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Coronavirus (COVID-19): Health and safety risk assessment checklist template

Name of school: Smith’s Wood Primary Academy 
Following the first version for reopening schools to a wider setting from the 1st June 2020, the checklist has been updated with the latest government guidance for the full opening of schools from the start of the autumn term.  An update to the protective measures build on what schools implemented when reopening to a wider setting.  This is a live and active document which must be shared with all staff and reviewed on a regular basis to ensure it meets the changing environment to control the spread of the virus.  
The checklist outlines the system of controls identified by the government to be put in place to reduce the risk of transmission of the virus and inherently make the school a safe environment.  Some examples have been giving of how this can be achieved, however schools will need to adapt and make it site specific. Alternative provision and special school settings should follow the same principles and guidance as mainstream schools, but consider any additional risks that might be present. Schools can complete this version in full or include the updated sections in this version to the checklist that was completed for reopening to a wider setting from the 1st June 2020.
Where other separate health and safety procedures and written documents have already been produced (e.g. specific risk assessments currently in place and school policies), these can simply be referenced and updated in the checklist.  There is no need or requirement for procedures to be recorded again in this document.
The checklist needs to be completed by the Headteacher / Senior Leadership Team (SLT) and sections can be delegated to other staff where appropriate.
Note: This checklist has been produced by SMBC for all schools where SMBC is the employer. Other types of schools, such as voluntary aided & foundation schools, academies and free schools, are welcome to use this document however schools are free to use their own risk assessment format and should check with their employer what arrangements are in place.
[bookmark: System_of_controls]System of Controls
The controls have been grouped into what measures schools must put in place following the government guidance, with an additional group for other health and safety considerations.  More details of the groups are below and the sections have been bookmarked (hover over section, press Control + Click) to help navigate through the checklist:

Risk Rating:
Each question of the checklist will need to be rated using the table below and appropriate action will need to be undertaken. The action plan at the bottom of the checklist will need to be completed for additional measures that are required.
	RAG Rating
	HIGH
	MEDIUM
	LOW

	Definition
	Not in place at all.
	In place but not embedded; not everyone aware of it; evidence of effectiveness not known
	Robustly in place; clear evidence of impact



PREVENTION
1) Minimise contact with individuals who are unwell
	Risk controls to be put in place
	How will this be achieved:
	Considering your controls what stage are you at? (record risk level)
	Assigned to:
	Date completed:

	
	
	HIGH
	
	

	
	
	MEDIUM
	
	

	
	
	LOW
	
	

	Staff, children and parents/ carers to be informed about the following:- 
- Coronavirus (COVID-19) symptoms and what to look for e.g. high temperature, new persistent cough or has a loss of, or change in, their normal sense of taste or smell.
- Testing eligibility and how to access tests.
- Face masks/coverings are not recommended in schools.
- If child(s) are sent home due to Coronavirus (COVID-19) symptoms they are advised to self-isolate for 7 days.  People in the same household are to self-isolate for 14 days.
- If a child, young person or staff member tests negative, they can return to their setting and the fellow household members can end their self-isolation.
-If a child, young person or staff member tests positive, Public Health England will advise further on what action to take. 
	· Refer to latest Government guidance click here.
· Follow Covid19 guidance for households with possible Coronavirus (COVID-19) infection.
· Send information to about parents & staff about NHS test and trace: how it works.
· E.g. newsletter, texts, social media, school website, staff briefing.
DG to issue clear written guidelines to staff week beginning 25th May



DG issued clear written guidelines to parents and carers week beginning 25th May



Reissue updated guidance for parents and staff on what to do if symptoms are shown- VH to update flowchart (see link below)
Preparing for reopening\Flowchart of what to do is someone becomes unwell - updated for Sept.docx
Preparing for reopening\Wider reopening\SMBCPHProcessMapForManagingCovid19Outbreaks20200702.pdf
· Parents issued with specific detailed grid on 10th Sept relating to actions for Covid scenarios 
· Updated flowchart for staff issued on 7th Sept
	
LOW
	






DG











VH






VH

VH
	






22/05/20





28/05/20





09/07/20






10/09/20

09/09/20

	Children, young people, parents, carers, visitors, suppliers to be informed not to enter the school if displaying any symptoms of Coronavirus (COVID-19).
	· Emails, signage, newsletters.  SV additional measure DM to design signage for visitors/ contractors 22.05.2020
· Re share updated guidance for parents
· Each letter issued for parents- July 10th/ 13th and 17th to reiterate 
	LOW
	SV
	28/05/20



July 2020

	A process to send staff, children and others home if they develop Coronavirus (COVID-19) symptoms including what action they need to take.
	· Refer to Government guidance. 
· Review school’s health and safety policy arrangements, ‘Supporting pupils with medical conditions’ policy or medication policy. Consider additional Coronavirus (COVID-19) section. 
Medicine policy updated with Coronavirus section 27.05.20
· No current update needed for medicines policy as this was updated in May
· Updated medicines policy contained on the school website, with additional Covid-19 annex 

· VH to produce flowchart to share with staff (see link below)
· Preparing for reopening\Flowchart of what to do is someone becomes unwell.docx
Reissue updated guidance for parents and staff on what to do if symptoms are shown- updated flowchart below
Preparing for reopening\Flowchart of what to do is someone becomes unwell - updated for Sept.docx
Preparing for reopening\Wider reopening\SMBCPHProcessMapForManagingCovid19Outbreaks20200702.pdf
Updated flowchart for staff issued on 7th Sept

	LOW
	DG/ AM/ SV




VH










VH





VH
	27.05.20




22.05.20










13.07.20





07.09.20

	Provide a room or space where social distance can be maintained for children experiencing Coronavirus (COVID-19) symptoms where they can wait until being collected.  Ventilate the room where possible by opening a window. If possible provide a separate bathroom and ensure it is cleaned and disinfected after use. 











	· Look at criteria in guidance and identify suitable room if possible.
· Cleaner or other trained staff to clean area after use following the COVID-19: cleaning of non-healthcare settings guidance.
· PPE to be used by staff if a 2 metre distance cannot be maintained.
DG identified floor plan, to include a break out space for each year group (see insert)
Following additional pupils joining from 29th June- see updated zone map
Updated zone map already includes break out spaces for Nursery/ EYFS/ Key Stage 1 and Key Stage 2, therefore this will be reissued to remind staff, but no alterations need to be made 





Isolation room to be used as breakout area for any Covid symptoms and then be wiped down after use
	LOW
	






DG
	






20.05.20



15.06.20

	[bookmark: Clean_Hands]2) Cleaning hands more often than usual
Risk controls to be put in place
	How will this be achieved:
	Considering your controls what stage are you at? (record risk level)
	Assigned to:
	Date completed:

	
	
	HIGH
	
	

	
	
	MEDIUM
	
	

	
	
	LOW
	
	

	Ensure the following have been to communicated to children, staff, visitors etc. :- 
- The importance of good hand hygiene. 
- Hands are cleaned on arrival at the setting, before and after eating, after using toilet blocks and after sneezing or coughing.
	· e.g. posters, games, songs and repetition during teaching time, daily staff briefing, reminders to staff, signage in reception.
· Use resources such as https://www.e-bug.eu/ to teach effective hand hygiene
· Hand sanitisers at reception.
DM creating posters for KS1 and KS2 using guidance in consultation with VH
PW to prepare and distribute across school
· From September, posters will be displayed in each of the rooms and also all morning teaching spaces, as well as communal areas not currently in use. PW completed this in preparation.
· Staff will use their transition session on the 2nd  September to communicate and share practice 
· Regular updates given in assemblies and by class teachers 


	LOW
	VH/DM/PW
	22.05.20








06.07.20

	Children clean their hands regularly, including when they arrive at school, return from breaks, change rooms and before and after eating.
	· Hand washing or hand sanitiser ‘stations’ available throughout the school and are in a suitable locations e.g. high frequently touched surfaces.All in place and regularly reviewed for provision 
· Teachers to supervise use of hand sanitisers and help provided for small children and pupils with complex needs. Staff supervision will prevent ingestion of hand sanitiser which can lead to the risk of alcohol poisoning so care should be taken in its use Staff member for each bubble supervising hand washing and sanitisation 
DM creating posters for KS1 and KS2 using guidance in consultation with VH
PW to prepare and distribute across school
· From September, posters will be displayed in each of the rooms and also all morning teaching spaces, as well as communal areas not currently in use. PW completed this in preparation.
· 
	LOW
	
	








06.07.20

	Ensure sufficient procurement of soap, hand sanitising gel, moisturising supplies are in place.
	· Contact public sector buying organisation partners about proportionate supplies of soap, anti-bacterial gel if needed.
· Site Manager to complete regular stocktake of supplies including considering more may be needed from September 2020.
SV sourced ample soap and sanitiser products 
Check resources of PPE and restock where necessary- SV checked stock 
Additional PPE equipment arrived from Gov August 2020. 
	LOW
	
	15.05.20

	Make sure help is available to children and young people who have trouble cleaning their hands independently.
	· Assess which children, young people may have trouble washing hands on their own and put in a process to help them.
TA from each ‘bubble’ of pupils to be allocated for supervision of handwashing
For new pupils arriving in September, TA’s to talk them through, and show them, the location for their year group handwashing. Teachers to discuss the requirements with pupils on 1st day back.
DG to reissue pointers for staff for September and share on July 20th INSET day
September 2nd transition session to focus on this 

	LOW
	Phase leaders
	Ongoing

	Promote to staff and parents the importance of washing clothes following a day in an educational or childcare setting.
	· E.g. newsletter, texts, social media, school website, staff briefing.
Update prepared and issued by DM/ AP for website and Facebook 
DG to revise, amend and reissue pointers for parents for September reopening- also to be included in the letter w/b 13th July 

	LOW
	DM/AP
	01.06.20



[bookmark: Ensure_good_respiratory_hygiene]3) Ensure good respiratory hygiene
	Risk controls to be put in place
	How will this be achieved:
	Considering your controls what stage are you at? (record risk level)
	Assigned to:
	Date completed:

	
	
	HIGH
	
	

	
	
	MEDIUM
	
	

	
	
	LOW
	
	

	Ensure the following have been to communicated to children, staff, visitors:- 
- Use a tissue or elbow to cough or sneeze and use bins for tissue waste (‘catch it, bin it and kill it’).
- Promote and encourage not to touch mouth, eyes and nose.
	· E.g. posters, games, songs and repetition during teaching time
· Daily staff briefing, reminders to staff.
· Procurement of tissues for classrooms, offices, staffroom etc.
· Encourage children/staff to bring their own for personal use  
DM creating posters for KS1 and KS2 using guidance in consultation with VH
PW to prepare and distribute across school
· From September, posters will be displayed in each of the rooms and also all morning teaching spaces, as well as communal areas not currently in use. PW completed this in preparation.
DM creating posters for KS1 and KS2 using guidance in consultation with VH
PW to prepare and distribute across school
DG to insert handwashing times into ‘school routines document being prepared for staff.
DG to revise, amend and reissue pointers for parents for September reopening and attach
PW to distribute additional posters 


	LOW
	VH/DM/PW
	







20.05.20



06.07.20



22.05.20

	Put in place a procedure for bins for tissues so they are emptied throughout the day.
	· Cleaners, site manager, staff to empty bins and information is provided of how to do this safely – use bin liners which can be tied when bins are emptied.
· Bins have been replaced by lidded bins and will be emptied daily 
· Lidded bins in all breakout teaching spaces- DS ordered additional bins as required ready for September
	LOW
	SV
	28.05.20

	Where possible rooms to be kept well ventilated using natural ventilation (opening windows) or ventilation units.
	· Staff to be briefed. 
· Where safe to do so Site Manager to open windows in morning. TA’s in each class to open windows in the morning 
· Follow HSE advice on the use of Air-Con and ventilation 
· Included in DG guidance to staff & flow chart from VH
· VH to revise, amend and reissue flowchart for all areas
	LOW
	VH
	22.05.20






10.07.20

	Identify doors which can be propped open, where safe to do so (bearing in mind fire safety and safeguarding), to limit use of door handles and aid ventilation.
	· Staff briefing, emails, support from Site Manager. 
Staff briefed on ways to prop open external doors for ventilation and use windows- JC secures doors at end of the school session and staff secure at 3.15pm
	LOW
	
