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Preparing schools for reopening to all students September 2020
The purpose of this document is to offer practical advice and guidance for school settings returning in September to all students. 
[bookmark: _Hlk40858806]It is important that it is recognised that all schools will face different challenges dependent on a range of factors such as class sizes, classroom sizes, location and size of dining areas and drop off/pick up points. With that in mind there will absolutely be a requirement for schools to consider the appropriate controls and add further controls that are suitable for the school’s individual factors. 
This risk assessment is not exhaustive and is flexible and fluid. 
It is recognised that the guidance below is not an absolute. Some situations that arise in various schools may need additional advice from the local authority, however this should help with the planning process and documentation of risk assessment. 
We have cross referenced this document with the health and safety related comments from NEU. 
The advice within this document is primarily taken from: 
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
The following 6 sections contain a drill down of the guidance where prevention is the aim.  There are 6 distinct sections that Government guidance has given, and we have tried to break these down to help you with decision making. Many of these controls will already be in place in your setting. The biggest changes will be around social distancing and “Bubbles” The risk assessment document focuses on controls to minimise the spread of Covid-19. 

	 1. Minimise contact with individuals who are unwell by ensuring that those who have coronavirus (COVID-19) symptoms, or who have someone in their household who does, do not attend schoo
	Ensuring that pupils, staff and other adults do not come into the school if they have coronavirus (COVID-19) symptoms, or have tested positive in the last 7 days, and ensuring anyone developing those symptoms during the school day is sent home, are essential actions to reduce the risk in schools and further drive down transmission of coronavirus (COVID-19). All schools must follow this process and ensure all staff are aware of it.

Communicate the message to staff, pupils and families that they must self-isolate at home and not visit the setting if:
· You have any symptoms of coronavirus (a high temperature, a new, continuous cough or a loss or change to your sense of smell or taste)
· You're waiting for a coronavirus test result
· You've tested positive for coronavirus – (this means you have coronavirus)
· You live with someone who has symptoms, is waiting for a test result or has tested positive
· Someone in your support bubble has symptoms, is waiting for a test result or has tested positive
· If you're told by NHS Test and Trace that you've been in contact with a person with coronavirus
If you have symptoms of coronavirus, you'll usually need to self-isolate for at least 7 days.
If you live with someone who has symptoms, you'll usually need to self-isolate for 14 days.
If someone in your support bubble has symptoms, you'll usually need to self-isolate for 14 days.

Ref https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/


If anyone in the school becomes unwell with a new, continuous cough or a high temperature, or has a loss of, or change in, their normal sense of taste or smell (anosmia), they must be sent home and advised to follow ‘stay at home: guidance for households with possible or confirmed coronavirus (COVID-19) infection’, which sets out that they must self-isolate for at least 7 days and should arrange to have a test to see if they have coronavirus (COVID-19). Other members of their household (including any siblings) should self-isolate for 14 days from when the symptomatic person first had symptoms.
If a child is awaiting collection, they should be moved, if possible, to a room where they can be isolated behind a closed door, depending on the age and needs of the child, with appropriate adult supervision if required. Ideally, a window should be opened for ventilation. If it is not possible to isolate them, move them to an area which is at least 2 metres away from other people.
If they need to go to the bathroom while waiting to be collected, they should use a separate bathroom if possible. The bathroom must be cleaned and disinfected using standard cleaning products before being used by anyone else.
PPE (disposable, gloves, apron and fluid resistant surgical mask, plus eye protection if a risk of splashing/respiratory droplet contamination to face) must be worn by staff caring for the child while they await collection if a distance of 2 metres cannot be maintained (such as for a very young child or a child with complex needs). More information on PPE use can be found in the safe working in education, childcare and children’s social care settings, including the use of personal protective equipment (PPE) guidance.
If a child in a boarding school shows symptoms, they should initially self-isolate in their residential setting household. Most children will benefit from self-isolating in their boarding house so that their usual support can continue. Others will benefit more from self-isolating in their family home. For more information on how to care for a symptomatic child while protecting the welfare of other pupils and staff, read the guidance on isolation for residential educational settings.
As is usual practice, in an emergency, call 999 if someone is seriously ill or injured or their life is at risk. Anyone with coronavirus (COVID-19) symptoms should not visit the GP, pharmacy, urgent care centre or a hospital. If they require medical support or advice, they should contact NHS 111 who will respond to their concern accordingly.
Any members of staff who have helped someone with symptoms and any pupils who have been in close contact with them do not need to go home to self-isolate unless they develop symptoms themselves (in which case, they should arrange a test) or if the symptomatic person subsequently tests positive (see below) or they have been requested to do so by NHS Test & Trace.
Everyone must wash their hands thoroughly for 20 seconds with soap and running water or use hand sanitiser after any contact with someone who is unwell. The area around the person with symptoms must be cleaned with normal household disinfectant after they have left to reduce the risk of passing the infection on to other people. See the COVID-19: cleaning of non-healthcare settings guidance.
Public Health England is clear that routinely taking the temperature of pupils is not recommended as this is an unreliable method for identifying coronavirus (COVID-19)



	· 2: Clean hands thoroughly more often than usual
	Coronavirus (COVID-19) is an easy virus to kill when it is on skin. This can be done with liquid soap and running water or hand sanitiser. Schools must ensure that pupils clean their hands regularly, including when they arrive at school, when they return from breaks, when they change rooms and before and after eating. Regular and thorough hand cleaning is going to be needed for the foreseeable future. Points to consider and implement:
· whether the school has enough hand washing or hand sanitiser ‘stations’ available so that all pupils and staff can clean their hands regularly
· Liquid soaps rather than bar soaps should be used
· Hand sanitiser should at a minimum contain 60% alcohol
· supervision of hand sanitiser use given risks around ingestion. Small children and pupils with complex needs should continue to be helped to clean their hands properly. Skin friendly skin cleaning wipes can be used as an alternative
· building these routines into school culture, supported by behaviour expectations and helping ensure younger children and those with complex needs understand the need to follow them


	3. Ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach

Maintaining frequent hand washing


· Provision of handwashing facilities in the workplace.
	· the availability of liquid soap and hot water in every toilet (and if possible, in classrooms)
· the location of hand sanitiser stations, for example at the school entrance for pupils and any other person passing into the school to use, and their replenishment
· the location of lidded bins (with foot pedal operation if possible) in classrooms and in other key locations around the site for the disposal of tissues and any other waste, their double bagging and emptying
· ensuring you have a good supply of disposable tissues to implement the ‘catch it, bin it, kill it’ approach in each classroom and enough to top up regularly
· Ensuring paper towels for hand drying are available or hand dryers are functioning correctly. 


	· 4: Introduce enhanced cleaning, including cleaning frequently touched surfaces often using standard products, such as detergents and  
	Points to consider and implement:
By the end of the summer term, Public Health England will publish revised guidance for cleaning non-healthcare settings to advise on general cleaning required in addition to the current advice on COVID-19: cleaning of non-healthcare settings guidance
· putting in place a cleaning schedule that ensures cleaning is generally enhanced and includes: 
· more frequent cleaning of rooms / shared areas that are used by different groups
· frequently touched surfaces being cleaned more often than normal, such as bathrooms, grab-rails in corridors and stairwells and door handles
· A routine that includes cleaning with warm soapy water before disinfecting. Alternatively a combined detergent/disinfectant solution (eg Chlor clean) can be used.
· different groups don’t need to be allocated their own toilet blocks, but toilets will need to be cleaned regularly and pupils must be encouraged to clean their hands thoroughly after using the toilet

When cleaning an area where someone with suspected/confirmed Covid-19 has been present, wear disposable or washing-up gloves and aprons for cleaning. These should be double-bagged, stored securely for 72 hours, and then thrown away in the regular rubbish after cleaning is finished. If an area has been heavily contaminated, such as with visible bodily fluids, from a person with coronavirus (COVID-19), or a risk assessment of the setting indicates that a higher level of virus may be present (for example, a setting where unwell individuals have slept such as a boarding school dormitory) or there is visible contamination with body fluids, then the need for additional PPE to protect the cleaner’s eyes, mouth and nose might be necessary. Wash hands regularly with soap and water for 20 seconds, also after removing gloves, aprons and other protection used while cleaning.

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

	· 5. Minimise contact between individuals and maintain social distancing wherever possible
	Minimising contacts and mixing between people reduces transmission of coronavirus (COVID-19). This is important in all contexts, and schools must consider how to implement this. Schools must do everything possible to minimise contacts and mixing while delivering a broad and balanced curriculum.
The overarching principle to apply is reducing the number of contacts between children and staff. This can be achieved through keeping groups separate (in ‘bubbles’) and through maintaining distance between individuals. These are not alternative options and both measures will help, but the balance between them will change depending on:
· children’s ability to distance
· the lay out of the school
· the feasibility of keeping distinct groups separate while offering a broad curriculum (especially at secondary)
It is likely that for younger children the emphasis will be on separating groups, and for older children it will be on distancing. For children old enough, they should also be supported to maintain distance and not touch staff where possible.
Points to consider and implement.
How to group children
Consistent groups reduce the risk of transmission by limiting the number of pupils and staff in contact with each other to only those within the group. They have been used in schools in the summer term in recognition that children, and especially the youngest children, cannot socially distance from staff or from each other and this provides an additional protective measure. Maintaining distinct groups or ‘bubbles’ that do not mix makes it quicker and easier in the event of a positive case to identify those who may need to self-isolate, and keep that number as small as possible.
However, the use of small groups restricts the normal operation of schools and presents both educational and logistical challenges, including the cleaning and use of shared spaces, such as playgrounds, boarding houses, dining halls, and toilets, and the provision of specialist teaching. This is the case in both primary and secondary schools, but is particularly difficult in secondary schools.
In this guidance for the autumn term, maintaining consistent groups remains important, but given the decrease in the prevalence of coronavirus (COVID-19) and the resumption of the full range of curriculum subjects, schools may need to change the emphasis on bubbles within their system of controls and increase the size of these groups. Both the approaches of separating groups and maintaining distance are not ‘all-or-nothing’ options, and will still bring benefits even if implemented partially. Some schools may keep children in their class groups for the majority of the classroom time, but also allow mixing into wider groups for specialist teaching, wraparound care and transport, or for boarding pupils in one group residentially and another during the school day. Siblings may also be in different groups


	6. Where necessary, wear appropriate personal protective equipment (PPE)
· 
	The majority of staff in education settings will not require PPE beyond what they would normally need for their work. PPE is only needed in a very small number of cases, including:
· where an individual child or young person becomes ill with coronavirus (COVID-19) symptoms while at schools, and only then if a distance of 2 metres cannot be maintained
· where a child or young person already has routine intimate care needs that involves the use of PPE, in which case the same PPE should continue to be used
Read the guidance on safe working in education, childcare and children’s social care for more information about preventing and controlling infection, including when, how PPE should be used, what type of PPE to use, and how to source it


	Resources to consider.
	· posters (for example, to encourage consistency on hygiene and keeping to own group)
https://ebug.eu/eng_home.aspx?cc=eng&ss=1&t=Information%20about%20the%20Coronavirus
· Liquid soap for sinks, and where there is no sink nearby, hand sanitiser (minimum 60% alcohol) in rooms/learning environments
· disposable paper towels
· [bookmark: _Hlk40797283]cleaning products (standard products such as detergent and bleach, could consider combined detergent/disinfectant for ease of use)
· lidded bins (with foot pedal operation where possible) 
· tape for cordoning off areas and marking floor. 





Risk Assessment Template
Below you will find a risk assessment template to help you document the controls in preparation for reopening to all students in September 2020. This has been populated with the most common hazards identified and controls that should be considered. Additional hazards and controls may need to be considered depending on each individual school. 
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	Risk assessment recording form M34			
	              When complete this form must be added to your generic assessment library or site specific file. 



	Location or address St. Bridget’s CE Primary

	
	
	Date 2-9-2020
	Assessment

	Activity or situation – September 2020 Opening

	
	
	Reviewed
Neil Le Feuvre
	Signature

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Hazard

	 Who may be harmed and how
	(3) What controls exist to reduce risk
	Likelihood 
	Severity
	Risk total 1-25
	(4) What action could you take to further reduce risk

	Lack of social distancing at drop- off and pick-up point 
	All staff, pupils, contractors, and visitors
	Implement social distancing measures in line with government guidance and communicate these with parents and all staff

Stagger drop off and pick up times to ensure parents and children can adhere to social distancing – especially in playgrounds/collection areas and other areas of congestion, including school gates and frontages on the highway. Consider allocating staff for queue management where possible.

Use additional entrances if possible, to spread children at different points. Display social distancing signs.

Implement one-way system within the school where possible. Consider how entering of lunchroom other shared spaces can be managed.

Introduce a one-way walking system where possible to and from school to avoid parental cross over e.g. keep to the left, signage and markers can be effective.

Plan a communication time with Staff prior to opening to facilitate communication and test run procedures. 

Only allow those with appointments to enter the building – use signage to communicate this to anyone new visiting the school. 

Where possible staff meet students at the appointed gates and escort to classes to restrict parents from entering the playground areas. 

Marked zone for teachers to stand during pick up or drop off where required. 

Where possible create a site map marking locations of areas used my individual bubbles. This can show entry/exit and any one-way systems. 

Children and parents should be encouraged to walk or cycle to school where possible. 

If public transport is the only option, staff should think carefully about the times, routes and ways they travel to stay safe. Staff and parents should be advised to use mandatory face coverings (not medical masks) if travelling by public transport

	2
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	· tell children, young people, parents, carers or any visitors, such as suppliers, not to enter the education or childcare setting if they or any of their household are displaying any symptoms of coronavirus (following the COVID-19: guidance for households with possible coronavirus infection)
Communicate the message to staff, pupils and families that they must self-isolate at home and not visit the setting if:
· You have any symptoms of coronavirus (a high temperature, a new, continuous cough or a loss or change to your sense of smell or taste)
· You're waiting for a coronavirus test result
· You've tested positive for coronavirus – (this means you have coronavirus)
· You live with someone who has symptoms, is waiting for a test result or has tested positive
· Someone in your support bubble has symptoms, is waiting for a test result or has tested positive
· If you're told by NHS Test and Trace that you've been in contact with a person with coronavirus
If you have symptoms of coronavirus, you'll usually need to self-isolate for at least 7 days.
If you live with someone who has symptoms, you'll usually need to self-isolate for 14 days.
If someone in your support bubble has symptoms, you'll usually need to self-isolate for 14 days.

Ref https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/


· tell parents that if their child needs to be accompanied to the education or childcare setting, only one parent should attend
· tell parents and young people their allocated drop off and collection times and the process for doing so, including protocols for minimising adult to adult contact (for example, which entrance to use)

· Introduce a suggested ‘one-way’ walking system for parents and children to and from school to avoid congestion on footways to avoid compromising social distancing esp close to school. Consider additional signage and sending information (sketch/maps) to assist their understanding.

· make clear to parents that they cannot gather at entrance gates or doors, or enter the site (unless they have a pre-arranged appointment, which should be conducted safely)

· also think about engaging parents and children in education resources such as e-bug and PHE schools resources 

· ensure parents and young people are aware of recommendations on transport to and from education or childcare setting (including avoiding peak times). Read the Coronavirus (COVID-19): safer travel guidance for passengers 

· talk to staff about the plans (for example, safety measures, timetable changes and staggered arrival and departure times).


	Lack of social distancing of children during classes
	Staff and pupils
	Using the current Guidance as referenced at the top of this Risk assessment, Primary schools should consider keeping class groups together within their own “Bubble”. where ever possible as it is recognised that younger children cannot socially distance from staff and each other, it is recommended that the bubble should be a class size. Maintaining distinct groups or ‘bubbles’ that do not mix makes it quicker and easier in the event of a positive case to identify those who may need to self-isolate, and keep that number as small as possible.

Schools should assess their circumstances and if class-sized groups are not compatible with offering a full range of subjects or managing the practical logistics within and around school, they can look to implement year group sized ‘bubbles’. Whatever the size of the group, they should be kept apart from other groups where possible and older children should be encouraged to keep their distance within groups. Schools with the capability to do it should take steps to limit interaction, sharing of rooms and social spaces between groups as much as possible. When using larger groups the other measures from the system of controls become even more important, to minimise transmission risks and to minimise the numbers of pupils and staff who may need to self-isolate.

Refer to national guidance, which may change on this topic: https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools

Arrange classrooms with forward facing desks where possible. 

Where possible use allocated desks to reduce children touching surfaces others have touched.

Relocate desks to keep as much distance as possible (2 metres if possible). 

Ideally, adults should maintain 2 metre distance from each other (including within the staff room), and from children. We know that this is not always possible, particularly when working with younger children, but if adults can do this when circumstances allow that will help. In particular, they should avoid close face to face contact and minimise time spent within 1 metre of anyone.


Keep your classroom door and windows open if possible, for air flow. Installing door guards for key doors in building can be considered to ensure compliance with fire risk assessment. Talk to H&S team for more information.

Ensure regular hand washing is encouraged – set routines throughout the day when pupils wash their hands in addition to after using the toilet e.g. upon arrival in school, before lunch.

Reduce tasks involving touching lots of varied shared equipment such as crafts

Reduce the use of shared resources by seeking to prevent the sharing of stationery and other equipment where possible. Shared materials and surfaces should be cleaned and disinfected more frequently.
Where possible, utilise wash basins within classrooms to limit risk of contact with other children 

Consider placing coats on back of chairs to reduce risk of close contact in cloakrooms or coat peg areas OR stagger use of cloakrooms

Assemblies to take place only with children within a ‘bubble’ or group.

	3
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	Consider the following steps:
· Review and refresh your risk assessment and other health and safety advice for children, young people and staff in light of recent government advice, identifying protective measures (such as the things listed below). Also ensure that all health and safety compliance checks have been undertaken before opening

· organise small class groups, as described in the ‘class or group sizes’ section above

· organise classrooms and other learning environments such as workshops and science labs for those groups, maintaining space between seats and desks where possible

· refresh the timetable: 
· decide which lessons or activities will be delivered
· consider which lessons or classroom activities could take place outdoors
· use the timetable and selection of classroom or other learning environment to reduce movement around the school or building
· stagger assembly groups
· stagger break times (including lunch), so that all children are not moving around the school at the same time
· stagger drop-off and collection times


· plan parents’ drop-off and pick-up protocols that minimise adult to adult contact


· institutions offering residential provision will also need to consider the maximum number of children or young people they can safely accommodate in residences



· how you might stagger start and end times between year groups by a short period to reduce volume at the entrance

· ensuring parents and carers are aware of recommendations on transport to and from school, which means reducing any unnecessary travel on coaches, buses or public transport where possible (for example, by walking or cycling to school) and avoiding peak times


· using signage to guide parents and carers about where and when they should drop off and pick up their children - you will want to communicate this to parents in advance

· working out arrangements for breaks or play times so that ideally only one “Bubble” is in the same play area at any one time. Larger play areas could be segregated to keep bubbles apart. 


	Toileting of younger students
	Staff and pupils
	Ensure hand washing facilities are available and encourage children to wash hands after visiting the toilet.  Ensure the children know to wash hands thoroughly for 20 seconds with running water and soap and dry them thoroughly

Ensure that help is available for children and young people who have trouble cleaning their hands independently

Different groups don’t need to be allocated their own toilet blocks, but where it is possible this should be considered. Where toilet blocks are shared amongst bubbles consider limiting the number of bubbles that use each block to minimise lots of children from many bubbles using the same toilet facilities if possible. Toilets will need to be cleaned regularly and pupils must be encouraged to clean their hands thoroughly after using the toilet.
	5
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· Is hand sanitiser, soap and other welfare provisions available?


