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Elmwood & Penrose Federation
Operational Planning for opening January 2021
We aim for the vast majority of children and young people to return to school in
January 2021.
This document provides an overview of our school provision during the COVID-19
pandemic and provides the latest guidance during the National Lockdown
announced in January 2021.
During the national lockdown, the Elmwood and Penrose Federation will remain
open in line with Government Guidance. All school places we offer depend on
week-by-week staff capacity. Where there is reduced capacity, children whose
parents are critical workers and those classed as vulnerable will be prioritised for
placements. During a national lockdown, risk assessments will be completed where
it is necessary for visitors to attend the school site, visitors will be kept to a minimum
but visiting therapists, social workers and others may be required to work in school
face to face with the students. Some external off site activities and alternative
provisions may still continue, depending on risk assessments. All other students will be
encouraged to engage in home/remote learning.
Where we have to prioritise placements for young people, discussion will take place
between school, the family, children’s social care and any other agency involved in
the support for a family. There will be a weekly hub meeting with the relevant
partners to look at any pupils who are not in attendance and whether we have
capacity to invite them in.
Where there is reduced capacity, students will be offered part-time provision to
enable the school to offer as many students provision on site as possible.
Guidance from the Government relating to the opening of schools in January 2021:
https://www.gov.uk/government/publications/actions-for-schools-during-thecoronavirus-outbreak/guidance-for-full-opening-schools
And specifically for Special Schools:
Guidance for full opening: special schools and other specialist settings - GOV.UK
(www.gov.uk)
Guidance for special schools, specialist post-16 providers and alternative provision
during the national lockdown (publishing.service.gov.uk)

We will focus on 4 key principles when planning for our return to school in January:
Principle One: We provide safe learning environments for both staff and students
1. Ensure the school is, looks and feels safe, friendly and welcoming
2. Ensure there is a thorough clean at the end of everyday
3. Additional cleaning will take place throughout the day and all staff will take
responsibility to support this
4. Reduce the number of visitors to the school on a daily basis
5. Reduce wherever possible the movement of staff across sites
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6. Limit the number of staff using staffrooms, work bases and non-student areas
7. Stagger playtimes and lunchtimes to ensure we minimise the coming together
of different groups of students
8. Minimise the number of off-site visits to limit the community access
9. Students where possible will eat in classrooms
10. Shared spaces will be dedicated to a learning bubble per day to prevent the
cross-working/ using of spaces before they are cleaned
11. Risk assessments are completed and reviewed by staff and partners
12. Daily liaison with the premises staff on each site
13. Isolation rooms will be set up on each site
14. Follow the Government Guidelines and the Local Authority advice
15. Establish Mass Lateral Flow testing for both staff and students (with consent
and only for students and staff who can self-administer the test).
16. Review the local and national situation daily to make reasonable,
proportionate and safe decisions to remain open, partially open or closed.

Principle Two: Our pupils are as safe as possible
1. Pupils feel welcomed in school and feel safe and secure
2. We take the time to build relationships, listen and observe our children and
young people
3. We continue to teach our students about good hygiene measures
4. We continue to teach our students about social distancing
5. We deliver a rich recovery curriculum which builds on nurture principles and
where children and young people are ready to move in to more formal
learning, this is implemented with the core subjects of English and Maths as a
priority
6. We work closely with transport to manage safely drop off and pick up
7. Our clinically extremely vulnerable students who remain at home have
learning taken to them and delivered remotely (wherever possible)
8. Students who are not in attendance for face to face learning and high
quality home learning including physical resource packs and remote learning
opportunities wherever relevant and to meet their educational needs.
9. Visiting professionals are kept to a minimum and there is clear purpose to their
visits
10. Students will spend the majority of their time in their learning bubble and this
will be a safe and secure place for them to learn
11. Transitions for students will be kept to an absolute minimum
12. Emotional health and wellbeing sessions will be available for students
13. Annual reviews of Education, health and care plans continues in line with
statutory frameworks.
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Principle Three: Our staff are as safe as possible
1. We protect the most vulnerable staff through individual risk assessments and
ensuring they have a link person to talk to
2. Staff who are classed as Clinically Extremely Vulnerable (CEV) are supported
to follow current medical advice and guidance.
3. Care First, Supervision and other support is readily available for staff
4. Induction for new staff continues to support them as we welcome them in to
the schools
5. There is flexibility for teachers to enable them to plan and prepare high
quality face to face learning and home learning resources and materials
being mindful of workload
6. Whilst it is expected that staff have access to masks and face coverings (as
they are now readily available) PPE is provided wherever it is needed and
there is guidance on how to use this safely
7. Good hygiene measures are encouraged, practised and all staff are role
models to each other and to our students
8. Staff meetings and training will continue as normal, however, we will use
virtual meetings wherever possible
9. We will promote test and trace where required
10. Staff have the option for weekly Lateral Flow tests
11. We will minimise cross site working as much as possible
12. We will promote and share resources, training and workshops about health
and wellbeing
13. Follow HR advice, policy and guidance around individual circumstances
Principle Four: We will work together with our families
1. Be open and transparent with our pupils and families and ensure they have
the most up to date information
2. Listen to their views and opinions
3. Communicate and celebrate what we achieve through the school website,
newsletter and social media
4. Ensure school leaders are available to speak to when families need to
5. Ensure dedicated support for our families through our Pastoral team (family
and Health & Wellbeing teams)
6. Provide accessible teaching and learning materials for pupils to engage with
at home
7. For pupils home learning, we will have regular contact with parents/carers to
monitor pupil progress, heath and wellbeing, engagement and support
needs.
8. Liaise and support external professionals to remain in contact with families
during the pandemic
9. Raise through the weekly hubs concerns from parents carers regarding
support required from multi-agencies
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Student Groups & Environment
Students will be placed in a specific class which will work within a learning bubble.
Teachers will work together within a bubble to plan and deliver the learning for
students both attending face to face and/or those accessing learning through
home/remote learning. This learning bubble will work together throughout the day
including play and lunchtimes.
Where possible group activities will remain virtual including where relevant
assemblies and collective worship, alternatively these will be delivered within each
class.
Where possible we will continue to encourage and practice social distancing and
we will actively teach all students about good hygiene and hand washing.
Staff working within learning bubbles will remain constant wherever possible to
provide stability and consistency. Where there are staff shortages within any one site,
staff will be deployed wherever possible from the same school site to cover any
absence. Staff who work across the school sites will be dedicated wherever possible
to one school site,, where this is not possible, movement will be minimised.
Shared spaces will be allocated per day to ensure that students from the same
learning bubble can access the space but this is not used by a wider group.
Outdoor spaces will be zoned and allocated to different bubbles. Playtimes and
lunchtimes will be staggered to ensure smaller groups of students transitioning at one
time.
Lunches will be eaten in classrooms and only staff will approach the kitchen/ servery
to collect food and return crockery.
Where classrooms have direct access to outdoor learning spaces this will be used
rather than using the general corridors.
Please see the specific information below relating to each school site:
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Elmwood School
Reception & general information
Robert Blake continue to manage the staffing of the main reception. If you need to
access reception, please consider if this can be done by phone call rather than
visiting.
If you are aware a student is being dropped off, collected via reception, please ensure
you follow social distancing when using this area and wear a mask at all times.
BAM staff continue to be responsible for the management of Elmwood site, if you have
any concerns about cleaning, damage in these areas, please ensure you log this using
the BAM Logit system.
Throughout the day, please use the anti-bacterial spray/wipes to clean surfaces, door
handles etc in the areas you are working.
Deliveries are to be left in the reception area and the site team will distribute from there.
Visitors to the school must be pre-booked and a dynamic risk assessment completed on
arrival. Admin staff must ensure they take contact details of any visitors to ensure we
comply with track and trace and are able to contact any visitors to the school should
they have been in contact with someone who tests positive for COVID. There is a QR
code available in Reception for visitors to log in with their phone app.
Elmwood School will function in 3 learning bubbles:
1. Water wing – Maple, Oak, Ash and Hawthorn
2. Earth wing – Holly and Pine
3. Fire wing – Rowan, Willow and Olive
Admin office
Admin are important to ensure the school is able to continue operating effectively. This
will ensure that attendance, school meals, letters to parents and the usual admin/
finance and HR procedures can continue. There will be no more than 3 staff working in
the office at any one time.
SLT and admin staff can enter the admin office. Other staff please wait at the door to
ask for support or pass over information.
Entering & Exiting Elmwood School
Identified students will enter and exit the school via reception. Where this is the case, a
member of staff will manage this process.
Students based on Water wing – to enter and exit via the Water wing external doors on
to the playground.
Students based on Earth wing – to enter and exit via the Earth wing external doors on to
the playground.
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Students based on Fire wing – to enter and exit via the dining hall doors closest to the
stairs.
Students who walk to school will enter the school grounds via the pedestrian gate.
Please remind students and parents about social distancing. Parents/ carers are asked
to come into the playground at the start and end of each day and stand within a
designated area to drop off and collect their child. This will ensure that we can continue
to practice social distancing and to ensure that students within the same bubbles stay
together at these times.
Students who come to school via school transport will come into the bus queue. Staff will
greet students, one vehicle at a time. The same procedure will happen at the end of
the school day.
Staff workbases
Maximum of 3 staff at any time.
Where possible please bring in your own mugs, cutlery etc and take it home at the end
of each day
Please ensure that you clean the surfaces where you have used before you leave the
room
Please ensure that you wash up your own items and put them away before you leave
the room
Please ensure that you do not leave your belongings on chairs and tables where other
people may sit.
Please ensure you respect other people’s space and observe wherever possible social
distancing.
Dining hall
Not to be used by students unless as part of an agreed behaviour management plan.
Staff can use this area for the following:
• Meetings – no more than 2 people around a table at any time
• Preparing learning activities, working on Ipad or laptop
• Collecting lunch for students and returning items for the kitchen
Small Hall
The small hall is currently used to carry out the lateral flow testing and should not be
used for any other purpose. Some members of staff have been fully trained to carry out
the different testing roles. We have a clear risk assessment and procedures in place,
separate to this document.
Shared spaces:
Water meeting room – pre-booked meetings which will be managed by the admin
team. This room will also be set up for staff to pre-record or deliver live learning activities
to students at home.
Art room – is not available to Elmwood School and will be used by Robert Blake
Science room – timetabled for use with learning bubbles. Max 12 Pupils and 4 staff
Music room (ensemble room) – timetabled for use with learning bubbles Max 4 pupils 1
staff
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D&T room – timetabled for use with learning bubbles Maximum 8 students and 3 staff
Food technology – open to students as part of planned timetable – limited to a learning
bubble on any one day. Maximum 10 pupils and 4 staff
Learning Resource Centre – CLOSED to all visitors. Online/ telephone orders only. This is
NOT a workbase and MUST not be used except for admin or SLT.
Fire Wing (Year 9, 10 & 11)
Pupils who are based on Fire wing will enter school at the start of the day and exit school
at the end of the day via the dining hall door closest to the stairs. This includes accessing
the playground at relevant times.
PPE is available when supporting pupils with intimate care, administering medication
etc
The playground will be zoned and important that students do NOT mix with others from
other learning bubbles throughout the day.
Pupils on Fire wing will be able to access the outside areas when other learning bubbles
are not outside – this will be timetabled. If students require time outside for their own
mental health and wellbeing, staff will communicate with other learning bubbles to
ensure students are not mixing from other bubbles whilst outdoors. Playground at the
front of the school including the hard games area. The adventure play and field area
can also be used as part of timetabled agreement with other learning bubbles.
Lunch to be eaten in classrooms in learning bubbles
Bonsai Room
2 students at anyone time
Break out rooms/
Common room
Staff work base