	



[bookmark: Enhanced_cleaning]4) Enhanced cleaning, including frequently touched surfaces often using standard product 
	Risk controls to be put in place
	How will this be achieved:
	Considering your controls what stage are you at? (record risk level)
	Assigned to:
	Date completed:

	
	
	HIGH
	
	

	
	
	MEDIUM
	
	

	
	
	LOW
	
	

	Surfaces that children and young people are touching, such as toys, books, desks, chairs, doors, sinks, toilets, light switches and bannisters are cleaned more regularly. 
	· Cleaning timetable put in place.
· Reminder to staff to keep cleaning products out of reach of children
· Make relevant staff aware of COVID-19: cleaning of non-healthcare settings guidance.
· Staff given information and instruction.
· 
Follow guidance for cleaning in education and child care settings:
· Review cleaning activities risk assessment.
· Reduce and limit the amount of soft furnishings and soft toys that are hard to clean, e.g. those with intricate parts. Soft furnishings should be steam cleaned regularly
SV liaised with JC & AE to put timetable in place
From 1st June, additional cleaning areas identified for wider reopening and working hours adjusted to accommodate. TA’s and teachers briefed on cleaning frequently touched surfaces and resources in place to enable this to occur 
From 2nd September, all areas cleaned as usual by cleaning staff. Additional TA’s identified within teams to ensure cleaning of frequently touched surfaces
PE team to clean PE equipment, or rotate as per suggestion from the DFE 
· Reminder to staff to keep cleaning products out of reach of children
· Make relevant staff aware of COVID-19: cleaning of non-healthcare settings guidance.
· Staff given information and instruction. Review cleaning activities risk assessment/ timetable
Revisit of staff awareness of cleaning through guidelines issued for Sept 2020
	LOW
	SV/JC/AE
	21.05.20

	Sufficient procurement of cleaning supplies and COSHH risk assessments have been completed for any new products.
	· Stocktake completed of cleaning supplies including the frequency of when they need to be replenished.
· Site Manager to confirm material safety data sheets in place for all products and COSHH risk assessment completed for products classed as hazardous. 
Ongoing
	LOW
	SV/JC/AE
	19.05.20


20.07.20

	Children not to use outdoor play equipment unless appropriately cleaned between groups of children and young people. 
	· Discuss with staff how outdoor play equipment can be managed and cleaned in between groups of children.
· Timetable created for use of playground equipment with sufficient time to clean after use.
· Update playground equipment risk assessment for before, during and after school use.
Each bubble lead teacher to organise daily 
Year group bubbles from September- areas and equipment allocated to year groups- 
ST to produce new zone map and ensure equipment is available for each year group
	LOW
	SW staff
	Ongoing



[bookmark: Minimise_contact]5) Minimise contact between individuals and maintain social distancing wherever possible
	Risk controls to be put in place
	How will this be achieved:
	Considering your controls what stage are you at? (record risk level)
	Assigned to:
	Date completed:

	
	
	HIGH
	
	

	
	
	MEDIUM
	
	

	
	
	LOW
	
	

	Create groups (‘bubbles’)
	· Groups have been created looking at children’s ability to keep a distance between each other e.g. age and maturity of children.
· From 29th June, pupils in bubbles of 15- 21 bubbles across the school
From 2nd September, pupils in year group bubbles- to be communicated to parents’ w/b 6th July
· Wrap around before/after school club groups (bubbles) will be the same as during the school day where possible. If this is not possible size of groups (bubbles) will be reduced and will be the same consistent group (bubble). If possible siblings will be kept in the same group (bubble).
No B&A school running until at least 14th September to allow review of the existing bubbles in school
Due to increase in confirmed cases in local schools, decision to not reopen B&A school club at present due to space issue and also not being able to maintain bubbles as during the day
· Key stage 3 or below classes will be one group (bubble)
· Carry out survey with parents to establish potential numbers of pupils expected to return so adequate staff and resources can be put in place. Management ream have called all parents in Nursery/ Reception/Year1 and Year 6. Completed w/c 11.05.2020
· Parents from Year 2,3,4,5 were called week of the 15th June to ascertain places for the 29th June. Updates via text, website and Facebook also went out reminding parents of pupils in N,R,Yr 1 & Yr 6 to request a place by 15th June if required 
· Assess rooms and other shared spaces to determine the maximum numbers of pupils that they can hold, maintaining social distancing.
· From 29th June, pupils in bubbles of 15- 21 bubbles across the school
From 2nd September, pupils in year group bubbles- to be communicated to parents’ w/b 6th July
· No more than 60 pupils per year group bubble
From 2nd September, bubbles will be placed in year groups, as opposed to 15- in line with Government guidance released 2nd July 
· Consider how shared rooms/area (dining halls, staff rooms, offices, reception area, playground) will be managed throughout the day e.g. staggered break times, additional breakout areas, timetable of rooms, use of outdoor areas. Phase leaders completed by 22nd May
· ST reviewed provision for staggered lunchtimes and break times to include additional pupils- completed by 15th June
Updated staggered lunchtimes to be produced by ST for September 2020
· Classrooms and workshops rearranged with sitting positions 2 metres apart.  Phase leaders completed by 22nd May
· Completed for additional year groups by 24th June for a 29th June start
For 2nd September start, seating will be arranged with pupils next to each other, but facing the front, as per guidance. This will be shared with parents via a video link on the website- communicated in DG letter of the 8th July
· Ensuring staff members remain over 2m distant from one another during essential staff training/meetings.  DG to issue clear written guidelines to staff week beginning 25th May
As many staff meetings as possible to be undertaken in year group bubbles to avoid staff mixing. Where essential to be together, year group teams to be sat together, spaced away from other year groups.
INSET day for the 1st Sept to be planned to avoid large numbers collectively in the hall- curriculum for teachers (to then split into groups & individual jobs for support staff)
· Procedures in place and layout of building altered to avoid mass groups coming into contact (pinch points) e.g. staggered break times, toilet breaks, floor markings, one way systems, staggered drop off and collection times.  If unable to achieve social distancing in small groups, discuss options with LA services.  
· Before and after school club will not be available until further notice as advised by DG Letter for Reception year 1 and 6 to be sent to parents and website updated SV to action 19.05.2020
· DG issued reopening plans- see document of the 21st May
· From 29th June, staggered start and finish times were issued for each bubble
· From 2nd September, staggered start and finish times to be in place for year group bubbles- DG to communicate to staff & parents w/b 13th July 

	LOW







MEDIUM
















LOW

	







DG/SV








Management team



ST/ PW





VH







DG






ST









ST/ PW



DG






ST



DG


	

July 13th 2020





To be reviewed week of the 7th Sept





15.05.2020




20.05.20





21.05.20







20.05.20






20.05.20









20.05.20



20.05.20






20.05.20




18.07.20






	Separate Groups (bubbles) and maintain social distance between individuals.
	· Layout of school site changed to keep groups (bubbles) separate e.g. school separated into group (bubble) zones.
· Phase leaders completed by 22nd May
· ST reviewed provision for staggered lunchtimes and break times to include additional pupils- completed by 15th June
Updated staggered lunchtimes to be produced by ST for September 2020
For 2nd September start, seating will be arranged with pupils next to each other, but facing the front, as per guidance. This will be shared with parents via a video link on the website- communicated in DG letter of the 8th July

· SLT meetings on how a broad curriculum can be taught with measures in place to keep groups (bubbles) apart e.g. curriculum teacher moves rooms instead of the group (bubble).
ST completed guidance for staff on curriculum priorities. All core subject leads completed analysis of gaps and will feed back to teachers for planning on July 20th INSET and Sept 1st INSET 
· Groups (bubbles) will not share a common area (e.g. halls, changing rooms) at the same time. Timetable created to allow time for common area to be cleaned (frequently touched surfaces) before another group (bubble) uses the area.
ST staggered lunchtimes and break time areas
· Behaviour policy updated.
· Initial guidance issued by NH for 8th June opening
· Further guidance issued for wider reopening on the 29th June
· Guidance shared with all pupils during transition session on 2nd Sept 
· One way systems in place, passing points in narrow corridors, clear signage and corridor supervision.
· Corridor supervision for each bubble in place for lessons and also lunchtimes.
· ST to brief dinner supervisors for larger numbers from Sept 
· Staff meetings and training sessions to be virtual where possible to reduce the possibility for mass staff isolation
· Training session for safeguarding on 20th July to be offered in socially distanced group, or for staff virtually  
· VH/ST to put a programme together for the delivery of staff meetings in small groups from Sept 2020.
	LOW



LOW




	SLT/ ST to coordinate




















NH 







SLT


VH/ST
	13.07.20





















June 20

	Try and keep distance in the classrooms
	· Where possible teachers to keep 2 metres distance, markers on floors to help.
Pupils briefed during transition session in Sept 2020
· Desks and furniture rearranged to maximise space, desks facing forward where possible.
Pupils should sit in the same place in any given classroom for each lesson
For 2nd September start, seating will be arranged with pupils next to each other, but facing the front, as per guidance. This will be shared with parents via a video link on the website- communicated in DG letter of the 8th July

	LOW
	Phase leaders
	17.07.20

	Maximise space around the school by removing any unnecessary items. 
	· Suitable storage arrangements to be looked at.
· Information sent to parents about children to bring into school essential items only e.g. coats, lunch boxes, school bags etc…
AP reviewed for FKS and Year 1
AP to review EYFS guidance for September 2020 and work with team to ensure provision is at its best, but still within the guidelines
	LOW
	AP
	22.05.20

13.07.20

	Ensure measures in place to avoid large gatherings
	VH to organise assembly rota so one-year group bubble per day has an assembly in the hall. Other days, assemlbies are delivered in class with a virtual celebration assembly delivered on a Friday. 
· Group breaks staggered to allow sufficient time to clean common areas.
· Staggered break and lunchtime sittings updated for return of all pupils. See ST zone map and staggered plan
· During break time games created to keep children at a distance.
· See ST zone map and staggered plan- bubbles allocated equipment 
	LOW



	


VH/ NH

ST
	




13.07.20

	Consider how children and young people arrive at school e.g. school crossing patrols, and reduce any unnecessary travel.
	· Review any travel plan documentation/procedures.
· Discuss with school crossing patrols regarding what capacity they have to help.
· SLT meeting to discuss staggering start and finishing times
· Posters and lessons giving to pupils on how to remove face coverings when arriving at school.
· Have regard to government guidance – encourage use of walking and cycling
· Consider scope to enhance cycle storage
· Ensure close liaison with School Travel team – deployment of school specific commissioned bus services; home to school taxi vehicles; identification of “black spots” where pupils may have difficulty if don’t use public transport.
DG reviewed- not applicable as no school crossing patrol. Communication sent to parents on unnecessary travel in letter dated 21/05/20
Parents will be reissued with guidance through a ‘parent top tips’ poster for Sept 2020
	LOW
	DG
	18.05.20

	Ensure framework in place for supporting transport to and from schools from the autumn term.
	· Coronavirus (COVID-19): safer travel guidance for passengers https://www.gov.uk/guidance/cornavirus (COVID-19)-covid-19-safer-travel-guidance-for-passengers.
· Above guidance issued for parents on school website 

	LOW
	DM
	17.07.20

	Communicate to parents that they cannot gather at entrance gates or doors, or enter the site (unless they have a pre-arranged appointment, which should be conducted safely). 
	· E.g. newsletter, texts, social media and school website.
· Where possible ask that only one parent/carer collects children from site to reduce large gatherings.  
· Entrance gates supervised to promote social distancing.
DG Communication sent to parents in letter dated 21/05/20 & 29/05/20
Letter for new parents of Yr 2,3,4,5 issued via email on 24th June
Regular updates given to parents via weekly communication about routines for picking up and exiting the area swiftly 

DG to communicate to parent’s week of the 6th July
Individual letters for starting back in September will also include details and will be issued by 17th July.
Reminder to be posted on Facebook and website/ text on INSET day in Sept to remind of expectations 
Letters issued on 2nd September, along with pointers for parents reiterating about not gathering 

Regular text messages to be sent out reminding parents 
about entering the school site and not gathering at gates