· Are regular checks completed to ensure supplies do not run low?
· Consider cleaning frequency and location of leaning supplies. 

	Lack of social distancing during lunch time and lunch time provisions. 
	Staff and pupils
	Stagger lunch times to keep those entering the dining hall to a safe minimum

Use floor markers if required to show distance points. 

Ensure children wash their hands before eating

Ask students to toilet where possible before they have lunch to ease toileting pressure on lunch staff
If possible close off every other sink to keep a distance between when handwashing.

Where possible create a site map marking locations of play areas used my individual bubbles. This can show entry/exit and any one-way systems. 

For kitchen staff review times of start and finish to minimise numbers in one area at any one time. Consider if some preparation can be done at different times of the day to encourage social distancing where possible.

Where times start times cannot be changed consider the lay out of the kitchen. Is it possible to move equipment to offer different work surfaces to those preparing food. 
Kitchen staff should work side to side rather than face to face where possible. A face covering may be worn in enclosed spaces where social distancing isn’t possible. It just needs to cover your mouth and nose. It is not the same as a face mask, such as the surgical masks or respirators used by health and care workers. face coverings are not a replacement for the other ways of managing risk, including minimising time spent in contact, using fixed teams, and partnering for close-up work, and increasing hand and surface washing. Employers should support their workers in using face coverings safely if they choose to wear one. This means telling workers:
· wash your hands thoroughly with soap and water for 20 seconds or use hand sanitiser before putting a face covering on, and before and after removing it
· when wearing a face covering, avoid touching your face or face covering, as you could contaminate them with germs from your hands
· change your face covering if it becomes damp or if you’ve touched it
· continue to wash your hands regularly
· change and wash your face covering daily
· if the material is washable, wash in line with manufacturer’s instructions. If it’s not washable, dispose of it carefully in your usual waste
· practice social distancing wherever possible
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/restaurants-offering-takeaway-or-delivery

Consider if prepacked lunch can be provided, or limited menu options to be pre picked by children to reduce queue times and serving times. 

Consider cleaning of dishes/plates cutlery. Consider if this can be done once a group or “Bubble” has left dining area or if children can directly place cutlery into bowls of water containing detergent. 
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	Lack of social distancing during break times
	Staff and pupils
	Keep bubbles separate where possible in play areas.

Stagger break and lunch times to keep bubbles apart. Use different play areas, or segregate play areas where possible to keep bubbles apart. 

Have allocated play equipment per bubble or ensure cleaning regimes between each use from each bubble. 

Use tape, markers, or cones to show clear segregation of play areas to children. Review supervision at play times to keep groups or bubbles apart. 

Discuss measures with children so they understand the need to keep to their bubble. 

Where children may ordinary play with siblings that in different groups consider discussing the need to be apart during the school day. This is to ensure all children understand the importance of staying in their groups as those with out siblings may be confused. 



	5
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	Lack of safe distancing in staff areas. 
	Staff and pupils
	Reinforce expectations of social distancing behaviour amongst staff

Limit numbers in staff rooms where possible

Spread out seating to ensure social distancing is maintained

Ensure staff do not share cups, and appropriately clean eating utensils

For larger schools use separate staff rooms where possible 

Encourage staff to take fresh air at break times where possible.

Provision of hand washing supplies such as hand wash, sanitiser etc is available and regularly monitored to ensure supplies are always available. 

	2
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	Inadequate cleaning of areas following displays of suspected COVID symptoms
	Staff and pupils
	If a child becomes unwell and is awaiting collection, they should be moved, if possible and if appropriate, to a room where they can be isolated behind a closed door. Settings should be mindful of individual children’s needs – for example it would not be appropriate for younger children to be alone without adult supervision. Ideally, a window should be opened for ventilation. If it is not possible to isolate them, move them to an area which is at least 2 metres away from other people.

If they need to go to the bathroom while waiting to be collected, they should use a separate bathroom if possible. The bathroom should be cleaned and disinfected using standard cleaning products before being used by anyone else.

In most cases, closure of the educational setting will not be needed but this will be a local decision with Public Health England based on various factors such as establishment size and risk of further spread. 

Communicate early with contractors and suppliers that will need to prepare to support your plans for opening for example, cleaning, catering, food supplies, hygiene suppliers

Discuss with cleaning contractors or staff the additional cleaning requirements and agree additional hours to allow for this.

By the end of the summer term, Public Health England will publish revised guidance for cleaning non-healthcare settings to advise on general cleaning required in addition to the current advice on COVID-19: cleaning of non-healthcare settings guidance

	
	
	
	· Is hand sanitiser, soap and other welfare provisions available. 

· Are regular checks completed to ensure supplies do not run low.

	Unsafe disposal of PPE and face coverings
	
	Used PPE and any disposable face coverings that staff, children, young people or other learners arrive wearing should be placed in a refuse bag and can be disposed of as normal domestic waste unless the wearer has symptoms of coronavirus (COVID-19), in line with the guidance on cleaning for non-healthcare settings.
Any homemade non-disposable face coverings that staff or children, young people or other learners are wearing when they arrive at their setting must be removed by the wearer and put in a plastic bag that the wearer has brought with them in order to take it home. The wearer must then clean their hands.
To dispose of waste from people with symptoms of coronavirus (COVID-19), such as disposable cleaning cloths, tissues and PPE:
· put it in a plastic rubbish bag and tie it when full
· place the plastic bag in a second bin bag and tie it
· put it in a suitable and secure place marked for storage for 72 hours
This waste should be stored safely and securely kept away from children. You should not put your waste in communal waste areas until the waste has been stored for at least 72 hours.
Storing for 72 hours saves unnecessary waste movements and minimises the risk to waste operatives. This waste does not require a dedicated clinical waste collection in the above circumstances.
Settings such as residential care homes or special schools that generate clinical waste should continue to follow their usual waste policies.
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe#does-coronavirus-covid-19-mean-that-ppe-is-needed-for-administering-first-aid
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	· 

	Inadequate cleaning of premises (general) 

	Staff and pupils
	Use cleaning products that offer disinfecting qualities and are available through suppliers. 

A combined detergent/disinfectant (eg chlor clean) can be used for ease. 

Communicate early with contractors and suppliers that will need to prepare to support your plans for opening for example, cleaning, catering, food supplies, hygiene suppliers.

Discuss with cleaning contractors or staff the additional cleaning requirements and agree additional hours to allow for this.

Decide what an enhanced cleaning schedule looks like and how it will be implemented in your school (for example, how often, when/if an additional clean is necessary) and how you will ensure sufficiency of supplies.
By the end of the summer term, Public Health England will publish revised guidance for cleaning non-healthcare settings to advise on general cleaning required in addition to the current advice on COVID-19: cleaning of non-healthcare settings guidance


	2
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	Unsafe crossing of roads near school
	Staff and pupils
	Ensure road escort (if available) has no physical contact with students

Provide hand sanitiser for any crossing escorts to regularly sanitise hands

Provide hand washing facilities in the school when shift is completed

Consider one-way walking systems, to minimise staff, students and parents from crossing paths in large groups and close proximity. 
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	· If additional support is required from road traffic division contact David Rees at roadsafety@wirral.gov.uk




	Increased fire risk due to doors being propped open to increase air circulation and reduce touching of doors and pushpads








Changes to emergency fire procedures – uncertainty of staff and pupils due to working at different locations to normal and changes in evacuation routes.
	Staff and pupils
	Review school fire risk assessment to reflect any changes that have been made. 

Before additional pupils are re-introduced, make sure that fire log book is up to date and all checks have been made, including the fire marshal inspection checklist.

For cross corridor and key fire doors from higher risk areas such as staff rooms, consider using devices such as Door guards where possible. The DfE has been made aware that some schools and trusts have been seeking advice on propping open of fire doors.  
Gov.uk has provided relevant guidance to the query of wedging open fire doors at the following link: https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings#how-to-implement-protective-measures-in-an-education-setting-before-wider-opening-from-1-june. The guidance states prop doors open only if they are not fire doors, and where it is safe to do so (bearing in mind fire safety and safeguarding), to limit use of door handles and aid ventilation.
If wedges are to be used, there must be a robust procedure to ensure that these are all removed in the event of the fire alarm sounding and at the end of every day. 
Communicate with staff any changes to emergency procedures that have been made and make sure that they have understood them. It is not a requirement to maintain 2 metres social distancing in the event of an emergency or unplanned sounding of the fire alarm, however it should be maintained at the muster point, if possible.
 
Remind all staff of their responsibility not to increase the risk of fire in the workplace: by keeping combustible materials to the minimal, turning off electrical equipment when not in use and at the end of the day. 
	4
	2
	8
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· Consider planning your fire drill, to test procedures.




	Risk of transmission through contact with school resources
	Staff and pupils
	Limit the number of shared resources that are taken home by staff and pupils and limit the exchange of such resources.
Where possible do not take marking/schoolwork home to limit any potential contamination spread. 
Teachers and staff should make sure they wash their hands and surfaces, before and after handling pupils’ books.
Consider online homework and marking where possible. 
	4
	2
	8
	

	Risk of transmission through first aid procedures 
	Staff and pupils
	Children, young people or learners who require first aid should continue to receive care in the same way . No additional PPE is needed because of coronavirus (COVID-19) for anyone who does not have coronavirus (COVID-19) symptoms
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe#does-coronavirus-covid-19-mean-that-ppe-is-needed-for-administering-first-aid
After delivering any first aid
Ensure you safely discard disposable items and clean reusable ones thoroughly
· Wash your hands thoroughly with soap and water or an alcohol-based hand sanitiser as soon as possible 
	2
	4
	8
	




	Inadequate assessment of transmission risk between SEND pupils and staff.
	Staff and pupils
	Young children and children with special educational needs may not be able to understand the need for social distancing and may also seek close interaction with their peers or adults to provide reassurance at a period of disruption to their routines.
Suggest limiting the number of children in each group and reducing this to provide more space in each classroom or learning area.
As far as possible, small groups of children should be supported by consistent staffing, and groups should remain as consistent as possible throughout the outbreak.

https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe#does-coronavirus-covid-19-mean-that-ppe-is-needed-for-administering-first-aid

If non-symptomatic children present behaviours which may increase the risk of droplet transmission (such as biting, licking, kissing or spitting) or require care that cannot be provided without close hands-on contact, they should continue to receive care in the same way, including any existing routine use of PPE.
In these circumstances, to reduce the risk of coronavirus (COVID-19) transmission, no additional PPE is necessary as these are non-symptomatic children in a non-healthcare setting and so the risk of viral transmission is very low. However, additional space and frequent cleaning of surfaces, objects and toys will be required. Cleaning arrangements should be increased in all settings, with a specific focus on surfaces which are touched a lot.
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe#how-should-i-care-for-children-who-regularly-spit-or-require-physical-contact


The Whole School SEND consortium will be delivering some training and how-tos for mainstream school teachers (including free insets and webinars) on supporting pupils with SEND to return to their mainstream school after the long absence, and on transition to other settings. Details of future training sessions are held on the events page of the SEND Gateway.
	2
	3
	6
	Cleaning of any special equipment needed for SEND pupils also needs to be included in the cleaning regime.

	Stress and mental health issues for staff
	Staff and pupils
	Complete or update the schools stress work assessment to remind all staff of support available.

Ensure 1 to 1 strategic and wellbeing meetings are held with all staff. Make time for all staff to talk to senior leaders about their personal situation:
· Thoughts on returning, fears, concerns about returning, 
· what will be easy to accomplish, what will be hard, 
· fatigue (Staff have continued to work), 
· changes in circumstance, retirement, pregnancy, bereavement.
· additional worries about members of their family and friends.
· Remind them of any internal support plan/system that is in place
Address / discuss ability to return to work.

	3
	3
	9
	Support should be available for staff from Occupational Health supplier – if purchasing the OH SLA then staff can contact the EAP.

	Inadequate building management and routine inspections. 
	Staff and pupils
	All routine inspections should be completed for any school that may have been closed/ partially closed to students. 

Any routine or annual checks should be carried out in their usual time frames. Any contractors that have been expected but not attend - due to school closures should be arranged to attend if required. 

Social distancing and hand hygiene should be observed by all contactors. Contact your asset management provider where assistance is required. 
	1
	1
	1
	

	Restraining students. 
	Staff and pupils. 
	For students that have individual risk assessments, and it is identified that restraint is required PPE would only be indicated in the circumstances indicated previously, i.e. if a pupil has suspected/confirmed coronavirus; or if they normally require the use of PPE for their care. 
In special school setting, PPE would only be indicated in the circumstances indicated previously, i.e. if a pupil has suspected/confirmed coronavirus; or if they normally require the use of PPE for their care. Individual risk assessments for each student will identify if it is safe for them to return to the school setting at this time. 

Where possible limit the number of students to teacher ratios to minimise disruption to other students. 

Consider bubble sizes and if they can be reduced for those bubbles containing a child that requires restraint.

 Individual assessment needs to be made for pupils who have known behaviours that would pose risk, such as spitting and biting where social distancing is not possible. Provision of PPE should be considered on a case by case basis. 




	1
	5
	5
	

	Dispensing medicines to children. 
	Students and staff. 
	Consider placing children of the same year group requiring medication into the same “Bubble” where possible to enable trained staff to administer medications to those groups. 

Consider planning to train more staff in medicine administration to cover for any absence of trained staff. 
	2
	2
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	Vulnerable groups
	Staff and students. 
	Staff and pupils who are identified as clinically extremely vulnerable may be at high risk of serious illness if they catch coronavirus (COVID-19). They are strongly advised to stay at home as much as possible and keep interactions outside to a minimum. The government is currently advising people to shield until 31 July and is regularly monitoring this position. A clinical discussion with paediatric specialist or GP will be needed before any child or young person is removed from the shielded patient list. Health services will be in touch with children and their families over the summer, ahead of the new school term, to discuss what the new evidence means for them personally in the longer term. 
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
Any employee within the shielding or vulnerable categories should follow the guidance 
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19

For staff members or pupils who may be vulnerable to covid for other reasons, eg people from the BAME community, Individual risk assessments should be used. This assessment attached can be used to support or schools can use their own individual assessment if preferred so long as the controls required are considered and implemented so far as is reasonably practicable. 


If the staff member can work for home this should be considered to minimise risk where practical. If this is not practical the following considerations should be made.
Strict social distancing should be observed 
Consider amending job role to enable the employee to maintain social distancing more easily
Consider access to rest areas, toilets etc to minimise contact with others where possible
Consider if the role can be done at different times when there are less or no children on the premises.
Consider the working location. Can the employee be placed in a different office or area that is allocated just to them?
Ensure cleaning and sanitation plans are in place to ensure shared areas are kept clean. 
	2
	4
	8
	The attached Q&A From HR may assist in supporting schools with those returning to work from Vulnerable groups. This document is dated 3rd July 20202 and updates will be published regularly. To ensure you are using the most up to date Q&A These will be sent out via Sam Jenkins at each update. 



	Visitors to schools such as speech and language therapy
	Visitors staff and students. 
	Social distancing and hand hygiene should be observed by all visitors. 
Consider the environment used for these services – ensure social distancing be adhered to in line with current guidance
Where group sessions are requested bubbles should not be broken and only children from the same bubble should attend sessions if at all possible. 
Provision of hand washing supplies such as hand wash, sanitiser etc is available and regularly monitored to ensure supplies are always available. 
Ensure all visitors sign in and are encouraged to wash or sanitise hands upon entering the building. 
Consider reciting all covid-19 safety measures such as hand hygiene and social distancing to the visitor as soon as they arrive at the premises. 
Consider ensuring that all visitors make an appointment prior to visiting the school
Consider asking the visitor to call the school on arrival and asking the visitor if they have any of the symptoms related to Covid-19. If so they should not be permitted into the school. 
If the school has a control for face coverings to be worn this should be communicated to the visitor prior to the visit. 
Consider asking visitors to bring only resources that are absolutely necessary for the purposes of the visit. 

Consider if an area can be set up to include a Perspex screen that can be used to segregate the visitor from children requiring any one to one therapy or service. 

	1
	2
	2
	

	Contingency planning for outbreaks
	
	Familiarise yourself with public health guidance on what to do if a member of staff or pupil informs you that they have tested positive (or the test is inconclusive).


1. Confirm that the individual must isolate for 7 days from symptom onset. After that, they can return to school if they feel better and as long as they have not had a fever without medication for 48 hours.

2. If the individual (pupil or teacher) has been in attendance at the school in the period of 48 hours prior to symptom onset, the rest of their class ONLY should be sent home and advised to self-isolate for 14 days (and to book a test immediately if they develop symptoms). Household members of the wider class do not need to self-isolate unless the pupil/staff member they live with develops symptoms.

3. Individuals testing positive will be contacted by the NHS Test and Trace team who will identify and communicate with any other contacts who need to take action.

4. After confirmation of a positive test, the school should arrange for cleaning of the setting as per guidance for cleaning non-healthcare settings


If more than ONE person tests positive, a suspected outbreak should be reported through the Wirral Outbreak Hub, who will advise you on the most appropriate action to take. This will very rarely involve closure of an entire school.
For individuals or groups of self-isolating pupils, remote education plans should be in place. These should meet the same expectations as those for any pupils who cannot yet attend school at all due to coronavirus (COVID-19). (see section on remote education support)
DFE will provide more information on this in due course. 
More information can be found at section 5, planning for outbreaks within the guidance here: https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
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	Legionella Risk
	
	Employers have a duty to protect people by identifying and controlling risks associated with legionella. 
If your building was closed or has reduced occupancy during the coronavirus (COVID-19) outbreak, water system stagnation can occur due to lack of use, increasing the risks of Legionnaires’ disease. 
You should review your risk assessment and and manage the legionella risks when you:
· reinstate a water system or start using it again
· restart some types of air conditioning units

See guidance below:
https://www.hse.gov.uk/coronavirus/legionella-risks-during-coronavirus-outbreak.htm
	1
	1
	1
	




	  Risk Rating
	                                         Action Required

	   
      17 - 25
	Unacceptable – stop activity and make immediate improvements

	     
     10 – 16
	Tolerable – but look to improve within specified timescale

	       
       5 – 9
	Adequate – but look to improve at review

	       
       1 – 4  
	Acceptable – no further action but ensure controls are maintained
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(1)	List hazards something with the potential to cause harm here
(2)	List groups of people who are especially at risk from the significant hazards which you have identified
(3)  	List existing controls here or note where the information may be found. Then try to quantify the level of risk the likelihood of harm arising that remains when the existing 	controls are in place based on the number of persons affected, how often they are exposed to the hazard and the severity of any consequence. Use this column to list the controls that you might take and develop all or some of that list into a workable action plan.  Have regard for the level of risk, the cost of any action and the benefit you expect to gain.  Agree the action plan with your team leader and make a note of it overleaf.  If it is agreed that no further action is to be taken this too should be noted.