2 students at anyone time
CLOSED to pupils

Max 4 people (2
students and 2 staff)
Max 4 people (2
students and 2 staff)
3 staff at any time

Olive, Rowan, Willow
Please see class list for allocated students
classes
Earth Wing
Pupils who are based on earth wing will enter and exit the school building via the
external doors at the end of the Earth wing corridor.
PPE is available when supporting pupils with intimate care, administering medication
etc
The playground will be zoned and important that students do NOT mix with others
throughout the day.
Pupils on Earth wing will be able to access the outdoor area as follows:
Playground area directly outside Earth wing, the courtyard area outside the dining hall
and the outdoor theatre area. If students require time outside for their own mental
health and wellbeing, staff will communicate with other learning bubbles to ensure
students are not mixing from other bubbles whilst outdoors. Playground at the front of
the school including the hard games area. The adventure play and field area can also
be used as part of timetabled agreement with other learning bubbles.
Lunch to be eaten in classrooms in learning bubbles.
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Soft Play

Staff work base

To be used by students within Earth
wing only.
No more than 2 students at anyone
time.
This space is dedicated to one
student as part of their face to face
learning programme.
CLOSED to pupils

Holly & Pine Class

Please see class lists for allocated students

Acorns room

Max 4 people (2
students and 2 staff)
Max 3 people (1
student and 2 staff)
3 staff at any time

Water wing
Pupils who are based on Water wing will enter and exit the school building via the
external doors at the end of the Water wing corridor.
PPE is available when supporting pupils with intimate care, administering medication
etc
The playground will be zoned and important that students do NOT mix with others
throughout the day.
Pupils on Water wing will be able to access the outdoor area as follows:
Playground at the front of the school including the hard games area. The adventure
play and field area can also be used as part of timetabled agreement with other
learning bubbles.
Lunch to be eaten in classrooms in learning bubbles.
Breakout rooms
2 students at anyone time
attached to
Hawthorn
Staff work base
CLOSED to pupils
Maple, Ash, Oak,
Hawthorn classrooms
Breakout space near
toilets on Water wing

Max 4 people (2 students
and 2 staff)
3 staff at any time

Please see class lists for allocated students
Dedicated Isolation space
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Penrose School
Reception & general information
There will be two members of the admin team who work in this area at any one time. Staff
other than office staff and SLT are not permitted in this area.
If you need to speak to someone in reception, use the glass screens to attract attention.
Deliveries are to be left in the reception area and the site team will distribute from there.
Any contractors working in school, must be pre-booked and ideally when students are not
on site. A dynamic risk assessment MUST be carried out by reception – checking they have
no symptoms or living with anyone that does. Contractors who need to work on site will be
pre-booked and the Premises Manager or Caretaker will provide induction on Health and
Safety prior to work commencing.
Visitors to the school must be pre-booked and a dynamic risk assessment completed on
arrival. Admin staff must ensure they take contact details of any visitors to ensure we
comply with track and trace and are able to contact any visitors to the school should they
have been on contact with someone who is tested positive for COVID. There is a QR code
available in Reception for visitors to log in with their phone app.
Rainbow Room –staffroom located downstairs. The following rules MUST be adhered to:
• No more than 6 people in this room at any one time.
• Ensure surfaces are cleaned after use and before you leave this room
• Where possible bring your own mug, cutlery etc and take it home with you each
day.
• Where you do use school resources, please ensure you clean this and wash up after
you have finished and before you leave the room.
• Do not leave rubbish or other items on tables, chairs and work surfaces.
• Staff from Caterpillar, Bumblebee, Ladybirds and Dragonfly will use Rainbow as their
staffroom
• Admin team will use this staffroom
Early Years Staffroom – located within the Early Years department. The following rules MUST
be adhered to:
• No more than 4 people in this room at any one time.
• Ensure surfaces are cleaned after use and before you leave this room
• Where possible bring your own mug, cutlery etc and take it home with you each
day.
• Where you do use school resources, please ensure you clean this and wash up after
you have finished and before you leave the room.
• Do not leave rubbish or other items on tables, chairs and work surfaces.
• Staff from Butterfly and Early Years will use this staffroom
• Admin, Premises and IT Team will use this staffroom
Penrose will function in 3 main bubbles:
1. Caterpillar and Bumblebee
2. Ladybirds & Dragonfly
3. Firefly & Butterfly

11

Elmwood & Penrose Federation
Operational Planning for opening January 2021
Downstairs
Pupils who are based downstairs will enter school at the start of the day and exit school at
the end of the day via the outside gate which leads to the playground. Pupils will enter the
school building via their identified classroom door.
PPE is available when supporting pupils with intimate care, administering medication etc
Pupils downstairs will have playtime outside in the playground. Playtimes should be
staggered to ensure learning bubbles do not mix.
Lunch to be eaten in classrooms in learning bubbles
Hall

Patch room

Sensory Room

The hall is currently used to carry out the lateral flow testing and
should not be used for any other purpose. Some members of
staff have been fully trained to carry out the different testing
roles. We have a clear risk assessment and procedures in place,
separate to this document.
To be used to support individual Max 5 people at anyone time
programmes for students
(agreed with SLT)
2 students at any one time
Max 4 people (2 staff and 2
students)
Please see class list for allocated students

Caterpillar &
Bumblebee Class
Upstairs
Pupils who are based upstairs will enter school at the start of the day and exit school at the
end of day via main reception. Staff need to greet children from transport and bring pupils
in to school. Parents are asked not to enter the school building unless the reception is clear
and there is a need to speak to someone directly.
PPE is available when supporting pupils with intimate care, administering medication etc
Pupils upstairs will have play time outside in the upstairs play area and can access the
garden area and hardcore surface at the bottom. Playtimes need to be staggered to
ensure learning bubbles do not mix.
Lunch to be eaten in classrooms in learning bubbles
Soft Play
To be timetabled with allocation to one
Max 4 people
learning bubble on any one day.
Meeting Room
This room will be a dedicated meeting room Max 6 people
and will need to be pre-booked via
reception
Intervention room
This room is allocated to a specific pupil to
Max 3 people
meet their medical needs and may not be
used by others. (In the event that this
student is requiring to shield and not attend
school, this room will be set up for prerecording or the delivery of live learning
activities.
Dragonfly, Ladybird & Please see class lists for allocated students
Butterfly Class
Changing space
Dedicated Isolation room
opposite soft play
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Jean Rees Centre
Reception and general information
There will be one member of the admin team who work in this area at any one time.
Please respect the area around this space and stay behind the screens.
Deliveries are to be left in the reception area and the site team will distribute from there.
Any contractors working in school, must be pre-booked and ideally when students are not
on site. A dynamic risk assessment MUST be carried out by reception – checking they have
no symptoms or living with anyone that does. Contractors who need to work on site will be
pre-booked and the Premises Manager or Caretaker will provide induction on Health and
Safety prior to work commencing.
Visitors to the school must be pre-booked and a dynamic risk assessment completed on
arrival. Admin staff must ensure they take contact details of any visitors to ensure we
comply with track and trace and are able to contact any visitors to the school should they
have been on contact with someone who is tested positive for COVID. There is a QR code
available in Reception for visitors to log in with their phone app.
Students at The Jean Rees Centre will work within one learning bubble
Shared office
Closed to students
Max 3 people
Sink area and
Closed to students
Max 2 people
waiting area
Meeting room
This room will be a dedicated meeting room Max 4 people
and will need to be pre-booked via
reception
Main Kitchen
To be timetabled with allocation to a small
Max 6 people
group at any one time
Lowry
Please see class list for allocated students
Hockney
Please see class list for allocated students
Hirst
Please see class list for allocated students
Warhol
Please see class list for allocated students
Movement therapy
To be timetabled with allocation to a small
Max 3 people
room
group at any one time
Sensory room
To be timetabled with allocation to a small
Max 3 people
group at any one time
Nurture room
Designated Isolation room
Max 2 people
Physiotherapy room The physiotherapy room is currently used to carry out the lateral flow
testing and should not be used for any other purpose. Some
members of staff have been fully trained to carry out the different
testing roles. We have a clear risk assessment and procedures in
place, separate to this document.
Enterprise room &
These areas to be timetabled with
Max 6 people per
Work skills room
allocation to a small group at any onetime
room
The playground areas will be allocated to a small group on any one day to allow staff and
students to social distance when in communal areas.
Lunch to be eaten in classrooms
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Middle leaders and teaching staff will be responsible for managing the timetable
each day and working together to ensure playtimes, lunchtimes and transitions
around the building are managed safely.
Lunch will be eaten in classrooms for ALL students.
Desks in classrooms to be separated to allow social distancing wherever possible.
Photos/ names to be placed on chairs to prevent sharing space for learning.
ALL staff are responsible for supporting cleaning of areas including regular cleaning
of work spaces including tables, work tops, sinks etc and regular spray and cleaning
of door handles.
Students moving around the site to be supervised by staff to ensure wherever
possible transitions in corridors and communal spaces is limited.
Performing Arts delivery procedures for the Elmwood and Penrose Federation
This guidance is intended to aid in the planning and risk assessing of Performing Arts activity in
our school. It is based on the latest DFE’S guidance (28th August 2020), recommendations from
Music Mark (UK Association for Music Education) and Somerset Music, as well as our own
Federation general Covid19 operational procedures.
Guidance for Music Providers
• Visiting music teachers can teach in our schools but will not work across bubbles.
• Visiting teachers should ensure that they social distance as much as possible from other
adults and children.
• Ensemble groups, singing and playing brass and woodwind instruments will be limited to
groups from the same bubble and of no more than 15 students.
• Spaces used must be well ventilated.
• Appropriate cleaning of equipment should be carried out between users.
• Providers should wear a mask when moving around the school and should consider
using one in sessions also.
• Providers should read schools RA’s and procedures and abide by control measures
specified.
• If provider feels unsafe they may politely decline to teach unless offered a reasonable
alternative. This is for the benefit of themselves and the students.
• 2 meter social distancing must be maintained when bubble taking part in activity
contains students from different classes.
• 2 meter social distancing in tutor groups must be maintained where possible (As the
room allows)
• No face to face singing
Singing
• Permitted in small groups of no more than 15
• 2 meter social distancing must be maintained when bubble taking part in activity
contains students from different classes.
• 2 meter social distancing in tutor groups must be maintained where possible (As the
room allows)
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•
•
•