Members of staff at each gate encouraging parents to maintain distance 

	LOW
	DG











DG






DG
	21.05.20











13.07.20






Sept 20

	Reduce the use of shared resources between pupils and staff.
	· Create stationery packs for each group.
· Books, games and other classroom based resources can be shared within the same group (bubble); these are cleaned regularly.
· Resources shared between groups (bubbles) cleaned frequently. Rotation of items allow them to be left unused and out of reach for a period of 48 hours (72 hours for plastics) between uses by different groups (bubbles).  Same principles to apply for shared resources taking home by a pupil.
Stationery packs order week of 11th May- AM/ CS organising individual equipment for each bubble of pupils 
Additional stationery packs and pencil cases issued to all pupils on return for the 22nd June
Pencil cases for all pupils returning have been ordered and will be prepared for Sept 2nd 

	LOW
	CS/AM
	29.05.20

	Review procedures for pupils in state of crisis.
	· Review positive handling/team teach techniques.
· Teachers to discuss with team teach trainers.
· Toolbox talk.
DG and SLT to review with inclusion team
DG/ MT/ PW identified break out places and pupils identified and allocated counselling sessions 
Identified pupils, returning from the 22nd June identified and offered inclusion support/ counselling from their return
Inclusion team to review and identify pupils, who have not yet returned, who may benefit from support in Sept- provisional list to be prepped by MT/PK by July
	LOW
	DG












MT/PK
	20.05.20












08.07.20


	Ensure specific plans are in place for SEND pupils
	· Teachers and special educational needs coordinators to have meetings to review pupil on education health and care (EHC) plans.
·  Refer to specific guidance:https://www.gov.uk/government/publications/coronavirus-covid-19-send-risk-assessment-guidance/coronavirus-covid-19-send-risk-assessment-guidance 
Risk assessments have all been completed for identified pupils by MT- reviewed weekly 
· MT updated risk assessments for pupils with EHC plans- all except one child in nursery attending from the 29th June
· From 2nd September, all pupils with EHC plans will return- updated risk assessments annotated by MT

	LOW
	MT
	Ongoing



[bookmark: personal_protective_equipment]6) Where necessary, wear appropriate personal protective equipment (PPE) & Face Coverings
	Risk controls to be put in place
	How will this be achieved:
	Considering your controls what stage are you at? (record risk level)
	Assigned to:
	Date completed:

	
	
	HIGH
	
	

	
	
	MEDIUM
	
	

	
	
	LOW
	
	

	Adequate Personal Protective Equipment (PPE) is in place for the care of children where their care already involves the use of PPE due to intimate care needs. Also, if a child, young person or other learner becomes unwell with symptoms of Coronavirus (COVID-19) while in school and needs direct personal care (2 metres distance cannot be maintained) until they can return home. Also consider eye protection if risk of splashing to the eyes, for example from coughing, spitting, or vomiting. 
	· Refer to guidance of what PPE is required for intimate care https://www.solgrid.org.uk/education/education-improvement/health-and-wellbeing/medicines/intimate-care/.
· Ensure appropriate PPE stock is available as per DFE implementing protective measures in education and childcare settings e.g. fluid-resistant surgical face mask, if a distance of 2 metres cannot be maintained, disposable gloves, a disposable apron, eye protection. 
· Refer to SMBC PPE guidance on school extranet page and PPE Advice for decision making.
Masks, aprons and gloves are available.  Visors delivered and face masks available -  fluid resistant surgical mask arrived

Check resources of PPE and restock where necessary- SV checked stock 


	LOW
	SV
	22.05.20

















06.07.20

	Review first aid needs assessment and update to ensure sufficient equipment and PPE supplies are available for first aiders and staff caring for a child with symptoms of Coronavirus (COVID-19).
	· 
[bookmark: _MON_1655555132]Refer to suggested SMBC first aid needs assessment and update where required including increasing PPE in first aid boxes.
Masks, aprons and gloves are available.  Visors delivered and face masks available -  
All break out spaces have PPE equipment as prescribed, including fluid resistant surgical masks, visors, thermometers, gloves, aprons, wipes in each breakout room

	

LOW
	SV/DS
	22.05.20

	Process in place for removing face covering once children arrive at school
	· Pupils giving information to remove face covering once they arrive at school.
Letter issued by DG on 10th July and 15th July gives schools current stance on not wearing face coverings in schools- clearly communicated to parents
· Any homemade non-disposable face coverings that staff or children, young people or other learners are wearing when they arrive at their setting must be removed by the wearer and placed into a plastic bag that the wearer has brought with them in order to take it home. The wearer must then clean their hands.
· The plastic bag should be sealed and schools/settings may wish to have a supply of sealable plastic food bags to hand if children/young people need them for any non-disposable face coverings.
School to have a stock of sealable bags to store any face coverings which are brought into school


	LOW
	DG
	July 20














Response to any infection

[bookmark: Engage_Test_and_Trace]7) Engage with the NHS Test and Trace process
	Risk controls to be put in place
	How will this be achieved:
	Considering your controls what stage are you at? (record risk level)
	Assigned to:
	Date completed:

	
	
	HIGH
	
	

	
	
	MEDIUM
	
	

	
	
	LOW
	
	

	Ensure all staff, parents/carers understand the NHS Test and Trace system
	· Emails sent to staff and letters sent to parents/carers on the test and trace process, staff immediately contacting the school when test results are known.
· Headteacher and SLT aware of the testing to support educational setting flowchart.

Reissue updated guidance for parents and staff on what to do if symptoms are shown- VH to update flowchart (see link below)
Placed on school website for Sept 2020 
Preparing for reopening\Flowchart of what to do is someone becomes unwell - updated for Sept.docx
Preparing for reopening\Wider reopening\SMBCPHProcessMapForManagingCovid19Outbreaks20200702.pdf


	LOW
	VH
	July 20

	Understand how to contact the local Public Health England health protection team
	· Headteacher and SLT giving contact details for Public Health department at Solihull Council: 0121 704 6892 or email contacttracing@solihull.gov.uk.



	LOW
	DG
	July 2020



[bookmark: Manage_confirmed_cases]8) Manage confirmed cases of coronavirus (COVID-19) (COVID-19) amongst the school community
	Risk controls to be put in place
	How will this be achieved:
	Considering your controls what stage are you at? (record risk level)
	Assigned to:
	Date completed:

	
	
	HIGH
	
	

	
	
	MEDIUM
	
	

	
	
	LOW
	
	

	Ensure immediate action is taking when aware that someone who has attended the school has tested positive for coronavirus (COVID-19).
	· Report cases using the online reporting system: https://surveys.phe.org.uk/TakeSurvey.aspx?SurveyID=n4KL97m2I Or by telephone: 0344 225 3560 (opt 0 opt 2)
· Inform the school improvement team.
· For advice and support contact the Public Health department at Solihull Council: 0121 704 6892 or email contacttracing@solihull.gov.uk. 
· Information emailed to office staff and SLT of the local health protection team contact details.
VH/ SV reissued guidance w/b 7th Sept 
· School office staff have a process to follow if contacted by the NHS Test and Trace team.
· Implement actions instructed by the local health protection team following their investigation. 
Use template letters issued by LA through the infection prevention control document issued on 13th July in Headlines 
	LOW
	DG/ VH
	













07/09/20



[bookmark: Contain_any_outbreak]9) Contain any outbreak by following local health protection team advice
	Risk controls to be put in place
	How will this be achieved:
	Considering your controls what stage are you at? (record risk level)
	Assigned to:
	Date completed:

	
	
	HIGH
	
	

	
	
	MEDIUM
	
	

	
	
	LOW
	
	

	Ensure process in place to work with the local health protection team to contain any outbreak
	· Headteacher and other SLT aware that two or more confirmed cases within 14 days, or an overall rise in sickness absence where coronavirus (COVID-19) (COVID-19) is suspected, maybe classed as having an outbreak.
· Headteacher and other SLT to work with the local health protection team on measures required to contain any outbreak.
Use documents and guidance issued by LA through the infection prevention control document issued on 13th July in Headlines

	LOW
	DG/ VH
	

	Ensure contingency plans have been updated for update
	· Remote education plans in place in case of a local outbreak and the school has to close.
PW briefing staff on 20th July during INSET day for contingency plans for remote education
Year groups to ensure these are completed and ready to go. Hard copies of packs will also be available if required. 
Crib sheet created and reissued by PW- Sept 20
Remote Learning Policy devised and shared with staff, parents by VH
	LOW
	PW & phase leaders 






VH
	20.07.20







09/09/20







Other Considerations
[bookmark: School_Workforce]10) School Workforce
	Risk controls to be put in place
	How will this be achieved:
	Considering your controls what stage are you at? (record risk level)
	Assigned to:
	Date completed:

	
	
	HIGH
	
	

	
	
	MEDIUM
	
	

	
	
	LOW
	
	

	Government advice to be followed for staff identified as vulnerable or living with someone who is vulnerable
	· Complete return to work checklist for all staff returning to work.
· Completed by DG/VH
· Staff who are classed as clinically vulnerable or extremely clinically vulnerable to complete the individual employee risk assessment before returning to school which is available on the School’s Extranet.
· Headteacher or other designated SLT staff to have 1:1’s with all staff to discuss arrangements for reopening the school to all children from September.  
· Assess whether any roles can still be completed from working at home. 

Vulnerable children of all age groups with education health and care (EHC) plans to be reviewed and if suitable to attend school. This is reviewed weekly by PK/DG/MT and LA return completed each Wednesday. MT contact EHCP parent’s weekly
· MT updated risk assessments for pupils with EHC plans- all except one child in nursery attending from the 29th June
· From 2nd September, all pupils with EHC plans will return- updated risk assessments annotated by MT
· Children, young people and staff classed as extremely clinically vulnerable continue to shield. Identified members of this group do not attend school
From 2nd September, pupil in Reception to have an individual risk assessment as was in the shielding category- completed by MT on 9th July
· Children, young people and staff clinically vulnerable, including those who are pregnant and other vulnerable groups seek medical advice. DG to liaise directly with staff in this category
· From 29th June, member of staff clinically vulnerable returned to work on reduced days with a reviewed risk assessment. This will be updated for Sept- VH
· A child/young person or staff member living in a household with someone who is extremely clinically vulnerable to return only if stringent control measures can be put in place to maintain social distancing. DG liaised directly with parents
DG contacted parent on 25th May to discuss measures for sister if wishing to return 
From 2nd September, pupil in Reception to have an individual risk assessment as was in the shielding category- completed by MT on 9th July
· 

	LOW
	













DG/MT/PK





MT




MT/ DG




DG


DG/VH







MT

	













Weekly





Ongoing

w/b 18.05.20


















19/07/20



[bookmark: Building_management]11) Building management
	Risk controls to be put in place
	How will this be achieved
	Considering your controls what stage are you at? (record risk level)
	Assigned to:
	Date completed:

	
	
	HIGH
	
	

	
	
	MEDIUM
	
	

	
	
	LOW
	
	

	All building maintenance and Health and Safety compliance checks e.g. hot and cold water systems, gas safety, fire safety, kitchen equipment, security (including access control and intruder alarm systems) and ventilation completed as part of building inspection routine.
	· A workplace inspection was carried out by Site Manager and Governor/Andy Mills using the following SMBC workplace inspection template: 


· The Site Manager carries out site inspections using the template below.  




· School has reviewed its water hygiene arrangements with SMBC Property Services to assess whether to disinfect water systems in advance of reopening.  Not needed as JC has a weekly flushing system for all outlets that is documented and checked by SV.
· 

 
· Regular checks undertaken by JC
· School will be open the 1st and last week of the 6 weeks holiday, so all regular checks will continue to take place.

