 
place. 

Caretaker is unavailable or 
member of contracted cleaning 
staff is unable to work due to 
illness.  
 
Lack of cleaning equipment.  

H Enhanced cleaning schedule 
implemented throughout the site, 
ensuring that contact points, work 
surfaces, door handles, taps etc. are all 
thoroughly cleaned and disinfected 
regularly. Use of disposable cleaning 
cloths. Enhanced cleaning regime for 
toilet facilities particularly door 
handles, locks and toilet flush. 
 
All internal doors to be wedged open 
during the day in order to minimise 
contact with door handles.   
 
Hand towels and hand-wash are to be 
checked and replaced as needed by 
Caretaker.  
 
Planned regular deliveries of cleaning 
equipment from KOSHEEN. 
 
X3 cleaners employed daily from 3:15 – 
5:30pm. Any additional cleaning 
required during school day will be 
undertaken by the Caretaker. 

KOSHEEN. 
Regular checks 
made by 
Caretaker and 
Premises 
Manager and 
Head teacher.  
 
Any staff must 
immediately text 
the caretaker in 
first instance or 
phone main 
office.  
 
Daily checks of 
toilets carried out 
by Caretaker.   

L/M 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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Cleaning and 
waste disposal 

Adequate cleaning supplies and 
facilities around the school are in 
place.   
 
Arrangements for longer-term 
continual supplies are also in 
place. 

No hand sanitiser for visitors to 
reception. 
 
Classrooms do not have tissues. 
 
Blue hand towel runs out.  
 
Low supply of soap. 
 

 

 

M 

Hand towels and soap are to be 
checked and replaced as needed by 
Caretaker.  
 
Planned regular deliveries of cleaning 
equipment from KOSHEEN.  
 
Hand sanitiser available at the school 
entrance.  
 
Additional wall-mounted hand 
sanitisers can be found outside the 
main school office, outside the 
staffroom and within the school library 
area.   

Lidded bins in classrooms. 

Disposable tissues in each classroom to 
implement the ‘catch it, bin it, kill it’ 
approach. 

Stock check and ordering schedule 
reviewed and order made. 

Bin within disabled toilet to be emptied 
daily and only to be used by named 
child.  

KOSHEEN. 
Regular checks 
made by 
Caretaker and 
Premises 
Manager and 
Head teacher.  
 
Any staff must 
immediately text 
the caretaker in 
first instance or 
phone main 
office.  
 
 
Daily checks of 
toilets carried out 
by Caretaker.   

 
 
 
 
L 
 
 
 

Waste disposal process in place for 
potentially contaminated waste. 
 
Process in place for safe removal 
and/or disposal of face masks. 

Bins overflow.  M All classes have lidded bins. All contents 
will be double bagged. 
Disposal of all waste will be carried out 
daily after school. If a bin requires 
empting during the day, then the 
caretaker will be contacted to do so.  

KOSHEEN 
& 

Caretaker  

L 
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No waste bags to be stored in backdoor 
lobby area adjacent to Head teacher’s 
office.  
 
Face masks and aprons and disposable 
gloves will be required to be used for 
administering first aid or intimate care. 
School has purchased individual visors 
for all staff which can be cleaned and 
re-used.  

Classrooms 
Classrooms have been re/arranged 
to allow as much space between 
individuals as practical. 
 
Classroom entry and exit routes 
have been determined and 
appropriate signage in place. 
 
Furniture arranged to minimise 
contact as much as possible e.g.  
Desks side by side, facing front, 
where age appropriate. 

Pupils and staff do not maintain 
appropriate distancing from one 
another and class bubble groups 
mix.  

M 
 

All children enter and exit their 
classroom via the external classroom 
door accessed via the main school 
playground at beginning and end of 
school day and for break and lunch 
times too.  
 
All classrooms are equipped with sinks 
to ensure children are able to clean 
their hands regularly, including when 
they arrive at school, when they return 
from breaks, between lesson changes, 
before and after PE and before and 
after eating.' 
 
Each classroom in Yrs 2-6 have been set 
out to ensure that all children are 
facing forwards in twos with desks side 
by side.  
 
Key marked area for class teacher to 
teach from.  
 
Daily internal premises checks.  

All Teaching Staff 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Caretaker & Head 
teacher  

L 
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Appropriate resources are 
available within all classrooms e.g. 
IT, age specific resources.  
NB: sharing of equipment should 
be limited to the bubble. Shared 
materials and surfaces should be 
cleaned and disinfected more 
frequently [source: protective 
measures guidance]. 

 
 

Non-essential equipment or 
resources which are not easily 
washable or wipeable have been 
be removed. 

 
 
 

Information posters are displayed 
in every classroom, at the main 
entrance, places visible to those at 
the school gate, in the staffroom 
and in all toilets. 
 
 

Soft toys, cushions and beanbags 
in EYFS setting not easily 
washable. 

 

 

 
 
 
 
 
 
 
 
 
 
No COVID19 information posters 
currently in place. Limited 
reminders/ awareness for children. 

M 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 

 

Soft toys, cushions etc have been 
removed from EYFS setting.  

Class i-Pads will be wiped down before 
they are reused. All pupils will wash 
their hands before and after using i-
Pads.  

All pupils in yr groups 2-4 will be 
allocated their own zippy wallet pouch 
to put their own stationery in. 

All pupils in Yr groups 5-6 have their 
own individual under-table storage 
trays.  

All classrooms and key areas, such as 
toilets, have appropriate posters 
displayed which promote the 
importance of regular hand-washing 
and good personal hygiene.  

Children will design ‘Catch It, Kill It, Bin 
it’ posters to be displayed additionally 
too.  

e-Bug posters displayed: 
• Horrid hands 
• Super sneezes 
• Hand hygiene 
• Respiratory hygiene 
• Microbe mania 

Daily internal premises checks.  

All Teaching Staff 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

All Staff 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
Caretaker & Head 
teacher  

L 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://e-bug.eu/eng_home.aspx?cc=eng&ss=1&t=Information%20about%20the%20Coronavirus
https://e-bug.eu/junior_pack_ks1.aspx?cc=eng&ss=2&t=Horrid%20Hands
https://e-bug.eu/junior_pack_ks1.aspx?cc=eng&ss=2&t=Super%20Sneezes
https://e-bug.eu/junior_pack.aspx?cc=eng&ss=2&t=Hand%20Hygiene
https://e-bug.eu/junior_pack.aspx?cc=eng&ss=2&t=Respiratory%20Hygiene
https://e-bug.eu/lang_eng/UK%20KS1%20Pack/Microbe%20Mania/Microbe-Mania-Poster.pdf
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Staffing 
Staffing numbers required for 
entire eligible cohort have been 
determined including support 
staff such as facilities, IT, midday 
and office/admin staff. 
 

Including at least one of the 
following: 

• Paediatric First aider  
(where children under 
3yrs) 

• Designated Safeguarding 
Lead (DSL)  

• SENCO  

• Caretaker/site member 

• Office staff member 
 
 
Approach to staff absence 
reporting and recording in place. 
All staff aware. 
 
Plans to respond to increased 
sickness levels are in place.  
Cover arrangements determined 
(including leaders and 
safeguarding designated leads) – 
on a weekly rather than daily basis 
to minimise contacts. 

 

Key staff absent 

 
 

H 
 

Each class bubble group has named 
staff, including break and lunch times.  

Caretaker lives on school site.  

The school has x3 named designated 
safeguarding officers, two of whom 
work full time.  

The school has at least one member of 
staff who is paediatric trained, who 
works full time.  

With the exception of the SENCo who 
works 3 days a week, all remaining SLT 
members work full time. The DHT is 
released from class one day a week. 