Likelihood:               Consequence:


5 – Very likely         5 – Catastrophic


4 – Likely                4 – Major 
3 – Fairly likely        3 – Moderate


2 – Unlikely             2 – Minor


1 – Very unlikely     1 – Insignificant

	

	

	Additional Controls Required
	Action to be Taken
	By Whom
	Target Completion Date
	Task Completed 
(Signed & Dated)

	
1

	Behaviour policy amended which will be shared with parents and students.  This has a zero tolerance approach to spitting and other unsafe behaviour that exposes other members of the school community to risk
	Update and share policy
	NLF
	Sept 20
	

	
2
	
Clear signage in place
	Signage updated
	Mr Wilkins
	Sept 20
	Completed

	
3
	
Foot pedal bins installed

	Signage updated
	Mr Wilkins
	Sept 20 
	Completed

	4 
	New sensor taps fitted to all KS2 sinks
	LA contractor
	Mr Wilkins
	Sept 20 
	Completed

	5
	Hand sanitisers installed in each class
	Caretaker 
	Mr Wilkins
	Sept 20
	Completed 

	6
	Classroom and office doors may be propped open to reduce contact touching of door handles and to improve circulation of air
	Caretaker 
	Mr Wilkins
	Sept 20
	Completed 

	7
	All drinking fountains switched off and made safe
	Caretaker 
	Mr Wilkins
	Sept 20
	Completed 

	8
	Enhanced daytime cleaning will take place of toilets, door handles, bannisters and other common touch points
	Caretaker 
	Mr Wilkins
	Sept 20
	Completed 

	9
	Assemblies and large gathering of students will be cancelled for the foreseeable future
	Teachers
	Teachers 
	Sept 20
	Completed

	10
	Separate bubbles and areas in and outside of school identified to reduce mixing of children
	NLF and teachers 
	Teachers 
	Sept 20
	Completed

	11
	Classrooms rearranged to ensure all students face the front of the classroom and a separation can be maintained with the teacher
	Teachers
	Teachers 
	Sept 20
	Completed

	12
	Staffroom closed for multiple occupancy.  The staffroom will be used for small numbers of staff to collect water, make a drink or  check their pigeon holes
	Staff
	Teachers 
	Sept 20
	Completed

	13
	Reduce congestion at the start and the end of the day with longer times for start and finish 
	Communicate staggered start and finish times
	NLF
	Sept 20
	[bookmark: _GoBack]Completed

	
	
	
	
	
	

	
Please use this space to identify issues for which you may require council support:








Key contacts

	[bookmark: _Hlk40858555]
	Link/Lead for schools

	Risk Assessment/Health and Safety
	Lorraine Adamson (Lorraineadamson@wirral.gov.uk)

	PPE
	Anna Jones (annajones@wirral.gov.uk)


	Workforce implications
	Sue Blevins (sueblevins@wirral.gov.uk)


	Public Health/Infection Control considerations and guidance
	Jane Harvey (janeharvey@wirral.gov.uk)


	Asset Management considerations (buildings)
	Mike Woosey (Mikewoosey@wirral.gov.uk)


	Road Safety
	roadsafety@wirral.gov.uk 

	Communications Plan (workforce/Public)
	Sam Jenkins (samjenkins@wirral.gov.uk)


	Emotional support for pupils
	Health and schools Team 



30

image1.png




image2.jpeg




image3.emf
Restarting Schools  June 2020 - Highways Considerations 1.docx


Restarting Schools June 2020 - Highways Considerations 1.docx
Restarting Schools June 2020

Highway’s Considerations v1



1 What is the scope of the problem for any individual school in managing people in and out?



2 How many children are schools expecting back (and when) from 1st June?



3 Can schools manage drop-off and pick-up within their setting using playgrounds; car parks; other (incl grassed areas) to avoid complex collection on highway?



4 Have school advised parents of suitable suggested ‘one-way’ working routes to and from school to avoid parents compromising 2m social distance?



5 Have schools considered (and are making provision to erect) advisory signs in the vicinity?



6 Collection times will probably need to be fairly well extended to avoid pedestrian congestion at school entrances and also on pedestrian approach routes. This may need to be over an hour or more.



7 For each school, what are their staggered start and finish times and how may pupils/parents are they expecting? What is their plan for handovers?



8 What additional highways provisions do we need to implement (road closures must be seen as a measure of last resort). There are legal and resource issues in implementing a road closure. We need to be satisfied they are both legal and safe (this includes any diversion routes. We may need to train and accredit school staff to implement.



9 What consideration have schools given to using staff and volunteers as marshalls? Is there any additional support needed here?



10 We have a shortage of approx. 25 school crossing patrol staff due to vacancies and Covid-19. We are currently seeking additional support to fill and train temporary volunteer replacements (Marria Saleemi – HR). 
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FIRE RISK ASSESSMENT


Children & Young People’s Department







Location: St Bridget’s CofE Primary School             Date of Assessment:  May 2020

Name(s) of Assessor(s):  Neil Le Feuvre

1. Description of Building 


		St. Bridget’s has 14 classrooms and 5 additional rooms for teaching. Each classroom has immediate access to a fire exit.  The building is a split floor site.  Lifts are available where needed but there are no people in school who currently need to use the lifts.







2. Users


		School is open to key worker children and vulnerable children from 8.30am to 3.30pm each day.  There is no before or after school provision at the moment and this would be subject to risk assessment. School is currently open to 90 pupils and staff who are fulfilling their normal contract hours.  There are no mobility impairments.








3. Technical – Significant hazards due to nature of activity/use/equipment.  Other areas that would be considered high risk include: rooms with poor electrical cable management, overloading of electrical sockets, poor housekeeping, display work hung on/across electrical lights/switches/projectors.  

		Location and Use

		Significant hazards 

		Persons at Risk

		Existing Controls 

		Additional Controls Required



		List room/facility/use and equipment (see below)

		List all significant hazards iginition+fuel+air

		List all persons at risk including visitors, contractors, 3rd party users

		List all controls (see below)

		List additional as required (see below)  All additional controls will then generate action plan (See attached action plan)



		Photocopying facility 


Give detail of numbers of photocopiers and other ancillary electrical equipment.  


Give details of storage facilities for consumables


Two photo copiers 


Paper stored on shelves and floor 


Shredder 

		Large amounts of combustible material stored in area.

Photocopier is switched on at all times.


Unoccupied area.




		Staff, pupils, visitors 

		Detection 

Firefighting equipment


Emergency evacuation procedures


Emergency lighting

Staff training – fire safety procedures


Compartmentation


Fire drills termly 


Vision panel


Shredder turned off when not in use* Instruct staff and display notice – switch off at end of day*

		Remove waste paper/cardboard daily to safe and secure location 

Maintain distance of 1 metre between combustible materials and sources of ignition, e.g. copiers 





		Library


Used by students/staff for class work changing library books 

Used by unwell children who cannot go out at playtime 




		Large amounts of combustible material – books, paper 

		Staff, pupils, visitors 

		Detection 

Firefighting equipment


Emergency evacuation procedure 


Staff training-fire safety awareness and fire safety procedures


Compartmentation


Fire Drills termly 


Vision panel in door 


Computer only on when in use 


Maintain distance of 1 metre between combustible materials/sources of ignition Instruct all computer users to switch off monitor whilst no in use

		Improve standards of housekeeping by removing waste paper/cardboard daily to a safe and secure location 





		ICT Suite

33 Computers/IPads

2 printers


1 server




		Computers switched on continuously throughout the day.


Small amounts of combustible material -  books, paper

		Staff, pupils, visitors

		Detection 


Firefighting equipment


Emergency evacuation procedures 


Emergency lighting


Staff training – fire safety awareness and fire safety procedures 


Compartmentaion


Fire drills termly 


Good standards of housekeeping 


Adequate ventilation – both mechanical and natural 


Instruct all computer users to switch off monitors whilst not in use


Ensure all equipment is switched off at the end of the  working day

		Remove waste paper/cardboard daily to safe and secure location 

Maintain distance of 1 metre between combustible materials and sources of ignition 


 



		Storeroom 

Used for storage of equipment and materials  

		Paper stored close to light fittings posing risk of fire and fire spread

		Staff, pupils, visitors

		Goo standards of housekeeping 

Emergency evacuation procedures 


Emergency lighting on corridors 


Staff training – fire safety awareness and fire safety procedures 


Compartmentaion 


Fire Drills 

		Loading mechanism to corridor store rooms where not in existence 



		Caretaker’s Room



		Cleaning chemicals

Maintenance chemicals in aerosols 


Storage of paints and thinners close to cooking equipment


Makeshift cooking arrangements – kettle/toaster/microwave


Overloading of banked socket containing 3 x 13 amp appliances 


No detection 

		Staff, pupils, visitors

		Firefighting equipment 

Emergency evacuation procedure 


Emergency lighting on corridors


Staff training – fire safety awareness and fire safety procedures 


Compartmentation 


Fire Drills termly 




		Provide metal cabinet for storage of all flammable substances 

Remove extension lead to prevent overloading of extension leads and electrical installation remove cooking appliances of install appropriate detection and adequate number of fixed electrical sockets



		Electrical Distribution Board




		Failure of system 

		Staff, pupils, visitors

		Detection 

Firefighting equipment 


Emergency evacuation procedures 


Staff training – fire safety awareness and fire safety procedures Compartmentation


Fire Drills termly 


Good standards of housekeeping NICEIC installation check every 5 years 

		Do not use for storage 



		Boiler Room 

		Pressure vessels, gas/oil fired, heat 


Storage of combustible materials 

		Staff, pupils, visitors

		Detection 

Firefighting equipment 


Emergency evacuation procedures


Staff training – fire safety awareness and fire safety procedures 


Comparmentaion 


Fire Drills termly


Good standards of housekeeping 


Annual inspection by Risk Insurers 

		Remove all combustible materials 

All storage must be contained in metal cabinets 



		Offices 



		Electrical equipment, combustible materials 

Generally considered low risk unless: 


Poor cable management – training cables, overloaded extension leads, introduction of tea making facilities i.e. kettle toasters etc. 

		Staff, pupils, visitors

		Detection 

Firefighting equipment 


Emergency evacuation procedures 


Emergency lighting 


Staff training – fire safety awareness and fire safety procedures 


Compartmentaion 


Fire drills termly 


Good standards of housekeeping 


Vision panels 

		



		Main Hall

Dining Hall, Assembly and School Performances 



		Electrical equipment 

Stage lighting 


Storage of equipment and combustible materials 


Ceiling void ≥ 800 mm housing electric cables for general and stage lighting 


This are is identified as high risk because of the potential risk of rapid fire growth and spread 

		Staff, pupils, visitors

		Detection 

Firefighting equipment 


Good standards of housekeeping 


Emergency evacuation procedures 


Staff training – fire safety awareness and fire safety procedures annual inspection, service and maintenance of stage lighting and sound systems


Fire Marshalls available during performances Comparmentaion Emergency lighting

		



		General Classrooms 



		Generally considered low risk unless:

Poor management of displays – hanging from lights/LCD projectors, close to electrical sockets, no breaks in displays 


Poor cable management – trailing cables, overloaded extension leads, 


Equipment left switched on when unattended 


Poor standards of housekeeping 


Obstruction of exit routes 


Inadequate signage 




		Staff, pupils, visitors

		Detection 

Firefighting equipment 


Socket Covers 


Emergency evacuation procedures 


Staff training – fire safety awareness and fire safety procedures 


Compartmentaion 


Fire Drills termly 


Termly check on displays and general classroom management 

		



		Main Kitchen



		Naked flames – gas cookers, grills

Combustible materials 

		Staff, pupils, visitors

		Experienced trained staff 

Staff informed of dangers of electricity


Visual inspections


PAT testing 


Annual gas inspection and servicing 


Equipment switched off when not in use


Maintenance of equipment


Adequate ventilation 


Good standards of housekeeping maintained


Detection 


Firefighting equipment 


Emergency evacuation procedures 


Emergency lighting 


Staff training – fire safety awareness and fire safety procedures 


Compartmentaion 


Fire Drills termly 

		Cooperation and coordination – ensure third party users are aware of site emergency evacuation procedures/records 



		Staff Room 




		Electrical equipment 


High risk due to use of heat generating equipment in close proximity to combustible materials and area left unattended for long periods


Poor standards of housekeeping – combustible materials stored on and around microwave cooker




		Staff, pupils, visitors

		Staff informed of dangers of electricity

Visual inspections


PAT testing 


Equipment switched off when not in use 


Detection 


Firefighting equipment 


Emergency evacuation procedures 


Emergency lighting 


Staff training - fire safety awareness and fire safety procedures 


Compartmentation 


Fire Drills termly 

		Maintain good standards of housekeeping 

Waste receptacles to be emptied daily 


Sign displayed – DO NOTE LEAVE APPLICANCES UNATTENDED 



		Before/After School Facilities/Activities


Provide limited refreshments – toast and hot drinks 



		Cooking appliances 

Combustible materials 


Personnel not familiar with emergency procedures 




		Staff, pupils, visitors

		Staff informed of dangers of electricity

Visual inspections 


PAT testing 


Cooperation and coordination – ensure third party users are aware of site emergency evacuation procedure/records 


Fire drills carried out to include before /after school activities


Equipment switched off when not in use 


Good standards of housekeeping maintained 


Detection 


Firefighting equipment 


Emergency evacuation procedure 


The supervisor must have access to a telephone and emergency contact numbers for use in an emergency 

		



		General External Waste Storage Areas 

		Combustible materials 

		Staff, pupils, visitors & contractors

		Waste stored away from the fabric of the building in an enclosed secure area 


All combustible waste regularly removed 

		



		General Storage of Combustible Materials


e.g. Exams, decorations, paper packaging, scenery, props & spare furniture 

		

		Staff, pupils, visitors

		Stored only in appropriate location away from sources of ignition, i.e. designated stores not boiler/electrical rooms


Stock kept to a minimum and stored in dedicated areas 


Voids not to be used for storage

		



		Security and Reducing Arson Risk

		

		

		Detail specific security measures in place e.g. clear signage externally – to ensure adequate visitor control to the site

All visitors required to sign in/wear visitor’s badges 


Staffed reception at main school building


Other means of entrance to the building minimised 


Maintain fencing in good condition 


School gates closed/locked out of hours 


School watch – neighbours encouraged to keep watch over the school and report any criminal/suspicious behaviour out of hours 


Use of CCTV

		



		Corridors 

		

		

		Detection 


Firefighting equipment 


Emergency lighting 


Compartmentation 


Displays to be kept to a maximum of 3m width with 1m break

Emergency evacuation procedures 


Staff training in fire safety procedures 


No displays are permitted in this are


Daily visual inspections that area is unobstructed 


Records of inspections and remedial actions maintained in fire log book 

		Termly formal inspections of the protected areas to ensure: 

· Fire doors are in good order i.e. close fully into rebates


· Intumescent strips and smoke seals are intact 


· Maglocks operating correctly 



		Main Reception 

		

		

		Detection 


Firefighting equipment 


Compartmentation 


Emergency evacuation procedures 


Staff training in fire safety procedures 


Displays to be kept to a maximum of 3m width with 1m break


Good housekeeping 


Security – signing in book security badge 

		Ensure all visitor & contractors are provided information on site’s fire safety procedures as they sign in





		Overall risk rating:  In view of the above, the level of risk of a fire starting and risk of fire spread is considered to be low.


· The school should address all the issues in the action plan to reduce these risks to an acceptable level.  

· On completion, the risk assessment must be reviewed and updated accordingly.  

· If there is a change of use/equipment/layout, etc, risk assessment to be reviewed and updated accordingly.





2.3 - Means of escape 

The means of escape in school have been checked to ensure that persons in classrooms, offices and ancillary spaces, have 


a) at least one door out of the space, 


b) two alternative routes out of the school building once outside the door, 


c) from any point in any room, a maximum distance of thirty metres to a final exit door, which is one leading to the outside, or a protected area. 


The following is a general list of the rooms or spaces. 


		AREA 

		DESCRIPTION 

		COMMENTS 



		Classrooms 


2 doors 


Key to gates to exit site 

		Classroom door and fire door

		Inspected regularly to ensure not blocked 

Staff to keep classroom doors closed and  lights off when classrooms are empty 



		Hall 


5 doors 


Key to gates to exit site




		Main door and 2 fire doors

Door to kitchen 


Door to store cupboard/caretakers room 

		Doors keep closed when space not in use 



		Kitchen 


4 doors 


Hatch 

		1 to office

1 to cloakroom

1 to hall


1 fire door 

		Hatch has metal cover 



		Offices 


2 doors 

		1 to corridor 

1 interconnecting 

		No fire doors 



		Toilets 

		

		No fire doors 





FIRE RISK ASSESSMENT ACTION PLAN


		

		LOCATION

		ACTION REQUIRED

		RESPONSIBLE PERSON

		PRIORITY

		DATE COMPLETED

		SIGNATURE



		1

		Photocopier

		Removal of waste daily 

		B Cowling 

		High

		ongoing

		



		2

		ICT suite 

		Store paper away from printer 

		All staff

		High

		ongoing 

		



		3

		Storerooms 

		Ensure they lock 

		B Cowling

		Medium

		ongoing

		



		4

		Electrical Intake 

		Remover old stage lights 

		N Le Feuvre

		Medium 

		ongoing 

		



		5

		All rooms 

		Socket covers 

		S Lea 

		High 

		ongoing

		



		6

		Corridors 

		Emergency lighting permanent 

		N Le Feuvre 

		Low

		ongoing 

		



		7

		Staffroom 

		Sign for cooking appliances 

		S Lea 

		High 

		Completed

		



		8

		

		

		

		

		

		



		9

		

		

		

		

		

		



		10

		

		

		

		

		

		



		11

		

		

		

		

		

		



		12

		

		

		

		

		

		



		13

		

		

		

		

		

		



		14

		

		

		

		

		

		



		15

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		





On completion of the above Action Plan, please forward copy to the Health & Safety Section, Hamilton Buildings, Conway Street, and Birkenhead. CH41 4FD
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Fire  Pre-inspection checklist May 2020.doc
Fire Authority Pre inspection Checklist  

		Fire Log Book

		Complete √

		Action Completed



		Ensure available in Reception area at all times.




		Complete

		



		Ensure the fire log book is complete. 


See fire log book list of Contents (below)




		Complete

		



		Evacuation Routes and Exits

		

		



		· Ensure all emergency evacuation routes and exits are free from obstruction at all times.

		Complete

		



		· Ensure all fire alarm call points are clearly visible and free from obstruction.

		Complete

		



		· If you have community patrol smoke detection system make sure appropriate notice is displayed giving information on action to take.  

		Complete

		



		· Ensure ALL staff know how the community patrol smoke detection system operates (see attached slides).

		Complete

		



		· Ensure fire action notices are displayed at each fire alarm call point and public areas.  They should not contain the words “tackle the fire, if it is safe to do so, using an appropriate extinguisher.  If you have these block out for now and replace at earliest convenience updated sign.

		Complete

		



		· Make sure all blanks on action notices are completed – instructions for calling Fire Authority (not forgetting extra 9 if required for outside line, means of escape “nearest safest exit” and location of assembly point).

		Complete

		



		· Ensure all fire exit and fire directional signs are in place.

		Complete

		



		· Make sure all doors are closed and no wedges apparent.

		Complete

		Wedges replaced by automatic closers



		· Ensure vision panels in doors are not completely obscured (Georgian wire glass is fire resistant and should not be covered with displays).




		Complete

		



		· Ensure all fire extinguishers are correctly located.




		Complete

		



		Housekeeping

		

		



		· Ensure all combustible materials are stored away from sources of ignition.  

		Complete

		



		· Boiler rooms and electrical intake cupboards should not be used to store combustible materials.

		Complete

		



		· Store flammable substances – paints, aerosols in metal cabinets.

		Complete

		



		· Photocopy rooms – store paper at least 1 metre clear of photocopier to prevent risk of fire spread in event of fire.

		Complete

		



		· Displays – guidance states maximum 3 m in length with 1 m break.  Avoid displays over computers, around electrical switches and hanging from light/projector fittings.