	LOW
	SV/JC/AM





JC



JC
	20.05.2020





Completed weekly


Completed weekly

	Confirm procedures are in place to ensure a competent person is always available to complete building and compliance tests (e.g. fire alarm testing, emergency lightly weekly flushing) if normal site staff develop symptoms and/or have to self-isolate.
	· Contact SMBC Property Services (or other designated provider) to see if a competent person is able to complete the building and compliance checks.
· Seek support from other schools. 
· Contact LA services.
	LOW
	SV
	

	Review emergency evacuation plans and Personal Emergency Evacuation Plan (PEEP). 
	· Review school’s Emergency Evacuation Plans and PEEPs taking into account any changes to building layout, one way systems, groups (bubbles) that have been created etc…
SV reviewed and no ongoing PEEP’s to be actioned 
SV to review for September
	LOW
	SV
	28.05.20



[bookmark: Communication]12) Communication of plans, training, monitoring and reviewing plans 
	Risk controls to be put in place 
	How will this be achieved:  
	Considering your controls what stage are you at? (record risk level)
	Assigned to:
	Date completed:

	
	
	HIGH
	
	

	
	
	MEDIUM
	
	

	
	
	LOW
	
	

	Consider any additional support or training needs for staff and children including re-induction to the childcare setting.
	· Survey to identify children or staff that may need extra support.
· Support for younger children who may be anxious about coming. 
· Support for staff returning to work.
· Complete return to work checklist for all staff returning to work. 
DG and inclusion team to action- pupils identified on the 20/05/20 and plans in place 
DG to liaise with individual staff as required 
Inclusion team to review and identify pupils, who have not yet returned, who may benefit from support in Sept- provisional list to be prepped by MT/PK by July
	LOW
	DG/MT/PK
	20.05.20









08.07.20

	Ensure any updates to procedures have been communicated early with contractors and suppliers Examples include cleaning, catering, food supplies and hygiene suppliers.
	· Share visitor protocol through emails and briefings 
· Contractors and visitors where appropriate only allowed on site after school hours. If this cannot be achieved specific method of work created.
· Contractors have sent their COVID-19 secure risk assessment and methods of work which have been approved by the Headteacher/SLT.

	LOW
	SV
	

	Communicate to parents/carers the measures in place to reduce the risk of transmission of the virus 
	· Update school website, emails, letters sent to parents of measures in place.
Regular updates 
· Headteacher/SLT to speak to any parents/carer who have concerns and if it cannot be resolved follow the complaints procedure. 
Ongoing 
	LOW
	DM
SLT
	Ongoing 

	Share arrangements with staff, governors and trade unions bodies
	· Briefings, shared drive, 
· Spreadsheet created to capture questions, any actioned reviewed and measure put in place to resolve.
Regular communication with staff
Weekly updates for Governors (see schedule from NT)
	LOW
	DG
	Ongoing

	Ensure arrangements are regularly monitored and  reviewed 
	· Employees to raise concerns to Headteacher/SLT through team meetings (standard item on agenda), emails and incident reporting procedure.
· Weekly floor walks completed by Headteacher/SLT to ensure measures are being followed.
Completed daily by DG/ VH/ NH
· Any actioned identified are reviewed in SLT meeting and where appropriate shared with governors
Regular communication with staff
Weekly updates for Governors (see schedule from NT)
	LOW
	DG
	Ongoing



[bookmark: Curriculum_Specific]13) Curriculum Specific
	Risk controls to be put in place
	How will this be achieved:
	Considering your controls what stage are you at? (record risk level)
	Assigned to:
	Date completed:

	
	
	HIGH
	
	

	
	
	MEDIUM
	
	

	
	
	LOW
	
	

	Primary schools 
	· Follow CLEAPSS P104 organising and managing hands on activities in science, DT & Arts guidance
· Shared with staff w/b 13th July 
	LOW
	DG/ VH
	15.07.20

	Systems of controls in place for physical education, sport and physical activity.
	· Where possible outside sport will take place and large indoor space will be used if this is not possible.
Outdoor areas allocated for physical activity delivered by KK & DM 
All staff directed to deliver PE outdoors where possible 
· Follow AfPE guidance for physical activity in schools
· Follow government guidance on the phased return of sport and recreation
	LOW
	NH/KK/DM
ST
	

	Swimming 
	· Indoor swimming lesson are not currently permitted and will keep updated on the government advice.
· Once permitted use Swim England guidance to develop plans to commence swimming activities
No swimming planned for Autumn term  
	LOW
	
	

	Education visits 
	· Follow Travel guidance for educational settings government guidance
· No domestic (UK) overnight and overseas educational visits until permitted to do so.
· Trip risk assessment completed to include COVID-19 secure measures in place at the destination 
· Educational Visit Coordinator (EVC) has researched and aware of what Covid-19 protective measure are required for trips: health and safety guidance on educational visits
· Continue to follow schools educational visits procedure.
No trips to take place in Autumn 1- reviewed for Autumn 2.
NH issued guidance to staff on 15th July re protective measures   
	LOW
	NH/ DG
	



[bookmark: Action_Plan]Action Plan
	Number
	High
Medium
Low
	Action
	Target completion date
	Assigned to
	Date Completed

	5- Minimise contact
	Medium

	Review of Before & After School Provision and Breakfast club to ensure safety between bubbles 
This will be reviewed after 2 weeks of pupils returning in September  
	Aim for w/b 14th September 

Reviewed 9th September- decision to not reopen at present
	DG/VH/SV
	 

	
	
	
	
	
	

	
	
	
	
	
	



	Name of School: Smith’s Wood Primary Academy 

	Signed:
	Date: 14.07.20 

	Headteacher / SLT Member: Danielle Givens 

	Review date: Ongoing through September 
Reviewed 10th September 2020



Further Information
	Guidance for full opening: schools
	· Guidance for full opening: special schools and other specialist settings


	Actions for early years and childcare providers during the coronavirus (COVID-19) (COVID-19) outbreak
	· Government guidance, cleaning of non-healthcare settings guidance


	· Government guidance, safer travel guidance for passengers

	· Planning guide for primary school


	· DfE guidance, conducting a SEND risk assessment during the coronavirus (COVID-19) outbreak

	· Protective measures for holiday or after-school clubs and other out-of-school settings 


	· NHS test and trace: how it works

	· Guidance for parents and carers of children attending out-of-school settings during the coronavirus (COVID-19) outbreak

	· DfE guidance, implementing protective measures:

	· Managing school premises during the coronavirus (COVID-19) outbreak

	· HSE guidance on First aid and medicals during the coronavirus (COVID-19) outbreak
	· National Fire Chief Council School Guidance


For further health and safety advice and assistance, please contact the SMBC Health and Safety Support Team email healthandsafetysupport@solihull.gov.uk telephone 0121 704 6328



[bookmark: _GoBack]
Appendix 1 - Holiday or after-school providers checklist

This checklist is useful for organisations or individuals who provide holiday or after-school clubs.  It is recommended that this checklist is used in conjunction with the control measures set out in the Health and Safety risk assessment checklist for schools, ensuring that they are applicable to the setting.  The measures in the checklist must only be in place once the summer 2020 term has finished.
The checklist can assist premise owners where holiday or after-school clubs are held to ensure the organisation or individual running activities have implemented measures to ensure they are COVID-19 secure. Schools that are used for holiday or after-school clubs can duplicate measures implemented in the Health and Safety checklist for schools where measures are applicable.
	Risk controls to be put in place
	How will this be achieved: (Please note – items in italics are examples. Providers will need to adapt and make site specific, where appropriate
	Assigned to:
	Date completed:

	Group sizes have considered the latest government guidance 
	· Follow latest government guidance for group sizes.
· Group (bubble) sizes will be less than 15.
· Groups (bubbles) will be created depending on the ability of children maintaining social distance.
· Groups (bubbles) created to keep children 11 years old or older away from younger children.
· Decisions on activities in rooms/area will be based on children ability in maintaining social distance.
· Speak to premise owners of layout of rooms and adjustments to groups (bubbles) will be made where necessary.
· Groups (bubbles) will stay the same for the duration of the course.  
· There will be no cross over of groups during the day unless arrangements in place to clean rooms/area before the next group (bubble) uses the area.
	
	

	Effective infection protection and controls in place
	· Hold conversations with premise owner of measures in place to meet sections 1-6 of the Health and Safety risk assessment checklist for school.
· Keep a temporary record of children/staff in groups (bubbles), staff rotas for 21 days.
	
	

	Activities have been planned to meet the current government guidance
	· Check what are activities are permitted as per government rules.
· Activities will take place outdoors where possible. 
· Plans in place for adverse weather.
· Measures in place to keep groups (bubbles) apart if activities are indoors. 
· Activities indoors will be static or with minimal movement.
· Spoken to premise owners to ensure building being used has measures in place to be COVID-19 secure.
· Arrangements in place with premise owner to clean indoor space.
· For outdoor activities follow government guidance for providers of outdoor facilities on the phased return of sport and recreation.  
	
	

	Procedures in place to manage the use of toilets
	· Staggered break times to allow different groups (bubbles) to use toilet blocks and for cleaning to be completed.
· Different groups (bubbles) use different toilet blocks within the premise.
· Toilet cleaning procedures agreed with premise owners.
	
	

	Appropriate staff: child ratios in place for the setting
	· Determine staff availability with at least one staff member per group.  
· Where possible staff members will stay with group for the duration of the course.
· Ensure staff are available to work.
· Staff ratios have considered pre-employment checks for new staff e.g. DBS, first aiders, Designated Safeguarding Lead (DSL), caretaker and cleaning staff available.
	
	

	Reduce the extent to which children are mixing with others
	· Children will remain in the same groups for the duration of a course.
· Children will only be able to attend if they are from the local area.
· Send information to parents about Guidance on Shielding and Protecting People who are Clinically Extremely Vulnerable from COVID-19.
· Arrangements to be in place to keep groups (bubbles) away from other customers that may be using the building.
	
	

	Adequate Personal Protective Equipment (PPE) is in place for the care of children where their care already involves the use of PPE due to intimate care needs. Also, if a child, young person or other learner becomes unwell with symptoms of Coronavirus (COVID-19) while in school and needs direct personal care (2 metres distance cannot be maintained) until they can return home. Also consider eye protection if risk of splashing to the eyes, for example from coughing, spitting, or vomiting. 
	· Refer to guidance of what PPE is required for intimate care https://www.solgrid.org.uk/education/education-improvement/health-and-wellbeing/medicines/intimate-care/
· Ensure appropriate PPE stock is available as per DFE implementing protective measures in education and childcare settings e.g. fluid-resistant surgical face mask, if a distance of 2 metres cannot be maintained, disposable gloves, a disposable apron, eye protection. 
· Source PPE and cleaning products through Crown Commercial Service (CCS) ‘Safer Working Supplies’ Portal or through other procurement processes.
	
	

	Process in place for removing face covering once children arrive at premise
	· Parents sent information and instruction to show their children on how to remove face covering once they arrive at the premise.

	
	

	Share plans and procedures to premise owners, staff and parents/carers 
	· Virtual team meetings held with staff to discuss plans and safety measures. 
· Staff can raise concerns of any measures through a feedback form.
· Information pack emailed to staff to explain processes and measures in place.
· Virtual meeting held with premise owners to discuss measures in place and if any additional cleaning or measures are required.
· Parents/carers commuted through phone calls, letters, emails of procedure and processes in place.
· Parents/carers will be encouraged not to use public transport and to limit time spent dropping their child/s off at the premise to avoid large gatherings.
· Start and finishing times of clubs will be staggered and outside peak times.
	
	

	Ensure immediate action is taking when aware that someone who has attended the club has tested positive for Coronavirus (COVID-19).
	· Emails sent to staff and letters sent to parents/carers on the test and trace process, staff/parents immediately contacting the club manager when test results are known.
· Club procedure in place of what action to take when staff/children test positive.
	
	

	Ensure immediate action is taking when aware that someone who has attended the club has tested positive for Coronavirus (COVID-19).
	· Report cases using the online reporting system: https://surveys.phe.org.uk/TakeSurvey.aspx?SurveyID=n4KL97m2I Or by telephone: 0344 225 3560 (opt 0 opt 2)
· Implement actions instructed by the local health protection team following their investigation. 
	
	

	Ensure process in place to work with the local health protection team to contain any outbreak
	· Club manager aware that two or more confirmed cases within 14 days, or an overall rise in sickness absence where coronavirus (COVID-19) is suspected,  maybe classed as having an outbreak
· Club manager to work with the local health protection team on measures required to contain any outbreak.
	
	

	Ensure contingency plans have been updated for update
	· Plans updated using guidance on local area outbreaks.
· Clear identification of roles and responsibilities.
	