No face to face singing
Using a well ventilated room (or outside).
Teacher must remain 2m away from nearest singer (as they are usually facing singers)

Mixed instrumental ensembles and whole-class instrumental tuition in bubbles
• Limit numbers to no more than 15 students.
• Students must be the same 15 every session.
• At least one member of staff should be the same every time.
• Students should not share instruments
• Instruments should be properly cleaned between groups – (mouth blown instruments will
not be used by students at all)
• Students and staff should wash hands before and after using instruments.
• Any singers in mixed instrumental groups (like a rock band) should face forwards.
•
•
•

Screens will be used for lyrics and music notation – where sheets a necessary, each
player should keep their own.
2 meter social distancing must be maintained when bubble taking part in activity
contains students from different classes (eg: for Open Orchestra)
2 meter social distancing in tutor groups must be maintained where possible (As the
room allows)

Dance and Drama in bubbles
• Contact between staff or students should be minimal and only if a necessity.
• Theatre and dance props should not be shared unless properly cleaned between use.
• 2 meter social distancing must be maintained when bubble taking part in activity
contains students from different classes (eg: for dance and cheerleading)
• 2 meter social distancing in tutor groups must be maintained where possible (As the
room allows)
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Curriculum Delivery
As a response to COVID-19 pandemic our curriculum delivery was temporarily
reshaped during the Autumn term to ensure the safety and recovery of our whole
school community.
It is vital that we continue to focus on individual’s wellbeing and mental health in
light of real or perceived trauma caused by recent events.
We all agree that COVID-19 has had an impact on our lives, this impacts on our
thoughts, feelings and behaviours.
The Recovery Curriculum focuses on re-establishing relationships, rebuilding routines
and structure. Developing a sense of trust, feeling safe and secure and is built on
nurture principles.
As we move in to the Spring term, students will continue to follow the Recovery
Curriculum, but as students are ready they will begin to move in to a more formal
curriculum, this will focus on English and Maths with specific focus on reading.
Nurture and Thrive will continue to be the main driver throughout the day, ensuring
students feel safe, have a sense of belonging within their learning bubble and are
able to continue to rebuild and reshape relationships within school.
Staff will listen to and observe students and adapt the curriculum to be able to cater
for their needs. The curriculum will continue to be based around practical and
engaging activities which focus on developing independence, self-help, emotional
development and looking after students’ wellbeing.
Throughout this National lockdown there will be a number of students who will
remain at home, this may be for a period of time due to isolation, or longer due to
them needing to shield. Teachers will plan for both face to face learning for those
children and young people who attend school, but will also provide remote learning
for those at home. This will be a combination of physical resources which are
delivered to home, remote learning sessions which may take the form of prerecorded lessons, live learning activities, tutor ‘touch base’ sessions or live video links
to keep in touch with young people. The method of delivery will depend on the
needs of each student.
(Please see - Blended Learning Policy)
A focus on Thrive will continue for all students with a focus on mental health and
wellbeing.
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Suggested Thrive targets
Being
This child’s developmental task is to be confident and appropriately trusting. To be
receptive to new experiences and relationships. To be aware of needs, able to
signal distress and ask for help.
Doing
This child’s developmental task is to be curious, creative and to take initiative. To be
active and easily stimulated. To enjoy investigating and getting involved.
Thinking This child’s developmental task is to be able to name, express and handle
feelings. To understand rules and cause and effect. To think for themselves and can
say ‘no’ with meaning.
Power and Identity
This child’s developmental task is to have a positive sense of self and individual
identity. To adapt to different roles and relationships. To understand consequences
and contexts.
Skills and Structure
This child’s developmental task is to enjoy diversity, difference and acquiring new
skill. To possess internal/external structures: values; rules. To develop a confident
gender identity.
Interdependence
This child’s developmental task is to enjoy individuality and periods of
independence. To develop a confident sexual identity. To engage with new
opportunities and challenges.
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Family Team and PCR’s (Person Centred Reviews)
All of our pupils have an Education, Health and Care Plan (EHCP) and we hold an
annual review each school year to review the plan and ensure that the strengths
and needs of a pupil remain up to date. During lockdown we have held PCR’s
virtually through Microsoft Teams, this will continue. There may be an exception to
this for any one family where it is felt a face to face meeting may work better, this
will be discussed with a family on a needs basis and plans in place to ensure social
distancing can be adhered to.
The Family Team will continue to support families, this may look a little bit different,
home visits may mean a door step conversation, coffee mornings may be virtual.
We are very keen to continue to bring families together and we will do so wherever
we can whilst remaining safe.
Nurture Breakfast, snacks and Student Lunches
Nurture breakfast will be offered to all students on arrival to school each morning,
this will be a time for small groups to come together and share food, spend quality
time with peers and familiar adults.
Students may bring a healthy snack for mid-morning, we ask that this consists of fruit,
cereal bar, rice cakes or yoghurt and not food items high in fat and sugar.
Hot food will be available to purchase through ParentPay, free school meals or
students will be able to bring a healthy packed lunch with them. Lunches will be
eaten in classrooms and only adults will collect food from the kitchen/ servery.
Students will be encouraged to wash their hands before eating. All equipment used
for food preparation and eating will be washed thoroughly after use.
Where students remain at home and they are eligible for Free School meals,
vouchers will be ordered by the school to be delivered via email to families on a
two-weekly basis throughout the lockdown.
Toilets and Bathrooms
There are toilets within each wing which should be used by students within this
learning bubble. One toilet on each wing will be designated as a staff toilet.
The Accessible bathroom will be available for students who require support with
personal care and communication between class groups will be needed to ensure
this room is cleaned between use.
Where students require support with personal care, staff supporting students will
need to ensure they use PPE throughout this time and exercise good hand washing.
Staff supporting students in bathrooms should ensure that the changing bed, door
handles and main contact points are wiped down with anti-bacterial spray after
each use.
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Slings for the hoists must be personal to each student and students should not share
slings. Hoist and controls should be wiped down after use.
Students should be supervised when using the toilets and taught good hand
washing following the use of the toilet. Staff should model or verbally support
students with how to hand wash appropriately.
In the event of a toilet accident the toilet should be closed and BAM informed using
the usual LOGIT system (Elmwood) or notifying the Caretaking team through Every at
both Penrose and JRC.

Personal, Protective Equipment (PPE)
Pupils who require support for intimate and personal care will always have been
supported by staff wearing PPE (gloves and aprons) and this will continue. Staff will
also have the option to wear face shields/ masks at these times as well due to the
proximity to the young person, however care should be taken and the individual
pupils feelings and needs should be taken into account.
The Government have provided guidance for the implementation of protective
measures in education and childcare, which includes the use of PPE. The
Government now recognise that face masks and coverings are readily available,
however, as a school we do keep some in stock for staff to use should they be
required.
Wearing a face mask or face covering is not recommended in special schools,
unless undertaking certain activities, such as aerosol generating procedures. Clean
environments and personal hygiene are the most effective measures in controlling
the spread of the virus. The Government have now advised that in Secondary
Schools, the Headteacher can put into place the use of masks/ face coverings
during transition times and when students cannot practise social distancing, this
does not apply to specialist settings and we would not be advocating any of our
students wear a mask in school.
We ask ALL staff to wear face coverings when moving outside of their learning
bubbles/ offices at all tiems. This includes when greeting parents and carers at the
start and end of every day.
There are exceptions and as we know in a special school, there are times when staff
need to wear a face mask or covering, this includes working with students to
manage challenging behaviour and also to support students with intimate and
personal care needs.
Where staff need to wear PPE, the following guidance should be adhered:
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Putting on (Donning) PPE for non-aerosol procedures

Taking off (Doffing) PPE
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Social Distancing and Hand Hygiene
All students attending Elmwood & Penrose Federation have an Education, Health
and Care Plan. They may have learning disabilities that can be described as
profound and multiple, severe or moderate. They might have physical needs or be
Autistic. These learning differences will have an impact about our children and
young people’s understanding of social distancing.
Staff will continue to model appropriate social distancing where applicable eg
when talking to colleagues.
Staff will teach students wherever possible about the importance of social
distancing, safe and appropriate touch and will set up learning environments to
encourage social distancing wherever possible.
Staff and students are taught and reminded to have good respiratory hygiene by
promoting the Catch It, Bin It, Kill It approach.
Children and young people will work within their learning bubble and staff
movement between bubbles will be minimised.
Shared areas, outdoor areas and specialist rooms will be timetabled and zoned to
support the learning bubbles.
Hygiene and handwashing will be prioritised both as a taught skill and be facilitated
at key points throughout the day.
Equipment which cannot be thoroughly cleaned will be removed from use and
stored safely. All staff will be responsible for cleaning areas within the school such as
high contact points, door handles, equipment, hoists and keep surfaces clear and
tidy toensure thorough cleaning every day.
There are activities we need to do within a specialist setting that require us to work
more closely with students and staff, we will ensure at these times that there is
regular hand washing and wherever possible social distancing will be adhered to. All
staff will be responsible for dynamically risk assessing situations to ensure the safety
and wellbeing of both students, colleagues and their own safety.
Handwashing
Children and young people will continue to be supported to wash their hands at key
points throughout the day using soap and water. These times include:
•
•
•
•
•