Our admin team continues to operate 
fully staffed.   

Our SENCo works 3 days a week.  

All staff informed of procedures for 
reporting their absence.  

School has updated its Emergency and 
Business Continuity Plan.  

All Staff 
 
 
 
 

 

L 

Risk assessments in place for those 
staff who were previously working 
from home due to shielding, 
(clinically vulnerable and/or living 
with someone in these groups), 

A part time teacher who was 
shielding has returned to school, 
with a year group who are less 
likely to socially distance. Another 

H 

Individual risk assessments have been 
written for both members of staff. Both 
teaching staff have been timetabled a 

DHT & SBM 

 L 



15 
 

and appropriate arrangements for 
mitigating risk are identified. 

member of part-time staff is 
pregnant.  

A member of the admin team is 
classed as clinically vulnerable. 

Staff who have exhibited any form 
of anxiety.  

teaching assistant to work alongside 
them.  

Admin Team member will have limited 
contact with pupils and will use the 
Head teacher’s office to work from 
every Friday to ensure distancing from 
another member of the Admin Team 
who works all day in the main office on 
a Friday but is also a TA.  

Any staff who have previously been 
absent from work due to stress and 
anxiety will require an individual risk 
assessment, initially through a face to 
face meeting.  

 

 

SBM 

 

 

 

SBM 

Consideration given to staff 
clothing expectations and 
information shared with staff.  

Staff do not wear appropriate 
clothing. 

L The school will expect all of its staff to 
continue to follow the staff code of 
conduct with regards to appropriate 
dress. (Code of conduct reviewed with 
all staff on 02.09.20)  

All teaching staff will be expected to 
wear trainers for any form of physical 
activity.  

All Staff L 

Approaches for meetings and staff 
training in place. 

Part time staff are unable to 
attend meetings and training. 

L Staff briefings will be held on Mondays 
and Thursdays from 8:15am-8:30am 
weekly. Weekly staff meeting either on 
a Tuesday or a Thursday from 3:30-
5:00pm. A fortnightly TA/MDA meeting 
will be held on a Tuesday morning. 
Head teacher will continue to send out 
additional updates via email. 

All Staff L 
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Safeguarding training booked for 
02.09.20 and NQT and all Subject 
Leader updates also booked. Additional 
training for staff will also take place 
either online or face to face with 
appropriate socially distancing 
measures in place.  

Staffing roles and responsibilities 
with regards to the contingency of 
remote provision alongside in-
school provision agreed and 
communicated.  

  
L 

Staffing responsibilities for September 
2020 has been shared with all staff in 
July 2020.  

The school plan in the event of a ‘local 
lockdown’ or partial/full school closure 
with full details on remote learning has 
been shared with all staff on 02.09.20.  

All Staff 
 
 
 

DHT 
L 

Consideration given to the options 
for redeployment of staff to 
support the effective working of 
the school. 
 
If redeployment is taking place 
staff are aware of controls and 
processes in respect of tasks they 
are unfamiliar with. 

  

 
L 

Almost all staff will be back to working 
their actual contracted hours from 
September 2020. In a couple of 
individual cases, some support staff 
have been asked to fulfil a Midday 
Assistant role to ensure that all class 
bubble groups are appropriately staffed 
during lunchtimes.  

TA and MDA staffing timetables will be 
reviewed and updated accordingly.  

PPA Timetable has been shared with all 
staff.  

For a small number of staff who are 
more vulnerable than others and where 
redeployment is not possible, individual 

All Staff 
 
 
 
 
 
 
 
 

DHT / SBM / 
SENCo 

 
DHT 

 
 
 

SBM 

 
L 
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risk assessments will be put in place 
and reviewed on a regular basis.  

Approach to support wellbeing, 
mental health and resilience in 
place, including bereavement 
support. How staff are supported 
to follow this within their own 
situations and that of pupils and 
colleagues is clear. 

Pupils, staff and parents may 
return to school in September with 
increased anxieties and family 
attachment issues.  

 
H 

All staff to have continued regular 
access to their Line Manager.  
 
All staff continue to have the option of 
further support from Rev Emma Wylie 
our named governor for staff well-
being. 
Governing Body well-being Committee 
to continue to meet regularly.  
 
 
X2 weekly morning staff 
communication meetings, weekly staff 
meeting, regular Headteacher email 
updates. 
 
Fortnightly planned LSA / MDA team 
meetings.  
 
Weekly Class teacher and TA liaison 
time planned for. 
 
Weekly newsletter to celebrate school 
successes and thank members of the 
school community. Newsletter will 
include relevant signposts for further 
support at local and national level too.  
 
Pupil and staff well-being surveys to be 
repeated within two weeks of school 
return. 
 

All Staff 
 
 
 
 
 
 

FGB Well-Being 
Committee 

 
 

Headteacher 
 
 
 
 

SENCo & SBM 
 
 

Class Teachers 
 
 

Headteacher 
 
 
 
 
 

SENCo 
 
 
 

 
L 



18 
 

Head teacher to lead weekly class 
based assemblies.  
Weekly Star Certificates & Awards  
Class teachers to phone all parents 
within first two weeks of returning to 
school.   
School Counsellor to provide 1:1 
sessions and transition group sessions 
for identified pupils. 
 
School Attendance & Pastoral Officer to 
lead a weekly Art Therapy session and 
to see individual children as and when 
required weekly.  
 
All children and staff from Yrs 1-6 to 
use anxiety feelings thermometer.  
 
 
All children have access to school 
tropical fish tank and ‘Carma’ the 
Chameleon!  
 
Governor well-being steering group to 
organise coffee/cake afternoon for 
parents on a half termly basis as when 
we are allowed to do so.  
 
 
Staff are aware of available support and 
advice for schools and pupils available 
from ECC, including the Educational 
Psychology service  
https://schools.essex.gov.uk/admin/COVID-
19/Pages/default.aspx   

Headteacher 
 

Class Teachers 
 
 
 

Mel Rushen  
 
 
 
 

Mrs Pinkney 
 
 
 

All Pupils & Staff 
 
 
 

All Pupils 
 
 
 

FGB Well-Being 
Committee 

 
 
 
 

All Staff 
 
 
 
 
 

https://schools.essex.gov.uk/admin/COVID-19/Pages/default.aspx
https://schools.essex.gov.uk/admin/COVID-19/Pages/default.aspx
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The Bereavement Policy has been 
reviewed to ensure it reflects current 
circumstances and arrangements and 
has been shared with all staff. 
 
The child protection and positive 
behaviour management policies reflect 
current circumstances and 
arrangements and has been shared 
with all staff. 

 
SBM  

 
 
 
 

Headteacher  
 
 

Arrangements for accessing 
testing, if and when necessary, are 
in place. Staff are clear on 
returning to work guidance. 
 
Process in place for use of the 
limited number of self-testing kits. 
 
Process in place to engage with 
the Test and Trace and contract 
tracing process.  
 
(Refer to ECC and public health 
guidance for more information) 

Staff, governors and parents are 
not aware how to access the NHS 
Track and Trace guidance.  
 
Self-testing kits are not made 
available to the school.  

H School to ensure that it 
communicates up to date NHS Track 
& Trace guidance to all staff, 
governors and parents.  
 