	






PREVENTION 


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


*2) Clean hands thoroughly more often than usual


RESPONSE TO ANY INFECTION


8) Manage confirmed cases of cornavirus (COVID-19) (COVID-19) amongst the school community


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


*3) Ensure good respiratory hygiene


*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)


7) Engage with the NHS Test and Trace process


OTHER CONSIDERATIONS


10) School Workforce


11) Building Management


12) Communication, training, monitoring and reviewing plans


13) Curriculum Specific


*1-4 must always be in place at all the times


**5-6 must be in place but measures adapted to suit particular circumstances 





7,8,9 must be followed in every case where they are relevant
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Staff guidelines for returning.pub
Staff Guidelines 
From the 1st June, until the summer holidays, the school opening hours, for staff will be 7.15am-4.15pm. Please ensure that you have vacated the school site by 4.15pm at the latest. Once you have finished for the day, please head home and don’t worry about having to stay until your contacted hours time. 
Please ensure you keep a social  distance from other members of staff and pupils where you can. This includes all areas around the school; staffroom/ corridors/ photocopying room/ classrooms
Each classroom in use will have wipes/ tissues/ hand sanitizer and lidded bins
Teaching staff will need to choose an area for their PPA, where the social distancing can be adhered to. There can be a maximum of 2 members of staff in the photocopying room for PPA, so please consider using all available spaces. For the remainder of this term PPA and management time can be taken at home.
VH will issue a separate flowchart of actions which shows what staff need to do if they feel unwell, and a flowchart of what to do if a child becomes unwell  This will also include details on self-isolation break out rooms for each year group.  (Nursery– music room/ Yr R—B&A school room/ Yr 1– 2HG/ Yr 6– 5MH/ Key worker group– 5CS)
PPE equipment if available for intimate first aid being administered, or if a member of staff is in a room with a child displaying severe symptoms. Bags of this equipment will be located in the break out classrooms. Other than that, the guidance is that it is not necessary to use PPE equipment in schools,. 
If you are using computers, please try and stick to the same one and wipes will be available for you to wipe down computer equipment after use.
If you have any concerns, or feel anxious, please speak to a Senior member of staff, or alternately the staff well-being number for SAS (School Advisory Service) is 01173 814 403

In preparation for the phased reopening of the school, following the Covid-19 pandemic, please find below some guidelines for staff, which will need to be read and followed. This list may adapt and change, as further guidance is issued.
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Pointers for Parents
The full, wider ‘whole day’ reopening for Nursery, Reception, Year 1 and Year 6 will begin on the 8th June. The week of the 1st June is dedicated to taster sessions for pupils, whose parents have confirmed they are definitely returning.
Please keep an eye on the school website and Facebook pages, as this is where all updated information is displayed. 
From the 1st June, the office opening hours will be 8.00am-3.00pm and then from the 8th June, 8.00am-4.00pm. Please remember to call 0212 779 8050, or email the school office on office@smithswoodpri.solihull.sch.uk if you have any questions, as access to the main school office is not permitted unless in an emergency.
Please ensure you keep a social  distance from other parents on approach to the school site. Access to the school site is limited to specific gates, as shared on the letter dated 29th May. Once you have dropped your child off, or picked them up at the gate, please leave the school site promptly.
2m marker cones will be placed in the lead up to the allocated gates; please ensure that you stick to these when queuing to drop off/ pick up your child. 
In order to maintain the safety and well being of staff and pupils, it is essential that you stick to the allocated drop off and pick up times for your child. The school will not be able to accommodate pupils arriving late.
Please ensure that your child arrives at school each day with everything they need; lunch/ PE kit/ snack.
We ask that you wash uniform daily, or ensure that your child is wearing clean clothes each day; this will help to maintain the cleanliness standards needed.
If you have any concerns, or wish to discuss your child, then please email the school office, or ring the school. The message will then be passed on to your child’s class teacher, who will respond. Teachers will not be able to chat to parents at the drop off/ pick up due to the prompt staggered times. 

In preparation for the phased reopening of the school, following the Covid-19 pandemic, please find below a summary of ley points for parents, which will need to be read and followed. Thank you all for your support with these new measures.
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Group Room
3PW
Mr Wright
ICT ROOM THE LOFT THE LIBRARY
Year 1
Break out area
Year 1
Year 1
Reception 
Reception 
Reception 
3CP
Miss Parnell
Key workers 
Year 6
Year 6
Year 6
Break out area
Year 6
5ES
Miss Shields
Group Room
Key workers 
LARGE HALL
SMALL HALL
OFFICE AREA

Year 1

Reception
Break out area
Reception Zone & team of staff:
EP/ HP/ PT/ AP (am) GR
KC/ EW/ JS /  H&A
 JC
Year 1 Zone & team of staff:
SG/ RC/ HG
JC/ CP/ PW 
NH/  JK/ LH / NR/ LC
LT & CW 
Year 6 Zone & team of staff:
ST/ AM/ RO 
CS/ ES/ MH 
NT/ TS/ JR
LE/ EW/ SW
Key Worker Zone & team of staff:
LB & NW 
AT/ DM/ LK/KK / DM/ AM
Key workers 
Break out area
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Zone map- version for all year groups back, with breakout rooms.pub

Year 3– BW

Year 3– PW
ICT ROOM THE LOFT THE LIBRARY
Year 2– HT/ AT

Year 1-SG
Year 1– RC
Reception– HP 
Reception– EB
Reception– PT 
Year 3– CP
Year 4– NW
Year 6– ST
Year 6– AM
Year 5– MH

Year 6– RO

Year 4– LB
LARGE HALL
SMALL HALL
OFFICE AREA

Year 1/2– HG

Rec & Year 1
Break out area
Year 4/5 key worker
Break out area
Year 5– ES

Year 2 Break out
Support room
Lower KS2 Breakout Isolation Room
Upper KS2
Break out area
Year 2– JC
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FINAL Cleaning in schools v1 june 20.pdf
Guidance on infection protection and control - cleaning in education and childcare settings

National guidance on effective infection protection and control in education and childcare settings
can be found in the guidance below:-

Coronavirus (COVID-19): implementing protective measures in education and childcare settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-
measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-
measures-in-education-and-childcare-settings

The following guidance is intended to supplement the national guidance and help schools and
childcare settings to implement a safe and effective cleaning regime during the Covid-19 pandemic.

Cleaning frequently touched surfaces

National guidance states frequently touched surfaces such as toys, books, desks, chairs, doors, sinks,
toilets, light switches, bannisters, should be cleaned more regularly than normal using standard
products, such as detergents and bleach.

Bleach is typically a solution of sodium hypochlorite or hydrogen peroxide commonly used for
sterilizing and deodorizing surfaces by chemically reacting with bacteria, viruses and other organic
matter. SMBC does not normally recommend the use of bleach for general cleaning in schools, as it
is a hazardous chemical and can react with other cleaning products if not used carefully, however,
the use of bleach solutions are recommended by Public Health England for infection control
purposes.

How to clean frequently touched surfaces

Frequently touched surfaces should be regularly cleaned with both a disposable cloth and detergent
(soapy solution) or disposable cleaning wipe to ensure any organic matter (e.g. dirt, mucous, food) is
removed, this will ensure the surface is physically clean prior to disinfecting. The area should then be
dried using a disposable cloth/paper towel then disinfected with the cleaning product that the
school or setting normally use. Simply spraying items with disinfectant would not be considered
cleaning.

There are many disinfectants that are safe to use around children (e.g. Milton Solution). Schools and
childcare settings should ensure they have obtained material safety data sheets for any products
used. They also need to carry out a Control of Substances Hazardous to Health (COSHH) risk
assessment for any products classified as hazardous. The risk assessment should then be shared with
relevant staff who undertake any cleaning activities.

If making up bleach solutions for infection control purposes careful calculations need to be made
following manufacturer instructions. Each product/type of bleach may be of a different
concentration depending on its use so may require a different dilution rate. According to Public
Health England any sodium hypochlorite solutions for infection control purposes should be diluted
to 0.1% or 1000 parts per million (ppm). Whichever solution is used, schools need to ensure that it
kills both viruses and bacteria and is used in line with manufacturer instructions. All made up bleach
solutions should be used the same day, i.e. only made up and used as needed.



https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings

https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings

https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings



For electronic devices (such as phones, interactive boards, keyboards and screens) schools should
follow the manufacturer guidelines.

Any soft toys or toys that are difficult to clean should be removed from classrooms/play areas and
stored away for now.

How often should areas be cleaned?

National guidance suggests that a thorough cleaning of rooms should be carried out at the end of
each day.

Outdoor play equipment should be cleaned between each group of children.

Tables used during lunchtime should be cleaned between groups of children. If such measures are
not possible, children should be brought their lunch in their classrooms

The sharing of stationery and other equipment should be prevented wherever possible. Any shared
materials and surfaces should be cleaned and disinfected more frequently.

Any equipment used in practical lessons should be cleaned thoroughly. The classroom or other
learning environment should be occupied by the same children or young people in one day, or
properly cleaned between cohorts.

Any areas used for lunch or exercise, for example school halls, dining areas, internal and external
sports facilities, can be shared as long as different groups do not mix (and especially do not play
sports or games together) and adequate cleaning between groups is in place.

What happens if someone becomes unwell at an educational or childcare setting?

Schools should follow national guidance contained within Coronavirus (COVID-19): implementing
protective measures in education and childcare settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-
measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-
measures-in-education-and-childcare-settings

For details on how to clean where a person with possible or confirmed coronavirus has left the
setting or area follow COVID-19: cleaning in non-healthcare settings guidance which contains more
detailed advice:-
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-
settings/covid-19-decontamination-in-non-healthcare-settings

For further health and safety advice and assistance, please contact the SMBC Health and Safety
Support Team email healthandsafetysupport@solihull.gov.uk telephone 0121 704 6328

An infection prevention checklist can also be found at https://solgrid365.sharepoint.com/sites/coun



https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings

https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings

https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings

https://www.gov.uk/government/publications/covid-19-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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First Aid Needs Assessment Guide

				





1.0 Purpose

This document details SMBC guidance on undertaking an adequate and appropriate First Aid Needs Assessment and recording them.





2.0 The First Aid Needs Assessment Form



This First Aid Needs Assessment can be used for any SMBC workplace/maintained school, premise or work activity. To use the assessment form, each column must be considered from left to right.  



Managers/ Site Responsible Persons will therefore work out the basic first aid provision requirement, and then identify other considerations which may require that basic provision to be increased or provided in an alternative way (for example, within shared buildings the provision covers all building occupiers rather than just a particular team, so liaise with other colleagues).  Managers /Site Responsible Persons must ensure that minimum cover must be in place at all times during the working day.



2.1 Reviewing of First Aid Needs Assessment 



The manager should review the individual assessment every 12 months (or sooner if a failing in first aid provision is identified) and if nothing has changed since the last review and the assessment is still considered adequate and is up to date then, the manager may sign the assessment off for another 12 months.



2.2 Recording of First Aid Needs Assessment 



Managers/ Site Responsible Persons record the provision they require along with the names of personnel who will undertake the first aid duties. The Manager/ Site Responsible Person is responsible for ensuring that any requirements from the First Aid Needs Assessment are actioned e.g. more first aiders, refresher training of existing first aiders, new first aid box, is it beneficial to have mental health first aiders etc.   First Aid Needs Assessments must be made available and brought to the attention of all relevant staff. 

 

If you have any doubts, concerns, or queries about the completion of a First Aid Needs Assessment please contact: healthandsafetysupport@solihull.gov.uk or Tel 0121 704 6328. 





SMBC First Aid Needs Assessment V 03 FINAL April 2020





SMBC First Aid Needs Assessment - Guidelines and Record Sheet



		Team(s)

		



		Service(s)/ Directorate

		



		Building Name



		

		Building Location

		



		Nature of SMBC Business (also consider the activities of others using/ sharing the site, our partners, other agencies etc.) 

		













		Premises layout (number and type of buildings)



		

		Number of Employees on site    (SMBC and if any others sharing/ using the site)



		SMBC Number:



		Total:



		

		

		

		Other Name:



		Total:



		

		

		

		Other Name:

		Total:



		Assessor

		



		Date of this Assessment

		



		Number of previous injuries and accidents/ illness that have lead to first aid incidents















		







Tick what applies for your workplace and activities so that this record can be retained as your First Aid Needs Assessment.



