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Check in, Catch Up and Prepare for summer and September arrangements 
 
GENERAL PRINCIPLES & SUPPORT 

The reopening of schools offers pupils and staff an opportunity to enhance current support 

for wellbeing and learning. The check in, catch up and preparation arrangements will vary 

from school to school, however we would advise that the following principles are 

considered and placed foremost: 

 Provision should focus on understanding, identifying and responding to pupils’ 

mental health and emotional health and wellbeing needs. 

 Provision should focus on ensuring that there is continuity between school-based 

support and home learning. 

 Schools will need to continue to provide childcare for children of critical workers 

until July 24th. They will also need to prioritise provision for vulnerable learners as is 

currently the case. In this respect, schools will need to be open for five days a week. 

It is reasonable for schools to restrict access to the childcare provision to those who 

have been using it for the past weeks unless there is a mitigating factor, eg school 

based staff returning to their workplace.  

 The local authority advises that provision should then prioritise access to years 1 to 6 

in the primary phase and years 7 to 10 in the secondary phase, including year 12 in 

post-16 settings. Wherever possible, schools should provide learning for five days a 

week; the number of year groups attending on each day may vary.  

 Schools should consider the option of re-introducing reception and nursery children 

to school for some time before the end of term. This could even be an open air 

session in the school grounds. 

 Provision should be increased over time up to maximum of a third of pupils at any 

one time. It is for individual schools to decide how many pupils they can safely 

accommodate.  

 Children will initially return on a part-time/rota basis. Children will not be expected 

to attend for a full week in school, attending every day, but will be allocated check-in 

slots. It is advised that pupils attend for full day sessions; this could vary according to 

older age groups within the secondary phase.    

 Headteachers should be contacting parents to ascertain who will take up the offer of 

check-ins, and then be able to plan accordingly to ensure that numbers are kept to a 

manageable and safe level. 

 All children should have at least two visits to school in the four week period between 

29 June and 24 July.  

 Reopening arrangements should also focus equally on supporting staff to return to 

their learning environments and senior leaders / line managers should offer 

opportunities for individual members of staff to check in and catch up, providing 

time to discuss concerns and similar matters. 

 Senior leaders should review provision on a daily basis and ensure that recovery 

plans and risk assessments are formally reviewed and reported to the Chair of 
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Governors on a regular basis; any concerns or issues should be escalated to the local 

authority.  

Support from the local authority 

As has happened throughout the coronavirus crisis, the local authority will continue to 

provide dedicated support and advice to schools. 

The exact configuration of check in, catch up and preparation arrangements will be for local 

determination and will need to be captured in each individual school’s recovery plans and 

risk assessments. These must be provided to the local authority in final form by 24th June 

and approved by the Chair of Governors.  

Schools will continue to be supported by a dedicated senior officer from the local authority 

who will act as a sounding board to the development of reopening arrangements and 

provide advice and guidance as necessary. The contact list will remain as follows: 

Schools Group Contact 

Abbey Primary, Alderman Davies CIW Primary, Blaenhonddan Primary, 
Coedffranc Primary, Crymlyn Primary 

Chris Millis 

Alltwen Primary, Rhos Primary, Godre'rgraig Primary,  Llangiwg Primary, 
Rhydyfro Primary, Tairgwaith Primary 

Sarah Griffiths 

Awel y Môr Primary, Baglan Primary, Blaenbaglan Primary Chris Millis 

Blaendulais Primary, Blaengwrach Primary, Creunant Primary, 
Maesmarchog Primary, Ynysfach, Cwmnedd Primary 

Mike Daley 

Catwg Primary, Bryncoch CIW Primary, Cilffriw Primary, Crynallt Primary, 
Ysgol Carreg Hir  

Andrew 
Herbert 

Central Primary, Coed Hirwaun Primary, Eastern Primary, St Thereses, 
Tywyn Primary,  

Sarah Griffiths 

Upper Afan Federation, Cwmafan Primary, Sandfields Primary, St Joseph's 
Infants, St. Joseph's Junior 

Andrew 
Herbert 

Gnoll Primary, Melin Primary, Waunceirch Primary, St Joseph's Primary, 
Tonnau Primary 

Jonathan 
Roberts 

YGG Blaendulais, YGG Cwmllynfell, YGG Pontardawe, YGG Trebannws Meirwen 
Watts 

YGG Castell-nedd, YGG Cwmnedd, YGG Gwaun Cae Gurwen, YGG 
Rhosafan, YGG Tyle’r Ynn 

Aled Evans 

Dŵr y Felin, St Joseph's RC, YG Ystalyfera Bro Dur, Ysgol Cwm Brombil Andrew 
Thomas 

Cefn Saeson, Cwmtawe, Llangatwg, Ysgol Bae Baglan,  Mike Daley 
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Ysgol Maes y Coed, Ysgol Hendrefelin Hayley Lervy 

 

OPERATIONAL GUIDANCE 

Please note that this guidance will be subject to regular review. Schools will be informed 

of any amendments.  

The following guidance seeks to address generic operational issues that will need to be 

considered and addressed in all schools. 

Please refer to dedicated guidance from the UK Government (DfE) on planning for primary 

schools:  

https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-schools-

from-1-june/planning-guide-for-primary-schools 

and planning for secondary schools: 

https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-schools-

from-1-june/planning-guide-for-secondary-schools 

Trade unions have published useful guidance and checklists regarding the reopening of 

schools. These are available on respective websites and from local trade union 

representatives.  

At the time of writing, no guidance from Welsh Government on the reopening of schools 

has been received. The content of this document may need to be reviewed on its receipt.  

Keep Education Safe: Operational guidance for schools and settings (COVID-19): 

https://gov.wales/written-statement-publication-guidance-support-educational-settings-

increase-capacity 

For general advice: https://gov.wales/education-coronavirus 

Other documents: 

Technical Advisory Cell: Our latest understanding of COVID-19 with respect to children and 

education https://gov.wales/sites/default/files/publications/2020-06/our-latest-

understanding-of-covid-19-%20respect-to-children-education.pdf 

Guidance for hubs and schools: provision for children of critical workers and vulnerable 

children https://gov.wales/sites/default/files/publications/2020-04/guidance-hubs-schools-

coronavirus-provision.pdf 

School opening times and services: coronavirus https://gov.wales/how-schools-will-work-

during-coronavirus-pandemic 

 

  

https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-schools-from-1-june/planning-guide-for-primary-schools
https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-schools-from-1-june/planning-guide-for-primary-schools
https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-schools-from-1-june/planning-guide-for-secondary-schools
https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-schools-from-1-june/planning-guide-for-secondary-schools
https://gov.wales/written-statement-publication-guidance-support-educational-settings-increase-capacity
https://gov.wales/written-statement-publication-guidance-support-educational-settings-increase-capacity
https://gov.wales/education-coronavirus
https://gov.wales/sites/default/files/publications/2020-06/our-latest-understanding-of-covid-19-%20respect-to-children-education.pdf
https://gov.wales/sites/default/files/publications/2020-06/our-latest-understanding-of-covid-19-%20respect-to-children-education.pdf
https://gov.wales/sites/default/files/publications/2020-04/guidance-hubs-schools-coronavirus-provision.pdf
https://gov.wales/sites/default/files/publications/2020-04/guidance-hubs-schools-coronavirus-provision.pdf
https://gov.wales/how-schools-will-work-during-coronavirus-pandemic
https://gov.wales/how-schools-will-work-during-coronavirus-pandemic


4 
 

Planning (P) 

P1. All schools will need to prepare recovery plans that describe their check in, catch up and 

prepare arrangements. Plans will need to be signed off by Chairs of Governors and copies 

must be provided to each member of staff.  

P2. All schools will need to prepare risk assessments that identify and assess the risks of 

reopening schools under current circumstances for the check in, catch up and prepare 

arrangements articulated in recovery plans. Risk assessments will need to be signed off by 

Chairs of Governors and copies must be provided to each member of staff. Members of staff 

should raise any queries or concerns with their line managers.  

Risk assessments 

All planned activities should be risk assessed in light of coronavirus (Covid-19), in 

conjunction with relevant staff where applicable, and due consideration given to how usual 

practice may need to be adapted. Consider adjusting fire alarm procedures, for example 

assembly points, and how you will ensure that staff are trained in them. Similarly, how first-

aid needs will be covered.  

P3. Recovery plans and risk assessments should be reviewed on a regular basis and revised 

as necessary.  