On arrival to school
Before eating
After being outside
At the end of learning sessions
Before going home
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First Aid and Health Care Support
A number of students with complex health needs will continue to shield during the
national lockdown and will not be attending school. For the majority of students,
they will return to school in January. Some students will continue to remain at home
and learning will be brought to them. Where this is the case, an individual risk
assessment will be carried out by school staff which will be shared with the multiagency team who meets weekly/ fortnightly to assess the risk and look together as
team how we can best support a family/ child. Where it is appropriate and safe for
staff to be working in the home will be provided with full PPE to wear and will have a
very specific timetable to ensure minimal cross-working.
Students who have aerosol based interventions and are able to come into school,
there will be a designated area for these procedures to take place. Where students
have a Healthcare worker, they will oversee all medical interventions, the
Healthcare workers will be provided with full PPE from their own provision and will
bring this into school with them.
Staff supporting any medical intervention will be provided with full PPE.
On each site there will be a dedicated Isolation room where any member of our
school will be taken if they show signs and symptoms of COVID-19. Full PPE will be
available in this room for any member of staff supporting. In this instance, the person
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displaying symptoms will be sent home as soon as possible and encouraged to be
tested for COVID-19 at the earliest convenience.
Designated First Aiders will continue to work across the school to provide first aid
where required. PPE will be used when dealing with any medical incident, wherever
possible.
We provide a variety of health care support to our pupils, from passing a spoon of
medicine to providing oral suction. We also feed and administer medicine through
gastrostomy tubes. The correct PPE will keep both staff and pupils safe.
The way we administer medication and feeds will not change. Staff will continue to
wear aprons and gloves and where they are working very close to students, masks
or face coverings will also be worn.
When taking temperatures, staff should wear gloves, aprons and face coverings.
If supporting pupils with feeding and are working in close proximity, face coverings
and aprons should be worn.
Where a student requires oral suctioning, a space of 2 metres will be required
around the student, staff supporting students in this way will be provided with full PPE
which includes, gloves, aprons and masks/ face coverings.
It is important that staff remember to put on and take off PPE in the safest possible
way.
Responding to illness
We will continue to monitor the physical health of all our children and young
people.
We recognise the need to take the necessary precautions to ensure that every
reasonable step is taken to keep all pupils and staff safe when in school.
Staff are aware of the symptoms of Covid-19. If a pupil develops any of these
symptoms (temperature, cough, complains of loss of taste or smell, aches and pains)
or displays with health concerns that are not usual for that child, school will
immediately isolate the child/young person.
There is an isolation room on each school site, the rooms contain full PPE equipment.
One person should stay with the child for the duration of the time it takes for the
pupil to be collected.
A member of the senior leadership team will be consulted and parents will be called
to collect their child.
Following collection, the room should be locked and the room cleaned thoroughly
before being used again.
Families will be encouraged to arrange testing to be carried out to confirm if their
child has COVID-19 and to follow the Government and PHE guidelines on selfisolation at this time and if not tested positive they can return to school once they
are well again.
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In the event of staff illness, the staff member should follow the same guidance to
isolate and vacate the school premises as soon as the symptoms begin. Staff should
follow the usual staff absence procedure if symptoms begin at home.
If any staff member of child is tested positive, school leaders will seek clarity from
Public Health England as to the appropriate actions to take and these will be
communicated as soon as possible to all parties.
We will work with the national test and trace programme and will report any known
positive cases and contacts as required.
All pupils eligible to attend school, and members of their households, will have
access to testing if they display symptoms of Covid. This will enable them to get back
into childcare or education, and their parents or carers to get back to work, if the
test proves to be negative. Parents will have a number of routes to access testing for
them and their children.
If you have been tested, you will be contacted by the NHS.
NHS Track and Trace will contact you by email, phone or text. Text messages will
come from the NHS and calls will come from 0300 0135000
Children under 18 will be contacted by phone wherever possible and asked for
their parent or guardian’s permission to continue the call.
You’ll be asked to sign in to the Test and Trace contact tracing website at
https://contact- tracing.phe.gov.uk.
If you cannot use the contact tracing website, they will call you.
Important
The NHS Test and Trace service will not:
•

ask for bank details or payments

•

ask for details of any other accounts, such as social media

•

ask you to set up a password or PIN number over the phone

ask you to call a premium rate number, such as those starting 09 or 087

In addition to current government guidance around COVID-19, the school will
continue to ask that parents keep their children at home if they show any of the
following symptoms as detailed by the Public Health Agency:
•
•
•
•

Diarrhoea and vomiting
Respiratory infections
Rashes and skin infections
Other infections or general illnesses
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Lateral Flow Testing
Each school site has a dedicated room set up for carrying out lateral flow testing on
staff and students. These are completed voluntarily, consent will be gained from
parents carers (or the student over 16 years where they have the mental capacity to
give informed consent) and only students who can self-administer the test will be
tested. Where a student does not have consent or are not able to self-administer the
test, and where a staff member does not agree to be tested, this does not mean
they are not able to attend school. A willing team of staff are trained to the
government standards, following the Mass Asymptomatic Testing: Schools and
College Guidance. The school process is fully risk assessed. Staff carrying out the
testing process have completed the competency tests outline in the guidance. Tests
are carried weekly at set times.
If a test is confirmed as positive, that individual will be contacted by both the school
and Track and Trace to go and have a full Covid-19 test at a local centre. School
leaders will work with Public Health in the event of a positive test result, together a
risk assessment will be carried out which will highlight next steps. This is likely to result
in close contacts of the positive case self-isolating for 10 days. Everyone involved will
be notified of required actions where necessary.
Where a student or member of staff displays symptoms of COVID 19 and does not
agree/have consent to be tested, they will self-isolate following the
NHS/Government guidance for 10 days from the onset of symptoms. Close contacts
of anyone testing positive will also have to self-isolate for 10 days should they not be
able to or not give consent for testing in school.

Moving and Handling
Mobility is vital, if not critical for many of our pupils. Good hygiene and handwashing
is paramount to limiting the spread of Covid 19. We will continue to encourage
good hygiene for all pupils and staff who are using any M&H equipment in
classrooms and bathrooms.
Classrooms: We will continue to use PPE (aprons and gloves) for all personal care
routines, and if needed for Moving & Handling tasks. Face masks must be worn if
working in close proximity of a child or young person.
In addition, Hoists and other pieces of specialist equipment will need wiping
down after each use and pupils must use their usual individual slings.
When M&H it is difficult to maintain distance, however staff should only be in
close contact for as long as is required then move out of that space.
Staff to work with minimal amount of staff partners.
Ceiling Hoist; Staff to wipe down touch contact points on the hoist handset and
spreader bar after each use/change in staff.
Mobile hoists; Staff to wipe down touch contact points- handset, spreader
bar, controls, and push handles after each use/change in staff.
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Slings (school ones) are allocated to each individual child or young person.
These should be laundered weekly following the washing instructions that are
on the sling.
Some slings say 71 or 72 however, 70 degrees is acceptable.
Slings can be air dried over night or put outside in the sunshine, or follow washing
instruction to see it they can be tumble dried.
Handling belts; must be individual pupil use. Laundered or wiped after use with
different staff.
Walkers; wipe touch contact points after each use.
Standing frames; Wipe contact points between uses (push handles, levers used,
belt clasps and hand set controls).
Specialist seating in school (class chairs); Wipe contact points between uses (push
handles, levers used, belt clasps and hand set controls).
Wheelchairs (home chairs); on arrival at school; wipe push handles, levers, belt
clasps and handset controls.

Laundry Government advice:
Wash items in accordance with the
manufacturer’s instructions. Use the warmest water setting and dry items
completely. Dirty laundry that has been in contact with an unwell person can be
washed with other
people’s items. Do not shake dirty laundry, this minimises the possibility of dispersing
virus through the air.
Clean and disinfect anything used for
transporting laundry with your usual products, in line with the cleaning guidance
above.
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Communication
We recognise more than ever the
importance of transparent,
supportive communication: for our
colleagues, our families and our
children and young people.
Information will continue to be
communicated as clearly as
possible using our school systems,
this includes telephone, post, email,
website, social media platforms.
We will provide clarity and
reassurance where needed and will
signpost to useful resources where helpful.
The family and wellbeing teams will continue to be available to support our families.
There will continue to be regular updates via email to staff and Governors.
Our Recovery Curriculum recognises that many children may not have used
communication systems during the last few months as families intrinsically know
what their children want or need. Social communication pressures many have
been eased or removed to support coping mechanisms.
We will seek to encourage our children’s voice and recognise the necessity
to provide times to talk, share and make sense of it all.

Safeguarding

“Safeguarding and promoting the welfare of children is everyone’s
responsibility.”
Keeping Children safe in Education 2020
The health, safety and well-being of every child and young person is our first priority.
We listen to our pupils and take seriously what they tell us. We take our Safeguarding
responsibilities very seriously. This means that we have ensured that everyone
working in the school has successfully completed the necessary clearances and
undertaken safeguarding training as part of their induction to enable them to work
with pupils.
Senior staff members are specifically trained in Child Protection procedures. Kat
Burgess and Andrew Laurence are the Designated Safeguarding Leads for the
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schools, Helen Farnell is the Deputy Designated Safeguarding Lead. They are fully
trained in delivering safeguarding training. We have a wide range of policies which
ensure that we are in line with current safeguarding practices.
Where staff have a concern about a child, they should continue to follow the
process outlined in the school Safeguarding Policy, this includes making a report
via My Concern, which can be done anywhere providing there is internet or Wifi.
Where a concern is urgent, they must make contact with a Designated
Safeguarding Lead immediately via phone or face to face.
Staff are reminded to report any concern immediately and without delay.
Notifications through My Concern will always be picked up by a DSL, there is
always a DSL available to manage any concern at any time.
If staff are concerned about another adult working with children or young people
in school, they should report this immediately to the Executive Headteacher –
Helen Farnell. Concerns around the Executive Headteacher should be directed to
the Chair of Governors – David Purcell.

Behaviour and Physical Intervention
We aim to maintain a safe, caring and stimulating environment in which children
and young people are encouraged to have respect for themselves and each
other. Whilst expectations in our Behaviour Policy remain pertinent, it is necessary,
in light of the Covid-19 pandemic, to make some adjustments for the safety of all
pupils and staff.
We accept that behaviours are likely to have changed as a response to the
pandemic. This may be seen through physical or emotional responses to
situations and activities linked to returning back to school, remaining at home or
returning to some altered routines and structures.
We acknowledge that pupils will have had a range of different experiences
during the lockdown period, which may impact on their behaviour presentation
at school.
Some may present with frustration as a result of being isolated from friends or
having missed a significant event or experience.
Others may have experienced bereavement or loss or another, real or
perceived, traumatic episode.
For many, the process of re-engagement with learning and the school
community, under unusual circumstances, may require some additional input
and encouragement. As a result of these varied experiences children may
present with behaviour that is not usual, this may include;
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• Anxiety; lack of confidence
• Challenging behaviour; fight or flight response
• Anger; shouting, crying
• Hyperactivity and difficulties maintaining attention
School recognises that behaviour could be a sign that for some individual
children there is an unfulfilled need and that the behaviour is communicating
that there is a problem.
We will continue to undertake an individual risk assessment for children and use
reasonable endeavours to make the necessary adjustments to reduce the stimulus
that may be triggering the challenging response.
The Recovery Curriculum is designed to recognise these difficulties some students
may face and focuses on building trusting relationships and feeling safe, establishing
routines and communication. It is focused around students mental health and
wellbeing and will hopefully reduce triggers and anxiety as students settle back in to
school.
If necessary school will seek external support from other agencies such as
Educational Psychologist, Occupational Therapist, Speech and Language Therapist,
CAMHS etc.
Use of Physical Intervention:
When faced with behaviours that challenge de-escalation and diversion remains
the first response.
Pupils should be given time to calm and the Recovery Curriculum should allow time
and space for pupils to de-escalate and calm.
Where it becomes evident that restrictive physical interventions will be necessary a
graduated response will be used.
Wherever possible staff should wear face coverings and masks where they are required
to move very close to a child or young person.
Staff should continue to refer to individual student behaviour support plans to ensure
consistency and reassurance to the student.
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Parental Responsibilities
Our success is reliant on the partnerships we have in place with our pupils and
families. Parents and carers are the experts in their children. It is vital that we
continue to work in the best interests of our pupils.
We will keep in place some of the measures we adopted prior to the summer
holiday and would ask that all families work with us at all times as we try to keep
everyone as safe as possible in school.

• Please keep your child absent from school at the first sign of any illness and to
inform school as soon as possible if you suspect your child has developed
COVID-19 symptoms.

• Inform the school as soon as possible if your child is going to absent from
school.