		Complete

		



		· Ensure all ceiling tiles are in place.

		Complete

		



		· Check use of extension leads that they are not overloaded.

		Complete

		



		· Make sure gas isolation valve is clearly marked.

		Complete
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FIRE SAFETY INFORMATION – 


It is the responsibility of each Section Head to ensure that all employees are aware of the Fire Safety Procedures.  Information should include the following:


1. Fire detection systems – how they operate and what action to take.


· Automatic smoke/heat detectors.  In the event of a fire, the detectors are activated.  These are linked to the Fire Alarm which will in turn activate the fire alarm, giving the signal to all staff to evacuate the building.


2. Location of Fire Alarm Call Points


· Identify at least two fire alarm call points in the workplace.

· Employees must familiarise themselves with location of fire alarm call points as they move around the building eg: toilets, canteen, meeting rooms.

· Give details of when fire alarm is tested, day, time, sound, etc.

3. Emergency evacuation routes


· Identify at least two means of escape from the workplace.

· Employees must familiarize themselves with location means of escape as they move around the building eg: toilets, canteen, meeting rooms.

· Staff to be instructed on how to operate all doors fitted with an over-ride system (break glass green coloured boxes located at side of door and/or fire alarm call point).

4. Location of Assembly Point


· Identify location of assembly point.

5. Identify Fire Marshal for their area


6. Action to be taken on hearing the Fire Alarm


· Leave the building at once, quickly and calmly by the nearest safest exit.  


· In the event of lone-working situation staff must summon the emergency services by dialing 9-999.


· Do not stop to collect personal belongings.  


· Assist with the evacuation of visitors.  


· As you leave the building, close all doors on the way out.


· Do not use the lift.


7. Action to be taken on discovery of a fire


· Raise the alarm by breaking the glass on the nearest fire alarm call point.

· In the event of lone-working situation staff must summon the emergency services by dialing 9-999.


· Leave the building at once, quickly and calmly by the nearest safest exit.

· Do not stop to collect personal belongings.  


· Assist with the evacuation of visitors.  


· As you leave the building, close all doors on the way out.


· Do not use the lift


In the event of an evacuation employees must not:


· re-enter the building unless given permission to do so by the Senior Fire Authority’s Officer


· Move their vehicles unless given permission to do so.


· Leave the premises unless given permission to do so.


8. Responsibility for visitors


It is the responsibility of the Host to ensure safe evacuation of their visitors.


9. Identifying and Reporting Defects


All staff have a responsibility to report any defects which pose a risk to the health, safety and welfare of themselves and others.


10. Identify fire risks in the workplace 


· Council’s smoking policy


· Electrical Equipment including use of extension lead


· Use of personal electrical equipment is prohibited


· Housekeeping – do not store combustible materials near potential sources of ignition.


· Give details on Terrorist Action


11. Employees Responsibilities


· Housekeeping – safe storage of equipment and materials


· Visual inspections of equipment


· Report defective equipment


· Correct and safe use of equipment


· Ensuring all means of escape routes, fire doors, fire alarm call points and emergency lighting are kept free from obstruction at all times.  If it is within the capability of the individual to do something about it they should do it immediately.  If not they should report to the Complex Manager/Deputy immediately.


Model Fire Safety Plan


Roles and Responsibilities


Head Teacher/ Acting Head Teacher
Overall responsibility








Oversee evacuation








Call Fire Brigade








Liaise with Fire Authority


Caretaker
Check fire alarm panel to determine location


Ascertain if there is in fact a fire.  At no time should the individual put themselves at risk.








Call Fire Brigade








Sweep of building on way out


Meet with fire authority at main gate to direct to location


Admin Staff




Collate registers and visitors log book


Metro Catering Supervisor
To ensure full safe evacuation of all staff and to complete roll call.


Teaching staff
Evacuation of all pupils in their charge


Support staff
Staff who do not provide 1:1 support will be required to sweep all ancillary areas on the way out.  Where possible they should close doors and windows.  At no time should they put themselves at risk.


Lunch Time Supervisors
All teaching staff will report to the dining hall to supervise safe evacuation of pupils.  Support staff will carry out sweep of building – toilets, resource areas, etc.  Lunchtime supervisors in the playground will assemble children at fire assembly point.


1:1 Support
Pupils who require 1:1 and assistance in evacuation – a copy of their timetable is displayed in the general office to assist in location at anytime during the school day.


THIS IS A MODEL AND SHOULD BE TAILORED TO MEET NEEDS OF 


INDIVIDUALS, ENVIRONMENT, ACTIVITIES.


HEALTH AND SAFETY RECORD


RESPONSIBLE PERSONS AND CONTACTS


		Head:



		School Fire Safety Officer:



		School Deputy Fire Safety Officer:



		School Deputy Fire Safety Officer



		School Deputy Fire Safety Officer



		School Deputy Fire Safety Officer



		



		Local Fire Service Fire Officer:
Contact Name:



		




Telephone Number:



		



		Local Authority Fire Officer:
Contact Name:



		




Telephone Number:



		



		Fire Alarm Company:

Contact Name:



		




Telephone Number:



		



		Fire Extinguisher Company:
Contact Name:



		




Telephone Number:





Fire Drills 


A schedule of fire drills should be established, for example, every six months, or one drill per term, particularly where there are new pupils i.e. start of term and where there have been building changes.  One person should be appointed to organise fire drills and should keep a record of the drill as shown below: 


		Date of Drill






		Approximate No. of Participants



		Optimum


Evacuation Time

		Actual


Evacuation Time



		All present to roll call?



		Person Responsible for Drill



		Type and Extent of Drill



		General Assessment of Drill






		Action Taken








Monitoring and debrief


Throughout the drill the responsible person and nominated observers should pay particular attention to:


· communication difficulties with regard to the roll call and establishing that everyone  is accounted for;


•   the use of the nearest available escape routes as opposed to common     circulation routes;

•   difficulties with the opening of final exit doors;


•   difficulties experienced by people with disabilities or young children;


•   the roles of specified people, e.g. fire wardens;


•   inappropriate actions, e.g. stopping to collect personal items, attempting to 

    use lifts, etc.; and  windows and doors not being closed as people leave 

    without risk to individuals.


On-the-spot debriefs are useful to discuss the fire drill, encouraging feedback from everybody. Later, reports from fire wardens and observations from people should be collated and reviewed. Any conclusions and remedial actions should be recorded and implemented.

VISITS BY FIRE BRIGADE OFFICER


		DATE




		INSPECTING OFFICER

		COMMENTS



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		





FIRE ALARM SYTEM – RECORD OF TESTS B.S. 5839 PART 1


		Date

		Fire Alarm




		Automatic


Door Releases

		Fault


(Specify)

		Remedial


Action


Taken

		Fault 


Cleared

		Signature



		

		Call Point Detector


Location or Number

		Satisfactory


Yes / No

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		





EMERGENCY LIGHTING SYSTEM B.S. 5266 PART 1


		Date




		Duration 


of test

		Result


of test

		Fault


(Specify)

		Fault


Cleared




		Signature



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		





MISCELLANEOUS EQUIPMENT – RECORD OF TESTS


(EG SPRINKLERS, AS PER B.S. 5306, PART 2)


		Date




		Items Tested etc

		Satisfactory


Yes / No

		Remedial Action Taken

		Signature



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





FIRE FIGHTING EQUIPMENT – RECORD OF TESTS


(B.S. 5306, PART 3)


		Date




		Result of inspection or test


No. Satisfactory


/No. Faulty

		Remedial 


Action Taken

		Fault Rectified


(Date)

		Signature
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                                    WIRRAL COUNCIL FIRE MARSHAL INSPECTION CHECKLIST

This checklist to be completed at least half termly


Location……………………………………     Date………………………………………………………

 Enter The Following Details In The Columns Below: Y-YES, N- NO, N/A - NOT APPLICABLE


		    1.0

		  Fire Protection

		

		2.2

		Are Combustible Materials Correctly Stored

		



		  1.1

		Extinguishers in Place

		

		2.3

		Lighting Adequate

		



		1.2

		Fire Exits Marked and Clear

		

		3.0

		Electrical Equipment

		



		  1.3

		Crash Bar/Key Box Fitted

		

		3.1

		Is All Portable Equipment Within Test Date?

		



		  1.5

		Fire Alarm Tested Weekly

		

		3.2

		Is It Visually in Good Condition?

		



		1.6

		Can Fire Alarm be Heard By All Staff

		

		3.3

		Are Flexible Cables Positioned Safely?

		



		1.7

		Fire Notices Prominently Displayed

		  

		4.0

		Stairwells/Corridors

		



		1.8

		Notices in Good Condition

		

		4.1

		Lighting Adequate and in good condition?

		



		1.9

		Health & safety arrangements displayed

		

		4.2

		Fire doors in closed position 

		



		1.10

		Are They The Latest Issue?

		

		4.3

		Fire doors not obstructed 

		



		1.11

		Fire blankets in place /tea-rooms/snack bar etc

		

		4.4

		Fire doors Visually in Good Condition

		



		1.12

		Are All Waste Bin Areas Regularly Cleared

		

		4.5

		Vision panels not obstructed

		



		1.13

		Any Evidence Of Smoking In The Building

		

		4.6

		Fire doors fit fully into their rebates

		



		1.14

		Staff Identified In The Use Of Evac Chair

		

		5.0

		Other equipment

		



		2.00

		Storage Areas

		

		5.1

		Defibrillator

		



		2.1

		Access/Egress Clear To emergency Exit

		

		

		

		





ALL ITEMS MARKED ‘NO’ AND ANY NOTES FROM THE INSPECTION MUST BE RECORDED ON THE FOLLOWING 

ITEM No.



 COMMENTS


_______________________________________________________________________________________


___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_______________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________

NAME OF WARDEN._____________________________

DATE_________________

SIGNATURE.______________________________________

CIRCULATION LIST:


1 copy to Health & Safety Officer

1 copy to Line Manager


1 copy to be retained for records

August 2008/H&ES/MC/Issue ‘B’

SAFETY NOTICE


Community Patrol Smoke Detection System


This system is NOT linked to the Fire Alarm System


When this Strobe Light starts flashing the following action MUST be taken


1. Break the nearest Fire Alarm Break Glass Call Point.


2. Evacuate the building.


3. The designated Person/Persons to carefully and safely proceed to the area identified on the Burglar Alarm Panel to verify that there is a fire.


4. If there is a Fire, telephone the Fire Brigade using 999 (don’t forget to add a 9 if you need to dial 9 to get an outside line).  Continue evacuating the building and STAY OUT until advised by the Fire Authority.


5. If there is no fire, return staff/pupils to the building and contact Atlas Alarms 0151 691 1212 to rectify the fault (if necessary).


NOTE:  Ensure that all Community Patrol Smoke Detectors are tested regularly by Atlas and details recorded in the School’s Fire Log Book.


December 2004 CPSDS Instructions
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General Notice
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		FIRE ACTION
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1
IF YOU DISCOVER OR SUSPECT A FIRE



Raise the alarm by operating the nearest fire alarm call point.


         


         Dial                                                                  to call the Fire Brigade



Leave at once using the nearest safe exit



When clear of the building report the location of the fire to the person in     charge of the assembly point at










		

2
IF YOU HEAR THE FIRE ALARM



Leave the building at once, quickly and calmly by the nearest available exit



When clear of the building report to the person in charge



of the assembly point at
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		Do not stop to collect personal belongings 


Do not take risks 


Do not use lifts


Do not re-enter for any reason until authorised to do so





Fire Log Book List of Contents


1. Useful Contacts & Numbers


2. Current Local Authority  Fire Risk Assessment


3. Current Local Authority  Fire Risk Assessment Action Plan –with all action points completed or with explanation as to why not completed


4. Latest school’s room-by-room fire risk assessment 


5. Latest school’s room-by-room fire risk assessment Action Plan –with all action points completed or with explanation as to why not completed

6. School Fire plans

a. Detailing extinguishers, Escape routes, Fire alarm call points, Emergency lights, Electrical isolation, Gas Isolation, water isolation.


7. School’s fire plan/ procedures to include:


a. roles and responsibilities of key personnel


b. Fire/incident Emergency Plan


c. Fire action Notice


8. Staff Training policy


9. Staff training records

10. Comprehensive instructions on how to set and reset the alarm and how to test the alarm in the absence of the caretaker. Adequate numbers of staff on site should be trained in these procedures taking into account staff absences, illness etc. List of all those trained to be included. 

11. Fire marshal termly inspection (Caretaker checks inc duties)

12. Fire drill records and evaluation sheets

13. Fire alarm test records


14. Fire alarm service records


15. Emergency lighting test records


16. Emergency lighting service records


17. Portable Fire equipment service records (extinguishers/hose reels etc)


INFORMATION/TRAINING RECORD SHEET


Insert Title Course/Information/Policy/Procedure


           Name of Establishment         





Date:  


Name of Trainer/Facilitator:


I have received/attended* the above information/session*.  I  agree to abide by the establishment’s  policy/procedures/guidance* and I understand my role and responsibilities relating to the above.


* Change as appropriate


		

		Name (PRINT)

		Job Title

		Signature



		1

		

		

		



		2

		

		

		



		3

		

		

		



		4

		

		

		



		5

		

		

		



		6

		

		

		



		7

		

		

		



		8

		

		

		



		9

		

		

		



		10

		

		

		



		11

		

		

		



		12

		

		

		



		13

		

		

		



		14

		

		

		



		15

		

		

		



		16

		

		

		



		17

		

		

		



		18

		

		

		





                                 Fire Risk Assessment Guidance

		 Step 1 - Sources of Ignition.


· Smokers’ materials, e.g. cigarettes and matches;


· Naked flames;


· Electrical, gas or oil-fired heaters (fixed or portable);


· Hot processes (such as welding or grinding work);


· Cooking;


· Engines or boilers;


· Machinery;


· Faulty or misused electrical equipment;


· Lighting equipment, e.g. halogen lamps;


· Hot surfaces and obstruction of equipment ventilation, e.g. office equipment;


· Friction, e.g. from loose bearings or drive belts;


· Static electricity;


· Metal impact (such as metal tools striking each other);


· Arson


Indications of 'near misses', such as scorch marks on furniture or fittings, discoloured or charred electrical plugs and sockets, cigarette burns etc, can help you identify hazards which you may not otherwise notice.




		Step 1 - Sources of Fuel


· Flammable liquid based products such as paints, varnish, thinners and adhesives;


· Flammable liquids and solvents such as petrol, white spirit, methylated spirit and paraffin; 


· Flammable chemicals;


· Wood; 


· Paper and card;


· Plastics, rubber and foam such as polystyrene and polyurethane, e.g. the foam used in upholstered furniture;


· Flammable gases such as liquefied petroleum gas (LPG) and acetylene;


· Furniture, including fixtures and fittings;


· Textiles;


· Loose packaging material;


· Waste materials, in particular finely divided materials such as wood shavings, off cuts, dust, paper and textiles.


You should also consider the construction of your workplace and how this might contribute to the spread of fire. Does the internal construction include large areas of:


· Hardboard, chipboard, block board walls or ceilings; or


· Synthetic ceiling or wall coverings, such as polystyrene tiles?


If these are present, and you are uncertain of the danger they might pose, you should seek advice from your local fire authority or other experts on what precautions you need to take to reduce the risk to people in the event of fire.



		Sources of Oxygen


The main source of oxygen for a fire is in the air around us. In an enclosed building this is provided by the ventilation system in use. This generally falls into one of two categories: natural airflow through doors, windows and other openings; or mechanical air conditioning systems and air handling systems. In many buildings there will be a combination of systems, which will be capable of introducing/extracting air to and from the building.  Additional sources of oxygen can sometimes be found in materials used or stored in a workplace such as:


· Some chemicals (oxidising materials), which can provide a fire with additional oxygen and so assist it to burn. These chemicals should be identified on their container by the manufacturer or supplier who can advise as to their safe use and storage; or

· Oxygen supplies from cylinder storage and piped systems, e.g. oxygen used in welding processes or for health care purposes.



		Step 3 – Evaluate, remove, reduce and protect from risk


Examples


(3.1) Evaluate the risk of fire occurring – Hot lamps too close to display materials, Tea towel on wall heater, Filing cabinet too close to wall heater etc.


(3.2) Evaluate the risk to people from a fire starting in the premises – Open plan so fire would be quickly evident, Fire in store room could go undetected (no detector evident), Fire on ground floor could affect subsequent upper floors.


(3.3) Remove and reduce the hazards that may cause a fire – replace hot lamps with overhead low wattage lighting, remove wall heater as others are adequate for room, Packaging material to be removed on a daily basis.


(3.4) Remove and reduce the risks to people from a fire – The current fire precautions measures (as detailed in drawing A) have been assessed and found to be adequate with the following exceptions: Provide automatic fire detection in the store room, Fire door at rear requires new self closer, Staff require refresher fire training, Replace damaged fire sign above rear exit.





Location:
MODEL FIRE RISK ASSESSMENT FOR PRIMARY SCHOOL


.             Date of Assessment:  


Name(s) of Assessor(s)  


1. Description of Building 


		Insert description – age of buildings, number of storeys, what building comprises of – classrooms, offices, halls, corridors, whether there is separation.  Give details on exits from each room and number of staircases. On ground floor indicate external doors.








2. Users


		Give details of opening hours.  Main use, number of occupants – staff and pupils.


Give details of individuals with mobility impairments.  Give details of access to upper floors – stairs, lifts.


Give details of before/after school use – meetings, parents evening, lettings, breakfast clubs, etc


Give details of service contracts for Fire Safety Systems – Fire Alarm System 



		Fire Alarm Company:                                                             

		Date of last annual inspection



		Emergency Lighting Company:

		Date of last annual inspection



		Portable Appliance Testing:

		Date of current PAT Certificate



		Electrical Installation Check (NICEIC)

		Date of last inspection





3. Technical– Significant hazards due to nature of activity/use/equipment eg Sciences, DT, Art, Music, Drama, Dance, ICT, Staff Room, Main Kitchen, other kitchen areas (including makeshift facilities), 6th Form Common Room, Boiler Room, Electrical Intake Cupboard, Reprographics Room/Area  Other areas that would be considered high risk include: rooms with poor electrical cable management, overloading of electrical sockets, poor housekeeping, display work hung on/across electrical lights/switches/projectors, obstructing means of escape. 


		Location and Use

		Significant hazards 

		Persons at Risk

		Existing Controls 

		Additional Controls Required



		List room/facility/use and equipment (see below)

		List all significant hazards iginition+fuel+air

		List all persons at risk including visitors, contractors, 3rd party users

		List all controls (see below)

		List additional as required (see below)  All additional controls will then generate action plan (See attached action plan)



		Photocopying facility 

Give details of numbers of photocopiers and other ancillary electrical equipment.


Give  details of storage facilities for consumables

		Large amounts of combustible materials stored in area.


Photocopier is switched on at all times


Unoccupied area


No vision panel in door

		Staff, pupils, visitors

		Detection


Fire fighting equipment


Emergency evacuation procedures


Emergency lighting


Staff training – fire safety awareness and fire safety procedures


Compartmentation


Fire drills termly

		Remove waste paper/cardboard daily to safe and secure location


Maintain distance of 1 metre between combustible materials and sources of ignition, eg copiers


Fit fire resistant glazed panel in door to provide means of observation.


Instruct staff and display notice – switch off at end of day.



		Library/ICT Suite

Used by students/staff for quiet study and access to ICT equipment



		Computers switched on continuously throughout the day.