  



5 
 

Vulnerable Pupils and Pupils with ALN 

Emotional wellbeing 

A clear focus of the check in, catch up and preparation stage of school’s re-opening will be 
upon the emotional health and wellbeing needs of children and young people. Having 
regular contact with school staff is likely to result in a smoother, less problematic 
transition back into formal education for pupils.  

We know that returning to schools after the Covid-19 lockdown is going to be hard for some 
families and schools. It is difficult to predict exactly what the full return to school will look 
like, or when or how it will happen. We must be aware that it will be a different experience 
for every school and also for the different people (i.e., children, staff and parents) within 
each school.  
 
Whatever the school setting, there are going to be a number of key things to consider and 
include in our plans for the return of pupils and staff. For many, the return to school will be 
greeted with a huge sigh of relief. For others, they may experience a deep trepidation or 
anxiety. Once restrictions are lifted, it will take time for us to adjust to the ‘new’ normal.  

We would encourage schools to send pupils a letter welcoming them back to school and 
explaining the way their new environment will operate and how they can make the best of 
this experience over the ‘pilot’ four week period. The letter or communication should be 
positive and inspiring. Within an age specific context, it should also refer to the importance 
of adhering to new school rules. 

In order to help schools manage this transition, the local authority has created a number of 
useful resources that will hopefully address some anxieties around the emotional health and 
well-being of pupils and staff.  

The document ‘Supporting the Return to School - Transition Advice for Families & Schools 
following the Covid-19 Pandemic’ will be made available to every school via the Educational 
Psychology Service. This document provides information and strategies to be used as 
guidance for staff and parents/carers to help to ease the transition for pupils following the 
lifting of Covid-19 restrictions.  
 
Some pupils may have experienced bereavement, others may have experienced indirect loss 
by not having had regular contact with close family members. Inevitably, many children will 
be anxious and worried about what the future holds. In order to help schools manage this 
time, the local authority has created a number of lesson plans. They are intended as a 
resource to support pupils in understanding changes to their lives following the Covid-19 
crisis. Schools may wish to use these lesson plans upon pupils’ return to school to support 
their transition back into an educational setting. It will be important to understand that, 
when this happens, the Covid-19 crisis will still be ongoing. As such, the lesson plans are also 
aimed at helping children to prepare for future changes as well as helping them to deal with 
the changes that might have already happened to them.  
 
The theme of understanding and adapting to change is kept quite general throughout. Most 
of the lessons, especially those designed for the younger age groups, are not specifically 
focussed on Covid-19. However, there is definite scope for the thinking behind the activities 
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to be pupil-led, and pupils might well choose to discuss the topic of change in relation to the 
Covid-19 crisis. More generally, the lesson plans will help children to think and talk about 
their feelings in relation to any life changes, which is an important part of developing pupils’ 
emotional literacy skills. The link EP for each school, will spend time with the Headteacher 
and / or ALNCo, explaining the lesson plans and providing any support and guidance as 
required. You may choose not to use the lesson plans or you may use them flexibly, 
according to need. The lesson plans are provided in a supportive rather than prescriptive 
capacity.  
 
The local authority acknowledges that many staff will also have experienced anxiety and loss 
during the Covid lockdown period, and as such, addressing their emotional health and well-
being needs is paramount, if they are to help the needs of children and young people on 
their return to school. The School Based Counselling Service has therefore provided a 
confidential helpline for all school staff. Staff can access this service using the following link: 
 
https://www.npt.gov.uk/22800 
 
Furthermore, the local authority acknowledges that many parents and carers will be worried 
and anxious about their children returning to school. They may have concerns about 
changes to their children’s behaviour and learning and worries about their child’s safety and 
well-being. In order to help address this, the Inclusion Service and the School Based 
Counselling Service have a telephone helpline that parents and carers can access via the 
following link: 
 
https://www.npt.gov.uk/23268 

https://www.npt.gov.uk/6616 
 
Inclusion Service teams, including School Based Counselling, Educational Psychology, ALNSS, 
Support for Learning, Education Welfare Service and Well-Being, continue to operate. Staff 
will continue to provide support, advice and guidance to schools, as required, particularly in 
relation to pupil and staff well-being. If and when appropriate, some Inclusion Service staff 
may be permitted to visit schools, although this will be dependent upon risk assessments 
being completed and the need and circumstances. It is vital that the number of visitors to 
school is limited in order to help stop the spread of the virus.  
 
There is likely to be a significant number of children and young people who will be unable to 
return to school for the check in, catch up and prepare sessions. This may be because they 
or a family member are shielding. Furthermore, it is not anticipated that all pupils will be in 
school each day, until the end of term. It remains critical therefore, that schools continue to 
‘check-in’ with pupils, particularly the most vulnerable, on a regular basis. The local 
authority has developed guidance for schools in relation to these check-ins. This guidance 
complements the vulnerable pupil register and guidance for schools in completing this. It is 
expected, that all schools will continue to update the register on a weekly basis.  
 
Finally, the CAMHS Single Point Of Referral/Triage (SPORT) line is available on 01639 

862744 Monday – Friday 9-5. Professionals and families are able to use this line as a 

https://www.npt.gov.uk/22800
https://www.npt.gov.uk/23268
https://www.npt.gov.uk/6616
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point of contact for advice where there is concern about a young person’s mental 

health. Professionals are able to seek anonymous advice, however where possible they 

should ensure they have consent to share information with CAMHS and the family are 

agreeable to receiving a telephone call; there are occasions where direct contact may 

need to be made with the family from information received. 

Pupils with ALN and meeting statutory needs 

At present the law in relation to statements of SEN remains unchanged. Therefore the 

local authority and schools are expected to make all reasonable endeavours to ensure 

that the needs of, and provision for, children and young people with ALN are met. 

Where provision cannot be delivered within the school setting, opportunities to meet 

need in a different way at home or online, should be explored. The Inclusion Service can 

support you and parents/carers to deliver this through resources, strategies and advice 

and by adapting interventions. Where pupils have Speech and Language Therapy and 

Occupational Therapy on their statement of SEN, the local authority is working with 

colleagues in Health to offer some therapy online and support to families and schools. 

While visits to schools are strictly limited, some services will undertake visits where it is 

deemed necessary, following an appropriate risk assessment and in discussion with 

service managers. Inclusion service staff will also continue to support children and 

young people who have required their support while attending the hubs, where needed. 

Some children and young people with ALN may find it particularly difficult to make the 

transition back to school after being at home for an extended time and could find 

managing change particularly difficult. The Inclusion Service has produced a number of 

resources which can help you with this, these can be found on the Inclusion Service 

website and the Inclusion Service Facebook page. 

A small number of pupils with ALN may present with more complex needs and 

behaviours which will require you to undertake a risk assessment to assess how to safely 

meet their needs in school. This should involve parents/carers and the views of the child 

or young person. A multi-agency approach should be used where appropriate. The 

Educational Psychology Service, Support for Learning Service and Wellbeing Service can 

assist you with this process. 

The Inclusion Service can also assist with: 

 De-escalation and dealing with behaviours- training and support and also advice on 
completing behaviour risk assessments. 

 Individual pupils- offering advice, guidance and strategies, liaising with other 
services.  

 Group work sessions- on a range of issues including, anxiety, substance misuse, risky 
behaviours, consequential thinking etc. 

 Play and outdoor learning- how to use play and outdoor learning sessions using a 
Forest School approach to support pupil wellbeing and deliver wider interventions 
and therapies. 
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 Training- e.g. Mental Health First Aid, trauma, attachment and restorative 
approaches. 

 Multi-agency work- links to other services like WCADA, YOT, Thrive (domestic 
violence) and help to co-ordinate appropriate intervention. 

 Case management- keeping in contact with open cases. 

 Support for specialist provisions 

 Ongoing supervision and training for ELSAs 

 Supporting transition 
 

Schools may also want to consider the survey undertaken by the Children’s 

Commissioner for Wales, Coronavirus and Me, which considers the views of over 23,700 

children and young people aged 3-18 https://www.childcomwales.org.uk/coronavirus-and-

me-results/. 

  

https://www.childcomwales.org.uk/coronavirus-and-me-results/
https://www.childcomwales.org.uk/coronavirus-and-me-results/
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Transition (T) 

Current hub schools will cease childcare provision for partner schools on Friday, June 19th 

and childcare arrangements for the children of critical workers and for vulnerable pupils will 

need to be delivered at their own/home school between Monday 22 June and Friday 26 

June.    

The current hub schools will only be required to provide childcare for their own children 

during that week. 

Transition arrangements need to be agreed within hub groups and communicated to 

parents in timely manner. 

Childcare provision will be delivered at individual schools between Monday 22 June and 

Friday 24 July.    

