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Risk = severity x
likelihood
(1) Slight
Likelihood of occurrence (All other injuries and illnesses)
(1) Low
(Harm will seldom occur)
Low (1)
(2) Medium
(Harm likely to occur)
Low (2)
(3) High
(Harm certain to occur)
Medium (3)

Severity of harm

(2) Serious
(Over 3 day injury or serious illness)

(3) Major
(Death or major injury)

Low (2)

Medium (3)

Medium (4)

High (6)

High (6)

High (9)

Purpose of this document:
This COVID19: Risk Assessment and Action Plan document sets out the decisions taken and measures put in place to prepare for the full re-opening of the
school and ensure the school continues to operate in a safe way.
The school is required by health and safety legislation to, ‘so far as is reasonably practicable’, protect the health and safety of employees by removing or
reducing workplace risks. This applies to coronavirus (COVID-19) in the same way as it would to any other hazard. Coronavirus (COVID-19) can and does
cause fatalities in all groups of people. Therefore, this is the guiding issue on the arrangements made in the planning for increased operations.

Consequently, activities which are part of ‘normal’ school practice may not be possible until the science and medical advice available deems it safe to do
so.
While the school has undertaken an exhaustive assessment of the risks and, identified control measures to ‘remove or reduce’ these, it is essential that all
staff adhere to the actions designed to safeguard themselves and others.
Existing policies and guidance continue to apply alongside the actions within this document, including but not limited to:
- PCC Coronavirus Recovery Phase – Operational Guidance to Schools V7 September 2020
- Pembrokeshire County Council Model Risk Assessment
- YPD Health and Safety Policy
- YPD Safeguarding Policy
- Welsh Government Guidance relating to COVID19

Proposed Steps of Re-opening Preparation
Determine
Composition
of Pupil
Groups

HAZARD

COVID-19
Virus

Determine
Site Layouts
to ensure
separation of
relevant
groups

Liaise with
Parents and
Staff
regarding
Return of
Pupils to
School

WHO MIGHT BE
HARMED AND
HOW?

Teachers, staff,
Pupils and others

Develop Risk
Assessment
and Action
plan

Share
reopening
plans with
Governing
body and
staff

EXISTING CONTROL MEASURES

Essential measures include:
 A requirement that people who are
unwell with symptoms of COVID-19
stay at home.
 Robust hand and respiratory hygiene
including external ventilation.
 Continue increased cleaning
arrangements.

Make
Necessary
Adaptations
to Site

RISK
(severity x
likelihood)

3x1=3

Complete
Identified
Actions

Inform
Parents &
pupils of
Plans and
Expectations

Ongoing daily
risk
assessment

WHAT MORE NEEDS TO BE DONE TO
CONTROL THE RISK?

BY
WHOM?
BY
WHEN?

Initial Safety briefing of all procedures
conducted via Microsoft Teams to staff

Actioned

Microsoft onenote Staff Handbook with
Covid-19 Must Reads.
Two way conversation to provide
adequate knowledge and understanding –

Review &
update
ongoing
Ongoing




Active engagement with Test, Trace,
Protect.
Formal consideration of how to
reduce contact and maximise
distancing between those in school
wherever possible and minimise
potential for contamination so far as
is reasonably practicable.

The number of staff and pupils that can
use each room at any one time has been
determined according to the physical
capacity of the school site.
Classrooms set up to ensure 2m distance
between staff and pupil contact groups
External access and entrances used to
limit use of corridors
Classrooms have been re/arranged to
allow as much space between individuals
as practical within the complexity of site
Classroom entry and exit routes have
been determined and appropriate
signage in place.
See Appendix 1a, 1b, 1c

reiterated through weekly Teams staff
meetings.
Staff Survey

Actioned
Oct 2020

Casual staff, Teacher Cover Agencies and
external ALN support are issued with
procedure for entering building and
directed to Risk assessment on the
website

Ongoing

Testing app information displayed on each
site. SIM information regarding staff in
contact with each class recorded. Booking
in procedure and record for all staff/
contractors/ visitors recording rooms
visited on each of the three sites.
Arrangement of classrooms has allowed:

Ongoing

2m distance from teacher to be adhered
to while pupils are sitting and entering
and exiting the room