Large amounts of combustible material – books, paper


Considerable build up of waste paper/card

		Staff, pupils, visitors

		Detection


Fire fighting equipment


Emergency evacuation procedures


Emergency lighting


Staff training – fire safety awareness and fire safety procedures


Compartmentation


Fire drills termly

		Improve standards of housekeeping by 


removing waste paper/cardboard daily to safe and secure location


Maintain distance of 1 metre between combustible materials  sources of ignition


Store paper away from copiers


Instruct all computer users to switch off monitors whilst not in use.


Ensure all equipment is switched off at end of working day.



		ICT Suite


Give numbers of computers

		Computers switched on continuously throughout the day.


Large amounts of combustible material – books, paper


Several ceiling tiles missing posing risk of fire and smoke spread.

		Staff, pupils, visitors

		Detection


Fire fighting equipment


Emergency evacuation procedures


Emergency lighting


Staff training – fire safety awareness and fire safety procedures


Compartmentation


Fire drills termly


Good standards of housekeeping


Adequate ventilation – give details (mechanical/natural)

		Remove waste paper/cardboard daily to safe and secure location


Maintain distance of 1 metre between combustible materials  and sources of ignition.


Instruct all computer users to switch off monitors whilst not in use.


Ensure all equipment is switched off at end of working day.


Refit/replace ceiling tiles to provide compartmentation.



		Server Room 

Located in storeroom within ICT suite.


Storage of combustibe materials



		Combustible materials stored on and around server.


Door held open for ventilation posing risk of fire and smoke spread into ICT suite.




		Staff, pupils, visitors

		Detection


Fire fighting equipment


Emergency evacuation procedures


Emergency lighting


Staff training – fire safety awareness and fire safety procedures


Compartmentation


Fire drills termly


Adequate ventilation – give details (mechanical/natural)

		Maintain 1m separation between server (ignition source) and combustible materials. 


Install lourvred vent in door to aid ventilation


Maintain good standards of housekeeping






		Storeroom  

Used for storage of equipment and materials.




		Paper stored close to light fittings posing risk of fire and fire spread.

		Staff, pupils, visitors

		Good standards of housekeeping


Emergency evacuation procedures


Emergency lighting on corridors


Staff training – fire safety awareness and fire safety procedures


Compartmentation


Fire drills

		Maintain 1m separation between sources of ignition and combustible materials. Ie do not store near light fittings. 






		Caretaker’s Room




		Cleaning Chemicals


Maintenance chemicals in aerosols


Storage of paints and thinners close to cooking equipment.


Makeshift cooking arrangements- kettle/toaster/microwave


Overloading of banked socket containing 3 x 13 amp appliances


No detection

		Staff, pupils, visitors

		Fire fighting equipment


Emergency evacuation procedures


Emergency lighting on corridors.


Staff training – fire safety awareness and fire safety procedures


Compartmentation


Fire drills termly.

		Provide metal cabinet for storage of all flammable substances.


Remove extension lead to prevent overloading of extension leads and electrical installation.


Remove cooking appliances or install appropriate detection and adequate number of fixed electrical sockets.



		Electrical Intake Room



		Failure of system




		Staff, pupils, visitors

		Detection


Fire fighting equipment


Emergency evacuation procedures


Staff training – fire safety awareness and fire safety procedures


Compartmentation


Fire drills termly


Good standards of housekeeping


NICEIC installation check every 5 years.

		



		Boiler Room

		Pressure vessles, gas/oil fired, heat


Storage of combustible materials

		Staff, pupils and visitors

		Detection


Fire fighting equipment


Emergency evacuation procedures


Staff training – fire safety awareness and fire safety procedures


Compartmentation


Fire drills termly


Good standards of housekeeping


Annual inspection by Risk Insurers.




		Remove all combustible materials.


All storage must be contained in metal cabinets.



		Offices 



		Electrical equipment, combustible materials


Generally considered low risk unless:


Poor cable management – trailing cables, overloaded extension leads,


Introduction of tea making facilities – kettle, toasters, etc


Equipment left switched on when unattended.


Poor standards of housekeeping


Obstruction of exit routes


Inadequate signage

		Staff, pupils, visitors

		Detection


Fire fighting equipment


Emergency evacuation procedures


Emergency lighting


Staff training – fire safety awareness and fire safety procedures


Compartmentation


Fire drills termly


Good standards of housekeeping

		



		Main Hall – Dining hall, Assembly and school performances



		Electrical equipment


Stage lighting


Storage of props, equipment and combustible materials


Ceiling void ≥ 800 mm housing electric cables for general and stage lighting.  This area is identified as a high risk because of the potential risk of rapid fire growth and spread.




		Staff, pupils, visitors

		Detection


Fire fighting equipment


Good standards of housekeeping


Emergency evacuation procedures


Staff training – fire safety awareness and fire safety procedures


Annual inspection, service and maintenance of stage lighting and sound systems.


Fire Marshals available during performances


Compartmentation

		Check ceiling void and seek advice from Fire Alarm Company regarding requirements for detections.



		General Classrooms

		Generally considered low risk unless:


Poor management of displays – hanging from lights/LCD projectors, close to  electrical sockets, no breaks in displays


Poor cable management – trailing cables, overloaded extension leads,


Introduction of tea making facilities – kettle, toasters, etc


Equipment left switched on when unattended.


Poor standards of housekeeping


Obstruction of exit routes


Inadequate signage

		

		Detection


Fire fighting equipment


Emergency evacuation procedures


Emergency lighting


Staff training – fire safety awareness and fire safety procedures


Compartmentation


Fire drills termlu

		



		Main Kitchen




		Naked flames- gas cookers, grills


Combustible materials




		Staff, pupils, visitors

		Experienced trained staff


Staff informed of dangers of electricity. Visual inspections. PAT testing


Annual gas inspection and servicing 


Equipment switched off when not in use.  Maintenance of equipment


Adequate ventilation


Good standards of housekeeping maintained.

Detection


Fire fighting equipment


Emergency evacuation procedures


Emergency lighting


Staff training – fire safety awareness and fire safety procedures


Compartmentation


Fire drills termly

		Cooperation & coordination -Ensure third party users are aware of site emergency evacuation procedures-records






		Staff Room 




		Electrical equipment


High risk due to use of heat generating equipment in close proximity to combustible materials and area left unattended for long periods.


Poor standards of housekeeping


Considerable amount of combustible materials (plastic bags) stored on and around microwave cooker.


Food consumables stored directly above toaster.

		Staff, pupils, visitors

		Staff informed of dangers of electricity. Visual inspections. PAT testing


Equipment switched off when not in use.  

Detection


Fire fighting equipment


Emergency evacuation procedures


Emergency lighting


Staff training – fire safety awareness and fire safety procedures


Compartmentation


Fire drills termly

		Maintain good standards of housekeeping 

To remove all combustible materials from cooking appliances.


Staff to be instructed to dispose of consumables using appropriate waste receptacles.


Waste receptacles to be emptied daily.

Sign displayed “ DO NOT LEAVE COOKING APPLIANCES UNATTENDED



		Before/After School Facilities/Activities

Provide limited refreshments – toast and hot drinks.



		Cooking appliances


Combustible materials


Personnel not familiar with emergency procedures.




		Staff, pupils, visitors

		Staff informed of dangers of electricity. Visual inspections. PAT testing


Equipment switched off when not in use.  

Good standards of housekeeping maintained.


Detection


Fire fighting equipment


Emergency evacuation procedures


Emergency lighting


Staff training – fire safety awareness and fire safety procedures


Compartmentation


Fire drills termly



		Cooperation & coordination -Ensure third party users are aware of site emergency evacuation procedures-records


Fire drills carried out to include before/after school activities- records


The supervisor must have access to a telephone and emergency contact numbers for use in an emergency.





		General


External Waste Storage Areas




		Combustible materials

		Staff, pupils, visitors, contractors

		Waste stored away from fabric of the building in an enclosed secure area.


All combustible waste regularly removed.

		



		General Storage of combustible materials eg exams decorations, paper, packaging, scenery, props and spare furniture.

		

		

		Stored only in appropriate locations away from sources of ignition, ie designated stores not boiler/electrical rooms


Stock kept to a minimum and stored in dedicated areas


Voids not to be used for storage


Foam mats stored in dedicated store.

		



		Security and reducing arson risk

		

		

		Detail specific security measures in place eg: clear signage externally. To ensure adequate visitor control to the site.


All visitors required to sign in/wear visitors badges


Staffed reception at main school building.  Other means of entrance to the building minimised.


Maintain fencing in good condition.  School gates closed/locked out of hours.


School watch – neighbours encouraged to keep watch over the school and report any criminal/suspicious behaviour during out of hours.


Use of CCTV

		





2.2 - Protected Areas 

The following are the specific areas around the building which are viewed as vital from a fire safety perspective to ensure escape routes are maintained. 


		Area 

		Description 

		Control Measures 

		Additional Controls Required



		Stairwells 



		Give description of location and access to and from

		Detection


Fire fighting equipment


Emergency lighting


Compartmentation 


Emergency Evacuation Procedures


Staff training in fire safety procedures 


No displays are permitted in this area 


Daily visual inspections that area is unobstructed

		Monthly/termly formal inspections of the protected areas to ensure:


· fire doors are in good order i.e. close fully into rebates


·  Intumescent strips & smoke seals are intact


·  maglocks operating correctly


·  evac chairs in good order if in use.


Records of inspections & remedial actions  maintained in fire log book



		Corridors 



		

		Detection


Fire fighting equipment


Emergency lighting


Compartmentation 


Displays to be kept to a maximum of 3 m width with 1 m break


Emergency Evacuation Procedures


Staff training in fire safety procedures 


No displays are permitted in this area 


Daily visual inspections that area is unobstructed

		. Monthly/termly formal inspections of the protected areas to ensure:


· fire doors are in good order i.e. close fully into rebates


·  Intumescent strips & smoke seals are intact


·  maglocks operating correctly


· evac chairs in good order if in use.

Records of inspections & remedial actions  maintained in fire log book



		Main Reception 

		

		Detection


Fire fighting equipment


Compartmentation


Emergency Evacuation Procedures


Staff training in fire safety procedures


Displays to be kept to a maximum of 3 m width with 1 m break


Good housekeeping


Security- signing in book security badge.




		Ensure all visitors & contractors are provided information on site’s fire safety procedures as they sign in.






		Overall risk rating:  In view of the above, the level of risk of a fire starting and risk of fire spread is considered to be low/med/high (delete as appropriate).  The school should address all the issues in the action plan to reduce these risks to an acceptable level.  On completion, the risk assessment must be reviewed and updated accordingly.  If there is a change of use/equipment/layout, etc, risk assessment to be reviewed and updated accordingly.





2.3 - Means of escape 

The means of escape in school have been checked to ensure that persons in classrooms, offices and ancillary spaces, have 


a) at least one door out of the space, 


b) two alternative routes out of the school building once outside the door where >60 people

c) from any point in any room, a maximum distance of thirty metres to a final exit door, which is one leading to the outside, or a protected area. 


The following is a general list of the rooms or spaces. 


		AREA 

		DESCRIPTION 

		COMMENTS 



		Classrooms 

		

		



		Hall 

		

		



		Kitchen 

		

		



		Offices 

		

		



		Toilets 

		

		



		

		

		





FIRE RISK ASSESSMENT ACTION PLAN


		

		LOCATION

		ACTION REQUIRED

		RESPONSIBLE PERSON

		PRIORITY

		DATE COMPLETED

		SIGNATURE



		1

		

		

		

		

		

		



		2

		

		

		

		

		

		



		3

		

		

		

		

		

		



		4

		

		

		

		

		

		



		5

		

		

		

		

		

		



		6

		

		

		

		

		

		



		7

		

		

		

		

		

		



		8

		

		

		

		

		

		



		9

		

		

		

		

		

		



		10

		

		

		

		

		

		



		11

		

		

		

		

		

		



		12

		

		

		

		

		

		



		13

		

		

		

		

		

		





		14

		

		

		

		

		

		



		15

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		





On completion of the above Action Plan, please forward copy to the Health & Safety Section, Hamilton Buildings, Conway Street, Birkenhead. CH41 4FD
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[bookmark: _Hlk44510126]GUIDANCE FOR INFECTION CONTROL MEASURES TO MINIMISE COVID 19 TRANSMISSION 

This document presents the current guidance on the use of infection control measures across a variety of roles in community settings. Table 1 (pages 4 – 9) refers to employees/volunteers working in non-healthcare settings. Table 2 (page 10- 15) outlines guidance for employees working in residential care, supported care and home care settings. Guidance on infection control measures in primary and acute health care settings is available elsewhere. Please see order form for Infection Control Equipment during Covid-19 Pandemic for product specification referenced within this guidance. National guidance is updated regularly, so visit www.nhs.uk/coronavirus for the latest information and advice. This document will be updated reflecting national guidance when it is published, but most recent changes may not immediately be reflected. National guidance will supersede this document if inconsistencies are identified. For internal queries about interpretation of Public Health England (PHE) guidance, please contact wirralpublichealth@wirral.gov.uk. If your current working situation is not accurately represented by the scenarios presented in this guidance, a local risk assessment should be taken in consultation with Wirral Public Health Team wirralpublichealth@wirral.gov.uk  or the community Infection Control Team.

The best way to protect everyone is:

· [bookmark: _Hlk36731868]Self-isolate immediately and stay at home if you develop a new continuous cough or high temperature or a loss of, or change in, normal sense of taste or smell.

· Work from home if possible

· Maintain social distancing >2 metres where possible

· Wash your hands frequently with soap and water for 20 seconds. Hand hygiene should be extended to exposed forearms if in contact with blood/bodily fluids.

· Catch sneezes and coughs in a tissue (or in your sleeve), bin the tissue and wash your hands

· Employees/volunteers visiting residents in the community should attempt to make contact prior to arrival to determine whether any members of the household have suspected/confirmed Covid-19 or are on the shielding list. If a resident is on the shielding list, only visit to provide essential support

· Employees/volunteers visiting residents in the community should use hand sanitiser before and after the visit. If no hand sanitiser is available, they should carry their own supply of liquid soap and disposable paper towels. If this is not possible, then washing their hands in the home using available liquid soap and drying hand with any kitchen roll would be the only option.  Bar soaps and shared towels must not be used as these could be contaminated



· Staff who are required to wear personal protective equipment for their role should familiarise themselves with correct procedures for putting on and removing equipment to minimise transmission risk (https://youtu.be/eANIs-Jdi2s)



· [bookmark: _Hlk38984037]After care workers complete a shift, uniforms should be laundered separately from other household linen, in a load not more than half the machine capacity, at the maximum temperature the fabric can tolerate, and then ironed or tumble dried. If care workers do not wear a uniform, they should change their clothing when they get home and launder as for uniforms.

USE OF FACE COVERINGS 

Face coverings on public transport: From 15th June, wearing a face covering on public transportation is mandatory, unless you have a recognised exemption. If you are exempt from wearing a face covering, strict adherence to social distancing and frequent washing of hands and surfaces should be prioritised. 

Face coverings for workers in non-healthcare settings: Guidance for workers in non-healthcare settings makes reference to the use of face coverings in non-healthcare related work settings where social distancing is not possible, and when not in contact with a suspected/confirmed covid case (when additional PPE is required as per table below). Face coverings are not the same as surgical masks or respirators, which should continue to be reserved for those who need them to protect against increased risks in their workplace, such as health and care workers. Evidence suggests that wearing a face covering does not protect you, but may offer some protection to others you come into contact with if you are unwell but have not yet developed symptoms. However, if you have symptoms of COVID-19 (cough and/or high temperature and/or a loss of, or change in, normal sense of taste or smell), you and your household must isolate at home: wearing a face covering does not change this. The evidence of the benefit of using a face covering to protect others is weak and the effect is likely to be small, therefore face coverings are not a replacement for the other ways of managing risk, including social distancing (staying 2m away from each other) and increasing hand and surface washing. These other measures remain the best ways of managing risk in the workplace. 

Safe use of face coverings: If you wear a face covering, it is important to use face coverings properly and wash your hands before putting them on and taking them off. When wearing a face covering, avoid touching your face or face covering, as you could contaminate them with germs from your hands. Change your face covering if it becomes damp or if you’ve touched it, and continue to wash your hands regularly. Change and wash your face covering daily. If the material is washable, wash in line with manufacturer’s instructions. If it’s not washable, dispose of it carefully in your usual waste.

RISK ASSESSMENT

· Risk assessment refers to using PPE when there is an anticipated/likely risk of contamination with splashes, droplets of blood or body fluids. 

· Where staff consider there is a risk to themselves or the individuals they care for, they should wear a fluid repellent surgical mask +/- eye protection as determined by the staff member for the care episode/session. This is likely to be relevant for most contacts in a healthcare setting. 

· Where the potential risk to health and social care workers cannot be established prior to face-to-face visits or delivery of care (within 2 metres), health and social care workers in any setting should have access to, and where required wear, aprons, fluid resistant surgical masks, eye protection and gloves.



CONTINUOUS USE, REUSE AND DISPOSAL OF PPE

· Continuous (sessional) use: In some circumstances, masks, eye protection and disposable coveralls or long-sleeved disposable gowns can be used continuously when providing care until a care worker takes a break from duties (to eat, drink, break, or at the end of a shift). The PPE is worn to protect you, the care worker, and can be used while caring for a number of different residents. However, aprons and gloves are only recommended for single use, with disposal and hand hygiene necessary after each patient contact.

· Where continuous use of PPE is indicated in care home settings, it can be used continuously while providing care, until staff take a break from duties. Staff should not touch their face mask or eye protection unless it is to put it on or remove it. Staff members should remove and dispose of the PPE if it becomes damaged, soiled, damp, or uncomfortable to use. Staff members must use new PPE when they restart their duties after a break.  

· Where continuous use of PPE is indicated for community visits/domiciliary care, staff may wear the same mask between different homecare visits (or visiting different people living in an extra care scheme), if it is safe to do so whilst travelling. This may be appropriate when travelling between households on foot or by car, or by public transport, so long as staff members do not need to take their mask off, or lower it from their face. Staff members should not touch their face mask. The mask is worn to protect the staff member, and can be used while caring for a number of residents/clients. 

· Reuse: The temporary re-use of PPE may have to be considered in situations where there is a critical supply shortage. Some PPE may be suitable for decontamination and reuse on a temporary basis, with appropriate precautions, by the same care worker, according to manufacturer’s instructions. However, reuse of disposable gloves or disposable plastic aprons for clinical care is not recommended. PPE should not be reused if damaged, soiled, compromised or uncomfortable. If using reusable PPE in the context of acute supply shortage, decontaminate at the point that you would normally dispose of a single use PPE, and follow decontamination guidance and national guidance from PHE. The Wirral PPE Action Team are responsible for planning and agreeing the criteria to trigger the implementation of temporary reuse of essential PPE for the local system.  

Disposal: Dispose of single use PPE (e.g., disposable plastic gloves and aprons) after each patient/resident, and/or following completion of a procedure or task (such as cleaning the environment). Dispose of sessional use personal protective equipment after undertaking duties in a particular care setting /exposure environment, e.g., once you are leaving the area (single room or cohorted area) you have been providing care in. Dispose of personal protective equipment straight away if damaged, soiled, compromised or uncomfortable. To dispose of PPE, place in a plastic bag and tie, place into second bag and tie, store in a secure place for 72 hours, then put in normal waste collection service (see waste disposal action card on page 18).