• If your child becomes unwell at school, agree for us to take your child’s
temperature

• Follow the current Public Health England and Government Guidance for selfisolation if your child or any household member falls ill with COVID-19
symptoms.

• Collect your child immediately from school if he/she falls ill during school

hours – or have an emergency plan for an agreed contact to collect your
child in case of emergency.

• If your child is tested positive through the Lateral Flow testing in school,

collect your child immediately and work with the school following public
health guidance to arrange a test at a local testing centre to confirm the
positive test.

• Keep pupils belongings to a minimum – where possible 1 school bag which
contains necessary equipment, clothing and any care items.

• Where possible, use a bag which we can clean and wipe down on arrival to
school.

• Please do not send in items which are not required, including books, toys or

other objects. (There will be exceptions to this where there may be specialist
equipment your child needs to move between home and school or to be
used as a transition object) these will be discussed with your child’s class
teacher.

• If you are worried or have any questions, please talk to us, make contact with
your child’s class teacher or the family team, we will be happy to help and
support.
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Visitors to school
Visitors to the school will be kept to an absolute minimum. Wherever possible meetings
will be conducted via Teams/ Zoom/ Video call.
All pupils have an Education, Health and Care plan. This will mean that there are a
range of professionals and agencies working together to support a young person.
Subsequently, we may have professionals visiting school.
Visiting professionals will be encouraged to call the school prior to arrival and will
be signposted to handwashing facilities on arrival and before exiting the building.
Visiting professionals will be asked to ensure the school office have contact
details should they need to be contacted through test and trace systems should
the school be required to report this information.
Visiting professionals who are familiar with the school and work in school on a
regular basis will be asked to adhere to the same rules and conditions as staff
working in the school including the appropriate use of PPE and good hand
hygiene.
Non-regular visitors to the school will be asked to report to reception, all visitors to
the school must be pre-arranged and wherever possible contact will be made
via telephone or via video-link.
Visitors will be asked to complete a short questionnaire including ensuring we
have contact details in case we are required to contact them through test and
trace service.
Visitors will be asked to wear PPE when on school site which includes gloves and
mask/ face covering, where possible they will provide this but there will be PPE
available in reception should this be needed.
Meetings can be held on school site, where possible meetings will be conducted
via Teams, Skype or Zoom to ensure we have regular contact with other
professionals.
Face to face meetings can be arranged where required and there are
dedicated meeting spaces on each site for these to take place.
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Staff support and well-being
Working during the coronavirus pandemic has presented with new pressures for
staff within school. Staff wellbeing is important to us and want to reassure all staff
that we are here to support you all and we are doing everything we can to
ensure safety of everyone in our school community.
Whilst the Government suggest that face coverings and masks are readily
available, PPE is available for all staff who would like to use it, this includes gloves,
aprons and face masks. We will provide face coverings to all staff and would ask
that when you are working outside of your learning bubble that you wear a face
covering when moving around the school environment. This includes when you
are moving to the designated staff areas, toilets, to the office or through other
areas of the school.
Face coverings/ masks must be worn by all staff when moving around outside of
your dedicated office or bubble.
Staff will be provided with an individual bottle of anti-bacterial gel for hand
cleaning, this will be refilled within school when required. Please put your name
on your bottle and look after it, this will reduce the need to have other bottles of
gel laying around the school which poses additional risk to some of our young
people. Please ensure that you practice good hand washing in school and use
your anti-bacterial gel when out in the community or where hand washing
facilities may not be available to use.
When you are working within your learning bubble, the use of face coverings are
not compulsory, however staff may chose to wear them at these times.
We would also ask that you wear a face covering/ mask when carrying out
personal and intimate care routines, feeding students and where you are
required to work closely with students. Other situations where face coverings and
PPE will be required is when administering medication, moving and handling and
carrying out any medical procedures.
Staff working with children and young people who exhibit challenging behaviour
for example spitting, are advised to where a face covering/ mask.
We acknowledge that staff may feel more anxious during this pandemic, we will
try to communicate with you as regularly as possible with open and transparent
communication, we will update you as National and local guidance changes.
We would also like to remind staff that we have staff supervision available and
there is also Care First who are available to support.
Please do speak to your line manager or the Health and Wellbeing Lead if you
require support in anyway.
We would ask all staff to continue to follow the Government and Public Health
England Guidance around social distancing and good hand hygiene when out
of school.
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Where staff care share to work or require lifts to school, whilst we cannot enforce
these rules we would ask all staff to take a common sense approach and
wherever possible please share lifts with other staff in your learning bubble.
We appreciate that as a Critical worker, this requires some staff trying to arrange
childcare. Please ask for a letter to support this if required – please see Nic
Almond for a letter if this relates to you and we will support you to get this in
place to enable you to support the opening of the schools.
Staff breaks and lunches
We value the need for staff to have a break from working directly with students.
The designated staff areas have a number of people allocated to them at any
one time and it is important that all staff adhere to this and work together to
ensure staff breaks are on a rota system to enable all staff to access the relevant
facilities at the appropriate time.
Middle leaders will work with teaching staff to ensure this is accommodated
through timetables and planning. All staff have a responsibility to work positively
and to share any concerns with middle leaders to ensure these are addressed
swiftly.
We would also ask staff to use a common sense approach during lunch and
break times. Please consider what you might bring in to school for these times
and it is your responsibility to wipe down any surfaces and wash and put away
any crockery and cutlery you use, we would ask that you bring in your own
crockery and cutlery from home wherever possible.
Please can we also ask that you consider your colleagues safety, please do not
leave bags, coats and belonging on chairs and surfaces where others will sit or
use.
If staff wish to leave the school premises during their lunch break we would
expect that they observe social distancing and upon return wash their hands
straight away.
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/stayingalert-and-safe-social-distancing-after-4-july
Ongoing Medical Conditions
For staff who have been shielding during the lockdown period, it is important that
you feel supported. It is important that you contact your line manager or the
Health and Wellbeing lead to conduct a personalised risk assessment to ensure
that you are supported when you return to work and that together we are
putting in place any measures to ensure your safety whilst working in school.
We ask that you are open and honest with us about how you are feeling and
that you ensure you take any specific medical advice from your GP or specialist
where necessary in relation to your condition.
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We can where we feel we may need further support or advice refer to
Occupational health who will be able to make further recommendations where
needed.

Absence from school
If any staff member is unwell and needs to remain off work, it is important that
you follow the usual procedures but ensure you give a brief summary of your
symptoms to ensure that if these are COVID-19 related we can refer you for
testing as soon as possible.
Please find below some further links of useful resources to support and help you to
look after yourself.
https://www.mind.org.uk/
https://www.mentalhealth.org.uk/
https://www.mhe-sme.org/covid-19/
Staff visiting other schools
Visits to other schools will be kept to a minimum. Where staff are required to visit
other schools or attend face to face meetings, PPE (Gloves and masks) will be
provided for them to wear. Please ensure you know what is expected of you if
you are visiting another venue. Staff will also be offered Lateral Flow test on the
morning of the visit.
Risk Assessments
As a response to the COVID-19 pandemic, school leaders have worked closely with
Somerset County Council and Public Health Advisors to produce the COVID-19
school risk assessments. These risk assessments have taken in to account the advice
and guidance shared by the different unions.
The DfE has advised schools to make it clear to school staff and parents what our
expectations are about cleaning and hygiene and we would expect staff to be
modelling this to our pupils.
Cleaning products are available around the school sites to ensure the promotion of
hand washing and wiping down surfaces and equipment. All areas of the school
sites will be thoroughly cleaned at the end of the day. Shared spaces will be
allocated to learning bubbles per day to ensure no cross use throughout one day
takes place.
Where students require specific environment for medical procedures, this will be
provided and this space will be dedicated for this purpose.
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Enhanced cleaning will take place throughout the day and all staff will have
responsibility for wiping down hand contact points, surfaces and equipment.

Potential Severity of
Harm

To assess the level of risk we use a matrix:

High (e.g. death or
paralysis, long term
serious ill health)
Medium (an injury
requiring further medical
assistance or is a
RIDDOR incident)
Low (minor injuries
requiring first aid)

Medium

High

High

Low

Medium

High

Low

Low

Medium

Low

Medium

High

(The event is
unlikely to happen)

(It is fairly likely it
will happen)

(It is likely to
happen)

Likelihood of Harm Occurring

Whilst the risk assessment below is still relevant and in-line with full opening of the
school and written with the Government guidance. An updated risk assessment
can be found on the school website and as Appendix 1 to this document (in light
of the updated guidance in January 2021 within a national lockdown) There is
also a risk assessment in Appendix 2 which relates to Mass Lateral Flow testing in
school.
What is the
hazard?

Who
might be
harmed?

How might
people be
harmed?

Existing risk control measures

Spread of
coronavirus
if it enters
the school
community

All
personnel
and their
wider
family
members

Acute health
complications
and potential
death as a
result of
contracting
COVID-19

• Ensure staff and students
are encouraged to wash
their hands or use hand
sanitizer when in public
places or after using
public transport or after
coughing or sneezing
• Ensure staff and students
are encouraged to
sneeze or cough into their
hands or a tissue disposing
of this appropriately after
use.
Department of Health &
Social Care guidance

Risk Rating

L

M

Action /
monitored by
whom?

Action/
monitored
by when?

Action: All staff

All actions
in place
for Sept

H

Monitoring:
Executive
Head/
Premises
Manager/ SLT
(Elmwood –
BAM)

Regular
staff
briefing
emails
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What is the
hazard?

Who
might be
harmed?

How might
people be
harmed?

Existing risk control measures

Risk Rating

L

M

Action /
monitored by
whom?

Action/
monitored
by when?

Action: All staff

All actions
in place
for Sept

H

• Display posters on hand
and respiratory hygiene
and safe food practices
around the building
• Ensure communal areas
are regularly cleaned
COVID-19: cleaning in
non-healthcare settings
• Ensure staff, parents and
students are regularly
informed not to come into
the school should they
suspect they and/or their
child are suffering with
symptoms of the
coronavirus – symptoms.
• Staff are required to
report to SLT if they have
been contacted by Test
and Trace and ensure
they follow the advice
given.
• Implement procedures for
management of persons
who display symptom of
COVID-19 whilst on the
school site.
https://www.gov.uk/gove
rnment/publications/guid
ance-for-full-openingspecial-schools-andother-specialist-settings

Contractors
or essential
visitors on
school site

Visitors to
the school
site, staff
and
students in
the school

Acute health
complications
and potential
death as a
result of
contracting
COVID-19

• Entry by prearrangement
only – preferably before
or after school hours
• Record entry and exit to
support contact tracing
as required
• Completed the relevant
Risk Assessment to have
contractors or essential
visitors to the site ensuring
the Risk Assessment
framework covers
contractors and visitors in
relation to Covid-19 only
• Ensure contractors and
visitors do not go

Monitoring:
Executive
Headteacher /
Premises
Manager/ SLT

Regular
staff
briefing
emails

(Elmwood –
BAM)

36

Elmwood & Penrose Federation
Operational Planning for opening January 2021
What is the
hazard?

Who
might be
harmed?