Ongoing

Avoiding face to face or side on seating

Actioned

Dewi – KS3 & KS4 in separate contact
groups
KS3 Pupils remain in classrooms, staff
move (Year 6 group 2 days Dewi, 3 days
Non)
KS4 Pupils and class move
Non – Individual class groups (Year 1 & 2
combined)
Aidan – One group (Nursery & Reception)

Actioned

Entry/ exit points and room allocation

Actioned

Actioned

Appropriate resources are available
within all classrooms e.g. IT, age specific
resources. Eg. Inappropriate sized
equipment for smaller children
Sharing of equipment or stationery
should be minimised where possible
Shared materials and surfaces should be
cleaned and disinfected more frequently.
Resources which are not easily washable
or wipe-able have been be removed.
Information posters are displayed in
every site, including at the main
entrance, places visible to those at the
school gate, in the staffroom and in all
toilets.
Careful usage of play equipment to avoid
contamination between pupils.

Consideration given to premises lettings
and approach in place as premises
cannot be let and reassembled with
sufficient time for cleaning in between.
Appendix 2
Infection control measure regarding
regular handwashing in place

Pupil laptop protocol included in Covid19must reads

Actioned

No sharing of resources between groups
or cleaning between use or left for 72
hours between use

Ongoing

Cleaning products available in every room

Ongoing

Surplus resources and furniture from
classrooms removed and stored in
container

Actioned

Enhanced cleaning schedule throughout
the day on all sites (documented in each
room)

Ongoing

Information to parents regarding the
resources required to be brought into
school eg. Pens/ pencils to avoid cross
contamination

Actioned

Cleaning regime in line with PCC
operational guidance v7 and subsequent
guidance

Ongoing

No room lettings for the Autumn term.
Risk assessment for Spring onwards.

SIT

Wyncliffe - risk assessment received.
Manage access to communal external
areas to ensure groups of children are
distanced. No access into main school
building.
Soap and water preferred however hand
sanitiser stations available on every
entrance into the building and every
classroom and place of work

Actioned

Actioned

Persons
becoming
symptomatic
while at the
school

Teachers, Support
staff, pupils and
others

Programme into day scheduled
handwashing breaks – upon entry,
throughout the day, prior to departure

Ongoing

PPE requirements understood and
appropriate supplies in place.
Long term approach to obtaining
adequate PPE supplies in place.
Restrictions on availability of certain
supplies

PPE available on each site

Actioned

Re-ordering procedure

Ongoing

Ensure available in marked closed
container at reception on each site

Actioned

Essential measures include:

Parent letter before and end of half term
reminded of latest guidance and
procedures

Actioned
(Latest
version
16.10.20)

PCC guidance received by school issued to
parents and published on website

Ongoing

Safe rooms (and toilets) on each site
identified and signposted

Actioned

PPE and spill kits in safe room as per
guidance

Actioned

Procedure if staff/ pupils begin to show
symptoms on site – included in Covid-19
/Must reads and presented at INSET
Training. Understanding checked in staff
survey Oct 2020.

Actioned

Information issued via email to external
providers visiting site

Ongoing

3x1=3











Requirement that people who are
unwell with symptoms of Covid
19 or who have come into
contact with anyone who has
Covid-19 stay at home
Staff to remain vigilant for any
signs of symptoms in pupils
Which staff member/s should be
informed/ take action
Safe area established to be used
if an individual is displaying
symptoms during the school day
where they can be supervised
safely
Robust hand and respiratory
hygiene including good external
ventilation where possible
Enhanced cleaning procedure in
place
Arrangements for informing
parent in place
Active engagement with Test
Trace and Protect

Appendix 3



Present advice not to screen for
temperatures – this will be
reviewed in line with PCC
guidance

Understanding of staff and pupils of the
process. Compliance with current
guidance form Public Health Wales
https://phw.nhs.wales/topics/latestinformation-on-novel-coronavirus-covid19/

Person-toperson
transmission

Teachers
Parents/pupils and
others

Parents and children on arrival to be
encouraged to maintain social distancing.
Member of staff on site responsible for
compliance with social distancing
between groups
Entry and exit routes to the school are in
place, any physical changes and/or
signage required to allow 2m social
distancing between staff and pupil
groups are in place. Where 2m distance
is not possible between staff and pupils,
contact kept to an absolute minimum and
PPE available.
Appropriate space for distancing of pods
in the event of inclement weather
Toilet facilities – risk of social contact
between groups of pupils
Public Health Guidance must be followed
at all times. Regular review of the latest
guidance to be undertaken