CHANGES TO GUIDANCE IN VERSION 9

Updated to reflect national guidance on the use of face coverings, and the use of PPE in workplaces, schools and social care settings. Current guidance suggests that workplaces should not encourage the precautionary use of extra PPE to protect against COVID-19 outside clinical settings or when responding to a suspected or confirmed case of COVID-19. Unless you are in a situation where the risk of COVID-19 transmission is very high, your risk assessment should reflect the fact that the role of PPE in providing additional protection is extremely limited. https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19

REVISED SOCIAL DISTANCING GUIDANCE

On 23 June, along with announcements about the reopening of pubs, restaurants and hairdressers, the Prime Minister advised that from 4th July, in circumstances where is not possible to ensure 2 metres social distancing, guidance will allow people to keep a social distance of ‘one metre plus’ (staying one metre apart, plus mitigations which reduce the risk of transmission, including wearing face coverings, avoiding standing or sitting face to face, practicing good hygiene by frequent hand washing, and ensuring appropriate layout and ventilation of buildings). One of the key drivers of this relaxation of social distancing is to facilitate the opening of the hospitality industry, where maintaining 2 metres social distancing may be challenging. Adhering to 2 metres social distancing still offers a reduced risk of covid transmission compared to 1 metre. As Wirral’s rates of cumulative covid cases and covid-related deaths are above those for Merseyside and England, professional public health advice is that social distancing of 2 metres should be maintained in all settings, particularly those where the rate of covid transmission is higher, including health and social care settings.



TABLE 1: GUIDANCE FOR EMPLOYEES/VOLUNTEERS WORKING IN NON-HEALTHCARE SETTINGS



		SCENARIO

		INFECTION CONTROL MEASURES



		

		Disposable plastic apron

		Disposable, fluid resistant coverall/ gown

		Disposable gloves



		Fluid resistant  (IIR) surgical mask

		FFP3 mask

		Eye protection

		Disposable bags for waste

		Hand washing/ sanitising

		Additional measures



		EMPLOYEES/VOLUNTEERS WORKING IN DESK-BASED ROLES



		Well staff working in desk-based roles with no public contact

		X

		X

		X

		X

		X

		X

		X

		✓

		Maintain 2 metres social distancing



		EMPLOYEES/VOLUNTEERS PROVIDING SUPPORT TO RESIDENTS IN THE COMMUNITY 



		

		Disposable plastic apron

		Disposable, fluid resistant coverall/ gown

		Disposable gloves

		Fluid resistant (IIR) surgical mask

		FFP3 mask

		Eye protection

		Disposable bags for waste

		Hand washing/ sanitising

		Additional measures



		[bookmark: _Hlk36806328]Well staff visiting/interacting with well residents but not providing direct hands on care, and maintaining > 2 m distance.

		X 

		X

		X

		X

		X

		X

		X

		✓

		Maintain 2 metres social distance. Face covering may be worn in enclosed spaces where social distancing isn’t possible (see page 2).

Hand sanitiser should be used before and after home visits.



		Staff visiting individuals in the extremely vulnerable group or where a household member is within the extremely vulnerable group undergoing shielding

		✓ (single use)

		X

		✓ (single use)

		✓ (single use)

		X

		X               

		✓

		✓

		Only essential visits to vulnerable residents should be arranged. 

Single use of masks recommended - change between visits to shielded patients. 





		STAFF WORKING IN EDUCATIONAL/CHILDCARE SETTINGS



		

		Disposable plastic apron

		Disposable, fluid resistant coverall/ gown

		Disposable gloves

		Fluid resistant (IIR) surgical mask

		FFP3 mask

		Eye protection

		Disposable bags for waste

		Hand washing/ sanitising

		Additional measures



		Well staff teaching well children 

		X

		X

		X



		X

		X

		X

		X

		✓

		Maintain 2 metres social distancing if possible. Majority of staff in education settings will not require PPE beyond what they would normally need for their work, even if they are not always able to maintain social distancing. PPE is only indicated:

1.When working with students whose care routinely already involves the use of PPE. 

2.If a student becomes unwell with COVID-19 symptoms while in their setting and needs direct personal care until they return home.



		If a child, young person or other learner becomes unwell with symptoms of coronavirus (COVID-19) while in their setting and needs direct personal care

		✓  (single use)      

		X

		✓   (single use)                  

		✓ (single or continuous use)      

		X

		✓ (risk assess continuous use- wear if risk of facial splash/ contamination with blood, body fluids or respiratory droplet)

		✓

		✓

		Maintain 2 metres social distancing if possible. A fluid-resistant surgical face mask should be worn by the supervising adult if a distance of 2 metres cannot be maintained. If contact with the child/young person is necessary, then disposable gloves, a disposable apron and a fluid-resistant surgical face mask should be worn by the supervising adult. If there is a risk of splashing to the eyes, for example from coughing, spitting, or vomiting, then eye protection should also be worn.

Isolate child on site in a ventilated room and arrange for them to be sent home to self-isolate asap. 



		OUTDOOR WORKERS AND DRIVERS IN THE COMMUNITY.



		

		Disposable plastic apron

		Disposable, fluid resistant coverall/ gown

		Disposable gloves

		Fluid resistant (IIR) surgical mask

		FFP3 mask

		Eye protection

		Disposable bags for waste

		Hand washing/ sanitising

		Additional measures



		Well staff transporting goods or working outdoors in the community

		X 

		X 

		X

		X

		X

		X

		X

		✓

		Maintain 2 metres social distancing. If gloves are used to perform deliveries/tasks associated with their role, wash/sanitise hands after removal.



		Well staff transporting residents in vehicle without a bulkhead, with no direct personal contact. 

		X

		X

		X

		X

		X

		X

		X

		✓

		Residents to wash hands before/after using transport, and not to travel if suspected/confirmed Covid-19. Residents should wear face coverings on public transportation, unless they have a recognised exemption.



The new mandatory requirement does not require transport staff to wear a face covering. However, face coverings offer some benefits in situations where social distancing is difficult to manage. For example, when working in passenger facing roles including when providing assistance to disabled passengers.



		Passenger assistants travelling with special needs pupils to schools and vulnerable adults to day centres in minibuses.

		X

		X

		X                  

		X

		X

		X

		✓

		✓

		Maintain 2 metres social distancing if possible in minibus configuration (1 driver in front and passenger and escort in rear spaced out). 

Passengers to wash hands before/after using transport, and not to travel if possible/confirmed Covid-19.



Staff could wear a face covering if they are unable to maintain social distancing in passenger facing roles, recognising that there will be some circumstances when a staff member cannot wear a face covering, or when their task makes it sensible (based on a risk assessment) for them not to (e.g., face coverings can prevent some disabled people from accessing oral information and instructions).













		STAFF WORKING IN NON HEALTHCARE RELATED CLEANING ROLES 



		

		Disposable plastic apron

		Disposable, fluid resistant coverall/ gown

		Disposable gloves

		Fluid resistant (IIR) surgical mask

		FFP3 mask

		Eye protection

		Disposable bags for waste

		Hand washing/ sanitising

		Additional measures



		Well staff cleaning non contaminated areas accessed by others 

		✓ (continuous use)

		X

		✓ (continuous use)

		X  

		X

		X  

		✓

		✓

		



		Well staff cleaning areas with visible contamination of bodily fluids, or where an individual with suspected/confirmed Covid-19 was present.

		✓(single use)

		X

		✓ (single use)

		✓

(continuous use)

		X

		✓ (continuous use)

		✓

		✓

		



		STAFF ADMINISTERING FIRST AID IN COMMUNITY SETTINGS



		

		Disposable plastic apron

		Disposable, fluid resistant coverall/ gown

		Disposable gloves

		Fluid resistant (IIR) surgical mask

		FFP3 mask

		Eye protection

		Disposable bags for waste

		Hand washing/ sanitising

		Additional measures



		Well staff delivering first aid in the community, providing direct hands on care within 2 metres of individual 

		✓ (single use)

		X

		✓ (single use)

		✓ (continuous use)

		X

		✓ (risk assess continuous use- wear if risk of facial splash/ contamination with blood, body fluids or respiratory droplet)

		✓

		✓

		Where possible, all contact with members of the public should be carried out while maintaining a distance of at least 2 metres. Where social distancing is not possible, disposable gloves, disposable plastic apron and fluid resistant surgical mask are recommended. Additional use of disposable eye protection (such as face visor or goggles) should be risk assessed when there is an anticipated risk of contamination with splashes, droplets of blood or body fluids.

After contact with any member of the public, hands should be cleaned soap and water or alcohol hand sanitiser asap, regardless of whether there was close contact or social distancing was maintained.



		Well staff delivering first aid in the community, providing direct care within 2 metres of individual who is a suspected/confirmed Covid-19 case

		✓ (single use)

		X

		✓ (single use)

		✓ (continuous use)

		X

		✓ (risk assess continuous use- wear if risk of facial splash/ contamination with blood, body fluids or respiratory droplet)

		✓

		✓

		If you need to provide assistance to an individual who is symptomatic and may have COVID-19, wherever possible, place the person in a place away from others. If there is no physically separate room, ask others who are not involved in providing assistance to stay at least 2 metres away from the individual. If barriers or screens are available, these may be used.

















TABLE 2: GUIDANCE FOR EMPLOYEES WORKING IN RESIDENTIAL CARE, SUPPORTED CARE, AND DOMICILIARY CARE

		SCENARIO

		INFECTION CONTROL MEASURES



		EMPLOYEES WORKING IN RESIDENTIAL CARE OR SUPPORTED CARE FACILITY 



		

		Disposable plastic apron

		Disposable, fluid resistant coverall/ gown

		Disposable gloves

		Fluid resistant (IIR) surgical mask

		FFP3 mask

		Eye protection

		Disposable bags for waste

		Hand washing/ sanitising

		Additional measures



		Well staff providing personal care requiring direct contact (e.g., assisting with getting in/out of bed, feeding, dressing, bathing, grooming, toileting, applying dressings) OR when unintended contact with residents is likely (e.g. when caring for residents with challenging behaviour) OR when within 2 metres of any resident who is coughing (even if staff member is not providing direct care to the resident)

		✓ (single use)

		X

		✓ (single use)

		✓ (continuous use)

		X

		✓ (risk assess continuous use- wear if risk of facial splash/ contamination with blood, body fluids or respiratory droplet)

		✓

		✓

		The same PPE recommendations apply whatever your role in care (i.e. applies to all staff, care workers, cleaners etc.) Eye protection may be needed for care of some residents where there is risk of droplets or secretions from the resident’s mouth, nose, lungs or from body fluids reaching the eyes (e.g. caring for someone who is repeatedly coughing or who may be vomiting).



		When performing a task requiring you to be within 2 metres of resident(s) but not delivering personal care or needing to touch them (e.g., meal rounds, medication rounds, cleaning close to residents, working in communal areas) and there is no one within 2 metres who has a cough

		X

		X

		X

		✓ (continuous use)

		X

		X

		✓

		✓

		If unable to maintain 2 metre distance from a coughing resident then follow recommendations above.

Guidance applies whatever your role in care homes (i.e. applies to all staff, care workers, cleaners etc.) 

If practical, residents with respiratory symptoms should remain inside their room, they should be encouraged to follow good hand and respiratory hygiene. 





		Environmental/equipment cleaning in the same room as a resident with suspected/ confirmed Covid-19 who is not actively coughing

		✓ (single use)

		X

		✓ (single use)

		✓ (continuous use)

		X

		✓ (risk assess continuous use- wear if risk of facial splash/ contamination with blood, body fluids or respiratory droplet)

		✓

		✓

		



		Environmental/equipment cleaning in the same room as a resident with suspected/ confirmed Covid-19 who is actively coughing

		✓ (single use)

		X

		✓ (single use)

		✓ (continuous use)

		X

		✓ (continuous use)

		✓

		✓

		



		Environmental/equipment cleaning in a contaminated environment (e.g., cleaning the shared bathroom used by cohorted residents with suspected/confirmed Covid-19)

		✓ (single use)

		X

		✓ (single use)

		✓ (continuous use)

		X

		✓ (risk assess continuous use- wear if risk of facial splash/ contamination with blood, body fluids or respiratory droplet)

		✓

		✓

		













		EMPLOYEES WORKING IN DOMICILIARY CARE



		

		Disposable plastic apron

		Disposable, fluid resistant coverall/ gown

		Disposable gloves

		Fluid resistant (IIR) surgical mask

		FFP3 mask

		Eye protection

		Disposable bags for waste

		Hand washing/ sanitising

		Additional measures



		Well staff providing personal care which requires them to be in direct contact with the client(s) (e.g. getting in/out of bed, feeding, dressing, bathing, grooming, toileting, dressings etc. and/or when unintended contact with clients is likely e.g. when caring for clients with challenging behaviour) OR they are within 2 metres of anyone in the household who is coughing (even if you are not providing direct care to them)

		✓ (single use)

		X

		✓ (single use)

		✓ (continuous use)

		X

		✓ (risk assess continuous use- wear if risk of facial splash/ contamination with blood, body fluids or respiratory droplet)

		✓

		✓

		The same PPE recommendations for direct care apply whether the client you are caring for has symptoms or not, and includes all clients, including those in the ‘extremely vulnerable’ group 

You may wear the same mask between different homecare visits (or visiting different people living in an extra care scheme), if it is safe to do so whilst travelling. This may be appropriate when travelling between households on foot or by car or by public transport, so long as you do not need to take the mask off, or lower it from your face. 



		Well staff whose visit does not require them to touch the client but they need to be within two metres of the client (e.g., removing medicines from their packaging, prompting people to take their medicines, preparing food for clients who can feed themselves without assistance, or cleaning), and there is no one within 2 metres who has a cough

		X

		X

		X

		✓ (continuous use)

		X

		X

		✓

		✓

		If practical, household members with respiratory symptoms should remain outside the room or rooms where the care worker is working, they should be encouraged to follow good respiratory hygiene and remain 2 metres away. If unable to maintain 2 metre distance from anyone who is coughing (including the client) then follow recommendations above.  



		EMPLOYEES WORKING IN ANY RESIDENTIAL, SUPPORTED CARE OR DOMICILIARY CARE SETTING



		

		Disposable plastic apron

		Disposable, fluid resistant coverall/ gown

		Disposable gloves

		Fluid resistant (IIR) surgical mask

		FFP3 mask

		Eye protection

		Disposable bags for waste

		Hand washing/ sanitising

		Additional measures



		Well staff collecting nasopharyngeal swabs in any setting

		✓ (single use)

		X

		✓ (single use)

		✓ (single or continuous use)

		X

		✓ (single or continuous use)

		✓

		✓

		



		Well staff conducting Aerosol Generating Procedures (AGPs)* on any individual (e.g. Tracheostomy care, suctioning, chest physiotherapy, BiPAP, CPAP, see full list at end of document*)

		X

		✓ (single use)

		✓ (single use)

		X

		✓ (single use)

		✓ (single use full face shield or visor)

		✓ 

		✓ 

		For patients with possible/confirmed Covid-19, AGPs should only be carried out when essential

If possible, AGPs should be carried out in a single room with the doors shut. Only those healthcare staff who are needed should be present. Where single AGP is conducted, equipment is single use.



		Staff administering basic life support only (including defibrillation) 



		✓ (single use)

		X

		✓ (single use)

		✓ (continuous use)

		X

		✓ (risk assess continuous use- wear if risk of facial splash/ contamination with blood, body fluids or respiratory droplet)

		✓

		✓

		First responders (any setting) can commence chest compressions and defibrillation using described PPE while awaiting the arrival of other clinical staff to undertake airway manoeuvres. Additionally a mask can be placed over the patients mouth as per Resuscitation Council UK recommendations.   



		Intermediate Life Support (including defibrillation and airway manoeuvres including suction and bag/mask ventilation) 



		X

		✓ (single use)

		✓ (single use)

		X

		✓ (single use)

		✓ (single use full face shield or visor)

		✓ 

		✓ 

		

Staff who delivered basic life support but who are not involved in delivering intermediate life support should leave the room to reduce risk of droplet contamination from AGP that may be performed and decontaminate themselves as per IPC policy. 





		Staff visiting or providing direct care in any setting to any individuals in the extremely vulnerable group undergoing shielding

		✓ (single use)

		X

		✓ (single use)

		✓ (single use)

		X

		X  

		✓

		✓

		Only essential visits to vulnerable residents should be arranged. Hand sanitiser should be used before and after home visits.

If the client or anyone in the household is a suspected/confirmed COVID-19 case, eye protection is recommended for direct care if risk of facial splash/ contamination with blood, body fluids or respiratory droplets.              



		Well staff involved in the transfer of an individual with suspected/confirmed Covid-19 (performing direct care within 2 metres)

		✓ (single use)

		X

		✓ (single use)

		✓ (continuous use)

		X

		✓ (risk assess continuous use- wear if risk of facial splash/ contamination with blood, body fluids or respiratory droplet)

		✓

		✓

		During transfer, possible/confirmed Covid-19 cases should wear a fluid-resistant surgical face mask if tolerated.





		Drivers involved in the transport of patients with suspected/confirmed Covid-19 in a vehicle without a bulkhead or where they are unable to maintain 2 metres social distancing (not performing direct personal care)

		X

		X

		X

		✓ (single use)

		X

		X

		✓

		✓

		During transportation suspected/confirmed Covid-19 cases should wear a fluid-resistant surgical face mask, if tolerated. 



If vehicle has a bulkhead, no fluid resistant surgical mask is indicated for the driver. If performing direct personal care, disposable gloves and apron should also be worn.





* AGPs include intubation, extubation and related procedures such as manual ventilation and open suctioning of the respiratory tract (including the upper respiratory tract); tracheotomy/tracheostomy procedures (insertion/open suctioning/removal); bronchoscopy and upper ENT airway procedures that involve suctioning; upper gastrointestinal endoscopy where there is open suctioning of the upper respiratory tract; surgery and post-mortem procedures involving high-speed devices; some dental procedures (such as high-speed drilling); non-invasive ventilation (NIV) such as Bi-level Positive Airway Pressure (BiPAP) and Continuous Positive Airway Pressure ventilation (CPAP); High-Frequency Oscillating Ventilation (HFOV); High Flow Nasal Oxygen (HFNO), also called High Flow Nasal Cannula; induction of sputum – typically involves the administration of nebulised saline to moisten and loosen respiratory secretions (this may be accompanied by chest physiotherapy to induce forceful coughing).  For an individual with suspected/confirmed Covid-19, any of these potentially infectious APGs should only be carried out when essential. Where possible these procedures should be carried out in a single room with the doors shut. Only those healthcare staff who are needed to undertake the procedure should be present. The following are not considered to represent a significant infection risk: chest compressions and defibrillation (as part of resuscitation); administration of pressurised humidified oxygen; administration of medication via nebulisation. 





















APPENDIX 1: MANAGING ACUTE SHORTAGES OF PERSONAL PROTECTIVE EQUIPMENT (PPE) DURING COVID-19 PANDEMIC

STRATEGIES TO CONSERVE PPE BY OPTIMISING USE  

a. Administrative controls

· Separate COVID-19 and other patients by designating different care pathways and facilities.

· Use physical barriers (e.g. glass/plastic screens/curtains) to reduce exposure/ensure distancing. 

· [bookmark: _Hlk38876223]Establish inventory management system for PPE stock and usage rates to warn of shortages. 

b. Minimise need for PPE 

· Restrict number of staff entering COVID-19 rooms to minimum for safe and effective care. 

· Plan and bundle bedside activities to minimise the number of times the room is entered 

· Consider reconfiguring activity of staff who enter patient rooms but are not involved in direct care by reducing/bundling activity or transferring activity to staff providing direct care. 