If anyone in the school becomes 
unwell with a new, continuous 
cough or a high temperature, or has 
a loss of, or change in, their normal 
sense of taste or smell (anosmia), 
they must be sent home and 
advised to follow ‘stay at home: 
guidance for households with 
possible or confirmed coronavirus 
(COVID-19) infection’, which sets 
out that they must self-isolate for 
10 days and should arrange to have 
a test to see if they have 
coronavirus (COVID-19). Other 
members of their household 
(including any siblings) should self-
isolate for 14 days from when the 

Head teacher L/M 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested
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symptomatic person first had 
symptoms. All staff must ensure 
they understand the NHS Test and 
Trace process and how to contact 
their local Public Health England 
health protection team. Schools 
must ensure that staff members and 
parents/carers understand that they 
will need to be ready and willing to: 
• book a test if they are displaying 

symptoms. Staff and pupils must 
not come into the school if they 
have symptoms, and must be 
sent home to self-isolate if they 
develop them in school. All 
children can be tested, including 
children under 5, but children 
aged 11 and under will need to 
be helped by their parents/carers 
if using a home testing kit 

• provide details of anyone they 
have been in close contact with if 
they were to test positive for 
coronavirus (COVID-19) or if 
asked by NHS Test and Trace 

• self-isolate if they have been in 
close contact with someone who 
develops coronavirus (COVID-19) 
symptoms or someone who tests 
positive for coronavirus (COVID-
19) 

 

https://www.gov.uk/guidance/contacts-phe-health-protection-teams
https://www.gov.uk/guidance/contacts-phe-health-protection-teams
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
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CONTACT DETAILS  
PHE East of England HPT 

Public Health England 
Second Floor 
Goodman House 
Station Approach 
Harlow 
Essex 
CM20 2ET 
EmailEastofEnglandHPT@phe.gov.u
k; phe.EoEHPT@nhs.net 
Telephone0300 303 853 

The approach for inducting new 
staff has been reviewed and 
updated in line with current 
situation.  

M Staff Handbook updated  
 
Arrangements in place for all new 
staff to attend non-pupil day on 
02.09.20. New staff to read key 
policy documents; including 
safeguarding and behaviour.  

DHT 
 
 

Headteacher  

L 

Return to school procedures are 
clear for all staff. 

Part time staff and newly 
appointed staff are unaware of 

return to school procedures. 

M Return to school plans have been 
shared initially with all staff and 
governors and then presented by 
the Head teacher to all staff on 
02.09.20.  

All Staff L 

Arrangements to return any 
furloughed staff in place.   

L School’s swimming instructor only 
member of staff to be furloughed. 

SBM L 

Any staff contracts that need to be 
issued, extended or amended 
considering the current situation 
have been.  

 

L Contracts of staff who are 
employed to lead the before and 
after school care provision have 
had their contracts extended.  

SBM L 

mailto:EastofEnglandHPT@phe.gov.uk%3B%20phe.EoEHPT@nhs.net
mailto:EastofEnglandHPT@phe.gov.uk%3B%20phe.EoEHPT@nhs.net
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Any HR processes that were in-
train prior to or put on hold due to 
the COVID19 emergency, have 
been appropriately resolved.    

L School to ensure that it continues 
to liaise with Essex HR and that 
staff are made aware of the named 
member of staff in school who has 
overall responsibility for all 
personnel matters.  

SBM L 

Arrangements in place for any 
visitors/ contractors on site, 
protocols and expectations shared. 
 
NB: Their employer may require them 
to wear PPE.  This should be 
documented as part of the risk 
assessment carried out by the 
Contractor. 

 

Contractors on site /visitors may 
not be aware of our school’s 
protocols and expectations. 

M All deliveries access the main 
reception where they will be 
received by either a member of the 
school admin team or the caretaker. 
The school will do its upmost to 
ensure that all deliveries do not 
occur during drop off and collection 
times.  
Cleaning staff access the school site 
daily at the end of the school day via 
the main reception.  
 
All contractors are expected to 
report to the main reception area in 
the first instance.  

 Admin Team & 
Caretaker  

L 

Arrangements in place for any 
externally employed adults 
delivering learning in school e.g. 
sports coaches, music tutors, 
forest school leaders.  Protocols 
and expectations shared. 

Externally employed adults may 
not be aware of our school’s 
protocols and expectations. 

 
Music room is now used as the first 

aid room.  
 
 

M Peripatetic Music teachers for piano 
and guitar have been allocated a 
specific area within the school to use.  
 
A reduced extra-curricular club offer is 
in place. Sports coaches and other club 
providers have been contacted in 
advance and informed of the school’s 
protocols and expectations. With the 
exception of the Year 5 Board Games 
Club, all other clubs are held outside.  

Mrs King  
 
 
 
 
 

Mrs Worgan 
&  

Headteacher  
 
 

L 
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Speech, Lang, Therapy Team to 
prioritise those pupils with EHCP’s. 
Additional visits to carry out individual 
therapy will be pre-arranged with the 
school and carried out in one of two 
allocated places for interventions – 
Family room or Demountable 
Classroom.  
 
Meetings involving LA representatives 
will follow the current Essex Guidance 
and be carried out via Zoom (EHCHNA, 
Specific Transition Annual Reviews, La 
directed meetings, SEND Cluster)  

 
 

SENCo 
 
 
 
 
 
 

SENCo 

Social Distancing 
/ Group Sizes  

All children are included in 
distinct groups/ ‘bubbles’ that 
do not mix and the number of 
children in each bubble is as 
small as possible. 
 
Approach to potential breaches of 
social distancing in place, including 
in the case of repeat or deliberate 
breaches. 
 
Social distancing plans 
communicated with parents, 
including approach to breaches. 

A child deliberately mixes with 
another bubble.  

M Each class will remain in its own 
bubble over the course of the whole 
school day. This includes break and 
lunch times.  Children’s movement 
around the school will be extremely 
limited and no child will be 
permitted to leave their classroom 
without prior permission.  
 
All class teachers will ensure that 
class charters include specific details 
on expectations in relation to 
remaining in class bubble. 
 
Updated Positive Behaviour 
Management policy has been 
updated and fully reflects Covid-19 

All Staff 
 
 
 
 
 
 
 
 
 
 
 

All KS2 Staff 
 
 

Headteacher  
 
 
 

M 
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key restrictions. Policy shared with 
all staff, governors and pupils.  
 
All pupils are made aware of the 
various types of unacceptable 
behaviours and the consequences of 
such behaviours.  
 
Risks assessments and individualised 
approach in place for students who 
might struggle to follow expectations. 
 
Parents reminded of schools positive 
behaviour expectations through regular 
reminders in weekly newsletter.  

 
 
 

All Staff 
 
 
 
 
 

SENCo 
 
 
 

Head teacher 
 
 

Staffing allocations to groups 
determined, minimising contact 
with multiple groups as much as 
possible.   
 

Teachers and other staff need to 
work across different classes and 
year groups in order to facilitate 

the delivery of the school 
timetable and to enable a full 

educational offer as well as 
fulfilling lunchtime duties. 

M Where staff need to move between 
classes /yr groups, in order to fulfil PPA, 
deliver interventions etc, they should 
try and keep their distance from pupils 
and other staff as much as they can, 
ideally 2 metres from other adults. 
These staff have also been encouraged 
to wear visors.  
 
DHT has 4 day a week class 
commitment and is part of the Yr 4 year 
group bubble so will be stationed 
within the family room on a Friday for 
their release day. The SENCo will 
continue to share an office with the 
Head teacher and remain as part of the 
Admin Team bubble.  

All Staff L 
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Social Distancing 
Arrangements for social distancing 
in place to consider: 

• Staggered school drop 
off/pick up times and 
locations (if possible) 
without reducing teaching 
time 

• Approach to avoiding 
children and young people 
entering school 
congregating and 
breaching social distancing 
is in place 

• Staggered or limited 
amounts of moving 
around the school/ 
corridors 

• Classroom design  

• Break and lunch times are 
staggered. Plans for social 
distancing during these 
times in place, such as 
when queuing for lunches 

• Toilet arrangements 
 

 

Shared toilets in KS2 open area. 
 