3x1=3

Any incidents and procedures reviewed by
SIT. Covid 19 RA on formal weekly
meeting agenda

Ongoing

Arrangements continually revised in line
with current national guidance

Ongoing

Engagement with PCC Incident
management centre, and PCC Education
Directorate

Ongoing

Identified distinct access points to
buildings for each class and group

Actioned

2-meter markers are present on floors,
and one way where possible

Actioned

Classrooms set up to allow pupils to face
forward and to allow teacher to retain
social distance from pupils. One way
system in place where possible to enter
and exit the school sites. Barriers in place
between groups.

Actioned

Staff responsible for younger learners in
set groups (ref. WG guidance Oct 20)

Actioned

SIT Member on call for each site

Actioned

Signage in place for Aidan, Dewi and Non

Actioned

PPE equipment available in all sites –
clearly labelled

Actioned

External Shelter available in Non & Aidan

Actioned

See Appendix 1a, 1b, 1c

Safety briefing to all staff via INSET Teams
meeting to ensure adequate knowledge &
understanding including opportunity for
feedback. All information contained in
staff one note handbook. Regular
updates/ review via staff teams meeting
and RA on weekly SIT agenda.

Actioned

On arrival, students move to designated
class and sit at allocated table and wait for
rest of class to arrive/class to begin.

Actioned

In order to minimise the risk of cross
infection, class groups should be
segregated wherever possible including
lunch times and segregating outdoor
play by appropriate means

Allocate specific facilities to each group of
pupils – toilets and break time facilities
Timetable with staggered breaks/
possible start and finish

Actioned

Infection control measure regarding
regular handwashing in place

Toilet upgrade for Non N1 facilities
(appropriate for age group) undertaken

Actioned

All users to wash hands upon entry,
regularly throughout the day and to
follow good hygiene practices when not
in the educational setting
Soap and water is the preferred means of
washing but sanitiser is also provided

Safety fittings external fire doors to
ensure external use for entry/exit D21, 22,
Science commissioned

Actioned

Guidance posters displayed around the
school

Actioned

Office spaces re-located to allow admin
staff to work safely. Some office does not
allow for adequate space between staff
members.

Defined external areas for contact groups

Actioned

Separate catering facilities for each
contact group

Actioned

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

Hand sanitising stations/ or handwashing
facilities in every classroom and entrance/
exit

Actioned

Activities developed and coordinated to
minimise close contact and following
national guidance
Social hygiene skills (.e.g. using/disposing
of tissues). Preventative measures to
reduce face touching to be reinforced
throughout the day

Face coverings to be worn in corridors in
Dewi by staff and pupils and in Non and
Aidan by staff

Skin irritations
due to excessive All Staff/Support
washing of
workers learners,
hands or
visitors
wearing of PPE






Dry hands appropriately.
Moisturising creams to be used
periodically.
Liquid Soap and foam only.
In regards to the wearing of PPE
ensure you follow manufacturer’s
instructions for the duration of
wear. Disposal should be in line
with industry guidelines.

1x1=1

Admin staff – office relocation, signage,
screen on main reception, and visors
provided

Actioned

Face to face service at reception
restricted.

Actioned

Training videos for staff on Covid Must
Reads and shown to Year 6, KS3 and KS4
on safe wearing and storage of masks.

PCC

Ventilation systems checked –
programmed visit prior to Central Heating
switch on

PCC

Windows opened at the beginning of each
day in classrooms and other areas
including corridors. Information regarding
the significant importance of external
ventilation shared with staff on onenote.

Ongoing

Ongoing

Areas of where parents collect in Non and Actioned
Aidan sites – signage and markers on floor
to assist with social distancing. Extra space
cordoned off in Non in afternoon
collection time.
Hand towels are provided at every hand
Actioned
wash/ sanitising station
Moisturiser available on each site

Actioned

Seek guidance from PCC Occupational
Health Team if issues arise.
NHS Hand Hygiene

SIT

Storing and
handling of
hand sanitizers

All Staff and pupils,
visitors, contractors
and others
Chemical burns,
blisters, skin
reactions/irritation
Inhalation of
substance

First Aid
Emergency
Arrangements

Covid 19 and
emergency
evacuations

Staff and pupils
More severe injuries
resulting from:
lack of treatment,
inappropriate
treatment and
enhanced infection
risk (e.g. open
wound)

All users
Burns, asphyxiation
and injury caused by
smoke inhalation.