Re-setting the school environment 

Wherever possible, pupils must remain in consistent, self-contained groups or ‘bubbles’. 

These should be for learning, for catering provision and recreational or play times.  

Setting area dividers may help to keep children in different parts of the room, and floor 

markings could be helpful in assisting staff with keeping groups apart. The use of communal 

spaces in settings should be managed to limit the amount of mixing between groups as 

much as possible. 

In order to facilitate cleaning, remove unnecessary items from learning environments where 

there is space to store them elsewhere. Public health advice is to remove all soft toys, and 

any toys that are hard to clean, such as those with intricate parts. Where practicable, 

remove soft furnishings, for example pillows, bean bags and rugs. 

Schools will need to consider how coats will be kept within the self-contained groups. Pupils 

should be advised not to bring rucksacks or the like and where bags are necessary they 

should be disposable ones (plastic or paper).  

You should be mindful to minimise the number of resources in order to make sure they can 

be wiped clean. Wherever possible, resources which are not easily washable or wipeable 

should be removed. 

School should ensure: 

 that individual groups use the same area of a setting throughout the day as much as 

possible; 

 that the sharing of equipment and resources is reduced; 

 that any equipment or resources that are shared can be easily cleaned between 

different groups’ use. 

 that pupils should bring their own pencils, pencil cases etc and should not share with 

others. 
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 that pupils who have borrowed laptops should not bring them to school in order to 

reduce the need to clean them.  They will need their device in order to continue with 

distance learning. 

Movement around the school 

Try to reduce possible contact between different groups of children, and between adults, it 

may be helpful for corridors to be used on a one way basis at any given time. 

Clear guidance needs to be provided to pupils, parents and staff on your individual entry 

and exit strategies. Fire safety regulations must not be compromised.  

Practical steps to reduce risk 

You should plan for putting in place protective measures to reduce risks, for example by 

adjusting timings of the school day. The overriding aim here is to reduce contact between 

different groups. 

You should consider steps including: 

 how you might stagger start and end times between year groups by a short period to 

reduce volume at the entrance; 

 using signage to guide parents and carers about where and when they should drop 

off and pick up their children - you should communicate this to parents in advance; 

 working out arrangements for breaks or play times so that ideally only one group of 

children is in the same play area at any one time, depending on the space available.  

 ensuring that staff remain at a safe distance from each other at lunchtime or during 

breaks (including how to manage if your school has a small staff room or other staff 

areas); 

 arranging for assemblies to take place with individual groups in their allocated 

classroom spaces rather than bringing children from different classes together into 

one hall or large space. 

Work out arrangements for lunch so that children do not mix with children from other 

groups – this could mean having several lunch sittings or serving lunch in more than one 

location, including if appropriate in a classroom. The area will need to be cleaned between 

each sitting. 

Catering Services in partnership with headteachers can rota staff for lunchtimes to 

accommodate the needs of the school. There may be some instances where additional 

hours may be incurred.  

Make maximum usage of the outdoor learning environment and ensure that classrooms are 

as ventilated as possible.  

Ensure there is good ventilation within rooms at all times particularly during occupancy.  
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Open windows approximately 15 minutes before occupancy. This should be carried out 

throughout the day to ensure adequate supply of external fresh air (even in mechanically 

ventilated buildings).  

It is advised that all water fountains are to be isolated at water source and signage placed 

on the units highlighting “out of use”.  

Visitors 

Strictly limit the external visitors to the school during school hours. 

Parents should come into school buildings only when strictly necessary, by appointment, 

and ideally only one. Any such meetings should take place at a safe distance (and so the use 

of small offices may not be suitable). 

Buildings  

All schools should adhere to the annual health and safety / maintenance guidance provided 

by the local authority and included in appendix 1 of this guidance. 

Once reset, all schools must adhere to this guidance. 

Attendance reporting 

Daily attendance registers need to be kept and reported to the local authority using a 

common form (to be shared). 

It is expected that with the re-opening of schools, the legal requirement to formally take the 

register twice a day will resume; however, further guidance on what attendance and 

absence codes to use will follow.   

WG have released guidance for schools regarding pupil attendance and codes for when 

schools reopen on June 29th.   

https://gov.wales/recording-attendance-schools-and-settings-29-june-coronavirus 

Parents will not be prosecuted for not sending their children to school during the lockdown 

period or upon the initial return to school period of 29th June and 24th July. However, 

contact needs to be maintained with parents choosing to keep their children home. 

Cleaning and hygiene (CH) (see also Appendix 2)  

We expect the WG guidance on reopening schools to provide clear detail on cleaning and 

hygiene.  

Staff should also draw on Public Health Wales’ guidance on infection prevention and control 

https://phw.nhs.wales/services-and-teams/harp/infection-prevention-and-

control/guidance/ 

You will want to decide and make clear to the school staff, pupils and parents what your 

expectations are about cleaning and hygiene. 

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fgov.wales%2Frecording-attendance-schools-and-settings-29-june-coronavirus&data=02%7C01%7CHayley.Thomas%40newport.gov.uk%7C633deb3d62794b21410508d8113c5158%7C2c4d0079c52c4bb3b3cad8eaf1b6b7d5%7C0%7C0%7C637278298045723992&sdata=RdZ1K6DapzhizkwwhjgP1MGbJY%2FP2WJsX%2Fa2aOLb0T4%3D&reserved=0
https://phw.nhs.wales/services-and-teams/harp/infection-prevention-and-control/guidance/
https://phw.nhs.wales/services-and-teams/harp/infection-prevention-and-control/guidance/
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Staff should ensure that all staff and children regularly wash their hands. They should be 

washed with soap and water for at least 20 seconds. Staff should also ensure that staff and 

children understand effective handwashing techniques. Regular handwashing should 

include on arrival and when leaving the school or hub; before and after handling food; 

before and after handling objects and equipment that may have been used by others; where 

there has been any physical contact and after people blow their nose, sneeze or cough. 

Once children are back in school, all frequently touched surfaces, equipment, door handles 

and toilets used during the day will need to be cleaned thoroughly each day. Each school 

should have trained member(s) of staff who can carry out this activity.  

Staff will need to wipe any carried items e.g. mobile phones, tablets, reading glasses, pens 

etc with disinfectant wipes provided.  

Before entering a classroom, each member of staff and children should have thoroughly 

washed their hands with soap and water. 

Only have minimal furniture and other items in the environment that are easy to clean/ 

disinfect. All soft toys to be removed and stored.  

It is advised to clean and wipe down high use touch areas and surfaces more frequently 

using a disinfectant cleaner and a disposable cloth (these will be provided by the Cleaning 

Services team for schools within the Cleaning SLA). 

Where there are concerns over cleanliness or hygiene, or where trained staff are 
unavailable, please contact Shirley Freeguard s.freeguard@npt.gov.uk to discuss these 
matters.  
 
Schools external to the local authority SLA will need to agree a similar protocol with their 
cleaning providers or ensure that the protocols are undertaken by existing cleaning staff or 
TAs who have received the relevant training.  
 
Schools may also wish to consider your plans for: 

 the availability of 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 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 

CH1. Do we expect classroom-based staff to regularly clean the classroom environment? 
 
The local authority expects all staff (and learners) to ensure the working environment is as 
clean as possible.  
CH 2. Do we expect classroom-based staff to regularly clean toilets?  

No.  

mailto:s.freeguard@npt.gov.uk
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CH 3. Are ‘deep’ cleans recommended at all school sites before schools reopen? 

No. 

The local authority recommends schools are cleaned in line with the current cleaning 

specification. 

CH 4. Is there a requirement for more frequent cleans to be undertaken during the 

school day?   

Yes. It is advised to clean and wipe down high use touch areas and surfaces more frequently 

using a disinfectant cleaner and a disposable cloth and the appropriate PPE (these will be 

provided by the Cleaning Services team for all schools). 

NPTCBC Access Managed Services (AMS) Cleaning Services will offer support and guidance 

to all schools to ensure compliance with Welsh Government guidance and local authority 

protocols.   

In addition, some school-based staff have received training to be able to safely wipe the 

high-touch areas with the appropriate PPE and cleaning materials. This practice is in line 

with expectations of maintaining general hygiene within the classroom and school 

environment.    

 

It is everybody’s responsibility to ensure that general hygiene standards are maintained. The 

local authority has and continues to provide training to staff who register in order that high-

touch areas can be wiped on a frequent basis. 

 

Whilst we advise that the use of resources and equipment is kept to a minimum, where 

appropriate, these methods can be used to wipe items that may have been used, eg 

footballs, scooters, etc.  