M Staggered arrival and departure times 
remain in place with two gates in 
operation. One gate is for KS1 and Yr 3 
only and other gate is for Yrs 4-6 only. 
All children go directly into class. Key 
staff on duty daily, manning both gates 
and school playground. Parents 
continue to wait on opposite side of 
the road for drop off and collection 
times. The back gate giving access to 
school site via KS2 playground will 
remain locked and out of use.  
 
Staggered break and lunch times are 
planned for with allocated areas for 
each class bubble in either the KS1 or 
KS2 playground.  
 
All children enter and exit their 
classroom via the external classroom 
door accessed via the main school 
playground at beginning and end of 
school day and for break and lunch 
times too.  
 
Each classroom in Yrs 2-6 have been set 
out to ensure that all children are 
facing forwards in twos with desks side 
by side. Key marked area for class 
teacher to teach from.  
 
Two portable hot trollies will be in 
operation; one located in the KS2 
library area and the other located on 
the top of the hall stage. With the 

All Staff 
 

Designated staff 
to oversee all 

arrival and 
departure times; 
IB/NS/JH/AB/AM

P 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

L 
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exception of the Reception and Year 1 
classes, all other classes will eat their 
lunch within their classroom and 
allocated a specific time to collect their 
hot meals and take back to class.  
 
Our Reception and Year 1 classes are 
separated when eating in the dining 
hall.  
 
LSA’s and MDA’s have been allocated 
to specific bubble groups.  
 
Appropriate marked areas remain in 
school walkways and corridors; 
including crosses on carpets to mark 
safest crossing points. Pupil movement 
around school will be at an absolute 
minimum.  
 
Early Years induction into school allows 
for these parents, only onto school 
premises to drop child at the outdoor 
EYFs setting at 9:30am for first 12 days. 
At this time, no other children will be in 
immediate area. 
 
Our two smaller Year 4 classes will be 
classed as a year group bubble but 
remain separate for the vast majority of 
the school day. With the exception of 
Yr 5 and Yr 6 all classrooms have their 
own set of boys and girls toilets. Yr 4Bu 
will access the toilets in the adjoining 
Year 4 class (4B). 
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Children in Year 5 class will access boys 
toilets in KS2 open area and children in 
Year 6 class will access girls toilets in 
KS2 open area. At no point will 
opposite genders be allowed to use the 
toilet at the same time and boys urinal 
will not be used. Toilets will be clearly 
signed indicating each class on external 
doors and signs for boy and girl 
cubicles. 
 
Disabled toilet is allocated to a specific 
child with an EHCP and 
medical/intimate care needs. Individual 
supplies to be stored within the toilet 
to minimise transference around 
school.  
 
 
New, more powerful extractor inserted 
in current boys’ toilet and two external 
grilles inserted in both toilet doors.  
 
Daily internal premises checks. 

 
 
 
 
 
 
 
 
SENCo / SEN LSA 
 
 
 
 
 
 
 
 
 
 
 
 
J.W. Steele & Son 
 
 
Caretaker  
 

Approach to assemblies – if still 
occurring, plan in place to manage 
social distancing. 
 
 

Currently assemblies are cancelled. 
Bringing all children together for 

assembly would breach the bubble 
arrangements. 

 
Daily Act of Worship requirement 

will be affected.  
 

M Head teacher to lead weekly class 
based assemblies. Year 4 classes join as 
a year group bubble in the main hall 
but sit forward facing in rows with a 
gap between them.  
 
Weekly class based assembly led by 
teacher and star certificates and 

Headteacher 
 
 
 
 
 
Class Teachers  
 

M 
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Cancellation of assemblies 
prevents celebrating children’s 

successes.  

awards to be handed out in class every 
Friday.  
 
Any additional assemblies / special 
visitors organised will be for class 
bubbles only in main hall.  

 
 
 
Headteacher / 
DHT 
 

Arrangements in place for the use 
of the playground, including 
equipment. 
 

Multiple children use the outdoor 
playground equipment at the 

same time from different bubbles. 

M (Reference to Guidance for managing 
playgrounds and outdoor gyms – June 
2020)  
 

Our outdoor gym areas and reaction 
walls will only be permitted to be used 
by classes during the school day and 
will remain out of bounds during break 
and lunchtimes. At the end of a week, 
all key surfaces will be cleaned down.  
 
 
 
All children will wash their hands at the 
end of every break and lunchtime.  
 
 

 
 
 
 

 
 
 

Caretaker to 
clean down play 
equipment on a 

Monday morning. 
 
 

Class Teachers   

L 

Transport 
Information shared with parents 
regarding pupils travelling to 
school, encouraging walking and 
avoiding public transport as much 
as possible. 

 M Parents informed of their child’s 
staggered arrival and departure times. 
Parents advised to remain on other side 
of road, not congregating together, 
outside of their class bubble group.  
Weekly reminders either via parentmail 
or in school newsletter.   

Headteacher 
to ensure parents 
remain informed.  

L 

Catering 
Arrangements in place to provide 
food to CYP on site, including the 

In-sufficient staffing  
 

 
 

Our catering providers, Edwards & 
Blake will ensure that our kitchen and 

SBM to 
communicate 
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requirement of universal free 
school meals. 

 
 
 
 
 
 
 
 

M 
 
 
 
 
 
 
 
 
 
 

its staff are back in school providing 
daily hot and cold meals for our 
children, including universal FSMs.  
 
If at any point the usual menu offer has 
to be reduced, modified, then this will 
be communicated to parents via our 
school admin team.  

 

with the Catering 
Manager and 

Edwards & Blake 
as and when 

required. 
 

Admin Team to 
ensure that all 

necessary school 
meal information 

and menus are 
communicate to 

parents.  

L 
 
 
 
 
 
 
 

 

Arrangements for when and where 
each group will take lunch (and 
snack time if necessary) are in 
place so that children do not mix 
with children from other groups. 

Children from different class 
bubble groups will mix and come 

into contact with one another 
during the lunch break. 

 

M With the exception of our Reception 
Class, all remaining class/yr group 
bubbles will eat their lunch within their 
classrooms.  
Lunch taken in classrooms in two 
sittings – Sitting 1: 11:45-12:15 and 
Sitting 2: 12:15-12:45 
 
One portable hot trolley will be located 
on top of stage in main hall for year 
groups: R/1/2/4BU and the other hot 
trolley will be located in the KS2 open 
library area for year groups: 3/4B/5/6.  

Class Teachers 
 

DHT to organise 
and update MDA 
and playground 

rotas for 
lunchtime   

 
All MDA’s 

 
 Catering Team  

L 
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PPE 

PPE requirements understood and 
appropriate supplies in place. 
Long term approach to obtaining 
adequate PPE supplies in place. 

 

M Face masks / visors have been issued to 
all staff. Staff have been encouraged to 
wear these when walking around the 
school and along narrow corridors. 
Staff who support several bubbles are 
also encouraged to wear visors. 
 
When dealing with injuries to children, 
providing intimate care and if a pupil or 
adult is ill and they display symptoms 
similar to Covid-19, staff working within 
the school will be required to wear 
appropriate forms of PPE. 
 
All visitors to the school (ie) prospective 
parents will be asked to wear a face 
mask when they tour the school.  
 
All parents and carers have been 
encouraged to wear face masks when 
lining up to collect their children at the 
main gate.  

Hazel King to 
ensure that 

adequate PPE 
supplies are 
available.  