		What is this assessment for:

|_| Large shared low risk office building¹ 			|_| Medium/ high risk building/ site                         |_| Specific work activity
¹Note, Even if you work within a large shared office building, the nature of your work activity may warrant its own first aid provision. 







		Overall workplace risk

		No. of employees

(i.e. in the premise or as part of the activity this covers)

		Basic minimum.

This provision should be available at any time during the working day 

You must take into consideration holiday/ sickness cover



		

[bookmark: Check1]|_| Low 



Examples: 

· offices,

· libraries,

· schools (generally)



		

[bookmark: Check17]|_| Less than 25 

[bookmark: Check3]|_| 25 – 50 

[bookmark: Check16]|_| 50 – 100

[bookmark: Check5]|_| 200 +

Add another one FAW trained first aider for every 100 employed (or part thereof)

		

[bookmark: Check6]|_| One emergency first aider trained to EFAW 

[bookmark: Check7]|_| One emergency first aider trained to EFAW 

[bookmark: Check8]|_| At least two first aiders trained to FAW 

[bookmark: Check9]|_| At least three first aiders trained to FAW 







		

[bookmark: Check28]|_| Medium – High 



Examples:

· Catering

· Forestry

· Highways

· Refuse

· Workshops

· Construction

· Street lighting

· Print unit

· Using chemicals

· Using machinery

· Schools (science/ design & technology)



		

[bookmark: Check29]|_| Less than 25 

[bookmark: Check30]|_| 25 – 50 

		

|_| At least one first aider trained to FAW 

|_| At least one first aider trained to FAW 



		

		

[bookmark: Check31]|_| 50 + 

|_| 100 +  

|_| 150 +  

|_| 200 +  

|_| 250 + 

|_| 300 +   

|_| 350 +  

|_| 400 +  

Add another one FAW trained first aider for every 50 employed (or part thereof)

		

|_| At least two first aiders trained to FAW 

|_| At least three first aiders trained to FAW

|_| At least four first aiders trained to FAW

|_| At least five first aiders trained to FAW

|_| At least six first aiders trained to FAW

|_| At least seven first aiders trained to FAW

|_| At least eight first aiders trained to FAW

|_| At least nine first aiders trained to FAW













		Other considerations that may require additional provision to be identified, based on the risk groups and work activity risks



More trained personnel may then be required or cover may be provided by a neighbouring team in large shared buildings

		Additional comments



(please add as appropriate to your workplace, activity, premise)



		

|_|        Proximity to other building with first aid personnel/ based in shared buildings 

|_|	Proximity to hospital, doctors, fire brigade

|_|        Proximity to an Automated External Defibrillator***

|_|	Remoteness of location

|_|	Size, scale, layout of site, vehicle movements

|_|	Potential for burns, scalds, eye injury, 	chemical injury, anaphylactic shock, fracture injuries,  falls from height
|_|	History of previous accidents (think of 	number of    accidents, cause and injury type)

|_|	Pupils on premise/ working with children

|_|	School off-site activities/trips

|_|	Out of school hour’s arrangements e.g. lettings/parents evening

|_|	School provision for lunchtimes and breaks

|_|	Visitors to building

|_|	Number and dispersal of visitors on site

|_|	Members of the public access building

|_|	Contractors working

|_|	Dangerous machinery and equipment

|_|	Distribution of workforce within the building

|_|	Lone working, working away from the main premises

|_|	Employees and/or visitors with disabilities 

|_|	New and expectant mothers

|_|	Young workers/ inexperienced workers

|_|	Employees with existing health problems

|_|	Construction work

|_|	Shift work 

|_|	Low risk environment with low number of staff (i.e. less than 5)*

|_|	Working with foundation stage children**

|_| 	Mental ill health in the workplace^

|_|	Caring/supporting customers in the community^^



		













		

Appointed Person*



		In exceptional circumstances there may be some workplaces that are low risk with low number of staff whereby the Manager/ Site Responsible Person may deem a trained first aider as not being required. In these instances, an Appointed Person may be appointed. However, before the appointment of Appointed Persons it is recommended that the Manager/ Site Responsible Person take further advice from the Health and Safety Support team so as to ensure appropriateness of this first aid provision. 



Please note: Even in these small, low-hazard areas where first aiders are considered unnecessary, there is always the possibility of an accident or sudden illness so someone must always be available to take charge of the arrangements (i.e. equipment and facilities) and call the emergency service. 



		

Paediatric First Aid **



		Paediatric first aid is the requirement of the Early Years Statutory Framework: foundation stage classes in nursery, infant and primary schools must have at least one person with a current paediatric first aid certificate on the premises at all times when children are present. They must also accompany children on any off site visits/trips.



		

Defibrillator’s***

		Specific guidance for schools has been issued from the Department for Education and can be accessed via this link: https://www.gov.uk/government/publications/automated-external-defibrillators-aeds-in-schools

 

The changes to Resuscitation Council UK guidelines on cardiopulmonary resuscitation (CPR) has meant that the HSE has revised the Emergency First Aid (EFAW) and First Aid at Work (FAW) syllabuses. This change means that there will be a requirement for all workplace first aiders to be trained in the use of an AED as part of the first aid training from the 31 December 2016. Training in the use of AED’s is therefore currently part of the Solihull MBC EFAW and FAW courses.



		

Mental ill Health and First Aid^



		

Is it beneficial to have personnel trained to identify and understand symptoms to be able to support someone who might be experiencing a mental health issue? Consider providing information or training for managers and employees, use of occupational health services, appointing mental health trained first aiders and implementing employee support programmes.

First aid training courses covering mental health, teach delegates how to recognise warning signs of mental ill health and help them to develop the skills and confidence to approach and support someone, while keeping themselves safe. SMBC provide mental health awareness training for all managers in Core Council. For further information on the arrangements in place for mental health first aid for Core Council employees please refer to the SMBC Employee Health and Wellbeing Policy at Core docs > Human resources > Employee/manager information > Policies & supporting documents.



		

Community First Aid ^^



		

While there is no statutory requirement to provide first aid to customers, it is strongly recommended that staff caring/ supporting people in the community receive, as a minimum, a basic awareness of First Aid.







		

NOW RECORD YOUR FIRST AID PROVISION ON THE FORM OVERLEAF













RECORD OF FIRST AID NEEDS BASED ON THE ASSESSMENT



		Current Provision of FAW and EFAW



		Location/ Room



		No:  FAW

		No: EFAW

		Name(s)

		First Aid Kit

Yes / No

		Complete

Yes / No

		Comments



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		



		

		

		

		Yes  /  No

		Yes  /  No

		



		Other observations and recommendations

e.g.

· Automated External Defibrillator (AED)

· Travelling first aid kits

· First Aid Room









		



























		Manager /Site Responsible Person to record any actions taken following completion of this assessment e.g. arrange training









		Action taken

		Date actioned



		

		



		



		

		



		



		

		



		



		

		



		



		

		



		



		

		



		



		

		



		



		

		



		









		Assessor Signature

		



		Date

		







REVIEW LOG (after 12 months or sooner if a failing in first aid provision is identified)



		I can confirm that there are no changes to this assessment.





		Assessor Signature

		



		Print Name

		

		Date

		







		For further advice on first aid training courses contact healthandsafetysupport@solihull.gov.uk or telephone 0121 704 6328













First Aid Course Content and Information



First Aid at Work – 3 days (18 hours)
Course Contents and Learning Outcomes



Unit 1 covers the following topics:

· roles and responsibilities of a first aider

· cross infection

· recording incidents & actions

· use of available equipment

· assessing an incident

· unconscious casualties (including seizure)

· cardio pulmonary resuscitation

· Safe use of an Automated External Defibrillator

· choking

· wounds and bleeding

· shock

· minor injuries (including small cuts, grazes and bruises, minor burns and scalds, small splinters)



Unit 2 covers the following topics:

· secondary survey

· injuries to bones, joints and muscles (including spinal injuries)

· suspected head and spinal injuries

· chest injuries

· burns and scalds

· eye injuries

· sudden poisoning

· anaphylaxis

· major illnesses (heart attack, stroke, epilepsy, asthma & diabetes)

· serious bleeding including

· embedded objects

· sucking chest wound

· amputations





First Aid Requalification – 2 days (12 hours)

Course Contents and Learning Outcomes



The First Aid at Work Requalification syllabus covers the same topics as those in the initial First Aid at Work course. However, the training and assessment face-to-face contact is only 12 hours (2 days). This course complies with the Health and Safety (First-Aid) Rregulations 1981 (Appendix 5 Content of a first aid at work (FAW) course).

Notes regarding requalification

The FAW requalification course lasts two days and should cover the same content as the initial FAW course (Appendix 5). If the first-aider does not retrain or requalify before the expiry date on their current certificate they are no longer considered competent to act as a first-aider in the workplace. They can requalify at any time after the expiry date by undertaking the two-day requalification course. However, it may be prudent to complete the three-day FAW course, especially where a considerable period – i.e. in excess of one month – has elapsed since the FAW certificate expired. It is for the employer to decide the most appropriate training course to requalify the first-aider.


Emergency First Aid at Work – 1 day (6 hours)

Course Contents and Learning Outcomes



· roles and responsibilities of a first aider

· cross infection

· recording incidents & actions

· use of available equipment

· assessing an incident

· unconscious casualties (including seizure)

· cardiopulmonary resuscitation

· Safe use of an Automated External Defibrillator

· choking

· Wounds and bleeding

· Shock

· minor injuries (including small cuts, grazes and bruises, minor burns and scalds, small splinters)







Paediatric First Aid – 2 days (12 hours)

Course Contents and Learning Outcomes



Taken directly from the Statutory Framework for the early years' foundation stage



Unit 1: Paediatric Emergency First Aid

· Be able to assess an emergency situation and prioritise what action to take

· Help a baby or child who is unresponsive and breathing normally

· Help a baby or child who is unresponsive and not breathing normally

· Help a baby or child who is having a seizure

· Help a baby or child who is choking

· Help a baby or child who is bleeding

· Help a baby or child who is suffering from shock caused by severe blood loss (hypovolemic shock)


Unit 2: Managing Paediatric Illness and Injury

· Help a baby or child who is suffering from anaphylactic shock

· Help a baby or child who has had an electric shock

· Help a baby or child who has burns or scalds

· Help a baby or child who has a suspected fracture

· Help a baby or child with head, neck or back injuries

· Help a baby or child who is suspected of being poisoned

· Help a baby or child with a foreign body in eyes, ears or nose

· Help a baby or child with an eye injury

· Help a baby or child with a bite or sting

· Help a baby or child who is suffering from the effects of extreme heat or cold

· Help a baby or child having: a diabetic emergency; an asthma attack; meningitis; febrile convulsions; an allergic reaction *(including safe use of Adrenaline Auto-Injectors)

· Understand the role and responsibilities of the paediatric first aider (including appropriate contents of a first aid box and the need for recording accidents and incidents)



*Basic training in the safe use of Adrenaline Auto-Injectors included as standard as of 1st June 2019







Minimum Contents of a First Aid Box





The contents of your first aid kit should be based on your first aid needs assessment. As a guide, where work activities are low-risk (for example, desk-based work) a minimum first aid kit might contain:

· a leaflet with general guidance on first aid (for example, HSE's leaflet Basic advice on first aid at work

· individually wrapped sterile plasters of assorted sizes

· sterile eye pads

· individually wrapped triangular bandages, preferably sterile

· safety pins

· large and medium-sized sterile, individually wrapped, unmedicated wound dressings

· disposable gloves



This is a suggested contents list.

If you are buying a kit look for British Standard (BS) 8599. By law, your kit doesn’t have to meet this standard but you should check it contains what you’ve identified in your needs assessment.


Maintaining or replacing contents of a first aid kit

Check your kit regularly. Many items, particularly sterile ones, are marked with expiry dates. Replace expired items, disposing of them safely. If a sterile item doesn’t have an expiry date, check with the manufacturer to find out how long it can be kept. For non-sterile items without dates, you should check that they are still fit for purpose.