Hand sanitisers should be used
and stored as per manufacturer’s
instructions.
 To follow Regulations of COSHH
(Control of Substances Hazardous
to Health).
 Decanting of alcohol based
sanitisers should be conducted in
a well ventilated area away from
ignition sources.
 PPE should be worn as directed in
the COSHH Risk Assessment.
Supervision ratios to be adhered to
(minimum of emergency aid staff on site
at all times).
Provisions available and adequately
stocked.
Accident form to be completed where
required and uploaded to PCC database.
Incident waste disposal arrangements.

Current evacuation routes would cause
multiple groups of people to come into
contact. More appropriate alternatives
are possible.

3 x 1=3

To follow any new instructions from the
manufacturers of the product.

Ongoing

Following guidance regarding the use of
Ongoing
hand sanitiser as per Safety Notice 17.7.20
including access to goggles
COSHH assessment

Actioned

First aid PPE available on each site

Actioned

2x1=2
First Aiders to provide this service
Actioned
(employees consulted before added to the
list )
First Aiders -Appendix 4

3x1=3

Identify and train additional first aiders
once training becomes available

Actioned

First Aid kit to also have a pack consisting
of Face visor, masks gloves and apron to
protect the first aider when administering
first aid to a casualty.
Resuscitation Council UK Statement on
COVID-19 in relation to CPR and
resuscitation in first aid and community
settings.
New evacuation procedure for each site
updated and monitored.

Actioned

Actioned

Revised evacuation procedure shared with Actioned
all staff – via staff INSET

Revised evacuation routes are
confirmed, and signage accurately
reflects these.
NB In the event of emergency the
priority is getting out of the building
calmly regardless of social distancing.
Appendix 5a, 5b, 5c
Arrangements in place to support
individuals with reduced mobility
including cover arrangements in the case
of reduced numbers of staff – access
plan revisited

Increased Traffic Pupils, Parents
on Sites

The content of the fire risk assessment
should be communicated to all
individuals.
Information shared with parents
regarding pupils travelling to school,
encouraging walking and avoiding public
transport as much as possible. Reminder
to adhere to social distancing outside the
school.
Increased bus traffic at the front of
school site

Safeguarding
standards

Pupils

Individual Pupil’s risk assessments are in
place and welfare checks being
undertaken.
Staff are prepared for supporting
wellbeing of pupils and receiving any
potential disclosures
Updated Safeguarding Policy in place.

3x1=3

Revised evacuation procedure included in
daily teacher procedure ‘Must reads’ for
instruction to pupils AND evacuation
procedures displayed clearly in each
classroom

Actioned

Individual evacuation risk assessments
updated.

ALNCO

Fire drills

Actioned

Fire safety advisor on fire related matters
and evacuation routes.

BM

Letter to parents issued

Actioned

Appendix 6 Robust traffic/ security
procedures updated for Dewi

Actioned

Appointment of traffic supervisors in
addition to staff rota

Actioned

Additional traffic measures on Non
campus for afternoon to enable safer
distancing for parents collecting pupils.
Review risk assessments for children to
ensure they reflect any changes due to
reopening arrangements for eligible year
groups

Actioned

Safeguarding
Team

Staff refresher on processes and Actioned
procedures and the revised wellbeing
material via INSET on Teams

Building and
property
maintenance

All users
Legionella,
(Legionnaires
disease)
Electrical faults
(burns or shock)
Defects in property.

Work with other agencies has been
undertaken to support vulnerable pupils
and families.
Ref. Keeping learners safe and with the
wales Safeguarding Procedures.
 All routine inspections and tests
must be maintained (.e.g.
Legionella water monitoring and
hand wash water temperature)
 Statutory inspections and
servicing to continue
 Defects to be reported for
remedial action
 Resources that are shared
between contact groups such as
sports, science equipment should
be cleaned frequently and
meticulously and always between
contact groups, or rotated to
allow them to be left unused and
out of reach for a period of 48
hours (72 hours for plastics)
between uses by different
contact groups.
 All storage areas including
chemical/cleaning storage,
electrical distribution cupboards
and high risk areas/rooms, should
be isolated or locked securely.
 Good housekeeping to be
maintained
 All outdoor building maintenance
must be co-ordinated with the
head teacher to ensure
segregation from children and
staff (e.g. grass cutting)

Adopted
Temporary
Safeguarding Policy

COVID19 Actioned

Appendix 7
2x1=2
Appendix 8 – Procedure for entering
building for staff and contractors. At all
reception areas.