 

Schools that subscribe to the local authority’s Cleaning Service Level Agreement (SLA) are 

able to access additional cleaning if there is an agreed need to do so.  

 

CH 5. Will one school only have one team of cleaners assigned to it? 

Yes, where a school has subscribed to the local authority’s SLA.  

NPTCBC Access Managed Services (AMS) Cleaning Services are responsible for their staff 

adhering to cleaning protocols.   

CH 6. Will the local authority provide schools with additional funding to support 

additional cleaning requirements? 

Subject to Welsh Government grant availability. We await clarification.  

The local authority continues to identify costs associated with Covid-19 and is working with 

Welsh Government to recover those costs where possible. 
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CH7. How will schools achieve two-metre social distancing requirements in areas such as 

classrooms, circulation spaces, toilets, and yard areas?  

National guidance is expected for schools reopening but social distancing guidance is 

already available. (Appendix3). Please note that current guidance states that the 2m rule 

maybe difficult to apply in an educational setting with young children and should then be 

risk assessed. 

The local authority has already provided general risk assessment framework guidance for 

schools to adapt to their own situation, recognising that every school building is different. 

As part of each school’s risk assessment process, schools will need to determine how many 

pupils can safely be included on the premises taking into account learning spaces, 

movement in corridors, toilet areas and so on.  

While schools are expected to work towards the maximum 30% of the school population in 

attendance, the risk assessment may determine that this level is lower and this would be 

the key determiner in this decision. 

Headteachers will also need to consider the space taken by door openings and 

storage/furniture. Where requested, we will also provide CAD plans for each school. Please 

contact Rhiannon Crowhurst if you require a plan of your school - r.crowhurst@npt.gov.uk  

Therefore, decisions will need to be made at a local level following local authority advice, 

taking due account of detailed Welsh Government guidance as far as possible.  

Support is available for headteacher colleagues throughout the risk assessment process 

from the Corporate Health and Safety Team including the provision of professional advice 

and guidance.   

Schools are responsible for their own school sites and will need to use the matrix to help 

them undertake their own risk assessment before and during the time pupils and staff are 

on site. 

It is important to note that this will be a joint enterprise. The on-site assessment undertaken 

by schools must be consistent and recorded. Schools will be required to submit risk 

assessments to the local authority and will be offered feedback from the Corporate Health 

and Safety Team. 

CH8. Will the local authority provide staff training in respect of health and safety in 

schools? 

Responsible Persons training is scheduled for later this month onwards. Any questions or 

concerns should be directed to the Corporate Training Team. 

Additional information will be provided when necessary. 

CH9. How will schools secure appropriate signage, line marking and sanitiser? 

The local authority will work with schools to identify and procure signage, line marking and 

sanitiser where necessary.   

mailto:r.crowhurst@npt.gov.uk
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This will support a consistent approach in all schools. 

It is important to note that some younger learners and pupils with additional learning needs 

might find signage and markings difficult to observe. Therefore, schools are encouraged to 

consider this when deploying markings/signage. 

CH10. How will social distancing measures be supported in other areas of the school? 

Headteachers need to consider how to familiarise staff and pupils with social distancing 

measures across the school campus, ensuring that particular notice is given to canteens, 

halls, play / recreational areas etc. 

CH11. Does the local authority recommend that doors are kept open? 

The local authority recommends that all non-fire doors are to be locked/wedged in an open 

position (to minimise physical contact with surfaces). 

Fire doors need to remain in ‘normal’ use. However, the local authority will work with the 

Health and Safety Executive and the Fire and Rescue Service to explore whether fire safety 

regulations in relation to fire doors may be relaxed. 

CH12. How should schools manage toilet use? 

The local authority recommends that, where possible, the following protocols are observed: 

 Pupils to use toilets ‘one at a time’ and not to use urinals. 

 Warm water and soap are available at all times, in all cloakrooms/toilets for pupils 

and staff.  

The local authority will work with schools to develop protocols around the use of toilets 

during break and lunch times. 

CH13. Will the local authority meet the costs of materials required to promote social 

distancing and provide additional requirements such as hand sanitiser? 

Subject to Welsh Government approval, the local authority will seek to cover all costs, via 

the corporate Covid-19 budget, incurred by schools to manage the current situation. These 

must be recorded and be ready to be presented when required.  

Catering (C) 

C1.      Do we expect learners to eat hot meals in a canteen? 

Yes, however, the Catering Service will work with individual schools to determine the 

suitability of a hot meal provision depending on individual school facilities.   

Depending on the outcome of this assessment, a decision may be made to either utilise 

existing canteen facilities with the required social distancing in place or for all pupils to eat 

lunch in their own (class or registration form) room or a mix of both. 

C2.      Do we allow pupils to bring in their own sandwiches if they want to? 

Yes.  
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However, it is important to note that any food/packaging brought from home must be taken 

back home by individual learners and schools should determine appropriate controls that 

will need to be in place to ensure that cross contamination is limited as much as is practical. 

Pupils need to bring their own packed lunchbox and a water bottle, clearly labelled with 

their name.   

You will need to consider whether pupils should eat their meals in the room where they are 

taught or whether each classroom should in turn go to eat in the canteen (or more than one 

group at a time if you are able to socially distance).  

C3.      Will breakfast clubs be available to learners? 

No. 

At present, the local authority has no plans to resume breakfast club provision.   

However, the local authority will work with schools to identify the opportunities to provide 

suitable breakfast food in each classroom (at the start of the school). 

The local authority will review the situation over the summer break and provide further 

information at that point. 

Similarly, the local authority advises against running after-school clubs and the use of school 

premises by third-party providers during the Check In, Catch Up arrangements for June and 

July, 2020. 

C4. Payment 

Payment should be made by Parent Pay or similar payment transfer arrangements.  Money 

should not be collected. Biometric payment systems will need to be wiped with an 

antibacterial substance between uses. All children entitled to free school meals will be 

expected to pay for their meals as registered families will continue to receive a weekly BACS 

payment.  

Schools not currently set up to receive payment by transfer will need to record costs for 

each family and collect payment following the establishment of money transfer facilities. 

Please contact the local authority to discuss the setting up of payment transfer facilities if 

they do not currently exist in your school.  

Childcare hubs (H) 

H1.    When will current childcare hubs close so the staff of hub schools can organise 

furniture, markings and signage? 

As noted above, childcare hub schools will cease to operate under current configuration on 

Friday, 19th June and vulnerable pupils and the children of critical workers will return to 

their own schools from Monday 22nd June onwards.    

During the week commencing 22nd June, childcare will need to be provided by the pupils’ 

own/home schools. 
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It is expected that childcare provision will be delivered at individual schools between 

Monday 22nd June and Friday 24th July.    

H2.   Will childcare hubs be open over the summer? 

Local authorities are currently in discussion with Welsh Government officials regarding this 

matter. 

The local authority is currently exploring the options regarding childcare hubs over the 

summer break. We may approach schools to enquire about the availability of buildings.  

Whereas, school based staff will not be expected to staff any summer childcare provision, 

they may be offered the opportunity to work in these provisions.  

Further information will follow in due course. 

Management (M) 

M1.  When are pupils returning to school? 
 
Pupils will begin to return to school on Monday 29th June for 4 weeks. Schools will close 24th 
July.  
 
M2. How will we organise pupils returning to school in the playground as they wait to 

enter the school building? 
 
All schools will be required to provide clearly marked areas (eg using yard paint, tape or 
bollards) for learners waiting to enter the school building. 
 
The marked areas will provide guidance on safe social distancing requirements for pupils 
and parents/carers. 
 
M3. When should school staff return to work?  
 
The local authority expects all school staff to make themselves available to return to work 
when schools reopen to staff on Monday 22nd June unless they are shielding at home or 
there is a medical reason for them not returning. 
 
M4. Senior leaders should utilise this period to meet, maintaining social distancing 
protocols, with all individual members of staff to discuss their return to work and familiarise 
them with reopening arrangements and address any concerns and anxieties that they may 
have.  
 
Employees should have a senior staff contact / designated line manager who will provide 
pastoral support and advice.  
 
M5. Do we need staff preparation days? 
 
The local authority recommends that all schools open for one week before any other 
learners are readmitted on 29th June.  
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This will provide time for schools to prepare to reopen.   
 
Where possible, individual schools will take charge of their ‘hub’ learners from 22nd June.  
 
M6. What will children be permitted to bring to school? 
 
In order to reduce transmission, the local authority recommends that as few items as 
possible are brought between home and school. 
 