(www.hse.gov.uk/simple-health-safety/firstaid/what-to-put-in-your-first-aid-kit.htm)
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Managing a potential Covid-19 outbreak in a school/setting in Solihull

There have been a number of schools/settings that have been managing potential and confirmed
cases of Covid-19 within their school/setting community

There is an appreciation that there has been a huge volume of information on Covid-19, therefore
the Top 5 take home messages that are the most important aspects to be aware of:

1) Stay at Home: Emphasise that symptomatic students/staff members or those that have
been told to isolate as a close contact of a confirmed case stay at home and get a test even
if they have no symptoms and feel well adhering to guidance

2) Testing is key: If a student/staff member in a school/setting has Covid-19 symptoms
(persistent cough, temperature, loss/change in taste/smell), please send them home and
access a test as soon as possible. This is very important to inform planning/management of
the situation. Tests can be accessed online at www.nhs.uk/ask-for-a-coronavirus-test or by
phoning 119.

3) Don’t attend GPs: Please inform families/staff that they should not attend their GP
practice with Covid-19 symptoms.

4) Notify: If a student/staff member has a positive test result, the school/setting needs to
notify Public Health England (PHE) using the online reporting system available here:
https://surveys.phe.org.uk/TakeSurvey.aspx?SurveylD=n4KL97m?2I

or by phone on 0344 225 3560 (opt 0 opt 2). Please also inform the School Improvement
Team at the Council.

5) Advice/support: If you have a suspected case of Covid-19 within the school/setting
community or would like some general advice, please phone 0121 704 6892 or email brief
details to contacttracing@solihull.gov.uk to notify the Public Health department at Solihull
Council.

SMBC are working very closely with Public Health England to ensure we can support all schools
during this pandemic, including holding Outbreak Management meetings with them three times per
week.

Avoiding mass leadership team/staff isolation

Several schools/settings have enquired as to how to avoid mass staff isolation or the isolation of the
School Leadership team. Public Health England have advised the following:

= Be vigilant to ensure staff observe the 2m social distancing between themselves at all times.

= Avoid face-to-face meetings of staff groups/leadership team — utilise videoconferencing
(even from different rooms in the same building) or teleconferencing for meetings instead.

= Avoid prolonged face-to-face conversations in the corridor where possible

=  Postpone/cancel training sessions or consider using webinars instead

= Staff should be extremely vigilant not to attend school if they are symptomatic



https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection

http://www.nhs.uk/ask-for-a-coronavirus-test

https://surveys.phe.org.uk/TakeSurvey.aspx?SurveyID=n4KL97m2I

mailto:contacttracing@solihull.gov.uk



Public Health England Webinar — 17 June 2020 — Recording Link and Q & A

Public Health England delivered a webinar for all schools/settings in Solihull on 17" June. A link to
the recording is available here:

20200617 Covid-19 in Educational Settings webinar

Health Protection Leads from Public Health England answered a number of questions at the webinar
from Solihull school/settings and their responses can be found here:

Denise Milnes

Senior Public Health Specialist — Children and Young People
denise.milnes@solihull.gov.uk

July 2020




https://protect-eu.mimecast.com/s/UabKC28vqcVk3zNUn06IK?domain=healtheducationengland-my.sharepoint.com

mailto:denise.milnes@solihull.gov.uk

https://protect-eu.mimecast.com/s/UabKC28vqcVk3zNUn06IK?domain=healtheducationengland-my.sharepoint.com
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HEALTH AND SAFETY WORKPLACE INSPECTION

The health and safety workplace inspection is the formal process used in SMBC for visually identifying and evaluating physical and environmental health and safety hazards in the
workplace, which may cause potential injury or ill health, as well as some checks on records. It does not include areas otherwise covered separately by the health and safety audit process,
e.g. checking the adequacy of health and safety procedures, arrangements and documentation, employee training records, activity based risk assessments etc. The inspection identifies
health and safety hazards at the time of carrying out the inspection and is limited to the areas visited and identified in the content of this form with the exception of building related records as
they relates specifically to the safe usage of that building/site/workplace.

Persons carrying out the inspection cannot guarantee to identify all possible unsafe conditions or breaches of legislation and therefore the absence of any comments on issues should not be
taken to imply full compliance with health and safety legislation. For more information and advice on the process for carrying out SMBC health and safety inspections, please refer to the
SMBC Corporate Health and Safety Policy or contact the Health and Safety Support Team at healthandsafetysupport@solihull.gov.uk

For further specific support and guidance in understanding and answering the workplace health, safety and welfare questions, please refer to:
e HSE short guide for managers on Workplace health, safety and welfare;
e For schools — in addition to the HSE guide, refer also School Premise Requlations and the Standards for School Premises Guidance

Workplace/ Smith’s Wood Primary Academy Unique Property Reference No. 140923
Building(s) name: (UPRN): |
SMBC Group: Teams/Services:
(if relevant)
Address: Burtons Way Date(s) of Inspection: 20.05.2020
Smith’s Wood
Birmingham
B36 0SZ
Person(s) carrying Name(s): Sue Volante Job Title Signature: g \fo?‘?v\j\,@
out Inspection: John Caffrey School Business Manager
Andy Mills Site Manager )
Teacher/ Governor M Vﬁ D
i i =)

H&S Workplace Inspection Form, BLANK TEMPLATE, v1, Jan19, UNCONTROLLED WHEN PRINTED OR VIEWED OUTSIDE OF THE INTRANET.
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1. Pre-Inspection Stage

Prior to the walk around inspection, the following documents relating to the premise/building/site must be collated and reviewed prior or during
inspection;

Asbestos Management Plan (confirmation of accessibility and last survey)

First Aid Needs Assessment

Fire Risk Assessment

Glazing assessment (where relevant)

Window restrictor assessment (where relevant)

Legionella/ Water Hygiene logbook

Gas appliance checks

Electrical testing — portable appliance test records (PAT) and fixed installation testing record.

Lifting Operations & Lifting Equipment tests/examinations

Reference material: a) HSE short guide for managers on Workplace health, safety and welfare (INDG244); and for schools — in addition to the
HSE guide, refer also to School Premise Regulations and the Standards for School Premises Guidance

R R KRR

For Facilities Management centralised properties, Facilities Support Managers will liaise with the Manager/Premise Representative to locate these
documents where necessary. For non-centralised properties, the Manager/Premise Representative will need to review asbestos and water hygiene
information, and the Construction Services Group for electrical and glazing records (any queries, contact Property Risk Management). Schools will
need to obtain this information from their own records.

Date of last inspection: New working committee

Note any outstanding actions from the last inspection which have not been carried out: N/A

H&S Workplace Inspection Form, BLANK TEMPLATE, v1, Jan19, UNCONTROLLED WHEN PRINTED OR VIEWED OUTSIDE OF THE INTRANET.
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2. Hazard Identification & Evaluation

ﬁf Inspection element Yes | No | N/A Action required/comments
| 1.0 | Health and Safety Poster
1.1 Is there an up to date health and safety law poster located in a 7
"~ | prominent position?
1.2 | Does it contain the relevant information — as identified on the poster? v
| 2.0 | Work Environment/Housekeeping
2.1 | Is there adequate space for staff to work safely? v
Are floors, walkways and stairs in good condition, free from
2.2 ) - v
obstructions and non-slip?
Are trailing leads kept to a minimum and where they are necessary, v
2.3
are they routed safely, secured / covered?
24 Are materials stored safely (consider manual handling implications and v
) general stacking of materials)?
. . o g . v Currently located in the staffroom but to be
?
L2.5 Where PPE is in provided, is it stored appropriately” distributed to specific areas by 01.06.2020
B Are structures stable, secure, braced and not overloaded (shelves, v
2.6 . ;
bookcases, filing cabinets etc)?
2.7 Has appropriate safety glazing / film been fitted to windows (if identified | v
i as being required through the assessment process)?
28 Have window restrictors been fitted (if identified as being required through | v
L ’ the assessment process)?
29 Can windows, doors and gates be opened safely and prevent trapping | v
) hazards?
2.10 | Is there suitable heating and ventilation? v
2.11 | Is the lighting suitable for the work activity? v Yes but RT Electrical will be re checking sensors
2.12 Are employees / visitors protected from noise levels that may be v
) harmful?
2.13 | Do all staircases have a securely fixed handrail? 4
Is the building / site appropriately accessible for all users? e.g. v
214 . gy
ersons with a disability
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';f Inspection element Yes | No | N/A Action required/comments

| Health, Hygiene & General Wellbeing

Are there suitable arrangements for employees to prepare meals, boil
3.1 | water and make a hot drink? (It is not a legal requirement to provide a

) kitchen or rest room, work areas can be counted as rest areas and as eating
facilities, provided they are adequately clean and there is a suitable surface)

3.2 | Is drinking water available?

33 Are there sufficient toilet, hand washing and drying facilities for

) employees and others who use the workplace?

3.4 Are there arrangements in place for the regular removal of refuse and
) salvage?

3.5 | Is relevant 'No Smoking’ signage displayed in appropriate areas?

3.6 Are appropriate water hygiene checks carried out (in accordance with
) the building water hygiene / legionella risk assessment)?

3.7 | Are those checks recorded in the water hygiene log book and dated?
3.8 Is there an appropriate cleaning regime in place? ( Window rebates

Yes however additional measure — to tape area in
corridor as suggested by A Mills

ANENEENENERNERNAN

.0 | Control of Substances Hazardous to Health (COSHH)
4.1 Is there suitable storage provided for all hazardous substances and is
) it used efficiently?
Is there a complete and current COSHH folder on site, including v Located in the office
4.2 | material safety data sheets (MSDS) for all substances and risk
assessments for hazardous substances?

Are all chemical products stored in suitable containers, labelled and v
4.3 : S

used appropriately (e.g. corrosive, irritant, flammable etc)?

Is there a procedure for the disposal of hazardous waste (including v

| fluorescent light tubes)?
i Asbestos

5.1 Has an up-to-date asbestos survey been carried out for the No asbestos in school as built in 2009
) workplace/building/site and seen?
5.2 Are relevant employees and other persons such as contractors being v’
) made aware of areas containing asbestos containing materials?
Are relevant employees and other persons aware of the building
asbestos management plan and register?

6.0 | First Aid | |

—— = I il

|
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Ref

Inspection element

Yes

No

N/A

Action required/comments

first aid kits)?
Accident, Incident and Defect Reporting : Vil
Is there a process in place for staff to report accidents, incidents, near

No
Has a First Aid Needs Assessment been completed for the whole Review to be completed by 01.06.2020
6.1 | Puilding/site to ascertain what level of first aid cover is required
) (considering location, type of activities, number of employees, cover for
absenteeism etc)?
As per the first aid needs assessment is the identified provision in Review to be completed by 01.06.2020
6.2 | place as required (e.g. adequate numbers of trained first aiders, sufficient

| Fire Precautions e
Has a Fire Risk Assessment (FRA) been carried out; is it recorded,

v’
7.1 misses and dangerous occurrences in accordance with SMBC policy?
7.2 | Is it being used? v
7.3 | Are actions being taken to prevent a recurrence? v’
7.4 Is there a process in place for staff to report defects and for action to v’

be taken as necessary?

accessible and up-to-date?

8.2

Have the FRA identified actions been undertaken?

Ongoing

8.3

As per the FRA, are all controls in place (e.g. number of fire wardens
identified who are trained etc, is the identified ‘Responsible Person’ aware of
their responsibilities)?

Fire drill to be completed w/c 08.06.2020 to confirm
fire wardens in new teaching areas

8.4

Does the premise have a Building Emergency Evacuation Plan which
covers action to be taken in the event of a fire/ finding a fire?

k)

8.5

Have building users been informed of the Emergency Evacuation
Plan?

N\

8.6

Is fire signage adequately located around the building/site to inform
building users of evacuation arrangements (signage includes, fire notice
actions, direction of travel and assembly point information)?

N

8.7

Is the site free from fire hazards (consider sources of ignition e.g. heaters,
unsafe/over loading of electrical items, smoking and sources of fuel e.g.
wood, paper, plastic, or foam, loose packaging materials, waste rubbish and
furniture)?