Ongoing

Record kept at each of the three sites
regarding individuals accessing building
and the relevant classrooms/ work areas
visited.

Ongoing

Caretakers following PCC guidance
regarding routine inspections

Ongoing

Repairs required reported immediately to
PCC Building Maintenance

Ongoing

PE and Science Risk Assessment and
accompanying procedures regarding
resources between contact groups –
included in staff handbook

Ongoing

Follow PCC advice re chlorinate and flush
the complete system for all hot and cold
water systems and to certify the water
system is safe before the buildings are
reoccupied.

Ongoing

Enhanced cleaning schedule throughout
the day on all sites (documented)

Ongoing



Cross
contamination Cleaning
activities

Pupils, staff,
contractors, visitors

All contractors to report to
reception prior to the start of any
work and be screened.
 We have a duty to others to
provide hygiene facilities. This
applies to all visitors to the
setting.
Enhanced cleaning regime is in place in
line with PCC operational guidance to
Schools with a specific focus on surfaces
which are touched continuously and
focus on high contact areas.
Capacity of cleaning staff is adequate to
enable enhanced cleaning regime.
Adequate cleaning supplies and facilities
around the school are in place. Eg.
Supplies issues
Arrangements for longer-term continual
supplies are also in place.
Sufficient time is available for the
enhanced cleaning regime to take place.

2x1=2

Isolated water drinking station in Aidan &
Dewi in accordance PCC policy

Actioned

Additional staff appointed
External supplier appointed
Extra hours given to internal staff
PCC approached for assistance
Significant increase in cleaning hours on
all 3 sites including daytime cover

Actioned

Enhanced cleaning schedule implemented
throughout the site, ensuring that contact
points, work surfaces, door handles, taps
etc. are all thoroughly cleaned and
disinfected regularly

Actioned

Hand towels and hand wash are to be
checked and replaced as needed by
Caretakers and cleaning staff

Ongoing

Enhanced cleaning regime for toilet
facilities particularly door handles, locks
and toilet flush in line with national
guidance

Ongoing

Classroom & Toilet facilities cleaning
checklist – documented in each room

Ongoing

Goggles for decanting chemical eg. Hand
sanitizer and appropriate PPE provided to
cleaning staff

Actioned

Guidance given to staff that gloves and an
apron should be used as a minimum when

Actioned

cleaning areas where a person suspected
of having COVID-19 has been.

Lack of staff,
reduction in
supervision

Staff and pupils

Maintain supervision levels as far as
practicable at all times.
Including at least one of the following:





First aider
Designated Safeguarding Lead
Caretaker/site member
Admin staff member

Eg. Availability of trained staff on each
sessions
Identify back-up staff (procedure)
Utilise rotas to cover access times
Redeployed staff where necessary
WG Guidance that shielded staff return to
the workplace

2x1=2

COSHH assessments

Actioned

Hand sanitiser stations at all entrances
and relevant processes re science
classrooms

Actioned

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

Actioned

Stock check and ordering schedule
reviewed

Ongoing

All staff advised to leave the site by 5pm in Ongoing
order for cleaning to be undertaken.
Staffing numbers required for entire
Actioned
eligible cohort have been determined
including support staff such as facilities, IT,
midday and office/admin staff
Teaching rota – amended. Staff working
flexibly

Actioned

Staff volunteers to be requested to cover
breaks & new supervision brought in

Actioned

Signed risk assessment completed by
shielded staff and any appropriate
adjustments made. Review with
individuals at least half termly

Actioned

COVID19 workforce risk assessment tool
in staff handbook and request in INSET to
consult medical professional if they feel
vulnerable & to contact school to discuss

Actioned

Vulnerable staff

any concerns so a risk assessment and
appropriate actions can be taken

Approach to staff absence reporting and
recording in place. All staff aware.

Communication arrangements are in
place with those staff and their role in
continuing to support the working of the
school is clear.
Approach to support wellbeing, mental
health and resilience in place, including
bereavement support
Return to school procedures are clear
for all staff.
Arrangements in place for any visitors/
contractors on site, protocols and
expectations shared.