L 

First Aid 
All first-aid requirements are 
understood and appropriate areas 
and supplies are in place.  

Insufficient first aid supplies. M Each bubble group has their own 
designated portable first aid kit and 
must ensure Hazel King when any 
supplies are running low.  
 
Any injury where an item of first aid kit 
has been used MUST BE recorded in 
the class first aid recording book.  
 
The designated First-Aid room is 
temporarily located in the Music room. 
Should the medical bed be used, then 

All Staff 
 

Hazel King to 
ensure all 

portable first aid 
kits are 

maintained, 
ensure that First 

Aid room is 
appropriately 
equipped too.   

 

 

https://www.nhs.uk/conditions/coronavirus-covid-19/
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this must be wiped down immediately 
afterwards.   
 
When first-aid is administered and 
social distancing will be impossible, 
staff MUST wear a visor and disposable 
apron and gloves for any blood injuries 
/ forms of vomiting. Ideally, first aid 
should be administered to a child by a 
member of staff from within the child’s 
daily bubble.  
 
For any form of vomiting the school 
office should be contacted.  
In the event of a serious injury, the 
classroom telephones can be used to 
call for immediate assistance.   
 
For children with individual Health Care 
Plans we will follow procedures 
outlined in the event of the child 
becoming unwell.  
 
 

At lunchtime, when outside, if a 
child becomes unwell or has a minor 
injury (such as cuts, bruises, tiny 
bumps), the child/ren initially will sit 
on a wooden bench underneath the 
canopy directly outside Class 4Bu in 
order to be treated. This area will be 
a designated first-aid zone and 
marked out accordingly. If an ice-
pack is requested please phone 

 
 
 
 
 
 

All Staff 
 
 
 
 
 
 
 

All Staff 
 
 
 
 
 

All Staff 
SENCo 

Mrs Pinkney 
 
 

MDA Team 
Mrs Pinkney 

Paediatric 
Trained First 

Aider 
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down to the main office 
immediately.  
 
 In the case of a more serious injury, 
which is not COVID-19 related, the 
member of staff will immediately 
notify the nearest adult in the 
bubble next to them, sit the child on 
the bench within the first-aid area 
and call for further medical 
assistance from the class phone in 
4Bu.  
 
Mrs Pinkney, (and if not available, 
another paediatric first-aid trained 
member of staff) will attend, 
wearing appropriate PPE, (mask, 
gloves and apron) assess the child 
and if required escort the child to 
the First Aid room in school, (Music 
Room).  
 
If it is deemed necessary that the 
child is to go home, Mrs Pinkney or 
in her absence another member of 
staff, will remain with the child until 
an adult comes to collect the child. 
The child will be collected from the 
side door with the steps next to the 
main hall.  
 
 



33 
 

Response to 
suspected/ 

confirmed case 
of COVID19 in 

school 

 

Approach to confirmed COVID19 
cases in place: during school day  

• Which staff member/s 
should be informed/ take 
action  

• Area established to be 
used if an individual is 
displaying symptoms 
during the school day and 
needs to be isolated 

• Cleaning procedure in 
place 

• Arrangements for 
informing parent 
community in place 

 
Approach to confirmed COVID19 
cases in place: outside of school 
hours  

• Approach to relocating 
CYP away from certain 
parts of the school to 
clean, if possible 

• Cleaning procedure in 
place 

• Arrangements for 
informing parent 
community in place 

 

 

H The Head teacher and SBM MUST be 
informed immediately and in their 
absence the DHT and/or another 
member of the SLT. 
 
Our sensory room has temporarily 
become an isolation (safe) room and 
should not be accessed at any other 
time. A child showing signs of COVID-19 
will be taken to our safe room 
immediately and their parents 
contacted.  
 
Any member of staff showing signs 
symptomatic with COVID-19 will also 
be sent home immediately.  
 
As and when necessary, the male adult 
toilet, directly opposite the HT’s office 
will be made the designated toilet. 
 
Where the school would need to be 
cleaned during the school day, weather 
permitting, the class would be 
relocated outside in the first instance 
or into the main hall.  
 
The Head teacher will take 
responsibility for informing all 
members of the school community with 
regards to responding to any suspected 
/ confirmed cases of COVID-19 in 
school as well as out of school where it 
directly affects a member of our school 
community. (In the Head teacher’s 

Head teacher and 
SBM 

 
 
 

Mrs Pinkney 
 
 
 
 

Head teacher  
 
 

All Staff 
 
 
 

Mrs Pinkney 
 
 
 

SLT 
 
 
 
 
 

Head teacher  
 
 
 
 
 
 
 

M 
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absence, the DHT would assume 
responsibility) 
 
In the event of the school having to 
partially close the school to particular 
year groups or close the school fully 
due to an increased number of cases, 
then the school will follow its 
Emergency Action and Business 
Continuity Plan with regards to media 
coverage.  
 
Refer back to pages 19-20 for more 
detailed information with regards to 
procedures to be followed in event of 
suspected / confirmed cases.  

 
 
 

Head teacher  
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Pupil Re-
orientation 

 
back into school 
after a period of 
closure/ being at 

home 

 

Approach and expectations around 
school uniform determined and 
communicated with parents. 
 
Approach and expectations around 
the wearing of and changing for PE 
determined and communicated 
with parents.  

 M Head teacher communicated to parents 
and staff prior to summer holiday with 
regards to school uniform and PE kits.  
 
With the exception of the school tie, all 
children will be expected to be back 
wearing full school uniform with the 
appropriate footwear. Full details of our 
school uniform requirements can be 
found on our school website and within 
the school brochure.  
 
Although children will be expected to 
arrive and depart from school wearing 
appropriate black school shoes, they will 
also be encouraged to bring in a pair of 
trainers daily as we will be maximising 
any opportunity to learn outdoors and 
also completing the daily mile on our 
outdoor all-weather track on a daily 
basis. Children will also be encouraged 
to change into their trainers for breaks 
and lunchtimes but will be expected to 
change back into their black school 
shoes. Wearing trainers to school and 
keeping them on for the whole school 
day will not be permitted.   
 
With the exception of our new 
Reception Class, who will keep their PE 
kits in school all week and then take 
them home over weekend, all other 
children will be expected to wear their 
PE kit to school for their allocated PE 
day. Trainers should be worn but should 

Head teacher  L 
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be a different pair to the ones kept in 
school. In colder weather, children will 
be able to wear a tracksuit to school 
over the top of their indoor PE kit.  
 
Our Year 6 children will be presented 
with their own brand new school 
tracksuit on their first day back to 
school. Year 6 children will have the 
privilege of wearing this to school every 
Friday for their PE afternoon.  
 
The reason for allowing children to wear 
PE kits to school has been made for 
several reasons; 

- To ensure that no time is 
wasted in changing for PE so 
that children receive their 2 
hour allotted time of physical 
education.  

- To prevent the need for PE bags 
and kits to be left in school.  

- To allow for parents to wash PE 
kits weekly.  

Changes to the school 
day/timetables shared with 
parents. 

 L All changes to the school day and 
timetable have been shared with 
parents and all staff prior to the 
summer holiday break. The Head 
teacher will ensure that regular 
reminders are sent out to parents as 
and when required.  

Head teacher 
 

DHT to maintain 
all timetables and 

keep updated.   

L 

All students instructed to bring a 
water bottle each day. Water  

L All parents have been informed prior to 
the summer holiday that their child will 
need to bring in their own named 

SENCo 
 

L 
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fountain cleaning arrangements in 
place. 

water bottle daily and take home daily 
in order to be washed thoroughly. If a 
child requires to refill their water bottle 
they will be allowed to do so under 
adult supervision, using one of the two 
water coolers located either side of our 
school hall. In the event of a child not 
being sent into school, parents will be 
contacted immediately.  
 