How might
people be
harmed?

Existing risk control measures

Risk Rating

L

•

•

•

•

•

•

•

•

Preparing
for return of
all students

People
who have
underlying
health
conditions
and those
who

Raised anxiety
levels
Acute health
complications
and potential

•

anywhere on the school
site where they do not
need to be
Place hand sanitiser at
reception which
contractors and visitors
must use upon entry
Ensure contractors and
visitors do not come on to
the school site if they or
anyone in their household
has experienced any
symptoms of Covid-19 in
the last 10 days symptoms include: cough,
sore throat, fever,
breathing difficulties and
chest pain.
Visitors to be requested to
wear a face covering
whilst on school site
Ask contractors and
visitors keep the minimum
distance of 2 meters
separation at all time and
check they adhere to this
Deliveries to be placed in
the reception area – no
access to school
Staff circulating post and
deliveries wear gloves
when opening, moving
and checking boxes/
packages.
Meetings with external
professionals are strongly
encouraged by virtual
meeting platforms such as
Microsoft Teams to
reduce the number of
visitors in school.
Where meetings do take
place in school, numbers
will be limited to the size
of the meeting room to
ensure social distancing
rules can be exercised.
Ensure learning bubbles
are created at each site
Coronavirus (COVID-19):
implementing protective
measures in education
and childcare settings

M

Action /
monitored by
whom?

Action/
monitored
by when?

Action: All staff

All actions
in place
for Sept

H

Monitoring:
Executive
Headteacher /

Regular
staff
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What is the
hazard?

Who
might be
harmed?

How might
people be
harmed?

Existing risk control measures

experience
adverse
reactions
to
coronavirus

death as a
result of
contracting
COVID-19

• Identify extremely
clinically vulnerable pupils
and ensure Health &
wellbeing Lead has
contact and plan in
place for return or home
learning
• Identify extremely
clinically vulnerable staff,
individuals who require a
risk assessment for the
return to work should
contact line manager, be
open and honest and
ensure any additional
control measures are in
place.
Guidance on shielding
and protecting people
who are clinically
extremely vulnerable from
COVID-19
• Parents and other
agencies involved in the
decision making process
based on a clear
rationale from school
about the measures in
place
• Risk assess individual
pupils based on their
needs as identified in
EHCPs if they are not able
to attend school for
extended period of time
Conducting a SEND risk
assessment during the
coronavirus outbreak
• Arrangement in place to
ensure
parents/carers/schools
transport dropping off
and collecting children
can do so whilst adhering
to the 2-meter separation
guidelines
• Trained First Aider and
Paediatric First Aider
(where required) on site
whilst students are in
attendance, where a
Paediatric First Aider is not
available, a Qualified First
Aider will be based on site

Risk Rating

L

M

Action /
monitored by
whom?

Action/
monitored
by when?

Premises
Manager / SLT

briefing
emails

H
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What is the
hazard?

Who
might be
harmed?

How might
people be
harmed?

Existing risk control measures

Risk Rating

L

•

•
•

•

•

•

•

M

Action /
monitored by
whom?

Action/
monitored
by when?

H

and a risk assessment
completed.
Implement strategies to
support social distancing,
where possible –
classroom layouts will
enable space between
students. Learning
bubbles will remain
together and not mix with
other bubbles.
Minimal staff movement
between bubbles
Agree with
parents/carers, how
medicines will be
administered to students
who need this. Medicines
to be stored within class
spaces in a locked
cupboard.
Communal areas such as
dining hall, hall, soft play,
sensory rooms are
timetabled to allocated
bubbles on any particular
day
Ensure the cleaning of
well used surfaces is
increased e.g. door
handles, light switches
etc.
COVID-19: cleaning of
non-healthcare settings
Ensure there are enough
staff to manage the
number of students that
are in school.
Where staff have
underlying health
conditions but not
‘clinically vulnerable’ and
are advised to shield due
to national or local
lockdown a Personnel Risk
Assessment will be carried
out with a member of SLT
and the staff member. This
will inform how we can
support a member of staff
to return to school where
possible and safe to do
so.
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What is the
hazard?

Who
might be
harmed?

How might
people be
harmed?

Existing risk control measures

Risk Rating

L

Learning
Bubbles

All
attending
school by
close
contact
with
pupils/

Through
contracting
COVID

• Staff wellbeing is treated
as priority and support via
Mental Health first aiders,
Care First and Supervision
is available where
needed.
• Ensure the school is up-todate with government
guidelines in relation to
Covid-19 Guidance:
Coronavirus (COVID-19):
implementing protective
measures in education
and childcare settings
• Provide Personal
Protective Equipment
(PPE) for staff who are
involved in intimate care
and to use where people
are COVID-19
symptomatic and
awaiting collection form
the school site e.g.
gloves/apron/mask.
• Face masks/ coverings to
be used by staff
whenever they are
moving out of their
bubble around the wider
school environment.
• Regularly assess the
situation to identify any
infection control
measures that need to be
put in place.
• Ensure that the area is
cleaned thoroughly
following First Aid
treatment, including the
disposal of PPE and any
other materials that have
been contaminated with
blood or bodily fluids.
These should be doublebagged.
• Maintain support systems
for staff mental health
and wellbeing
• Clear signage in all areas
to support guidance
• Learning bubbles will
continue to be in place
and students will remain
within these bubbles
• Work bases and offices
will have set number of

M

Action /
monitored by
whom?

Action/
monitored
by when?

Action: All staff

All actions
in place
for Sept

H

Monitoring:
Executive
Headteacher /
SLT/ Premises
Manager

Regular
staff
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What is the
hazard?

Who
might be
harmed?

How might
people be
harmed?

Existing risk control measures

Risk Rating

L
staff and
being
unable to
keep a
minimum
of 2
meters
distance
apart

•

•
•

•
•

•
•

•
•
•

Transport

Drivers,
staff,
parents or
students

Through being
exposed in a
confined
space

•
•
•

•
•
•

staff allowed in each
space.
Social distance where
possible, where not
possible ensure enhanced
hygiene and
handwashing
Lunches provided in
learning bubbles
Communal areas such as
dining hall, hall, soft play,
sensory rooms are
timetabled to allocated
bubbles on any particular
day
Class doors and windows
to be open where
possible
Reduce movement
around the school as
much as possible –
exceptions as part of
behaviour plans
Increased handwashing
throughout the day
Vulnerable staff working
arrangements to support
appropriate risk
management – based on
updated and enhanced
guidance
Staff and pupils to wear
clean clothes daily where
possible
Maximum numbers in
rooms established (see
Environmental planning)
Each bubble to have
allocated resources – not
shared.
All pupils will arrive by
vehicle or on foot
All adults to remain in the
vehicle upon arrival
Staff to collect pupils from
the vehicle and return to
the vehicle at the end of
the day
Pupils enter into school
through different
entrances and/or exits
No bus groups – clear
system to load ‘bubbles’
at the end of the day
Drop offs and pick-ups
staggered where required

M

Action /
monitored by
whom?

Action/
monitored
by when?

(Elmwood
BAM)

briefing
emails

Monitor:
Executive
Headteacher /
SLT/ Premises
Manager

weekly

H
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What is the
hazard?

Who
might be
harmed?

How might
people be
harmed?

Existing risk control measures

Risk Rating

L

Off-site
visits

All staff
and
students

Through
exposure to
the virus in the
community

•

•

•

•
•
•

•

•

Storage of
Antibacterial
gel/ spray
etc

Students
and staff

Flammable
liquid – risk of
fire / risk of
injury to eyes
through misuse

•
•

•

•

to support reduced traffic
flow
Community visits will be
limited to open-air
environments or
controlled indoor
environments where there
is minimal contact with
members of the public
(parks, swimming (private
session), outdoor café’s)
Wherever possible,
students will be asked to
wear a lanyard (where
available) to show they
are exempt from wearing
face coverings.
Staff when going into
shops, community
facilities will be expected
to wear face covering
(masks or visor)
Staff will role model social
distancing wherever
possible
Staff will role model good
hand hygiene when out in
the community
Staff will take personal
bottle anti-bacterial gel to
use when out in the
community
All visits will be signed off
and approved by Heads
of School or Executive
headteacher prior to the
visit
A clear risk assessment will
be in place for any visit
which will contain control
measures around COVID19
All staff will have personal
mini-bottle of antibacterial hand gel
Other hand gel bottles will
be limited to signing in
areas, main office and
receptions
Staff and students will be
required to wash hands
regularly with soap and
water
Anti-bacterial spray/
wipes will be kept in
cupboards and not left

M

Action /
monitored by
whom?

Action/
monitored
by when?

Action: All staff

All actions
in place
for Sept

H

Monitoring:
Executive
Headteacher /
SLT/ Premises
Manager
(Elmwood
BAM)

Action: All staff
Monitoring:
Executive
Headteacher /
SLT/ Premises
Manager
(Elmwood
BAM)

Regular
staff
briefing
emails

All actions
in place
for Sept
Regular
staff
briefing
emails
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What is the
hazard?

Who
might be
harmed?

How might
people be
harmed?

Existing risk control measures

Risk Rating

L

M

Action /
monitored by
whom?

Action/
monitored
by when?

H

out on work surfaces in
student areas
• All bottles/ spares/ refills of
both spray and gel will be
kept in metal cabinet
locked away.
• COSHH forms will be
completed and kept by
Premises Manager for
reference
• COSHH information will be
shared with staff members

Risk assessments will be updated when new guidance or updated guidance is
available and in response to both National and Local intelligence and
information regarding the infection rate.
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Appendix 1 – Updated risk assessment during national lockdown January 2021

Risk Assessment for National Lockdown - opening of special schools
This is a risk assessment for the re-opening of Elmwood School, Jean Rees Centre and Penrose
School
Date Risk Assessment last updated: 05/01/21
Special School specific risks
Asymptomatic mass testing of secondary learners and staff will be implemented as a
protective strategy. Please see the separate risk assessment for details.

Risk area

Risk:

Strategies Implemented

The updated guidance strengthens guidance around the use of face
coverings in secondary schools to prevent the spread of infection. As
a school we have implemented the following strategies:
•
Face coverings are strongly recommended for all parent
carers when dropping off and picking up.
Face
•
Face coverings are mandatory for staff at learner drop off
Coverings
and pick up times.
•
Face coverings and face shields are recommended to staff
when carrying out personal care.
•
Face coverings are required for all visitors to school.
•
All staff will wear face coverings in line with government
guidelines for secondary schools.
Additional risk of working hands-on
• In line with guidance,
with learners who cannot
staff need to increase their
adhere strict hygiene
level of self-protection but do
practices.
not require any additional
PPE.
• Minimising close contact
and more frequent hand
washing and hygiene
measures.
• Staff working directly with
Learners who dribble have
these learners to be ‘bare
an increased risk of
below the elbow’.
spreading infection.
• Minimise close contact.
Additional
infection
• More frequent hand
risks
washing and hygiene
measures.
Learners who spit or
• Behaviour plans in place
lick have an increased
and reviewed regularly by
risk of spreading
the class team for all learners
infection.
on site to be shared with
families and implemented.
• Minimise close contact.
• More frequent hand
washing and hygiene
measures.
• Staff to wear visors/ face
masks if appropriate

Impact/severity
(1=low, 5=high)

Likelihood
Risk
(1=low,
Rating
5=high)

5

1

5

5

1

5

5

1

5

5

5
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Use of face masks or
coverings could
increase risk of
infection due to learners
touching them to
explore them.
The shortage of school transport
reduces the ability of vulnerable
learners to attend school

Transport
Challenges of social distancing on
school vehicles.