Verbal or
physical abuse
or loss of
control

Staff and children
Injuries, bumps,
bruises and
psychological injury

Adequate staff supervision.
Staff familiar with children to be
present.
Staff with additional training employed
where appropriate.

1x1=1

Individual risk assessments undertaken by
HOPs/ Head of AOLe for specific
classroom activity to ensure safety of staff
and pupils

HOPs/
Head of
AoLe

Safeguarding team representation

Actioned

Admin rota & Caretaking cover
Staff sickness reporting procedure
included in Staff Handbook on onenote

Actioned
Actioned

Update for specific Covid 19 advice
including arrangements for accessing
testing, if and when necessary
Regular Team Meetings:
SIT, Head of
Phase, Head of AoLE, Admin, School wide
staff meeting . Onenote staff handbook
updated daily.
Staff are aware of available support and
advice for schools and pupils

Ongoing

Onenote staff information to be updated
for September and include Staff
Handbook updated daily

Actioned

Procedure for site rules for staff and
contractors including infection control
guidance updated
Appendix 8
Trained Safeguarding ,inclusion team, &
ALN Team

Actioned

Appropriate school policies and
procedures in place

Actioned

Ongoing

Actioned

Ongoing

Pupil Well-being Pupils
standards not
met

Careful consideration given to the wellbeing of learners is critical.
Communication for deaf persons relies
in part on seeing someone’s face clearly.
No one who may not be able to handle
face coverings as directed (e.g. young
learners, or those with special
educational needs or disabilities) should
wear them as it may inadvertently
increase the risk of transmission.
Approach to provision of the elements
of the health care plan including
health/therapies.

Arrangements in place to provide food
to Pupils, including the requirement of
universal free school meals.
Arrangements for when and where each
group will take lunch and break are in
place so that children do not mix with
children from other groups.
Cashless catering and pre booking
options
Appendix 9

Identify pupils who will be accessing site

Actioned

Information sought regarding changes to
family circumstances and medical needs.

Ongoing

Look at children’s IEP’s (Individual
Education Plans) and adjust where
needed.

ALNCO

Risk assessment and adjust provision
according to need.

Ongoing

2x2=4

1x1

Any cases identified with the potential of
Ongoing
water droplet transmission will be
reported to the safety unit via the
accident reporting database.
Breakfast/ homework clubs continue to be Ongoing
provided - pupils required to social
distance if mixing groups. No shared
resources between contact groups.
Non – meals delivered to classes
Dewi – Canteen KS3, Hall KS4
Aidan – Hall

Ongoing

Milk for younger children to continue with
individual cartons

Ongoing

In absence of water coolers (ref. cross
infection risk) pupils encouraged to bring
re-fillable water bottles, but access to
water is provided if required

Ongoing

FSM provision - Information regarding
access to FSM provision published and
parents supported where necessary by
safe guarding team

Ongoing

Communication
with staff and
pupils

Learning
environment
not appropriate
for task to be
undertaken

Staff, Parents, Pupils

Pupils

Information shared with staff around the
plan for a full return to school, returning
to site, amendments to usual working
patterns/practices and groups
Communications with parents:
•
Plan for full re-opening
•
Social distancing plan
•
Wellbeing/ pastoral support/
support and acknowledgement to
parents of home learning
Pupil communications around:
•
Changes to timetable
•
Social distancing arrangements
•Expectations when in school and at
home
•
Travelling to and from school
safely
Current learning plans, revised
expectations and required adjustments
have been considered.
Consideration has been given to what
activity is more difficult/ not possible to
be undertaken with social distancing in
place?
Each activity should be risk assessed and
should not be run unless the risks can be
mitigated
•
Eg. PE
Whole school approach to adapting
curriculum (S/M/L term), including:
•
Wellbeing curriculum
•
recognising ‘non-curriculum’
learning that has been done

1x1

INSET DAY
Microsoft Team Staff Meeting 2020-21
Comprehensive Staff Handbook on
onenote inclduding daily updates
Weekly staff meeting on Teams

Actioned

Pre-Opening Information

Actioned

Regular social media and website updates

Ongoing

Provision for ALN support agreed

Actioned

Classroom activities Risk Assessment in
Covid 19 Must Reads

Ongoing

Individual dynamic class based risk
assessments on an ongoing basis

Ongoing

Staff are trained and supported in front of
classroom delivery style and aware of
how best to provide students with
additional support.