Specific individualised social stories 
have been sent to specific children, 
primarily with an EHCP to prepare them 
for their return to school in September.  

Approach to preparing pupils for a 
return to academic work and new 
social situations is developed and 
shared by all teaching staff. 
 
This includes bringing together 
pupils who have remained in 
school during closure and those at 
home and celebrating non-
academic achievements of pupils 
whilst at home/ during school 
closure. 

 

M Social story sent out initially on 
27.05.20 to be resent out again before 
Autumn term commences.  
 
Class Teachers to agree Class Charters 
with children and display. Establish 
what things have changed and 
remained the same. Remind the 
children of classroom layout and 
teacher’s designated area as well as 
markings around the school.  
 
Weekly celebration / star certificates 
and awards to be presented in class.  

SENCo 
 
 
 
 
 

Class Teachers  
 
 
 
 
 

Class Teachers 

L 

Approach to supporting wellbeing, 
mental health and resilience, 
including bereavement support is 
in place. 
 

CYP previously deemed to be safer 
at home and family are anxious 

about returning to school. 

M Continue to use and promote pupil 
anxiety thermometers.  
 
Class teachers to plan in a specific 30 
minute weekly ‘reflection time’ which is 
specific to discuss and explore all 

Class Teachers & 
Pupils 

Class Teachers & 
Pupils 

 
 

L 
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Consideration given to any CYP 
who may need support with their 
return to school and consultation 
has been undertaken with the 
family and other agencies 
involved. 
 

COVID-19 implications, worries and 
concerns. Key Stage 2 classes to watch 
CBBC Newsround.  
 
New School Improvement Plan will 
have heavy weighting towards 
supporting wellbeing and mental 
health. 
 
All classes encouraged to complete the 
Daily Mile.   
 
 
School Counsellor and School Welfare 
Officer to work with targeted transition 
groups and individual pupils.  
 
Organise additional weekly nurture 
support groups and mentoring sessions 
to be led by TA’s.  
 
Weekly ‘Be A Calmer Chameleon’ and 
Healthy Heroes tip in school 
newsletter.  
 
Rev Emma Wylie to visit school 
regularly to support both staff and 
pupils.  
 
Governing Body to continue to organise 
a Well-Being Sub-Committee group led 
by SENCo. Informal coffee morning to 
be organised for parents/carers in 
September – x1 on school premises and 

 
 
 
 

SLT 
 
 
 
 

Class Teachers & 
Pupils 

 
 
 

Mel Ruschen & 
Mrs Pinkney 

 
SENCo 

 
 
 

Head teacher 
 
 
 
 

Rev Wylie 
 
 
 

FGB Well-Being 
Group 
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the other at the Peli Room/Vicarage 
Garden.  
 
Pupil and staff well-being surveys to be 
re-sent out and analysed.  
 
Self-regulation coping strategies to be 
provided for every pupil which can be 
used in and out of school. Class 
teachers to promote daily.  
 
Class Teachers to make initial 
telephone call home within first two 
weeks of the new academic year.  
 
Reference will be made to the 
following key documents: 
 

- Supporting pupil and student 
wellbeing (DfE) 

- Mind, Body, Soul – A practical 
whole school approach to 
enhancing wellbeing.  

- Stepping Back Into School 
(SEND Specialist Teaching 
Service – Lancashire County 
Council)  

 
 
 

SENCo 
 
 
 

SENCo 
 
 
 

Class Teachers 
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Consideration of the impact of 
COVID19 on families and whether 
any additional support may be 
required: 

• Financial 

• Increased FSM eligibility 

• Referrals to social care and 
other support 

• PPG/ vulnerable groups 

 

H Weekly newsletter to signpost parents 
to key support at local and national 
level. 
 
FGB Well-Being Sub-Committee group 
to meet half termly.   
 
 
 
SENCo to continue to contact our 
vulnerable families fortnightly.  
 
‘One Boreham’ initiative led by Rev 
Emma Wylie. Rev Wylie is available 
daily for any member of our school 
community who is in need of support.  
 
Annual Safeguarding Action Plan  
 
Lead Safeguarding Officers to meet half 
termly.  
 

Head teacher & 
SENCo 

 
 

FGB Well-Being 
Sub-Committee 

group 
 

SENCo 
 
 

Rev Emma Wylie 
 
 
 

Head teacher 
 

Head teacher / 
DHT / SENCo 

 

L 
 

Remote 
Education 

Contingency Plan 

All students have access to 
technology and remote learning 
offer is available to be switched on 
as a contingency when needed. 

Bubble needs to self-isolate 
because of a positive case of 

COVID19. 

H Please refer to our Year Group Closer 
and Local Lockdown Procedure Autumn 
Term 2020 
 

DHT to maintain 
this document.  

M 

Transition   
into new year 

group 

 

Online/ website support for 
families and young people around 
transition. 
 
Plan for transitions between 
school years taking into account 
what needs to be different due to 

 

H Personalised social stories have been 
allocated to specific pupils with SEND 
to support transition. Strategies 
discussed with parent and child and 
included within one page profile for 
new pupils joining the school in 
preparation for September.  

SENCo 
 
 
 
 
 
 

M 
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What will need to 
be different this 
year because of 

COVID19? 

 

partial opening, remote and face 
to face: 

• EY to Primary 

• Vulnerable children 

• Children with SEND 

• Physical and sensory 

needs, including 

adaptations, equipment 

etc (lead in times) 

 
Reasonable Endeavours to facilitate 
specific support/interventions (eg) 
individual sensory boxes and space 
allocated within class rather than use of 
sensory room.  
 
New Class Teacher ‘All About Me’ 
profile sent out to all children and 
additional photos of setting (ie) 
classroom layout sent out to vulnerable 
pupils.  
 
Our well-established EYFS Induction 
programme has been reviewed and 
slightly modified in order to allow these 
parents only, onto school premises 
during the 12 day new induction 
period. This has been communicated to 
parents via summer term face to face  
meetings and a consultation letter.  
 
New EYFS parents have been given 
opportunity to have a face to face 
meeting in school.  
 
Our new Yr 1 class will be organised, 
set out and equipped in order to run a 
foundation stage learning approach for 
the Autumn term.  
 
Within first fortnight, class teachers will 
make initial phone call home. Parent 
Consultations will take place in October 
via a telephone call.  

 
 
 
 
 
 
 

Head teacher  
 
 
 

 
 
Head teacher & 
SLT & Mrs Tate 

 
 
 
 
 
 
 

Mrs Pinkney & 
Mrs Tate 

 
Mrs Evans 

KS1 Team Leader 
and 

Yr 1 Class Teacher 
 
 
 

Class Teachers 
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Safeguarding 
Staff are prepared for supporting 
wellbeing of pupils and receiving 
any potential disclosures.  

 
 

 
 

M 
 

Annual safeguarding training to take 
place on 02.09.20 led by Head teacher / 
DSL 
 
Covid-19 Risk Assessment and Action 
Plan shared with all staff on 02.09.20 
 
New School Improvement Plan shared 
with all staff on 02.09.20  
 

Head teacher / 
DSL 
 
 
Head teacher 
 
 
Head teacher  
 

 
 
L 

Updated Child Protection Policy in 
place. 

 

L The school has adopted the most 
recent Child Protection Policy and this 
has been shared with all staff and 
ratified by the FGB and published on 
our school website.  

Head teacher  
 

L 

Where appropriate, work with 
other agencies, such as social care, 
has been undertaken to support 
vulnerable CYP to return to school. 