Permissible items include a lunch box and specialist equipment for lessons (eg PE kit) but 
only when absolutely necessary.    
 
Pupils (and staff) must not take books or any other resources between home and school. 

M7. What is the strategy for informing and reassuring parents? 
 
Schools will need to provide regular local information to parents via social media and other 
established means of communication. 
 
The local authority will also ensure regular communication will be provided to 
parents/carers via schools. 
 
This will include letters to parents prior to re-opening, outlining routines and expectations 
about social distancing, hygiene and cleaning.  
 
M8. What meetings can and cannot go ahead in person? 
 
The local authority recommends that all meetings should be undertaken virtually until 
further notice. 
 
However, it is recognised that, when schools start to reopen, there may be a need for staff 
meetings. 
 

Where meetings are necessary, it is important to limit the number of people physically 

attending the meeting and, in all cases, social distancing measures must be observed. 

As indicated above, staff should be allocated a contact from the school’s senior leadership 

who can provide one to one pastoral care and support for employees as required.  

It is not necessary to hold routine Governing Body meetings. Where specific, urgent matters 

arise, the advice of the local authority should be sought from John Burge 

j.burge@npt.gov.uk. Headteachers should maintain regular contact with Chairs of 

Governors.  

M9. What other measures can schools employ to keep learners and staff safe? 

mailto:j.burge@npt.gov.uk
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The local authority recommends that redundant classroom furniture should be stored away 

from the classroom if possible. 

M10. How can schools ensure staff are deployed effectively? 

The local authority recommends that schools develop staffing plans to ensure appropriate 

levels of staff are deployed safely.   

This will be determined by the outcome of the risk assessment. 

M11. How should schools manage break times? 

The local authority recommends that schools stagger break times in order that contact 

between learners is minimised and sufficient area is provided for outdoor activities. This will 

need to be included within the play risk assessment. 

Schools should ensure that hand sanitisers are available at all entry and exit points to enable 

learners to clean their hands when they leave and re-enter the school building. 

Schools need to consider how hand sanitiser stations are maintained and replenished. 

The local authority recommends that outdoor learning/play is encouraged wherever 

possible, reminding parents of the need to apply sunscreen to children and similar 

protective measures. 

Access to playground equipment should be limited to specific groups and cleaned after each 

use by separate groups. 

Pedagogy (P) 

The return to school period is meant for ‘check-in, catch up and prepare’ and, as such, 

learning need not be taking place in its traditional form. 

Primary children should be taught to wash their hands frequently, but particularly after 

using wheeled bikes, trikes and other large, movable toys. Children should be encouraged 

where possible not to touch their faces or to put objects in their mouths. Sharing stories, 

singing and playing outdoor games will help all children to socialise and resettle into familiar 

everyday classroom routines. 

Schools should use face-to-face support to supplement the remote education of pupils, with 

a clear expectation that remote education will continue to be the predominant form of 

education delivery and that this should be of high quality 

Additional guidance to support arrangements from September 2020 will be published in due 

course. 

P1. Should staff mark books? 
 
The local authority advises against staff marking pupil books. 
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However, it is recognised that providing learners with meaningful feedback is important. 
Therefore, schools are encouraged to use a range of methods (such as self-marking, verbal 
feedback and digital/online comments) to provide feedback on learners’ work. 
 
P2. Should teachers move around the class to meet the needs of individual learners? 
 
Due to social distancing guidelines, movement around classrooms will inevitably be limited.  
 
However, in some cases (eg behaviour management or following an accident), school staff 
may need to move to address issues.  
 
It is vitally important that the two-metre social distancing rule is observed wherever 
possible. 
 
P3. What will the learning offer be like in primary, special and secondary schools? 

The local authority does not recommend that any formal learning is undertaken during 

summer term. 

The summer term should be used to provide opportunities for learners and staff to readjust 

to being back with their peers within a school environment. 

The local authority strongly recommends that schools focus on the emotional health and 

wellbeing for the remainder of the summer term. 

Senior school leaders and staff are best placed to manage the balance between care for 

emotional needs and learning and to decide how these aspects can be blended over the 

initial four week period.   

However, where learners are at the point of transition (eg Year 2, Year 6, Year 11, Year 13) 

schools are encouraged to provide opportunities to support the next phase in the learners’ 

journey if they are able to. 

P4. Are schools required to continue to provide learning for children in year groups 

who are supposed to be back in school but have been kept at home by parents on 

health/safety grounds? 

Yes.  

If a learner remains at home, schools must continue to provide (online and/or physical) 

work for those pupils. 

Schools are encouraged to be sensitive to this situation at this time as it is recognised that 

many parents/carers may be anxious about the child returning to school. 

Transport (T) 

T1. How will learners travel to school when they return? 
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All parents are encouraged to transport their own children to school. Schools may want to 
consider adapting the school day to some degree to respond to parents’ needs. This may be 
to allow parents, where absolutely necessary, to drop off children 30 minutes earlier than 
usual and picking them up 30 minutes later than usual. These arrangements are for local 
determination.  
 
Traffic Management - Drop off and pick up points 
It is essential that all schools undertake a detailed assessment of all available collection and 
drop off points. Due to expected increased number of vehicles, all drop off and collection 
points need to be assessed for suitability and the site’s traffic management plan updated.  
 
We will be providing a limited home to school transport service. However, due to social 
distancing requirements, changes will need to be made to the local authority’s transport 
arrangements to ensure learners and transport operators are kept safe. 
 
It has been assessed that the passenger capacity will be reduced from the current number, 
just under 5,300 places to circa 1,000 places. This will significantly restrict our ability to 
provide transport. 
 
Taking into account the assumed ability of pupils to maintain social distancing on 
unaccompanied transport and their assumed emotional needs, no home to school transport 
will be provided to mainstream primary pupils.  
 
Transport arrangements will be prioritised as follows: 

 Pupils entitled to transport based on their SEN assessment. 

 Pupils attending year 7,8,9,10 and 12 provision at Ysgol Gymraeg Ystalyfera Bro Dur 
and St. Joseph’s Comprehensive and Sixth Form Centre and who currently travel by 
home to school transport.  

 Pupils attending year 7,8,9,10 provision at other schools who currently travel by 
home to school transport. 

 
Currently, we are unable to guarantee this provision and further work is needed to provide 
exact detail on which routes will run.  
 
We are therefore going to very reliant on schools to let us know their start and finish times 
and also which pupils will be attending school on which days. We will do our best to arrange 
transport around each school’s needs, but this is going to be challenging depending on how 
each school decides to implement the phased return. 
 
T2. How will we organise the pupils waiting at the bus stop for school transport? 
 
The local authority will provide guidance for schools to communicate to 
parents/carers/learners, reminding learners of social distancing requirements. 
 
The local authority (or indeed transport providers) will not be able to demarcate or monitor 
bus stops. 
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Various (V) 
 
V1. Are pupils required to wear uniform? 
 
No. 
 
Pupils will be encouraged to wear appropriate, easily washable clothing and footwear. 
 
V2.  Are staff able to ‘dress-down’? 
 
Yes. 
 
Staff members are encouraged to wear appropriate, easily washable clothing and footwear. 
 
Face masks / covering 
There is no national policy on wearing face masks / covering in public. Staff or pupils who 

favour wearing face masks or covering should be allowed to do so.  

However, schools need to be aware of concerns that have been raised in terms of i) cross 

contamination, ii) children with hearing impairments requiring the need to lip read, iii) 

concealing pupils facial expressions.   

*Announcement is due to come out 09.06.20 in regards to use of face masks.* 

Wellbeing (W) 

Staff 
 
W1. What if an employee has received a shielding letter from the Chief Medical Officer 

or their GP ? 
 
Where an employee is shielding in line with Welsh Government Guidance and in receipt of a 
letter from the Chief Medical Officer or their GP, the expectation is that they continue to 
work from home if they are able to.  
 
The employee can work from home, in particular to support remote learning; and there 
must be a discussion with the headteacher.   
 
Please note the guidance will be reviewed on 30 June 2020. 
 
W2.  
Vulnerable Employees or Living with Someone Vulnerable  
 
For employees who live with but don’t ‘care’ for relatives in the vulnerable groups or who 

are vulnerable themselves, the NJC guidance dated 15th May 2020 is clear that all options 

for working at home should be considered (including redeployment if practicable).  

The employer has a duty of care to the employee, so if the employee cannot work at home 

and the employer insists that they should attend the workplace, the onus is on the employer 

https://gov.wales/guidance-on-shielding-and-protecting-people-defined-on-medical-grounds-as-extremely-vulnerable-from-coronavirus-covid-19-html
https://www.local.gov.uk/our-support/workforce-and-hr-support/local-government-services
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to do everything possible to mitigate risk of the employee ‘taking the virus home’ to their 

vulnerable relative. 