8.8

Does the Fire Safety Logbook contain records of weekly fire alarm &
smoke detector testing?

v’
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iif Inspection element Yes | No | N/A Action required/comments
Does the Fire Safety Logbook contain records of monthly emergency v’
8.9 | lighting tests?
Does the Fire Safety Logbook contain records of Records of 6 monthly
8.10 | evacuation drills (minimum of 2 per year)?
Does the Fire Safety Logbook contain records of annual v’
8.11 | serviceltests/checks of complete fire alarm system (which includes
firefighting equipment, fire alarms, emergency lighting, etc)?
8.12 Are fire extinguishers, hose-reels and fire blankets checked annually & | v~
) labelled?
8.13 Are fire extinguishers easily accessible with signs displayed next to v’
) them to show types and use?
8.14 Are fire doors labelled, maintained and kept closed or have suitable v’
) closing mechanisms in place?
8.15 | Do self-closing fire doors work properly? v’
8.16 | Do fire exit doors open freely? v’
8.17 | Are stairways, corridors and fire escapes free from obstruction? v’
Are there evacuation arrangements in place for those employees and v’
8.18 | visitors who require assisted evacuation, are Personal emergency
Evacuation Plans (PEEPs) in place where required?
Where additional equipment has been provided to assist in the v’
8.19 evacuation plan, such as evacuation chairs, are there records of them
) being maintained and records that have staff been trained/instructed
in their safe use? _ )
' Machinery and Work Equipment
Are lifts, hoists and other items of lifting equipment regularly inspected Yes lift on SLA with property services
9.1 under LOLER every 6 months (for people and lifting accessories) and 12 v
) months for others?
Have these been recorded? (check records, Crimson)
Is local exhaust ventilation (LEV) equipment inspected, examined and v’
9.2 | tested every 14 months and regularly maintained (including fume
cupboards)? (check records, Crimson)
9.3 Are pressure vessels appropriately stored, inspected, examined and v’
) tested? (check records)
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Ref

110

guidelines?
]_Security

Are waste/refuse bins etc. located away from biling!site to prevent

s

No Inspection element Yes | No | N/A Action required/comments
Is there a record that any other work equipment has been formally
9.4 | tested and inspected under the appropriate regulations (LOLER, v’
PUWER, PSSR etc)?
95 Where work equipment is inspected , are Managers able to ensure v’
) that any defects identified are being actioned?
m 6 Is a procedure in place for undertaking visual / pre use inspections v’
) and reporting and recording defects?
9.7 | Is work equipment in good condition, stable and suitable for the task? | v~
9.8 Are appropriate checks carried out on powered / manual gates, v’
) barriers & doors?
9.9 | Is there evidance of appropriate warning signage (e.g. PPE required)? | v~ To review cooking area for students
9.10 Are there mechanisms to stop/isolate the machinery in the eventofan | v~
) emergency and are they accessible?
9.11 Is machinery and equipment adequately guarded (access to dangerous | v~
) parts of machinery must be prevented where practicable)? |
9.12 | Are gas appliances safely installed and adequately maintained? v’
 Electricity |
Has portable electrical equipment been formally tested & labelled in v’ January each year
10.1 | accordance with HSE requirements e.g. PAT tested?
10.2 | Is a record available locally? (check records) F7 Yes
Are cables maintained in a safe condition (e.g. no cuts, frayed wires v’ a
10.3 showing)?
10.4 | Are sufficient electrical sockets provided to prevent overloading? v’
10.5 | Are all extension cables fused (if possible surge protected)? v’
10.6 | If drum cable extensions are used, are they fully unwound? v’
10.7 Has the property undergone a fixed electrical test in the last 5 years?
(Note that evidence of this may need to be obtained via Dodds Contractors
via Facilities Management)
10.8 Has the emergency lighting been inspected within the required v~
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';if Inspection element Yes | No | N/A Action required/comments
arson?
Has the risk of unauthorised access to external areas of the v’
11.2 - .
building/site been managed?
11.3 | Are external areas adequately lit? v’
Is equipment provided for security reasons, in good working order (e.g. | v~
11.4 e 2
CCTV, security lighting)?
11.5 if CCTV is in place, has a PIA (Privacy Impact Assessment) been v’
"~ | completed? |
11.6 Are panic alarms (personal & fixed) routinely checked to ensure they v’ | JC to check nursery needs
"~ | are in good working order?
Are emergency pull chords in disabled toilets accessible and routinely | v~
checked to be in good working order?

External Environment

Are risks from fragile roofs adequately manage/ss dspiayed?
12.2 | Is fall protection on roofs in place and 2m from the edge of the roof?

v | Accessed via boiler room and contractors are trained

12.3 | Are car parks and roadways in good repair and free from potholes?

Are passageways and traffic routes free from obstruction and other
124 : .
hazards, ensuring the safe movement of people and vehicles?

v’
v’
v’
12.5 | Are external areas maintained (e.g. green areas, trees, shrubs)? v’ JC to remove overhanging trees by sensory garden
12.6 Are external areas free from slip and trip hazards (e.g. pot holes / raised | v JC to re attach the fencing above the pond area
‘/L

slabs, gritting)?
Is there safe access and egress to the building for employees and
other site users where relevant?

12.7

Areas not accessed during inspection:

Additional issues not covered by the checklist:

3. Remedial Action Plan
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Ref

No Inspection Element

Remedial action/s required

Action | Responsible Date Verified /

Priorit
y Person for completed | Followed up by

(See key | : :
below i lemef\tmg DD/MM/YY (record name)
123,4) the action

Action Priority Key

(1) Immediate action, (2) Within one month, (3) Within three months (4) To be planned for action when appropriate — further discussion with senior

managers (e.g. cost, time, trouble etc)

; g}
Endorsement of action plan by Name: Sue Volante Signature <=, - \] O\ZAA_E_ Date 20 \& | 2O
Premise Representative/ local John Caffrey Signature: Date
manager: Andy Mills Signature: _ZGA) /4., Date: 29{51 e

7

Workplace/ Building(s) name:
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Site Manager – Smiths Wood Primary Academy Activity Schedules

Daily

		

		M

		T

		W

		T

		F



		Open academy at 5.55am and disarm alarms

		

		

		

		

		



		Open academy for cleaners

		

		

		

		

		



		Check site for any vandalism

		

		

		

		

		



		Move all black bags of rubbish to bin area

		

		

		

		

		



		Bring in fruit and distribute to nursery area

		

		

		

		

		



		Bring in milk and distribute to all areas

		

		

		

		

		



		Set up chairs in hall (if  needed)

		

		

		

		

		



		Set up small hall for breakfast club

		

		

		

		

		



		Check status of heating and adjust if needed

		

		

		

		

		



		Collect all cardboard from classrooms and dispose of

		

		

		

		

		



		Litter pick whole site and clean bin area

		

		

		

		

		



		Litter pick on grass at the front of school 

		

		

		

		

		



		Stand in for any cleaner absences (if 2 or more are off)

		

		

		

		

		



		Visual check of all perimeter fencing for damage

		

		

		

		

		



		Visual check of all play equipment for damage

		

		

		

		

		



		Visual check all school site 

		

		

		

		

		



		Check electronic work log and action repairs

		

		

		

		

		



		Close all external gates at 8.55 am

		

		

		

		

		



		Empty Water dispensers  

		

		

		

		

		



		Check cleaning cupboards and secure buffing machines

		

		

		

		

		





Leave at 9.15 am



Return at 2.15 pm

		

		M

		T

		W

		T

		F



		Check status of heating and other appliances in boiler room.

		

		

		

		

		



		Check electronic work log and action repairs

		

		

		

		

		



		Open all external gates at 3.00pm

		

		

		

		

		



		Clear any sick in school/ playground 

		

		

		

		

		



		Check emails 

		

		

		

		

		



		Close gates at 3.20.pm 

		

		

		

		

		



		Clear any blocked toilets 

		

		

		

		

		



		Lock up all external doors

		

		

		

		

		



		Lock up ICT and photocopier room

		

		

		

		

		



		Switch off electrical appliances 

		

		

		

		

		



		Ring bell at 5.20pm – 10 minute reminder for staff

		

		

		

		

		



		Sweep building for any staff

		

		

		

		

		



		Do a final check of building prior to locking up

		

		

		

		

		



		Turn off all lighting

		

		

		

		

		



		Set alarm and exit building

		

		

		

		

		









Signed – John Caffrey  					Date





Site Manager – Smiths Wood Primary Academy





Weekly

		

		Date



		Fire alarm testing on Friday Nursery at 4.30pm/ Main School at 5pm 

		



		Empty all external bins 17 in total

		



		Check roof and report any issues

		



		Along with daily check do more in depth H/S check

		



		Monitor heating panel for any issues and action

		



		Water toilet flushing including nursery

		



		Cold tap flushing 

		



		Visual inspection of dining tables and fix if necessary

		



		Weekly oil/ tyre check on minibuses – to be documented 

		



		Clean minibuses inside and out 

		





Monthly

		

		Date



		Sprinkler testing

		



		Emergency lighting test

		



		Monitor water testing by contractors

		



		Meter reading Water/ Gas/ Electric

		



		Check drains and clear when needed

		



		Audit of all H/S hotspot areas and report and remedy

		







Termly

		

		Date



		Fire drill

		



		Check winter grit and re order

		



		Adjust all timers and clocks as necessary

		



		Refer to my jobs list and action

		



		Make sure academy is safe through visual attendance on site

		



		Action any major projects as instructed by senior management

		



		Prepare halls for training days

		



		Deal with contractors as necessary

		





Yearly

		

		Date



		Fire extinguishers check

		







All the above is in conjunction with your job description and is not 

exhaustive.

[bookmark: _GoBack]Signed – John Caffrey 			Date
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Property Services ManagingSchools
Managing school premises during the coronavirus outbreak — Closed / Partially Open Premises

With many focuses demanding our attention at the moment, it is important that arrangements
remain in place to ensure that children and staff are in safe buildings during reduced
occupancy arrangements. There are increased risks related to safety concerns around water
hygiene, building and occupancy safety and building hygiene due to reduced occupancy. On
24th April the DfE issued guidance in this respect, requesting that Educational settings
review their arrangements for all building-related systems but in particular:

e hot and cold water systems

e (Qas safety

o fire safety

« kitchen equipment

e security including access control and intruder alarm systems
e ventilation

The guidance can be found at; https://www.gov.uk/government/publications/managing-
school-premises-during-the-coronavirus-outbreak/managing-school-premises-which-are-
partially-open-during-the-coronavirus-outbreak

Property Services & Maintenance Partnership continue to carry out servicing regimes that
they would normally support you with, however, there are some responsibilities that are
carried out by schools themselves so you will also need to make arrangements to continue
with these.

Property Services have requested that you provide contact details for someone who can
confirm appointments and enable access to the building to complete servicing. With regard to
water hygiene they have also requested that someone flush all taps through on a weekly basis
whilst the property is closed/partially closed and keep a written record of areas flushed
including time and date. (A record log can be provided for this purpose). If you have not yet
responded would you please forward details to pstenquiries@Solihull.gov.uk

Prior to fully re-opening you will need to review your own water hygiene arrangements with
Property Services to assess whether to disinfect your water system in advance of re-opening.

In the meantime, please continue to log any repairs requests via E-mail to
pstenquiries@Solihull.gov.uk If your request is of an urgent H&S nature please put this in the
email Subject Line.

If you have an immediate requirement and would prefer to speak with someone, please call
the helpdesk on 0121 704 6576. We would respectfully request that calls should be for
immediate and H&S requirements only as requests are mainly being monitored through
inboxes.

For property maintenance emergencies outside office hours please continue to use our
Emergency Out of Hours telephone number 07500 997717 (back up 0121 704 8000).

Rest assured we will continue to do all we can to support you to deliver your services during
these challenging times.



https://www.gov.uk/government/publications/managing-school-premises-during-the-coronavirus-outbreak/managing-school-premises-which-are-partially-open-during-the-coronavirus-outbreak

https://www.gov.uk/government/publications/managing-school-premises-during-the-coronavirus-outbreak/managing-school-premises-which-are-partially-open-during-the-coronavirus-outbreak

https://www.gov.uk/government/publications/managing-school-premises-during-the-coronavirus-outbreak/managing-school-premises-which-are-partially-open-during-the-coronavirus-outbreak
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