· Restrict number of staff having face-to-face contact with COVID-19 patients/each other 

c. Extend time that PPE can be used (continuous use)

· Designate dedicated workers/teams to COVID-19 patient care areas so PPE can be worn continuously.

· The duration of continuous use is dependent on local and individual factors, varying from 2- 8 hours. 

· In scenarios appropriate to continuous PPE use (see national and local IPC guidance), face masks, gowns/coveralls and eye protection should only be removed and discarded on leaving the clinical area, taking break/completing shift, or if PPE becomes moist, damaged, uncomfortable, visibly soiled. 

· Continuous use or of reuse of gloves and disposable plastic aprons for clinical care should not occur.

d. Support rational and appropriate use of PPE 

· PPE should be used as indicated by PHE guidance to ensure that appropriate PPE is available for staff performing the highest risk procedures. 

· FFP3 masks and gowns to be worn only for aerosol generating procedures.  

· Double gloving is not necessary as contamination can be easily removed by hand hygiene. 

· Clinical gloves should not be used by staff who are not involved in direct care of patients, as wearing gloves gives a false sense of security and frequent hand hygiene is more effective. 

e. Adopt basic infection control measures 

· Hand hygiene with soap and water or alcohol rub effectively removes the virus 

· It is best to change into and out of uniforms at work, and not wear them when travelling. This is based on public perception rather than evidence of infection risk. This does not apply to community health workers who are required to travel between patients in the same uniform.

· Launder uniforms separately from other household linen, in a load not more than half the machine capacity, at the maximum temperature the fabric can tolerate, and then ironed or tumble dried. 

· If care workers do not wear a uniform, they should change and launder clothing when they get home



APPENDIX 2: INFECTION PREVENTION AND CONTROL ACTION CARDS PRODUCED BY WIRRAL COMMUNITY HEALTH AND CARE NHS FOUNDATION TRUST
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COVID-19 STAFF RISK ASSESSMENT TOOL



This document should be completed by any members of staff who believe they fall into one or more of the government vulnerable categories and should be completed and shared with their line manager. Line managers should work with the individual to implement appropriate controls where possible to enable them to do their job safely.  By doing so, we are able to put necessary controls and adjustments in place to ensure the health, safety and welfare of all our staff.  

STAFF SELF-ASSESSMENT - Please do not include any personal health information to comply with GDPR regulations. This document must be retained in a safe and secure manner and cannot be shared without the employees consent.



		Name:

		Job Title:

		Department/Area/School













Please just answer yes/no to all questions listed below.





		Risks Identified:

		YES  



		NO





		Clinically Extremely Vulnerable People



Have you been informed (by letter or via your GP) that you are at particular risk of complications due to serious health problems?



· Have you received an organ transplant? 

· Have you been diagnosed with cancer?

· Are you on immunosuppression medication?

· Are you undergoing active chemotherapy/radiotherapy? 

· Do you have a respiratory condition such as cystic fibrosis, severe asthma or severe COPD? 

· Are you pregnant and have a heart condition?

· Or any other health condition listed in the Government guidance for clinically Extremely vulnerable groups. The full list can be found here:  https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19





		

		



		Clinically Vulnerable People 



Have you any underlying health conditions including:

· Clinical vulnerable groups including:

· Hypertension

· Cardiovascular Disease

· Diabetes Mellitus

· Chronic Kidney Disease

· COPD

· Or any other health condition listed in the Government guidance for clinically vulnerable groups. The full list can be found here: https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people









		

		



		Pregnancy 



Are you currently pregnant?



Do you have an underlying health condition?



		

		



		Age 



Staff over the age of 70 are identified as clinically vulnerable and should take care to minimise contact with others outside their own household. 



· Are you over the age of 70?

· Are you normally advised to have a flu vaccine (due to a long term health problem)

 

		

		



		Living with a Clinically extremely vulnerable person



· Do you live with anyone who is ‘clinically extremely vulnerable’ 

· If so, do you have regular caring responsibilities for this person?



		









		



		Ethnicity 



Emerging evidence shows that black, Asian and minority ethnic (BAME) communities are disproportionately affected by COVID-19. 



· Are you a BAME staff member?



· Do you have an underlying health condition?



		

		



		Gender



There is some emerging evidence to suggest that COVID-19 may impact more on men than women.

· If you are a male staff member?

· Do you have an underlying health condition?



		

		



		Other Factors



Are there any other factors in relation to your health or personal circumstances that need to be taken into account?



Please discuss these with your line manager. 







		

		













RISK ASSESSMENT 

(To be completed by the manager and member of staff)



COVID-19 Individual Staff Risk Assessment



		Department or school

		

		Date Of This Assessment

		



		Manager

		

		Review Date

		









It is very important that this conversation is handled sensitively and in a supportive manner. Some key things to consider are: 

· Have the conversation in a private space where your staff member will feel comfortable

· Listen to your staff member and don’t be tempted to respond on their behalf

· Use positive language by focusing on the process being supportive

· Listen to what your staff member is saying by not interrupting 

· Summarise what your staff member has told you so that you understand what has been said 

· Agree actions together





Individual Staff Risk Assessment Considerations



This risk assessment is for individuals who fall in to one or more of the categories stated. General controls included within the site/service Risk Assessment for Covid 19 protect all employees. There is also a need for managers to determine how services can be offered/delivered to eliminate or reduce the risk to vulnerable staff. These controls should include regular hand washing, hygiene and cleaning standards and social distancing measures. 



Discuss all existing site/service controls with the employee and add any additional controls within this document for the individual. The return to work discussion must take into account the substantive job role and the likelihood of risks of exposure to Covid 19. Alternative roles/or amended roles can be agreed to enable vulnerable staff to return to work in some capacity. 



Helpful links: 

Social Distancing guidance: https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19



Social distancing guidance in childcare setting: 

https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-social-distancing-in-education-and-childcare-settings/coronavirus-covid-19-implementing-social-distancing-in-education-and-childcare-settings#which-children-can-continue-to-attend-education-and-childcare-settings

Handwashing guidance can be found here: https://www.gov.uk/government/news/public-information-campaign-focuses-on-handwashing





Remind all employees of the stay at home guidance should they or a member of their household have symptoms of Covid 19: https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection













		No.

		Hazard Identifies

There is no need to record controls for each and every hazard, just those that are identified in the list above

		Example Control Measures

These are provided for guidance to enable the assessment to ensure suitable controls are considered as required

		Agreed Controls and actions. Note this column MUST be specific to each individual and job role



		1

		Extremely Clinically Vulnerable

Highest Risk (Shielding):

There are some clinical conditions which put people at highest risk of mortality and severe morbidity from coronavirus (COVID-19). If you are in the listed category, or deemed by you GP or specialist to be in the highest risk, you will receive a letter stating this.. To review the latest government advise and the full list of Clinically extremely vulnerable persons follow this https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19



		· Updated guidance says; from 1 August the government will be advising that shielding will be paused. From this date, the government is advising you to adopt strict social distancing rather than full shielding measures. Strict social distancing means you may wish to go out to more places and see more people, but you should take particular care to minimise contact with others outside your household or support bubble. In practice this means that from 1 August:

· you can go to work, if you cannot work from home, as long as the business is COVID-safe.

· Support working from home where possible. 

· If working from home is not possible, Discuss and agree options with the individual. 



		E.g. Employee will work from home with suitable IT support



E.g. Employee will take up a temporary office based role with control measures in place within the site risk assessment



E.g. Employee can return to substantive role of visiting clients in the community by following the general principles within the service risk assessment general principles which should include regular hand washing, hygiene and cleaning standards and social distancing measures.  



E.g. In addition, the employee will be provided with FRSM masks and hand sanitiser with min 60% alcohol as role cannot be delivered at 2 meters







		2

		Vulnerable Groups:

· chronic (long-term) respiratory diseases, such as asthma, chronic obstructive pulmonary disease (COPD), emphysema or bronchitis 

· chronic heart disease, such as heart failure 

· chronic kidney disease

· chronic liver disease, such as hepatitis 

· chronic neurological conditions, such as Parkinson’s disease, motor neurone disease, multiple sclerosis (MS), a learning disability or cerebral palsy

· diabetes

· problems with your spleen – for example, sickle cell disease or if you have had your spleen removed

· a weakened immune system as the result of conditions such as HIV and AIDS, or medicines such as steroid tablets or chemotherapy 

· being seriously overweight (BMI of 40 or above)

Full list of Vulnerable groups can be found here: https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing#clinically-vulnerable-people



		· Controls required will depend upon the condition and how stable it is. 

· Consider alternative working hours to reduce the number of staff in the department at any one time. 



· Move staff to another area where possible



· Conference calls taking place rather than meetings



· Staff advised to work from home where applicable and possible



· Can social distancing be achieved appropriately for the employee. 

· 



· Provision of handwashing facilities and regular handwashing to be followed

· Use of PPE according to current guidance for your setting. 





		























E.g. The employees role is office based/works outdoors/has no contact with the public etc and can return to work following both site risk assessment and general principles which should include regular hand washing, hygiene and cleaning standards and social distancing measures. 





		

		Age



Staff over the age of 70 are identified as clinically vulnerable and should take care to minimise contact with others outside their own household. 





Whilst the risk does increase with age, someone aged <70 may be at more risk than someone aged >70 depending on their health 



		· Work remotely from home where possible. 



· Support staff member to stay well and contribute to work. Where working from home is not possible in current role then consider skills of individual staff member, can they undertake other temporary duties from home within their own department or another department. Seek advice from HR. 

· Member of staff to return to work and ensure strict adherence to social distancing rules.  This must be documented in the action plan

· Can social distancing be achieved appropriately for the employee. 

· 

Provision of handwashing facilities and regular handwashing to be followed



· Use of PPE according to current guidance for your setting. 

· 



		



		

		Gender. 

There is some emerging evidence to suggest that COVID-19 may impact more on men than women.

[bookmark: _Hlk44058046]

However, age and health may be key factors rather than gender.

		· Where there is a combination of risk factors line managers should have conversations with individual staff about what workplace adjustments could be made.

· Can social distancing be achieved appropriately for the employee. 

· Provision of handwashing facilities and regular     handwashing to be followed 

· Use of PPE according to current guidance for your setting. 



		



		3

		Black, Asian and Minority Ethnic (BAME) Staff:

Due to a national review being undertaken by Public Health England and the  Government on the impact of COVID-19 for BAME members of staff may be at higher risk due to a number of factors and additional controls may be required. 



BAME Individuals may have an increased likelyhood of certain health conditions that can cause more complications with covid-19.





		· Consider alternative working hours to reduce the number of staff in the department at any one time. 

· Where there is a combination of risk factors line managers should have conversations with individual staff about what workplace adjustments could be made.

· Can social distancing be achieved appropriately for the employee. 



· Provision of handwashing facilities and regular handwashing to be followed

· Use of PPE according to current guidance for your setting. 









		E.g. The employee is not at risk due to any underlying medical or health issues and can return to work following both site risk assessment and general principles which should include regular hand washing, hygiene and cleaning standards and social distancing measures.



		4

		Pregnancy: 





		· Consider alternative working hours to reduce the number of staff in the department at any one time. 

· Where there is a combination of risk factors line managers should have conversations with individual staff about what workplace adjustments could be made.

 

· Can social distancing be achieved appropriately for the employee. 

· Provision of handwashing facilities and regular handwashing to be followed

· Use of PPE according to current guidance for your setting. 









		



		5

		Staff Emotions:

· Anxiety

· Fear

· Upset

· Panic

· Families/Relationships

		· Signpost employee to Relevant Support service such as EAP or other providers of mental health support. 

· Reassure employee that they can speak with their line manager. 

		E.g. Employee can return to work. A list of named MH First Aiders has been provided and the employee has the EAP details to call if they need to speak with someone. The manager is also available to support the employee. 



		6

		Contamination:

· Spread of infection



		· Wash hands regularly following the 20 second rule

· Use hand sanitizer often

· Staff to cover their nose and mouth when coughing or sneezing

· Clean and disinfect regularly touched objects and surfaces in line with site risk assessment. 

· Cleaning and hygiene standards to be followed as per site risk assessment. 

· Can social distancing be achieved appropriately for the employee. 

· Provision of handwashing facilities and regular handwashing to be followed



		E.g. The employee is not at risk due to any underlying medical or health issues and can return to work following  both site risk assessment and general principles which should include regular hand washing, hygiene and cleaning standards and social distancing measures.



		7

		PPE:

· PPE outage

· Uncertainty on what to wear

		

PPE Stocks checked to ensure available. 

· PPE requirements discussed with individual. 

· Donning and doffing of PPE understood by individual. Guidance can be found at https://www.gov.uk/government/publications/covid-19-personal-protective-equipment-use-for-non-aerosol-generating-procedures

		E.g. the role does not normally require PPE and the employee is not at risk due to any underlying medical or health issues and can return to work following both site risk assessment and general principles which should include regular hand washing, hygiene and cleaning standards and social distancing measures.



		8

		Symptoms:

· Staff displaying any symptoms of Covid-19 as listed here: https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection

		· Not attend work if staff develop symptoms 

· Staff advised to stay at home and do not leave your house for 7 days from when symptoms started

· Line managers maintain regular contact with staff members during this time.

· Staff and household members are being tested for COVID-19 if symptomatic



		

Employee has been advised of what to do should they have any symptoms.














ACTION PLAN





Action Plan (to be agreed by manager and staff member)

		Hazard Number

		Action Required

		Target Date

		Responsibility

		Completed by (Name and Date)



		E.g. 1

		E.g. A box of 100 FRSM and hand sanitiser with a min 60% alcohol content  will be provided to the employee before they commence home visits



		35th July

		Manager

		



		E.g. 1

		Employee must complete the keeping safe at work e-learning and book a desk at Cheshire Lines for 4 days per week and follow all safety precaution on site. 



Additional guidance will be provided regarding travelling to work



		34th July





34th July

		Employee





Manager

		



		

		



		

		

		



		

		



		

		

		



		

		



		

		

		



		

		



		

		

		



		

		



		

		

		







		Completed by

(Please print name)

		

		Signature



Date

		



		Employee

(Please print name )

		

		Signature



Date
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[bookmark: _Toc44919708]Attending work / wider opening of schools

How do we manage our own staff who may need to take time off to take care of their own children?

While staff may have caring responsibilities arising from the current situation, if you would usually expect an employee to explore the options, this will minimise the impact of caring responsibilities on work. These options may include the following:

involving other adults within the household, except those in an ‘at risk’ category to help with childcare etc to minimise disruption. 

single adult households can now form a ‘support bubble’ with one other household. All those in a support bubble will be able to spend time together inside each other’s homes, including overnight, without needing to stay 2 metres apart. NB: they can only form a support bubble with another household if they or the other household includes a single adult. (This includes single parent families

Schools will remain open to support those most vulnerable children and children of key workers

If a member of staff sends a letter stating that they are not prepared to come in as they feel unsafe as advised by a trade union/ professional association. What should I do?

The Schools Operational Joint Consultative Committee (JCC) has met with representatives from all Professional Associations and Trade Unions to discuss the concerns over the wider opening of schools. 

The employee should complete the self-declaration form to state the reason they are not willing to come into work.

On completion of the self-declaration form the Headteacher should discuss the concerns about returning to work and try to address the issues. The discussion should be documented and shared with the employee.

NB – AS A LAST RESORT Seek advice from your HR Provider 

Where the school/ individual risk assessment is considered reasonable, and the employee still refuses to return to work, the school may consider issuing a management instruction if the member of staff does not comply with the request to return to school (and may take further disciplinary action if necessary).

Do we have a home working policy? 

The Schools’ HR Consultancy Team have produced Home Working guidance, which is available on Wescom.  

NB this is guidance, as school staff would never have their normal work base at home and are expected to come into school when required.

A member of staff has a health condition and considers themselves to be in a ‘clinically extremely vulnerable’ category (very high risk) but has not been issued with a shielding letter. How should we handle this situation?

The employee should request a shielding letter from their GP if their health condition is listed in the ‘clinically extremely vulnerable’ category. If they have a shielding letter, then the staff member should not attend work, and work from home if possible.

If they do not have a shielding letter, then they may be considered under the ‘clinically vulnerable’ category. 

From 1 August 2020 all school employees will be expected to return to work.

How can the school support a member of staff returning to school after being absent, as they have been identified as clinically extremely vulnerable (shielding)?

Individuals who were shielding, and received a letter advising them to shield, are now advised that they can return to work from 1 August 2020, if they maintain social distancing. 

School leaders should be flexible in how those members of staff are deployed to enable them to work remotely where possible or in roles in school where it is possible to maintain social distancing.

We recommend schools discuss their concerns and explain the measures the school is putting in place to reduce risks. School leaders should try as far as practically possible to accommodate additional measures where appropriate.

What will happen to staff after 31 July 2020, who have been absent from school due to Covid-19 health categories or living with someone in one of the categories?

Following the reduction in the prevalence of coronavirus (COVID-19) and relaxation of shielding measures from 1 August, we expect that most staff will attend school.

The wider government policy advises those who can work from home do so. How can a school address this issue, as most roles for staff in schools are front line work with children?

It is recognised this will not be applicable to most school staff, but where a role may be conducive to home working for example, some administrative roles, school leaders should consider what is feasible and appropriate.

If an employee is in a clinically vulnerable (‘high risk’) category and does not come into school and is unable to work from home, e.g. midday supervisor

Employees defined as ‘clinically vulnerable’ should work from home where possible.

However, if they cannot work from home, following discussion and an individual risk assessment, the employee could attend work. They should be offered the safest available on-site roles, staying 2 metres away from others wherever possible, e.g. work in another part of the school, which can minimise risks by social distancing.  

However, they may choose to take on a role that does not allow for this distance if they prefer to do so. If they have to spend time within 2 metres of other people, settings must carefully assess the risks and discuss how they can be minimised to an acceptable level. If the risks are considered to be unacceptable, the employee would not come into work.

From 1st August 2020 all school employees will be expected to return to work.

In some cases, a bespoke individual risk assessment may still be required to be undertaken by the school. School leaders should try as far as practically possible to accommodate additional measures where appropriate.

DfE expect this will allow most staff to return to the workplace. However, those in the most ‘at risk’ categories the schools should take particular care while community transmission rates continue to fall.

What will happen to staff who are clinically vulnerable (including pregnant employees) or clinically extremely vulnerable returning to work from 1 August 2020?

Where schools apply a robust risk assessment process the risks to all staff will be mitigated significantly, including those who are clinically extremely vulnerable and clinically vulnerable. 

We recommend schools discuss employees concerns and explain the measures the school is putting in place to reduce risks. In some cases, a bespoke individual risk assessment may still be required to be undertaken by the school. School leaders should try as far as practically possible to accommodate additional measures where appropriate.

DfE expect this will allow most staff to return to the workplace. However, those in the most ‘at risk’ categories the schools should take particular care while community transmission rates continue to fall.

What will happen to staff who have been living with a person who is clinically extremely vulnerable or clinically vulnerable category from 1 August 2020?

People who live with those who are clinically extremely vulnerable or clinically vulnerable can attend the workplace.

How do I deal with an employee who may have a further increased risk from coronavirus (COVID-19)? e.g. BAME

Some people with particular characteristics may be at comparatively increased risk from coronavirus (COVID-19), 

If people with significant risk factors are concerned, we recommend schools discuss their concerns and explain the measures the school is putting in place to reduce risks. School leaders should try as far as practically possible to accommodate additional measures where appropriate.