 

M Lead safeguarding officers meet 
regularly to review all vulnerable 
children. All feeder high schools for our 
Year 6 leavers have been contacted to 
ensure that there has been an 
appropriate safeguarding transition. All 
child protection files safely handed 
over and signed for.  
SENCo and Deputy DSL has maintained 
regular contact with all vulnerable 
pupils  and their families on a regular 
basis since the end of March 2020.  

Designated 
Safeguarding 
Officers 

L 

Where physical contact is required 
in the context of managing 
behaviour, ensure appropriate 
hygiene measures are in place to 
mitigate any risk of transmission.  

 

M All individual consistent management 
plans to be reviewed regularly to 
ensure that they include protective 
measures. All staff affected and parents 
have been given copies of the plans.  

SENCo L 
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Curriculum / 
learning 

environment 

Current learning plans, revised 
expectations and required 
adjustments have been 
considered. 

 

L DHT has reviewed all medium term 
year group plans with teaching staff.  
 
Outdoor learning to be encouraged 
actively as and where possible.  

DHT L 

Consideration has been given to 
what activity is more difficult/ not 
possible to be undertaken with 
social distancing in place? 
 
Each activity should be risk 
assessed and should not be run 
unless the risks can be mitigated 
 

• PE – including no contact 
sport 

• Practical science lessons 

• DT/ FT 

 

M Interpreting the Government Guidance in 
a PESSPA Context – July 2020) 

 

Teaching staff have reviewed their PE 
Scheme termly units to ensure that no 
contact sports take place. Where 
possible, all games units will be taught 
outside and equipment (ie) 
balls/rackets must be cleaned 
thoroughly after use and where 
possible a specific unit (ie) 
cricket/hockey will be taught by one 
year group over a 4-6 week period so 
that this is the only year group to use 
equipment.   
 
Gym Trail sessions will be delivered in 
via 3 smaller groups instead of one 
group.  
 
Any member of teaching staff who is 
considering to plan any type of 
DT/FT/practical Science investigation 
should discuss with the DHT / Risk 
Assessment Manager in the first 
instance.  
 
All singing related sessions will not take 
place for the time-being, with greater 
emphasis placed upon musical 

All Teaching Staff 
& DHT / Risk 
Assessment 

Manager / PE SL 
 
 
 
 
 
 
 
 
 
 
 
 
 

SENCo 
 
 
 

All Teaching Staff 
& DHT / Risk 
Assessment 

Manager  
 
 

All Teaching Staff 
& DHT / Risk 

L 
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appreciation through listening and 
playing musical instruments. All 
instruments to be signed out in a 
record book and cleaned thoroughly 
before re-use.   

Assessment 
Manager / Music 

SL 
 
 
 
 

Whole school approach to 
adapting curriculum (S/M/L term), 
including: 

• Wellbeing curriculum 

• recognising ‘non-
curriculum’ learning that 
has been done  

• capturing pupil 
achievements/ outcomes 

• utilising the DFE ‘catch-up’ 
funding and programmes 

 

 

M New SIP shared with all staff on 
(02.09.20) 
Class Teachers to plan designated 
weekly 30 minute reflection time. 
 
Within first two weeks, class teachers 
and teaching assistants to complete 
appropriate assessments of pupils in 
R/W/M in order to ascertain individual 
learning needs. 
 
Reading and Spelling age tests to be 
administered too.    
 
 
Teaching staff will be using identified 
key skills using the KPI tool on Target 
Tracker to identify any key skills not 
taught in the previous year and focus 
on these during the first school term. 
 
 
The curriculum has been suitably 
revised to allow teachers the flexibility 
to run 'catch up' sessions in the 
afternoon using their professional 
judgement. The school will continue to 

Head teacher 
 

Class Teachers 
 
 

Class Teachers & 
DHT/SAL 

 
 
 
 

SENCo 
Class Teachers / 

TA’s 
 
 

Class Teachers / 
SAL 

 
 
 
 

Class Teachers 
 
 
 
 

L 
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ensure that a broad and balanced 
curriculum is taught. 
 
All pupil assessments in R/W/M to be 
used to inform the organisation of 
intervention /catch up programmes. 
Relevant pupil programmes to be set 
up and staffed.  
Class Teachers to ensure that their 
children complete the Daily Mile.  
 
 

 
 
 

SLT 
 
 
 
 

Class Teachers 
 
 

 
 
 
 
 

Our Positive Behaviour 
Management policy has been 
reviewed and amended where 
necessary in line with current 
circumstances.  

 A child accidentally / persistently 
does not follow our positive 

behaviour management policy, 
and, as a result, endangers 

themselves, other pupils and staff.  

M Policy has been reviewed and updated 
and key changes have been 
disseminated to all staff, pupils and 
parents. The policy has been ratified by 
the FGB and published on the school 
website.  
 
Class Teachers to ensure that new class 
charters, promotes the policy. 
 
Class Teachers to ensure that 
Behaviour Reflection Forms are used as 
and when required.  
 
Continue to maintain an up to date 
Head teacher’s Behaviour Log  
 

Head teacher  
 
 
 
 
 
 

Class Teachers 
 
 
 

Class Teachers 
 
 

Head teacher  
 
 
 

M 
` 
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School retains a copy of GROW risk 
assessment for a child who is educated 
in another setting.  

GROW / 
SENCo 

CYP with SEND 

Approach to provision of the 
elements of the EHCP including 
health/therapies in place. 

Unable to provide provision 
outlined within an EHCP – (ie) Gym 

Trail / OT Plan  
 

Our Sensory Room cannot 
currently be accessed.  

M Review all EHCPs on a regular basis, 
ensuring that relevant staff, pupils and 
parents are all involved in the process. 
 
Specific resources and equipment will 
be cleaned following its use (ie) Peanut 
Ball / Scissor Block 
 
Specific individual resources will be 
stored for use by the named child only. 
 
 Speech, Lang, Therapy Team to 
prioritise those pupils with EHCP’s. 
Additional visits to carry out individual 
therapy will be pre-arranged with the 
school and carried out in one of two 
allocated places for interventions – 
Family room or Demountable 
Classroom.  
 

SENCo 
 
 
 

SENCo / SEN 
LSA’s 

 
 

SENCo / SEN LSA 
 
 
 

SENCo 
 
 
 
 

L 
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Meetings involving LA representatives 
will follow the current Essex Guidance 
and be carried out via Zoom (EHCHNA, 
Specific Transition Annual Reviews, La 
directed meetings, SEND Cluster) 

Annual reviews. Annual Reviews have been 
permitted to be completed outside 

of the usual timescale.  

M Ensure that all Annual Reviews have 
been completed within the appropriate 
timeframe.  
 
Annual Reviews to be carried out via 
Zoom.  

SENCo 
 
 

L 

Requests for assessment 
considered. 

Delayed timescale to facilitate all 
parties involvement.   

M Continue weekly calls to parents as and 
when required. Relevant paperwork to 
be posted or collected safely.  
 
Demountable Classroom to be used to 
facilitate all parent / external agency 
meetings.  

SENCo 
 
 

L 

Consider any CYP who may need 
support with their return to school 
and consult with the family and 
other agencies involved. 

Including any support 
required for CYP to 
understand new rules i.e. 
social distancing.  

 

M Continue to communicate with all 
parents and staff and update 
individualised risk assessments / 
behaviour plans accordingly.  
 
Social Stories to be used and reference 
to the self-regulation prompts.  

SENCo 
 

L 
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Attendance 

Approach to promoting and 
supporting attendance for all 
pupils determined, including those 
who may be anxious. 
 
Approach to support for parents 
where rates of persistent absence 
were high before closure. 