The manager needs to ascertain and address the employee’s concerns, particularly if they 

are in a role that can’t be performed at home.    

Ultimately, the manager will need to decide whether to accept the employee’s concerns 

and, as previously advised, may have no option other than to accept that some employees 

will be staying at home on full pay for the duration of this emergency as their role cannot be 

performed from home.   

Important: For employees who are shielding, are vulnerable and/or are Black and Minority 

Ethnic, and are concerned about returning to the workplace, a risk assessment tool has 

been developed by the Welsh Government which they can complete and share with their 

manager.  This can then be used as an aide in discussions with the employee to understand 

any concerns with returning to the workplace and to ensure appropriate control measures 

can be put in place for the employee to return to a safe environment. 

The risk assessment tool can be accessed here. 

In all instances the employee should arrange a discussion with their headteacher to agree a 
safe approach that is suitable to their individual circumstances. Where social distancing is 
not possible, we do not expect those employees to attend school at this current time.   
 
W4. If employees are fit and well, do they attend their place of work? 
 
Yes. 
 
All employees must attend work as arranged by their headteacher. 
 
W5. What if employees have caring responsibilities and are unable to return to school? 
 
Employees must speak to their headteacher to discuss their situation.  Childcare provision 
should be available for teachers and school based staff as they are deemed to be critical 
workers 
 
W6. What if employees are worried and afraid to return to school? 
 
Employees must speak to their headteacher in the first instance for them to discuss the 
concerns and complete a stress risk assessment if appropriate.  Please contact your HR 
Officer for advice in relation to the completion of stress risk assessments. 
 
Dealing with employees who are reluctant to return to work 
 
It is in the best interests of all parties to have an agreed plan in relation to employees 
returning to the workplace.  In the event of an employee being reluctant to return to the 
workplace for no apparent medical reason, managers should deal with this sensitively.   
 

https://gov.wales/written-statement-all-wales-covid-19-workforce-risk-assessment-tool
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Guidance is provided by the Local Government Association as follows:- 
 
It is anticipated that employees will, as far as possible within the constraints of school 
closures, caring responsibilities and complying with Government advice on self-isolating and 
social distancing, continue to perform their duties and be flexible to ensure that services 
continue to be provided.  
 
Personal protective equipment advice should be followed both in relation to Covid-19 and 
any other risks applying to the roles that employees are asked to perform. If difficulties arise 
with a refusal to attend work or a refusal to carry out certain duties, managers should 
ascertain what the concerns are, consider what, if anything, can be reasonably done to 
address those concerns and take action accordingly, to encourage the individual to work. 
 
If this has been done, but the individual still refuses to attend or perform the task then this 
may constitute unauthorised absence or partial performance (ie where they are only 
prepared to carry out certain tasks rather than their full range of duties). This may be a 
disciplinary issue, which may justify withdrawal of pay. The manager should explain the 
individual’s contractual obligations and the consequences of refusing to work. If there is still 
no change in the individual’s position, immediate advice should be sought from HR to 
ensure an appropriate and consistent approach can be taken. 
 
W7. What support can I expect when I return to school? 
 
There will be a clear mechanism by which concerns can be raised.   
 
Line managers will check regularly with all employees on their wellbeing and any work/life 
balance concerns.   
 
Headteacher will ensure there are regular breaks, and a contingency, if employees need to 
step back from the provision if required to protect their wellbeing. 
 
Staff should also refer to the COVID-19 Wellbeing support page on the NPT’s intranet site 
for additional information, resources and contact information. 
 
W8. What if employees require more support? 
 
We understand that some employees may require more support than others.  It is 
important to discuss these concerns with the line manager or headteacher to work through 
those issues.   
 
W9. Do employees have to work the extra week this term if retiring or ceasing their 

contract August 2020? 
 
No. 
 

https://www.local.gov.uk/covid-19-employment-law-faqs
https://www.hse.gov.uk/toolbox/ppe.htm?utm_source=hse.gov.uk&utm_medium=refferal&utm_campaign=ppe&utm_content=home-page-popular
https://www.bridgenders.net/humanresources/Pages/COVID-19---Wellbeing-Support.aspx
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Employees do not have to work the additional week if they do not want to, as they will not 
benefit from the additional holiday in October.  Discussion can take place with the 
headteacher if employees wish to work this additional week. 
 
W10. Do employees have to work the additional week this term they are returning from 

maternity on 19 July 2020? 
 
Yes. 
 
Employees are required to work as they have indicated they are no longer on maternity 
leave and available to work. 
 
W11. Do employees work the additional week if they have already arranged a holiday? 
 
Under the present guidelines, employees are expected to be in work.  However, where an 
employee has a holiday booked and they are still able to attend a discussion needs to take 
place with the headteacher. We would expect, wherever possible, that a position is reached 
whereby the employee does not lose out financially. This could be through rearranged 
holiday arrangements or by allowing the employee to attend due to exceptional 
circumstances.  
 
W12. If an employee develops symptoms of Covid-19, what do they need to do? 
 
All employees are able to access Covid-19 testing.  

Please refer to section below ‘Staff access to COVID-19 testing” for further information. 

In line with official guidance, employees must self-isolate for seven days if they have any of 

the following symptoms: 

 a high temperature; 

 a new continuous cough; and/or 

 loss of smell or taste (anosmia). 

Welsh Government has released self-isolation advice. 

If an employee is fit enough to work even in isolation, employees should be supported to 
work at home to support remote learning. 
 
However, it is important to note that this must be agreed with the employee’s head teacher.   

W13. If an employee lives with someone who is displaying symptoms, what do they need 

to do? 

In line with official guidance, employees must self-isolate for 14 days if a member of their 

household displays any of the above symptoms.  

Testing is also available for all symptomatic household members – further information 

below. 

https://gov.wales/self-isolation-stay-home-guidance-households-possible-coronavirus
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Even if self-isolating, employees should be supported to work at home to support remote 
learning, there must be a discussion with the headteacher.  

W14. If an employee is contacted by a contact tracing team, what do they need to do? 

Any employee who is contacted by a contact tracing team they must follow guidance and 

self-isolate for 14 days. 

If an employee is fit enough to work and able to work from home, they are expected to do 

so even if self-isolating and support with remote learning. 

W15. If an employee self-isolates, who do they need to inform? 

Employees who self-isolate need to contact their line manager / headteacher at the earliest 

opportunity.  The line manager / headteacher must ensure all absence returns are 

completed promptly reflecting self-isolation (even if the employee is working from home). 

For June and July, the line manager/headteacher also needs to email c.thomas1@npt.gov.uk 

immediately following notification from the employee to confirm the following: 

 

 the first day of self-isolation; 

 the reason for the self-isolation (eg displaying symptoms, advice from GP or a 

member of the household displaying symptoms); and/or 

 If the employee is fit enough and is able to work from home. 

The manager needs to notify c.thomas1@npt.gov.uk even if the employee is working from 

home while self-isolating. 

This practice will be reviewed for September.  

W16. When should an employee end their period of self-isolation? 

Current guidance can be accessed here but is summarised below: 

Employee is personally symptomatic: 

 Self-isolation ends after seven days, as long as the person feels better and no 

longer has a high temperature.  

The seven-day period starts from the day when the person first displays symptoms. 

Employee is self-isolating due to household member being symptomatic: 

 All household members who remain well may end household-isolation after 14 

days. The 14-day period starts from the day illness began in the first person to 

become ill.  

 If any household members become unwell during the 14-day household-

isolation period, they should self-isolate for 7 days from the onset of their own 

symptoms. 

mailto:c.thomas1@npt.gov.uk
mailto:c.thomas1@npt.gov.uk
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
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 Should a household member develop coronavirus symptoms late in the 14-day 

household-isolation period (eg on day 13 or day 14) the isolation period does 

not need to be extended, but the person with the new symptoms has to stay at 

home for 7 days.  

Employee is required to self-isolate under the ‘Test, Trace and Protect’ scheme: 

 Self-isolation ends after 14 days in line with official Test, Trace and Protect 

guidance.  

W17. What if an employee continues to display symptoms beyond their self-isolation 

period? 

The employee must contact their line manager at the end of the initial seven-day isolation 

period to confirm whether they intend to return to work.  

If an employee has to self-isolate for longer than seven days due to continued symptoms of 

Covid-19, the employee should follow NHS guidance and keep their line 

manager/headteacher informed. 