How do I deal with an employee who lives with a person who may have an increased risk from coronavirus (COVID-19)? E.g. BAME

People who live with those who have comparatively increased risk from coronavirus (COVID-19) can attend the workplace.

We would like some clarification on legal consequences for school leaders as we are having to make some challenging decisions at the moment and need reassurance that we will not be facing legal battles after the pandemic subsides. Can you give us further advice and guidance on this?

At the moment the advice from the government is guidance not statutory guidance and the DCS, Paul Boyce is in discussions with the DfE on the challenges of opening schools in Wirral at this particular time. In addition, the Council has made a statement that schools will not open unless they are safe to open. 

Local Public Health Advice has now been provided information, which support the wider opening of schools within Wirral.

What happens if an employee is told by the NHS Test and Trace service that they have been in contact with a person who has coronavirus (COVID-19)?

The employee should stay at home (self-isolate) for 14 days from the day they were last in contact with the person.

If the employee gets any symptoms of coronavirus, they should get a test.

If the test is negative, the employee should keep self-isolating for 14 days from when they were last in contact with the person who has coronavirus.

If the test is positive, the employee should self-isolate for at least 7 days from when the symptoms started – even if it means self-isolating for longer than 14 days.

What do we do if someone books a trip abroad towards the end of the school holiday?

When the employee arrives in the UK, they will have to self-isolate for 14 days.

If the holiday was booked prior to the announcement that they would need to self-isolate on return, then the employee would receive their normal pay.  If possible, they should work from home.

However, if the holiday has been booked when the employee was aware of the quarantine requirements on re-entering the UK, and this period goes in to term time, then they would normally have to take unpaid leave, unless they are able to work from home.  However, sympathetic consideration should be given to certain circumstances, e.g. a family funeral abroad, where you may decide to pay the employee during the quarantine period.

Self-isolation prior to admission to hospital 

The NHS has instructed that anyone who is due to go into hospital as an in-patient (including day surgery) for planned or elective surgery / medical care must self-isolate, along with all members of their household, for 14 days prior to admission. Unless already on sick pay, all employees should remain on normal full pay for the duration of the self-isolation period. Those who can work from home (either in their own role or on alternative duties), should do so.

[bookmark: _Toc44919709]Pay and Contract

If an employee is self-isolating in accordance with NHS and government guidelines, do they get paid?

Yes. Guidance about who should be self-isolating can be found here:

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

Will the employee be paid as normal if they are not required in school and they are unable to work at home?

Yes. Employees are entitled to continue to receive their full contractual pay if the reason they are not in school is that they are not required. 

While some staff will still need to attend schools, in many cases employers will have no option other than to accept that some employees cannot work from home.

This does not include staff who were already on sick pay for non-coronavirus related issues, although we recognise there may be challenges in managing cases going forward and are encouraging schools and councils to take a sympathetic and flexible approach wherever possible. Teachers conditions are clear on this point in the Burgundy Book paragraph 7.2.

From 1 August 2020 all school employees will be expected to return to work.

If a member of staff is just refusing to come in and can't reasonably work from home, do we continue to pay them?

There may be a number of reasons why a member of staff might refuse to come in to school to work. If this situation arises please contact your HR provider to seek further advice. 

From 1 August 2020 all school employees will be expected to return to work.

Does a member of staff who chooses to stay home due to childcare / care reasons receive full pay or no pay?

All employees in schools are Key Workers and have priority for places in a school / childcare setting for their child/children. They are responsible for making arrangements for their own childcare/care of dependants and they are expected to attend work, when required.  

If they wish to stay at home due to childcare or care responsibilities, they can make a request for unpaid leave of absence and their request will be considered whilst taking into account the needs of the school.

From 1 August 2020 all school employees will be expected to return to work.

If a member of staff develops symptoms of COVID-19 and has run out of sick pay will she/he receive sick pay? 

The absence of employees who have developed symptoms of COVID-19 will be recorded as “sickness” on self-serve and they will receive their normal pay, in line with their sick pay entitlement.

An employee works different hours each week depending on service demands etc – how will their pay be calculated?

Their pay will be based on an average of the weekly hours they have worked over 12 months. If they have not been employed for 12 months, it will be an average over the period of their employment to date. Contact your payroll provider for more details.

From 1 August 2020 all school employees will be expected to return to work.

If an employee is in a clinically vulnerable (‘high risk’) category and does not come into school and is unable to work from home, e.g. midday supervisor, do we continue to pay them? 

If the individual risk assessment developed by the school in discussion with the employee, identifies an unacceptable risk the employee should continue to receive normal pay.  Advice can be sought from the schools HR provider. 

From 1 August 2020 all school employees will be expected to return to work.

In some cases, a bespoke individual risk assessment may still be required to be undertaken by the school. School leaders should try as far as practically possible to accommodate additional measures where appropriate.

DfE expect this will allow most staff to return to the workplace. However, those in the most ‘at risk’ categories the schools should take particular care while community transmission rates continue to fall.

 Can I ask staff to work to undertake alternatives duties or redeployment into other roles to meet the needs of the school?

Alternative duties 

Schools may need to alter the way in which they deploy their staff, and use existing staff more flexibly to welcome back all pupils at the start of the autumn term. Headteacher/Managers should discuss and agree any changes to staff roles with individuals. 

Existing employees whose contractual role and duties do not normally cover the work in question can, following discussion, reasonably be expected to carry out other duties. They must be provided with adequate basic training and information to enable them to carry out the task safely and effectively. The alternative duties should be commensurate with the employee’s existing knowledge, skills and experience and grade.

Redeployment into other roles

Covid-19 means a change to your school requirements and employee attendance levels. Employees are expected to be flexible to ensure that school can remain open to pupils. Where necessary, employees who are suitably trained or skilled to carry out tasks can be asked temporarily to provide cover if the number of employees available for work who normally provide the service becomes too low. 

The best way of obtaining flexibility is to get employees' agreement to changes. In all cases though, no employee should be pressurised to undertake other duties that they are unfamiliar with and that they do not have the basic skills or knowledge to complete the tasks required

Schools should ensure that appropriate support is made available for pupils with SEND, for example by deploying teaching assistants 

How can I use additional teaching assistants with capacity (with the relevant knowledge and skills) to support the priorities of the schools?

Where support staff capacity is available, schools may consider using this to support catch-up provision or targeted interventions. Teaching assistants may also be deployed to lead groups or cover lessons, under the direction and supervision of a qualified, or nominated, teacher (under the Education (Specified Work) (England) Regulations 2012 for maintained schools and non-maintained special schools and in accordance with the freedoms provided under the funding agreement for academies).

 Any redeployments should not be at the expense of supporting pupils with SEND. Headteachers should be satisfied that the person has the appropriate skills, expertise and experience to carry out the work, and discuss and agree any proposed changes in role or responsibility with the member of staff. This includes ensuring that safe ratios are met, and/or specific training undertaken, for any interventions or care for pupils with complex needs where specific training or specific ratios are required.

How do schools manage supply teachers and other temporary or peripatetic teachers to accessing the premises?

Schools can continue to engage supply teachers and other supply staff during this period. School leaders will want to consider how to minimise the number of visitors to the school where possible. 

 Where it is necessary to use supply staff and to welcome visitors to the school such as peripatetic teachers, those individuals will be expected to comply with the school’s arrangements for managing and minimising risk, including taking particular care to maintain distance from other staff and pupils.

How can I manage staff wanting to take leave, that may impact on their ability to attend work at the start of Autumn Term? 

Many staff will want to take a holiday over the summer period, which may involve travelling abroad. The government has set a requirement for people returning from some countries to quarantine for 14 days on their return. The latest guidance on quarantine can be accessed at coronavirus (COVID-19): how to self-isolate when you travel to the UK.

As would usually be the case, staff will need to be available to work in school from the start of the autumn term. 

NB We recommend that school leaders discuss leave arrangements with staff before the end of the summer term to inform planning for the autumn etc



[bookmark: _Toc44919710]Health, welfare and managing sickness absence

What will be put in place to protect staff’s mental and physical health?

Schools who purchase Occupational Health from the Local Authority will be able to access the Employee Assistance Scheme, which provides 24/7 advice and guidance in a range of work and non-work -related issues and provide counselling for staff who need that support. In addition, schools may need to look at getting Personal Protective equipment, where necessary. 

In some circumstances an individual risk assessment may be required to address concerns about some staff returning to school and these adjustments should be recorded on M34.1 form.

Please refer to link in final section for more information on mental health support for pupils and staff.

What can I do if I need to arrange a welfare discussion with an employee who is absent from work?

Where an employee is absent from work, the employee and employer should try to maintain regular contact by phone or other agreed method. The schools HR team have provided a template of the relevant questions to ask employees, which can be downloaded from WESCOM.

What do I do if an employee has an OH telephone appointment and is unable to participate? 

Employees are expected to contact the clinic to notify them that they are unable to participate at the assigned time and re-arrange the appointment.

What if an employee has an OH appointment and they refuse to attend due to the COVID 19 outbreak (not showing symptoms nor are they in vulnerable category)?

There is an expectation that the employee would attend the appointment, as all face to face OH appointments have been cancelled and are replaced with either a telephone consultation or a video Consultation. OH will contact all employees to make alternative arrangements.

Do I apply the sickness absence triggers for staff absent due to the coronavirus?

Given the exceptional circumstances in schools, we recommend that schools should consider suspending the sickness absence trigger, that have been met due to Covid 19 sickness absence. All other sickness absence should continue to be monitored in the usual way and normal triggers would apply. 

How can the Governing Body/ Headteacher support all staff return to school from 1 August 2020?

Governing boards and school leaders should have regard to staff (including the headteacher) work-life balance and wellbeing. 

Schools should ensure they have explained to all staff the measures they are proposing putting in place and involve all staff in that process.

How can a school effectively address mental health concerns of all staff?

 All employers have a duty of care to their employees, and this extends to their mental health. Schools already have mechanisms to support staff wellbeing and these will be particularly important, as some staff may be particularly anxious about returning to school.

School’s should consider whether a referral to their Occupational Health Provider may beneficial for the employee, and where provided, additional support via the schools Employee Assistance Programme e.g. counselling 

 The Department for Education is providing additional support for both pupil and staff wellbeing in the current situation. Information about the extra mental health support for pupils and teachers is available.

The Education Support Partnership provides a free helpline for school staff and targeted support for mental health and wellbeing.

What is the legal position in respect of the health and safety and equalities duties?

Schools have a legal obligation to protect their employees, and others, from harm and should continue to assess health and safety risks and consider how to meet equalities duties in the usual way

[bookmark: _Toc44919711]Administration and forms

How does the school identify staff who are unavailable for work for a reason connected with the coronavirus?

The HR Team has provided a self-declaration form to schools for employees to complete and indicate which criteria they meet i.e. self-isolation, sickness absence, or a member of the household has symptoms or they are in an ‘at risk’ category (clinically vulnerable or extremely clinically vulnerable). The form is available on WESCOM.

What do I do if an employee is unfit for work due to the coronavirus, and is unable to provide a fit note after 7 days?

A COVID-19 declaration can be obtained from 111 or where possible the GP. https://111.nhs.uk/isolation-note/ 

However, if no contact has been made to obtain the note, the employee should complete a self-declaration form. Schools may need to be flexible if they require evidence from the employee.

An employee has a non-coronavirus related sickness absence. How do I record the absence on self-serve?

The employee should be declared as unfit for work and it should be recorded as sickness absence on self-serve.

An employee indicates that they wish to self-isolate, even though they are not displaying the symptoms of the coronavirus. How do I record the absence?

The employee should be declared as unfit for work and it should be recorded as sickness absence on self-serve.

Is evidence required for someone that falls under ‘at risk’ category, if so, what evidence is required?

Schools should ask a member of staff to complete a self-declaration that they fall into one of the vulnerable group categories, as per government advice (please see WESCOM for the form). By signing the self-declaration form, the employee is confirming that the information they have provided is true to the best of their knowledge. 

From 1st August 2020 all school employees will be expected to return to work.

In some cases, a bespoke individual risk assessment may still be required to be undertaken by the school. School leaders should try as far as practically possible to accommodate additional measures where appropriate.

DfE expect this will allow most staff to return to the workplace. However, those in the most ‘at risk’ categories the schools should take particular care while community transmission rates continue to fall.

If an employee is self-isolating, do they have to complete both the NHS 111 ‘isolation note’ and the self-declaration form which the Council has provided?

No, they do not have to do both:

If an employee completes the self-declaration from the Council, then they are not required to use the NHS 111 isolation note as well.

If an employee completes the NHS 111 isolation note and presents it to their employer, then they are not also required to submit the same information on the self-declaration from the Council.

If a member of staff is isolating due to a family member showing symptoms but is working from home, do we still need to record this on self-serve?

They are working from home and therefore this does not need recording on self-serve. A Self Declaration form should be completed by the employee and retained in school for records. 

[bookmark: _Toc44919712]Recruitment 

Can schools continue to recruit staff during the coronavirus (COVID-19) crisis?

Yes, they can. It is important that schools have the workforce they need, and recruitment should continue where it is necessary and practical to do so, in line with social distancing guidelines. This will mean it is not normally possible for schools to hold face to face recruitment processes. Interviews should either happen remotely, for example, via an online video or telephone interview, or be delayed to a later date. 

How can a school ensure that necessary checks are carried out?

When recruiting, schools must continue to adhere to the legal requirements regarding pre-appointment checks and ensure that applicants have equality of opportunity throughout the selection process.

The following temporary changes have been made to the DBS standard and enhanced ID checking guidance:

ID documents to be viewed over video link

scanned images to be used in advance of the DBS check being submitted

the applicant will be required to present the original versions of these documents when they first attend their employment or volunteering role (the change came into effect from 19 March 2020)

In addition, as of 30 March 2020 the Home Office guidance regarding face-to-face interviews when checking the right to work has been revised and the following temporary changes have been made:

checks can now be carried out over video calls

job applicants and existing workers can send scanned documents or a photo of documents for checks using email or a mobile app, rather than sending originals

employers should use the Employer Checking Service if a prospective or existing employee cannot provide any of the accepted documents

The latest advice from the DfE can be found here:

https://www.gov.uk/government/publications/covid-19-school-closures/guidance-for-schools-about-temporarily-closing#recruitment

[bookmark: _Toc44919713]External agencies

How can a school manage external support for a child with additional need?

It is important to enable specialist staff from outside the school to work with pupils in different classes or year groups.

How can a school manage visitors coming into the premises?

Any visitors to the school should in most cases be pre-arranged, and the normal measures to remain Covid secure should be applied e.g. hand washing, social distancing etc

Can a school utilise IIT Students to support delivery of education in a school?

We strongly encourage schools to consider hosting ITT trainees. Schools should consider how they could host ITT trainees, and discuss with relevant ITT providers how this can be done flexibly and innovatively to help meet both school and trainee needs. Deployment decisions will need to take into account the skills and capacity of the trainees in question.

[bookmark: _Toc44919714]Links and references

Department for Education

Actions for education and childcare settings to prepare for wider opening from 1 June 2020

Planning guide for early years and childcare settings (wider opening 1 June)

Planning guide for primary schools

Guidance for secondary school provision from 15 June 2020

Coronavirus (COVID-19): implementing protective measures in education and childcare settings

Safe working in education, childcare and children’s social care settings, including the use of personal protective equipment (PPE)

https://www.gov.uk/government/news/extra-mental-health-support-for-pupils-and-teachers

National Joint Council for local government services

COVID-19: return to work, test & trace and admission to hospital

DfE Guidance on full opening of schools

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
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[bookmark: _Toc41581274]Actions to take if staff member or pupil informs you that they are self-isolating due to Covid-19 symptoms 



1. Record the following details: Name, staff or pupil, symptoms present, date of onset, date last in school, class group, check contact details are up to date. Please note that the key symptoms of Covid-19 are:

a. A high temperature

b. A new, continuous cough

c. A loss of or change to your sense of smell or taste





2. Tell them to book a test via immediately. It is crucial that they access a test within the first 3 days (5 at the most) of their first symptom. 

Tests can be booked through the following routes:

· [bookmark: _Hlk42534291]Wirral Bidston Satellite Testing Site by completing the online referral form via www.wirral.gov.uk/testing. This is a drive-through and walk-in facility.

· Regional Testing Sites via Gov.uk (Manchester/Haydock)

· Requesting a home test kit via Gov.uk

· Calling the Covid19 Helpline 0151 666 5050 where an advisor will complete the referral for your staff member (Mon-Fri, 9am -5pm)

· Calling 119 if they have no internet access

· If your staff member has no access to transport, they can email Covid19testing.gov.uk for the Community Home Swabbing Service.



3. Advise them to inform the designated school contact of the result of their test as soon as it is available.



4. Remind them to access nhs.uk/coronavirus or ring NHS 111 for advice on managing difficult symptoms



5. Remind them that they must stay away from school for 7 days from symptom onset. After that (providing they are well), they can return to school Note: If they are categorised as clinically vulnerable, refer to https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19







What to do if a member of staff or pupil informs you that they have tested positive (or the test is inconclusive).





1. Confirm that the individual must isolate for 7 days from symptom onset. After that, they can return to school if they feel better and as long as they have not had a fever without medication for 48 hours.



2. If the individual (pupil or teacher) has been in attendance at the school in the period of 48 hours prior to symptom onset, the rest of their class ONLY should be sent home and advised to self-isolate for 14 days (and to book a test immediately if they develop symptoms). Household members of the wider class do not need to self-isolate unless the pupil/staff member they live with develops symptoms.



3. Individuals testing positive will be contacted by the NHS Test and Trace team who will identify and communicate with any other contacts who need to take action.



4. After confirmation of a positive test, the school should arrange for cleaning of the setting as per guidance for cleaning non-healthcare settings





If more than ONE person tests positive, Public Health England’s health protection team will work with the council’s Public Health team to advise you on the most appropriate action to take. This will very rarely involve closure of an entire school.



















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

· If anyone becomes unwell with COVID-19 symptoms while they are in school they must be sent home and advised to follow the COVID-19: COVID-19: guidance for households with possible coronavirus (COVID-19) infection guidance.

· If a child is awaiting collection, they should be moved, if possible, to a room where they can be isolated behind a closed door, depending on the age of the child and with appropriate adult supervision if required. Ideally, a window should be opened for ventilation. If it is not possible to isolate them, move them to an area which is at least 2 metres away from other people.

· If they need to go to the bathroom while waiting to be collected, they should use a separate bathroom if possible. The bathroom should be cleaned and disinfected using standard cleaning products before being used by anyone else.

· PPE should be worn by staff caring for the child while they await collection if a distance of 2 metres cannot be maintained (such as for a very young child or a child with complex needs).

· If a member of staff has helped someone with symptoms, they do not need to go home unless they develop symptoms themselves. They should wash their hands thoroughly for 20 seconds after any contact with someone who is unwell.

· Cleaning the affected area with normal household disinfectant after someone with symptoms has left will reduce the risk of passing the infection on to other people. See the COVID-19: cleaning of non-healthcare settings guidance.

The school can remain open if this advice is followed.





If you need advice or support on any of the above, you can contact:



· [bookmark: _Toc525308782][bookmark: _Hlk20818823]PHE North West health protection team on 0344 225 0562 (9am-5pm) or if out of hours on 0151 434 4819 (ask for dedicated on-call for COVID-19)



· Wirral Community Infection Prevention and Control Service on 0151 604 7750  (9am-5pm) or email ipc.wirralct@nhs.net (for non-urgent advice)
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