A child / parent are reluctant to 
attend school.  

H All parents have already been made 
aware of the key arrangements and 
procedures for September and that 
school attendance will be compulsory.  
 
Potential vulnerable pupils have 
already been identified for either 
individual or small group counselling 
sessions with the School Counsellor or 
the Attendance and Welfare Officer. 
 
Phone calls will be made to specific 
families prior to returning to school. 
 
Pupil re-integration meetings to be 
arranged if required.  
 
Analysis of pupil well-being surveys 
may identify particular pupils who may 
struggle with school attendance.  
 
Continue to review all pupil school 
attendance on a regular basis.  
Attendance Officer to follow up all non-
school attendance daily and report to 
Head teacher. 
 
Weekly formal attendance review 
meetings.  
 
 
Named members of staff to greet 
children/families at main school gate 
daily.  
 

Head teacher  
 
 
 
 
 

SLT 
Mel Ruschen 
Attendance 

Officer (AMP) 
 
 

HT/DHT/SENCo 
 

Attendance 
Officer (AMP) 

 
SENCo 

 
 
 

Attendance 
Officer (AMP) 

 
 
 
 

Attendance 
Officer (AMP) 

 & Head teacher 
 

SLT 
 
 
 

L/M 
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A weekly ‘Change For Life’ club will 
commence from Autumn Term 2.  
 

Club Lead 

Communication 
Information shared with staff 
around the full opening plan, 
returning to site, amendments to 
usual working patterns/practices 
and groups. 
Governors consulted on full 
opening plans. 
Union representatives consulted 
on full opening plans. 

 

H Risk Assessment / Action Plan shared 
with all staff and Governors on 
02.09.20. 
 
Actions for early years and childcare 
providers during the coronavirus 
(COVID-19) outbreak.  
 
 
 
Head teacher meets with Chair of FGB 
on a regular basis.  

Head teacher  
 
 
 

SLT / Early Years 
Lead  

 
 
 
 
 

Head teacher & 
CofGovs 

L 

Risk Assessment published on 
website, where more than 50 staff.  

 

H The school has less than 50 staff but 
will make copies of the risk assessment 
available if requested and publish it on 
their school website.  

Head teacher  L 

Communications with parents on 
the: 

• Plan for full opening  

• Social distancing plan 

• Wellbeing/ pastoral 
support/ support and 

 

H Details of key arrangements, covering 
all aspects, for the full reopening of the 
school were sent out to parents prior to 
breaking for the summer term in a 
detailed letter.  
 

Head teacher 
 
 
 
 
 

L 
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acknowledgement to 
parents of home learning 

• Attendance 

• Uniform 

• Transport 

• Behaviour 

• Test and trace  

• Staggered start and end 
times 

• Expectations when in 
school and at home (if self-
isolating is necessary) 

Details to be re-sent just before the 
Autumn term commences.  

Head teacher  

Pupil communications around: 

• Changes to timetable 

• Social distancing 
arrangements 

• Staggered start times 

• Expectations when in 
school and at home (if self-
isolating is necessary) 

• Travelling to and from 
school safely 

 

 

H Details of key arrangements, covering 
all aspects, for the full reopening of the 
school were sent out to parents prior to 
breaking for the summer term in a 
detailed letter. Details to be re-sent just 
before the Autumn term commences. 
 
Head teacher to lead whole school 
assembly on first day back.  
 
Class Teachers to go through key 
arrangements with their own class, re-
inforce expectations around behaviour, 
social distancing, classroom layout, 
class bubble, timetables etc as well as 
agreeing a new class charter with their 
pupils.  

Head teacher 
 
 
 
 
 
 

Head teacher  
 
 

Class Teachers  

L 

On-going regular communication 
plans determined to ensure 
parents are kept well-informed 
 

 

H Weekly Newsletter and parent mails. 
 
External noticeboard at front of school.  

Head teacher  L 
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Governors/ 
Governance 

Meetings and decisions that need 
to be taken are prioritised. 
 
Governors are clear on their role in 
the planning and full opening of 
the school, including support to 
leaders. 
 
Approach to communication 
between Leaders and governors 
are clear and understood. 
 
Governors prepared for start of 
school year (clerking, etc). 

 

H FGB meetings for the new academic 
year have been agreed. Meetings can 
go ahead either virtual or in school.  
 
FGB to attend Annual Safeguarding 
Training. 
 
Annual Safeguarding Action Plan and 
FGB Monitoring Schedule to be shared 
with FGB.  
 
Our FGB has full membership for 2020-
21.  
 
Head teacher and Cof Govs meet at 
least once fortnightly.  
 
Relevant DfE and LA updates are sent 
out to FGB. 
 
Minutes of FGB meetings includes a key 
action timeline.  
 
FGB Sub Committee Well Being Group 

Head teacher 
& FGB 

L 

School events, 
including trips 

The school’s annual calendar of 
events has been reviewed and 
decisions made on cancelling or 
going ahead with events in the 
immediate term, including school 
trips. 
 

 

H SLT have reviewed Autumn Term 
calendar and diary dates. Appropriate 
alternatives have been planned for the 
Harvest and Christmas celebrations.  
Class bubbles will be permitted to have 
special visitors into school.  
 
The school is in regular contact with the 
external providers for our Yr 5/6 
residentials.   

SLT L 
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Finance 
Additional costs incurred due to 
COVID19 are understood and 
clearly documented. 
 
Claims submitted for 
reimbursement for example, 
increased premises related costs; 
additional cleaning; support for 
FSM 
 
Any loss of income understood, 
including the impact of lettings 
and the financial implications of 
possibly not restarting. 

 

M A Covid-19 cost centre has been set up 
to document all related expenditures 
and is reported to the FGB.  
 
No claims to be submitted as of yet as 
the costs involved can be subsidised by 
the school budget.  
 
The Boreham Ladies Choir are currently 
not letting our school hall. Minimum 
financial impact.  
 
Early Bird & Night Owl provision to re-
commence from September 2020 with 
an increase in pupil numbers. The 
provision will be temporarily moving to 
the school hall.  

SBM L 

Insurance claims, including 
visits/trips booked previously.  

M Yr 6 Mersea Residential (June 2020), 
school fully refunded and school as 
refunded parents too. 

 L 

Reintroduction or re-contracting 
services, such as: 

• Cleaning 

• IT support  

• Catering 
 

 M IT Support to fully re-commence from 
September 2020. 
Cleaning contract has remained in place 
throughout Covid-19.  
Edwards & Blake, (External Catering 
Provider) have continued to run a 
slightly reduced provision but from 
September will return to a full menu 
provision.  

 L 

Consideration given to any support 
that may be brokered through 
working together, for example, 
partnerships, trusts etc. 

 

M School to continue to remain a member 
of the Chelmsford Schools Teaching 
Alliance (CSTA),River Chelmer Custer 

 L 
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THIS RISK ASSESSMENT WILL BE REVIWED ON A REGULAR BASIS BY THE SLT. 

UPDATED 28.09.20 

 

Partnership (RCCP) and Chelmsford 
School’s Sports Partnership (CSSP)   

Before and after 

school clubs 

Approach in place for before/after 
school clubs implements the 
necessary protective measures.  

 

H The school will be offering a slightly 
reduced extra-curricular offer. No clubs 
will be permitted within the school hall 
and other than our Yr 5 Board Games 
Club, all clubs will take place outdoors.  
 
All clubs will be monitored by the Head 
teacher and DHT.  
 

Guidance for providers of outdoor 
facilities on the phased return of sport 
and recreation in England. 

 

Mrs Worgan & 
Head teacher 

 
 
 
 

Head teacher 

L 