Where it is confirmed that an employee has contracted the virus the line manager must 

notify c.thomas1@npt.gov.uk.  

The employee’s absence transfers to sickness absence leave and the usual sickness absence 

process applies. 

W18. What if an employee has symptoms that are not linked to Covid-19? 

If an employee is not fit enough to attend work but is not displaying the symptoms outlined 

above, usual absence management procedures will apply. 

W19. Can staff go from one school to another during a day or a week?  

The local authority recommends that staff do not visit more than one school setting per day. 

Antibody testing 

It is expected that all members of staff involved in current hub provision since its inception 

will be able to access antibody testing in accordance with WG guidelines. We await further 

information and instruction. 

For further reference. 

https://gov.wales/guidance-on-shielding-and-protecting-people-defined-on-medical-
grounds-as-extremely-vulnerable-from-coronavirus-covid-19-html 
 
https://www.local.gov.uk/our-support/workforce-and-hr-support/local-government-
services 
 
https://gov.wales/written-statement-all-wales-covid-19-workforce-risk-assessment-tool 

mailto:c.thomas1@npt.gov.uk
https://gov.wales/guidance-on-shielding-and-protecting-people-defined-on-medical-grounds-as-extremely-vulnerable-from-coronavirus-covid-19-html
https://gov.wales/guidance-on-shielding-and-protecting-people-defined-on-medical-grounds-as-extremely-vulnerable-from-coronavirus-covid-19-html
https://www.local.gov.uk/our-support/workforce-and-hr-support/local-government-services
https://www.local.gov.uk/our-support/workforce-and-hr-support/local-government-services
https://gov.wales/written-statement-all-wales-covid-19-workforce-risk-assessment-tool
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Pupils 
Pupils need to understand before they arrive at school the expectations regarding behaviour 

within the school setting. It would be reasonable to send pupils a letter welcoming them 

back to school and explaining the way their new environment will operate and how they can 

make the best of this experience over the ‘pilot’ four week period. The letter or 

communication should be positive and inspiring. Within an age specific context, it should 

also refer to the importance of adhering to new school rules. 

Expectations should be regularly reinforced once pupils return to school.  

Any pupil who persistently behaves in a way contrary to the rules set by the school and 

thereby placing others at risk, could be excluded and directed to return home.  

The attendance of pupils who are currently subject to a handling plan, agreed by parents, 

should be risk assessed. Similarly, the attendance of pupils with profound and multiple 

learning needs and who may not be able to understand the protocols of social distancing 

should be risk assessed.  

W20. How do we re-socialise learners, and manage their wellbeing at the very start of 
reopening school process? 

 
It is recognised that this will be a challenging task.  
 
In many cases, learners will not have had opportunity to socialise with their peers for a 
significant period of time.  
 
It is important that schools devote time to allowing pupils to reacquaint themselves with 
their friends (observing social distancing requirements) and re-familiarise themselves with 
the school environment before any formal learning takes place. 
 
W21. Can pupils engage in physical transition activities (to other schools)? 

No. 

The local authority recommends that all physical transition activities cease. 

W22. How can we reinforce social distancing (learners and staff)? 

It is important that all users of schools sites follow social distancing guidelines at home and 

in the work environment. 

Schools are encouraged to promote good practice wherever and whenever possible. 

Schools will be required to report any school staff who are found to breaching social 

distancing guidelines to the local authority. 

W23. What protocols are available to schools to support the management of incidents 

that require first aid? 
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Headteachers would need to ensure that there is sufficient first aid capacity amongst the 

staff who do return to the school setting, including appropriate first aid qualifications 

Should pupils require First Aid Treatment, this should be carried out using the correct PPE.  

For reference the HSE recently released guidance ‘First aid during the coronavirus (COVID-

19) outbreak’  

https://www.hse.gov.uk/news/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/news/first-aid-certificate-coronavirus.htm
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Appendix 1 

Dyddiad/  Date 28 May 2019 
Rhif Ffôn/  Direct Line 01639 861104 

Ebost/  Email g.john1@npt.gov.uk 
Cyswllt/  Contact Gill John 

Eich cyf /  Your ref  
Ein cyf/  Our ref GJ/KW 

 

  

Dear Colleague, 
 
PROTOCOLS FOR CARRYING OUT BUILDING WORKS (INCLUDING ELECTRICAL AND 
MECHANICAL) AND THE SELECTION AND SUPERVISION OF CONTRACTORS WITHIN SCHOOL 
PREMISES 
 
Headteachers will already be aware that all structural alterations or changes of use within 
premises requires the Authority’s agreement as Landlord and will also be familiar with the 
“Asbestos Check” procedure necessary under The Control of Asbestos Regulations (copy of 
Asbestos Check request form attached). 
 
Such procedures assist the Authority in discharging its legislative duties in managing the 
control of asbestos, fire safety and the provision of school places. 
 
Worryingly, I am still  continuing to receive some reports whereby schools have 
independently carried out building works without seeking the Authority’s approval or having 
due regard to the Asbestos Check procedure. 
 
Headteachers are reminded, that all jobs where the fabric of the building will be disturbed, 
however small (even if they only involve screwing into a wall for coat hooks or shelving) 
must receive an asbestos check and the responsibility for notifying the relevant section lies 
with the person initiating the work via the Asbestos Check procedure. 
 
Similarly, all building works are subject to the Authority’s Corporate Procedures and should 
only be undertaken by suitably qualified, competent and indemnified contractors chosen 
from the appropriate category off the Authority’s Approved List held by the Environment 
Business Unit.  
http://env-bf-web01.neathporttalbot.gov.uk/intlive/nptcbc/selectlist/index.aspx 
 

TO:   
 
ALL HEADTEACHERS 
NEATH PORT TALBOT COUNTY BOROUGH 
SCHOOLS 
 

 

http://env-bf-web01.neathporttalbot.gov.uk/intlive/nptcbc/selectlist/index.aspx
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Where a school makes use of the services of a caretaker/premises manager to undertake 
building works, they must ensure that the person is suitable for the task being requested, 
appropriately attired and received relevant training, with an associated risk assessment. 
 
Responsibility for ensuring these procedures are adhered to rests with the Headteacher as 
being the person with delegated responsibility for the effective day to day management of 
Health and Safety in schools. 
 
As the responsible person for the building, it is also the Head teacher’s responsibility to 
ensure that all statutory testing is completed and up to date. Although the statutory testing 
is usually arranged automatically by NPTCBC Mechanical & Electrical (M&E) section, the 
Headteacher must ensure that the relevant tests have been completed and that the 
corresponding records are retained by the school. For those schools with a Sprinkler System, 
it is also the responsible person’s duty to ensure that all the weekly tests are being 
undertaken by the school, and recorded. 
 
I am aware of situations in other Authorities where Headteachers have been prosecuted in 
respect of unsafe practices and sub-standard work that has resulted in breaches of the 
Control of Asbestos Regulations, Fire Precautions Regulations, Building Regulations and 
Construction (Design and Management) CDM Regulations when independently taking on 
building, mechanical and electrical work. 
 
In avoiding such circumstances within Neath Port Talbot, and to ensure legislative 
compliance and adherence to the Authority’s Corporate Procedures, schools must in the 
first instance, seek appropriate advice from the following key personnel prior to undertaking 
any building and electrical/mechanical work on school premises: 
 
Change of Use/General School Improvement & Site Development 
Mrs Gillian John 
Premises/Transport Officer  
Margam Country Park, 
Margam, 
Port Talbot, 
SA13 2TJ 
Tel: 01639 861104 
e-mail g.john1@npt.gov.uk  
 
General Mechanical/Electrical Repairs/Maintenance & Improvements 
Mr. Rob Peake 
Project Director, Mechanical & Electrical, Design and Maintenance 
Environment 
The Quays 
Brunel Way 
Baglan Energy Park 
Neath 
SA11 2GG 
Tel: 01639 686574 

mailto:g.john1@npt.gov.uk
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e-mail r.peake@npt.gov.uk  
 
General Building Repairs/Maintenance & Improvements 
Mr. Robert Hearn 
Senior Building Surveyor 
Environment 
The Quays 
Brunel Way 
Baglan Energy Park 
Neath 
SA11 2GG 
Tel: 01639 686545 
e-mail r.hearn1@npt.gov.uk 
 
Mr. Gary Havard 
Senior Building Surveyor 
Environment 
The Quays 
Brunel Way 
Baglan Energy Park 
Neath 
SA11 2GG 
Tel: 01639 686570 
e-mail g.havard@npt.gov.uk 
 