•

Risk is explained to all
staff
• Donning and doffing of
facemasks follows NHS
guidance.

5

1

5

2

3

6

5

1

5

Impact/severity
(1=low, 5=high)

Likelihood
(1=low,
5=high)

Risk
Rating

3

1

3

4

1

4

5

1

5

•

School transport is the
responsibility of the Local
Authority but the school will
collaborate with all requests
to the best of its ability.
• Where county transport
isn’t available the school will
consider the use of its own
fleet of vehicles.

•
•
•

All guidance regarding
school transport will be
followed.
• Families will be
encouraged to transport their
children to school themselves
where possible.

Risk
area

Premises & First Aid:

Risk:
•

Areas of premises are
unsafe due to long
period of non-use.

Strategies Implemented
•

Re-opening of unused spaces

•

•

•

Legionella risk due to
non-use of water system
in areas of school.

•

•

•

Fire doors not used for
extended period,
possibility of not working.

•

Use premises re-opening
checklist to ensure that the
school is ready for the safe
return of staff and pupils.
Safety walk by an
appropriate member of staff
prior to re-opening areas to
ensure pre-opening checks
are complete
Premises staff on site during
school holidays to ensure
compliance checks
continued
Ensure flushing of all taps, and
little used outlets, is
completed before children
re-enter school.
Premises staff on site during
school holidays to ensure
compliance checks
continued
Check operation of fire doors
and ensure no obstructions to
fire safety routes with new
room layouts
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•

•

•

Fire alarm system not
working due to period of
non-use.

•

Ensure adequate first aid
provision.

•

•

•

•

CPR required by a
casualty.

•

•
•
•

Isolation room has been
used for first aid
treatment.

•

First Aid

•

•

•

Child/staff member
develops symptoms of
COVID-19 in school.

•

•

•

•

Premises staff on site during
school holidays to ensure
compliance checks
continued
Check function of all call
points
Premises staff on site during
school holidays to ensure
compliance checks
continued
Ensure First Aid provision on
site is in line with current
COVID guidance.
Check contents of first aid it
to ensure stocked in line with
HSE guidance.
Assess situation to identify
required infection control
measures before
commencing CPR.
If CPR is required, a
resuscitation mask will be
available and used.
An ambulance will be called
at the earliest opportunity
Ensure premises area is fully
cleaned after treatment,
including disposal of PPE and
any other materials that have
been contaminated with
blood or bodily fluids.
Ensure disposal of used
equipment and cleaning
items in line with latest
guidance on contamination
control.
Disposal guidance of waste
procedure (including location
of waste holding bay) to be
on display in the first aid
room.
Any pupil who displays signs
of being unwell with COVID19 symptoms is immediately
referred to onsite leader on
duty and is sent home to selfisolate.
Any staff member who
displays signs of being unwell
immediately refers
themselves to on site leader
on duty and is sent home to
self-isolate.
Where the named person is
unavailable, staff ensure that
any unwell pupils are moved
to the isolation room whilst
they wait for their parent to
collect them.
School admin team to
contact parents. Parents

5

1

5

3

1

3

5

1

5

5

1

5

5

1

5
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•
•

•
•

•

•

•

Cleani
ng

Toilets

•

•

•

A pupil/staff member is
tested and confirmed to
have COVID-19.

Risk of transmission due
to child
sneezing/coughing in
classroom.

Risk of transmission due
to poor hand hygiene

Toilets crowded –
increase risk of
transmission.
Transmission of virus
between toilet blocks
Transmission of disease
through use of hard
surfaces – door
handles/doorways etc.

advised to follow the COVID19: Guidance for households,
including accessing testing.
Pupil to be isolated in
medical room.
If contact with pupil is
necessary, staff should wear
PPE, including fluid resistant
mask, gloves, apron and eye
protectors.
If pupil needs to use the
toilet, they should use the
toilet in the room.
Areas used by unwell pupils
who need to go home are
identified as out of bounds,
thoroughly cleaned and
disinfected once vacated.

Take action in line with the
current public health and
asymptomatic mass testing
guidance
• Staff to regularly model for
learners how to catch
cough/sneeze in a tissue.
• Staff to regularly remind
learners to catch
cough/sneeze in a tissue.
• Ensure there are tissues in
each classroom
• Ensuring symptomatic people
are not in school significantly
reduces the risk of
transmission
• Staff to regularly model for
learners how to wash hands
• Staff to regularly remind and
support learners to wash
hands
• Ensure there are hand
washing facilities and
resources available
• Ensuring symptomatic people
are not in school significantly
reduces the risk of
transmission
• Hand washing/sanitising
equipment available on
arrival to school
•
Manage access to toilets
•
High ratio of toilets per
learner
• Additional enhanced
cleaning during the day
•

Enhanced cleaning with
some cleaning taking place
in the day time.

5

1

5

1

5

1

5

5

1

5

5

1

5

5

1

5

5

5
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•

•
•

•

•

•

Transmission of disease
through overcrowding of
staff room/ workbases.

•

•
•
•
•

Staff room

•

•
•
•
•

Office

•

•

Transmission of disease
through use of hard
surfaces (kettle/taps etc).

Transmission of virus
through overcrowding of
office space.

•
•
•
•
•

Emphasis on frequently
touched surfaces such as
door handles, tables, chairs,
light switches
Lidded bins in each class as
per guidance
Cleaning product
procurement to be coordinated centrally to ensure
product compliance and
consistency between sites.
Cleaning equipment and
chemicals will be stored
securely with COSHH
assessments completed and
available to staff.
Cleaning staff to wear PPE
(gloves/ gowns) and social
distance from others in their
teams
Staff to avoid overcrowding
in the staffroom/ workbases
and staff adhere to
maximum numbers
Briefings to big teams of staff
to be carried out via
Teas/Zoom
Staff to sit with at least one
seat between them
Use kept to minimum
windows open for ventilation
flow
If staff choose to wear face
coverings, there will be an
expectation that these are
worn in line with guidance so
that others on site are not
placed at increased risk.
Limit staff to be at the drinks
making facilities at any one
time.
Staff to load their own items
into the dishwasher.
Dishes washed on hot cycle
Staff bring own crockery and
cutlery from home wherever
possible

Regular cleaning of surfaces
and touch points
Additional signage to remind
staff to wash hands once
items have been used.
No items to be left in the sink.
Only one member of staff
per desk.
No parents or children to
enter main school office

5

1

5

5

1

5

5

1

5
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•
•
•

Site Security

•

Emergency Evacuation

•

Availability of
testing

•

Site security is
compromised
because of new
routines and
changes in staff
deployment
Risk to life if
emergency
procedures do not fit
current building
usage or are not
communicated
clearly.

Staff or learners or
their family members
are unable to
access testing so
positive cases
remain undiagnosed

Only office staff/ SLT to enter
the office
All keyboards/phones,
handles etc on cleaning
rota.
Natural ventilation at regular
times
•
Each site to ensure that
they have a system in
place to ensure the site
access points are secure
to external visitors once
school is in session.
•
Fire, emergency and
evacuation plan to be
maintained at each site
and routines to be kept
the same.
•
Lockdown procedures to
remain the same.
•
Fire drill to be rehearsed
as necessary.
•
Business contingency
plan and Critical
Incidents policy is in
place at each setting.
•

3

1

3

5

1

5

2

10

Risk
area

Management of children/parents/staff:
Risk:

Clinically Extremely
Vulnerable staff

Clinically Extremely
Vulnerable learners

•

CEV learners attending
school are at a
significantly increased risk
of serious illness if they
become infected

Suggested Strategies:
•

•

•

CEV staff attending
school are at a
significantly increased risk
of serious illness if they
become infected

•

In line with government
guidance, any learners who
are identified into this
category will remain at
home and receive home
education
Regular welfare calls will be
made to children in this
category in addition to
home education
In line with government
guidance, any staff who are
identified into this category
will work from home during
the national lockdown or in
the event that the
authority/local area is in Tier
4 – in line with Government
guidance

Impact/severity
(1=low, 5=high)

Likelihood
(1=low,
5=high)

Risk
Rating

5

1

5

5

1

5
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Management of start/end of
school day.

•

Transmission of virus at
start of school day or end
of school day, due to
poor management of risk.

•
•
•
•

•
•

Transmission of virus
during lunchtime.

•
•

Lunchtime

•

•

Pupils may display
negative behaviour
that puts others at risk

Behaviour

•

Transmission of virus
from catering staff.

Safeguarding

•

Risk to mental health
of staff and pupils
during crisis

No parents to enter school
building unless through
appointment
Messages should be sent by
email/phone to school office
Anyone entering building to
wash/sanitise hands
immediately.
Parents advised to abide by
social distancing guidelines
while on school site and
wear a face covering.
Parents advised not to
gather by school entrances
Children to wash hands
before eating
Table cleaning between
meal sittings
All students eat lunch in
classrooms and do not come
out of learning bubbles
•
External contractors to
be issued site visiting
protocol
•
Social distancing to be
in place whenever
practical
•
Kitchen procedures and
risk assessments to be
put in place by external
contractors for meal
preparation.
•
Behaviour policy to be
updated to ensure
systems are in place to
keep school safe and
guard against
behaviours with move
against our systems of
control for COVID
•
We will work with staff,
pupils and parents to
ensure that behaviour
expectations are clearly
understood, and
consistently supported,
taking account of
individual needs
•
Staff welfare measures
are in place at each site
around workload,
signposting to support
and deployment.
•
Pastoral systems are
ready to be put in place
at each site to support
the welfare of pupils
•
Curriculum planned to
support pupil welfare.
•
Supervision in place for
staff wherever required

5

1

5

5

1

5

5

1

5

5

1

5

3

2

6
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•
•
•

•

Risk that site might
need to close at
short notice

•

•

•

•

A risk that adequate
staffing levels might
not be in place.

•
•

Staffing Level

•

•

Risk that vulnerable
staff with underling
health conditions or
staff who live in a
household with
vulnerable people
could transmit the
virus.