Fire Precaution (including Fire Risk Assessments, Asbestos) 
Mr. Richard Jenkins 
Building Premises Officer 
The Quays 
Brunel Way 
Baglan Energy Park 
Neath 
SA11 2GG 
Tel:  01639 686253  
e-mail r.jenkins@npt.gov.uk 
 
Construction Related Health & Safety/Supervision of Contractors/CDM 
Health & Safety Unit 
The Quays 
Brunel Way 
Baglan Energy Park 
Neath 
SA11 2GG 
Tel. 01639 763954 
e-mail: cdm@npt.gov.uk 
 
Approved List of Contractors 

mailto:r.peake@npt.gov.uk
mailto:r.hearn1@npt.gov.uk
mailto:g.havard@npt.gov.uk
file:///C:/Users/ed404/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/AppData/Local/Microsoft/Windows/Documents%20and%20Settings/ED333/Local%20Settings/ED339/Local%20Settings/Temporary%20Internet%20Files/ED339/Local%20Settings/Temporary%20Internet%20Files/Content.IE5/HFNZH1WE/r.jenkins@npt.gov.uk
file:///C:/Users/ed404/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/AppData/Local/Microsoft/Windows/Documents%20and%20Settings/ED333/Local%20Settings/ED339/Local%20Settings/Temporary%20Internet%20Files/ED339/Local%20Settings/Temporary%20Internet%20Files/Content.IE5/HFNZH1WE/r.jenkins@npt.gov.uk
mailto:cdm@npt.gov.uk
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Karen Maund 
Engineering and Transport 
Environment 
The Quays 
Brunel Way 
Baglan Energy Park 
Briton Ferry 
Neath 
SA11 2GG 
 
Financial Regulations (including procurement, tendering protocols etc.) 
Sarah Foster  
Corporate Procurement Manager 
Finance & Corporate Services 
Civic Centre 
Port Talbot 
SA13 1PJ 
Tel: 01639 763939 
e-mail: s.foster@npt.gov.uk  
 
Regrettably, where Governors and/or Head teachers do not seek prior advice from the 
above key personnel resulting in inappropriate or sub-standard work being undertaken on 
school premises, all subsequent remedial work deemed necessary will be commissioned by 
the Authority with associated costs having to be met from schools’ delegated budgets. 
 
Due to the volume of works required in completing all the statutory testing and 
refurbishment regimes, it is often the case that Environment, IT, and other external agencies 
etc. who undertake works on behalf of the Environment directorate, will need to access 
school premises during school holiday periods. It is therefore essential that a key holder is 
contactable and available at all times during school breaks.  
 
This number will need to be communicated to Gill John (g.john1@npt.gov.uk) in order for 
her to facilitate the necessary access. 
  
Additionally the school will need to put a regime in place where all water outlets, taps 
,showers etc. are flushed for 3 minutes every week(to includes  holidays period) and logged 
and signed off accordingly.  
 
Further guidance is available via the NPTCBC Intranet, within the related corporate 
procedures;  
 

 CP/18 CDM  Procedure 

 CP/19 Procurement of Contractors 

 CP/34 Management of Contractors 

 CP/23 Fire Safety 

 CP/28 Asbestos 

 CP/35 Responsible Persons Corp. Policy 

mailto:s.foster@npt.gov.uk
mailto:g.john1@npt.gov.uk


34 
 

          http://intranet.neath-porttalbot.gov.uk/default.aspx?page=10937 
 

Your co-operation is appreciated. 

 
Yours faithfully 

 
 
Andrew Thomas 
Head of Transformation 
 
 
 

  

http://intranet.neath-porttalbot.gov.uk/default.aspx?page=10937
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Appendix 2 

Personal Protective Equipment (PPE)  

It is important to remember that physical distancing, hand hygiene and respiratory hygiene 

(catching a cough or sneeze in a tissue or covering the mouth and nose with an elbow or 

sleeve) are scientifically proven to be the most effective ways to prevent the spread of 

coronavirus. 

Hand hygiene is critical before and after all direct contact with a child or young person, and 

after cleaning equipment and the environment.  

There is therefore no need to use personal protective equipment (PPE) when undertaking 

routine educational activities in classroom/school settings. 

The list below covers when PPE may be required: 

Routine activities 

 No PPE is required when undertaking routine educational activities in classroom or 

school settings. 

Suspected coronavirus (COVID-19) 

 Gloves, aprons and a fluid-resistant surgical mask should be worn if a child or young 

person becomes unwell with symptoms of COVID-19 and needs direct personal care.  

 Eye protection should also be worn if a risk assessment determines that there is a 

risk of splashing to the eyes such as from coughing, spitting, or vomiting. 

 Gloves and aprons should be used when cleaning the areas where a person 

suspected of having COVID-19 has been. 

Intimate care 

 Gloves and aprons should be used when providing intimate care to a child or young 

person. This can include personal, hands-on care such as washing, toileting, or first 

aid and certain clinical procedures such as assisted feeding. 

 Fluid-resistant surgical mask and eye protection should also be worn if a risk 

assessment determines that there is a risk of splashing to the eyes such as from 

coughing, spitting, or vomiting. 

 Gloves, fluid repellent gown, FFP3 mask and eye protection are indicated when 

undertaking aerosol generating procedures such as suction.  

 Gloves and aprons should be used when cleaning equipment or surfaces that might 

be contaminated with body fluids such as saliva or respiratory secretions. 

Guidance also sets out that gloves and an apron should be used when cleaning areas where 

a person suspected of having COVID-19 has been. 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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In any case, handwashing should always be practiced before putting on and after removing 

PPE. 

The use of PPE by staff within education settings should be based on a clear assessment of 

risk, taking into account each individual setting and the needs of the individual learner. 

Schools, settings and local authorities already have risk assessments processes in place 

which should be used to identify the need for the use of PPE. Following any risk assessment, 

where the need for PPE has been identified, it should be readily available and provided.  

 All staff should understand how to put on/remove PPE in order to reduce the risk of 

onward transmission of infection. Further guidance is available here in appendix 6 of the 

Infection Prevention and Control for Childcare Settings Guidance. 

Schools and settings should contact their local authority to obtain PPE to cover the above. 

Cleaning and Disinfection 

General hygiene and preventative controls 

The building(s) will need to be cleaned regularly and at least once a day. Hard surfaces 

should be cleaned with warm soapy water or the normal cleaning products used. Particular 

attention should be given to clean ‘high-touch’ areas and surfaces. These areas should be 

cleaned at least once a day and more frequently in high use areas based on local 

assessment, including bathrooms, railings, tables, toys, equipment door handles, push pads, 

taps and hand sanitiser dispensers.  

An additional clean is required (as above) when learner groups are changed within any area 

or classroom. This includes canteen facilities and staggered lunch breaks.  

Cleaning staff should maintain social distancing from each other and from staff and learners 

at all times. 

Tissues should be placed in a separate waste bin and disposed of safely. All rubbish should 

be removed daily. 

Cleaning where someone has shown symptoms 

If a member of staff or learner shows symptoms of COVID-19, all areas where this person 

has been should be identified and kept clear. The person should be isolated from, in a 

separate room where possible, if not, then in an area where 2 metres social distancing can 

be maintained. 

Management of the area should be physical where possible i.e. barriers with suitable 

signage or behind locked doors. A clean down prior to reoccupation should take place, 

considering the cleaning in non-healthcare settings guidance. Particular attention should be 

given to any specific area with which the person has been in contact i.e. allocated desk as 

well as all other ‘high-touch’ areas. Any soft toys should be removed if not already removed 

as a preventative control. 

https://www.hse.gov.uk/pubns/indg174.pdf
https://phw.nhs.wales/services-and-teams/harp/infection-prevention-and-control/guidance/accordians/docs/infection-prevention-and-control-guidance-2019-for-childcare-settings-0-5-years-in-wales-nurseries-childminding-and-playgroups/
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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If any waste is suspected of being in contact with someone showing symptoms, suspected 

or confirmed of COVID-19, it should be placed in a waste bag, held in a secure place for 72 

hours then disposed of with other waste. This should be double bagged. 

 

Cleaning staff should fully understand the cleaning requirements. Local authorities should 

work with schools and settings to ensure that cleaning staff have appropriate training, 

products and equipment available to them in a timely manner. 
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Appendix 3 

https://gov.wales/taking-all-reasonable-measures-maintain-physical-
distancing-workplace 

 

https://gov.wales/taking-all-reasonable-measures-maintain-physical-distancing-workplace
https://gov.wales/taking-all-reasonable-measures-maintain-physical-distancing-workplace