•

Mental Health First aiders
designated within school
Employee risk
assessment completed
where required
Occupational Health
referrals considered for
individuals
If site closure is necessary
at short notice, SCC will
be informed and school
procedures followed
Action will be taken
after consultation with
Public Health England if
site closure COVID
related.
Remote systems are
already in place so we
can alert parents.
All staff will return to
work.
Teacher and TA
deployment plans to be
in line with normal
patterns
Sites to close to groups
of pupils if safe staffing
levels cannot be
maintained at any point.
Clinically extremely
vulnerable staff and
children are advised to
be working/ learning
from home during tier 4 /
national lockdown

2

8

3

1

3

5

1

5

Impact/severity
(1=low, 5=high)

Likelihood
(1=low,
5=high)

Risk
Rating

5

1

5

5

1

5

3

Classroom
equipment

ICT
equipment

Risk
area

Management of learning, spaces and equipment:

Risk:
•

•

Transmission of virus on ICT
equipment –
laptops/iPads etc.

Transmission of virus when
sharing equipment.

Suggested Strategies:
•
•

Equipment cleaned after use
Disinfectant wipes available
in classrooms for sterilisation

•
•

Shared
resources will be
cleaned.
Shared
resources will be
kept to a
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minimum
wherever
possible

•

Transmission of virus due
to unnecessary
equipment in classroom.

•

•

•

Curriculum

Ventilation

•

•

Assemblies/ Music/ Singing

•

Transmission of virus
due to proximity of
children and staff
within a class

Risk that pupils will return
with mental health needs

•

Transmission of virus
through proximity to
others in hall or through
singing/ music

•

All unnecessary items to be
removed from classrooms
and learning environments
and stored elsewhere to
make space
Unnecessary soft furnishings
and items that are hard to
clean to be removed.
Surfaces are cleared at the
end of each day to ensure
thorough cleaning daily
•
Natural ventilation to be
provided at all times
rooms are occupied

Recovery curriculum is based
around wellbeing, Thrive and
driven by learner need.

Collective worship not in
large groups /singing will
have to take place in bubble
rooms.
•
There may be an
additional risk of
infection in environments
where you or others are
singing, chanting,
playing wind or brass
instruments or shouting.
This applies even if
individuals are at a
distance.

5

1

5

5

1

5

5

1

5

5

1

5

Contractors
etc.

Risk
area

Visitors to the school site:

Risk:
•

Transmission through
additional adults on
school site.

Suggested Strategies:
•
•

Only essential work to be
carried out and by prior
appointment only
Contractors to wash hands
on entrance to building.

Impact/severity
(1=low, 5=high)

5

Likelihood
(1=low,
5=high)

Risk
Rating

1

5
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•

Transmissions
through additional
adults on school site

Transmission
through additional
adults on school site

Parents

•

•

Transmission through
additional adults on
school site.

•

Volunteers

•

Transmission of virus
through public
transport.

5

1

5

5

1

5

5

1

5

5

1

5

Additional
notes

Travel

•

Only essential visits to be
carried out and by prior
appointment only
•
All visitors to comply with
school expectations for
visitors
•
Visits will be in a
designated room and
must be the only or first
visit of the day for each
individual professional
•
No parents allowed in
the buildings unless by
appointment
•
Meetings to be via
phone and virtual when
possible.
•
No adults to be allowed
in cloakrooms or
bubbles
Volunteers can operate on
site but should adhere to
distancing
Peripatetic teachers may
return to work in site but
should adhere to distancing,
work in well ventilated
spaces and wash hands on
entry to the site. This will be
reviewed on a case by case
basis and where lessons,
sessions and activities can
be carried out remotely or
training delivered to staff onsite this will be done as a
priority but kept under review
.
•
All adults using public
transport should wear
face coverings.
•

Professionals

•

Surfaces touched to be
cleaned before children reenter.
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Risk area

Appendix 2 – Mass Asymptomatic Testing in Schools

Contact
between
subjects
increasing
the risk of
transmissio
n of
COVID19

Incorrect
result
communica
tion

Risk:

Strategies Implemented

Transmi
ssion of
the virus
leading
to ill
health
or
potentia
l death

• Asymptomatic: All subjects are to be
advised in advance not to attend if they
have any symptoms of COVID 19, or live
with someone who is showing symptoms
of COVID 19 (including a fever and/or new
persistent cough) or if they have returned
within 14 days from a part of the world
affected by the virus or have been in close
contact with someone who is displaying
symptoms.
• Face masks: Prominent signage reminding
attending subjects of the above to be
displayed at the entrance to the building.
• Hand hygiene: All subjects to use hand
sanitiser provided on arrival & adherence
to this enforced by reception staff.
• Social distancing: Two metre social
distancing to be maintained between
subjects, verbal reminders if necessary
from reception, queue management &
sampling staff.
• Cleaning: Regular cleaning of the site
including wipe down of all potential
touchpoints in accordance with PHE
guidance.
• Limited clutter-chairs only on request; no
physical handling of documents to subjects
except barcodes and PCR test kits for first
200 subjects
• 2 identical barcodes are provided to
subject at check in
• The subject registers their details to a
unique ID barcode before conducting the
test
• Barcodes are attached by trained staff at
the sample collection bay Barcodes are
checked for congruence at the analysis
station 1 and applied to Lateral Flow
Device at this station

Wrong
samples
or
miscodi
ng of
results

Impact/
severity

Likelihood
(1=low,
5=high)

Risk Rating

4

1

4

3

1

3

(1=low,
5=high)
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Damaged
barcode,
lost LFD,
failed scan
of barcode

Extraction
solution
which
comes with
the lab test
kit contains
the
following
component
s:
NA2HPO4
(disodium
hydrogen
phosphate)
, NaH2PO4
(sodium
phosphate
monobasic)
, NaCl
(Sodium
Chloride)

Orphan
ed
record
on
registrat
ion
portal &
No
result
commu
nicated
to
individu
al
These
compon
ents do
not
have
any
hazard
labels
associat
ed with
them,
and the
manufa
cturer
states
that
there
are no
hazards
anticipa
ted
under
conditio
ns of
use as
describe
d in
other
product
literatur
e. This is
the case
for
exposur
e to:
eye,

• Rule based recall of subjects who have not
received a result within 2 hrs of
registration
• Subjects are called for a retest

• PPE: nitrile gloves which meet the
Regulation (EU) 2016/425 to be used at all
times when handling the extraction
solution. Safety glasses with side shields
which are tested and approved under
appropriate government standards to be
worn at all times when handling the
extraction solution. Impervious clothing to
be worn to protect the body from splashes
or spillages.
• Environmental: do not let product enter
drains
• Spillages: wipe surfaces which the solution
has been spilt on and dispose of cleaning
material in line with the lab's waste
disposal procedures
• Do not use if the solution has expired
• Training to be provided in handling
potentially biohazardous samples,
chemicals and good lab practice. Adhere to
guidelines in these training procedures to
prevent improper handling.
• Follow procedures on the MSDS form
provided by Innova to mitigate against
inhalation, skin contact or ingestion of
these chemicals.

3

1

3

3

1

3
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Incorrect
result
communica
tion

skin,
inhalati
on,
ingestio
n,
chronic
toxicity,
reprodu
ctive
and
develop
mental
toxicity,
carcinog
enicity,
and
medical
conditio
ns
aggravat
ed by
exposur
e.
Wrong
samples
or
miscodi
ng of
results

• 2 identical barcodes are provided to
subject at check in
• The subject registers their details to a
unique ID barcode before conducting the
test
• Barcodes are attached by trained staff at
the sample collection bay Barcodes are
checked for congruence at the analysis
station 1 and applied to Lateral Flow
Device at this station

3

1

3
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Appendix 3 - Privacy Notice – school or college representative contact details for managing
delivery of
Covid-19 testing.
Purpose of processing personal data
To enable Covid-19 testing to be delivered by schools and colleges and supported by the
Department for Education (DfE), the DfE needs to process personal data of a designated
representative for each school or college. DfE will only use the personal data that is
collected from the school or college specifically for the purpose of supporting the delivery of
Covid-19 testing in schools and colleges, including the maintenance of an audit record of
delivery.
A school or college should share this Privacy Notice with their designated representative to
ensure the individual is informed of the processing of their personal data by the DfE.
Personal data involved in the process
A school or college will supply to DfE the following information about a designated
representative for the above purpose:
•
•
•

Name of individual
Work email address
Work mobile telephone number

linked to the identity (Unique Registration Number) of the school or college
Lawful basis for processing the personal data
When the school or college supplies the personal data to the DfE for the above purpose, the
DfE becomes a Data Controller of that data. The DfE processes the personal data as part of
its legitimate interest, supporting schools and colleges in the delivery of their public health
duty. The DfE will only process the minimum of personal data required to meet the above
purpose.
Data sharing partners
The personal data is securely shared by DfE with a third-party data sharing partner (SERCO, a
delivery partner of the Department for Health and Social Care) who will only process the
personal data on behalf of the DfE for the above purpose.
How we store the personal information
The information will only be stored and shared securely with the DfE’s third-party data sharing
partner for the above purpose. Only a restricted minimum of individuals within DfE and the
third party data sharing partner will access the personal information for the above purpose.
How long we process your personal data
The minimum of personal information will be retained by DfE and the third-party data sharing
partner only for as long as necessary to fulfil the above purpose, following which it will
securely destroyed. DFE currently anticipates the information being retained for a minimum
of 12 months.
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Your Rights
Under data protection law, individuals have rights relating to their personal information,
including:
•
•

•
•
•
•

Your right of access - You have the right to ask us for copies of your personal
information.
Your right to rectification - You have the right to ask us to rectify personal information
you think is inaccurate. You also have the right to ask us to complete information you
think is incomplete.
Your right to erasure - You have the right to ask us to erase your personal information
in certain circumstances.
Your right to restriction of processing - You have the right to ask us to restrict the
processing of your personal information in certain circumstances.
Your right to object to processing - You have the right to object to the processing of
your personal information in certain circumstances.
Your right to data portability - You have the right to ask that we transfer the personal
information you gave us to another organisation, or to you, in certain circumstances.

You are not required to pay any charge for exercising your rights. If you make a request, we
have one month to respond to you. Please contact us as described below if you wish to
make a request.
Further information and how to make a request or complain
Further information about how the DfE processes personal data is published in the DfE’s
personal information charter. If you have any concerns about our use of your personal
information or wish to make a request or complaint to the DfE please use the contact details
published in our information charter.
You can also complain to the ICO if you are unhappy with how DfE uses your data.
The ICO’s address:
Information Commissioner’s Office
Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF
Helpline number: 0303 123 1113
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Contact details:
Penrose School

Elmwood School

Jean Rees Centre

Albert Street

Hamp Avenue

Chilton Trinity Campus

Bridgwater

Bridgwater

Chilton Street

TA6 7ET

TA6 7AW

Bridgwater

01278 411222

01278 456243

TA6 3JA
01278 423660

Executive Headteacher: Mrs Helen Farnell
Contact via PA: Nicola Almond 01278 456243 nalmond@educ.somerset.gov.uk
Heads of School: Mrs Kat Burgess
Contact via Penrose Reception 01278 411222 sch602@educ.somerset.gov.uk
Mr Andrew Laurence
Contact via Elmwood Reception 01278 456243 sch601@educ.somerset.gov.uk
Chair of Governors: Mr David Purcell
Contact via Clerk: Nicola Almond 01278 456243 nalmond@educ.somerset.gov.uk
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