Actioned

Remote learning policy and procedures
established

Actioned

Remote learning resources procured to
support teachers to provide online
learning both to pupils working from
home and from home to pupils at school

Actioned

•
capturing pupil achievements/
outcomes
Ensure pupil engagement

Signed:

Headteacher

Signed:

Chair of Governors

Signed:

LA

Digitally excluded learners have been
identified and provision of IT equipment
provided when remote learning required

Actioned
& ongoing
review

Follow WG guidance in respect
educational visits (ref. WG guidance Oct
20) including appropriate risk
assessments

Ongoing

Attendance procedure in place including
record keeping, using standards and
codes set out by PCC guidance and
consequential welfare checks

Ongoing

APPENDIX 1A

APPENDIX 1B
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APPENDIX 1C

APPENDIX 2
Cleaning Guidance (Taken from the PCC Operational Guidance v7)
Covid-19 Cleaning Regime
As with the need to maintain good personal hygiene to hamper the spread of the virus, the importance of cleanliness and appropriate cleaning regimes in school
settings cannot be over emphasised. Effective and timely cleaning and disinfection is a basic yet extremely effective principle of infection prevention and
control. Covid-19 can survive on environmental surfaces for varied periods of time and the risk of transfer can be reduced by increased frequency of
decontamination.
Headteachers should consider the capacity in their schools to undertake a significantly greater cleaning regime and as a result will need to consider whether
there is a need for additional cleaners’ hours, and/or additional staff.
Principles
A Cleaning Schedule has been prepared to assist schools in identifying high risk contact areas, and the following principles should be adhered to wherever
possible:
•
Schools should adhere to the guidance from Welsh Government in reducing the number of contacts between learners and staff by keeping groups
separate and through maintaining distance between individuals. As part of an enhanced cleaning regime, there should be more frequent cleaning of
rooms/shared areas after they have been used by different groups.
•
Staff will need to wipe any personal items e.g. mobile phones, tablets, reading glasses, pens etc. with disinfectant/alcohol wipes
•
Where possible, classroom doors should be propped open so as to prevent the touching of door-handles, and windows opened to allow a free-flow of air
through the building; however, these measures should only be implemented if they do not compromise Safeguarding and Fire Safety arrangements.
•
Before entering a classroom, all pupils and members of staff should have thoroughly washed their hands with soap and water.
•
Headteachers should ensure that classroom furniture is kept to a minimum and that other items of equipment remaining in the classroom are easy to
clean/disinfect. Where alternative storage space allows, remove unnecessary items from classrooms and other learning environments.
•
Clean and wipe down high use surfaces every 2 hours using a veridical cleaner and a disposable cloth.
•
Pupils, and staff, should have ownership of their own pencils, pencil cases etc. and should not share with others.
•
Remove soft furnishings, soft toys and toys that are hard to clean (such as those with intricate parts).
•
Any equipment which is required to be cleaned should be placed in a designated area so that the cleaner is aware. However, if the item of equipment is
too heavy to be moved, the cleaner should be advised of its location in the school.
Cleaning Regime – PPE requirements
Before undertaking any task, staff should assess any likely exposure and ensure they wear PPE which provides adequate protection against the risks associated
with the procedure or task being undertaken. All staff should be instructed in the following:
use of all PPE that they may be required to wear. The minimum PPE to be worn for cleaning an area where a person with possible coronavirus is disposable
gloves and an apron. Hands should be washed with soap and water for 20 seconds after all PPE has been removed.
If a risk assessment of the setting indicates that a higher level of virus may be present, e.g. where unwell individuals have been isolated or where there is visible
contamination with body fluids, then the need for additional PPE, e.g. to protect the cleaner’s eyes, mouth and nose, or specialist cleaning services may be
required.
Cleaning of equipment

Decontamination of equipment and the environment must be performed using only the cleaning and disinfectant products recommended by Pembrokeshire
County Council. Such products must be prepared and used according to the manufacturers’ instructions and recommended product ‘contact times’ must be
observed. The minimum PPE to be worn when cleaning is disposable gloves and an apron, with hands thoroughly washed with soap and water after all PPE has
been removed.
As outlined above, Covid-19 can survive on surfaces for varied periods of time. Frequently touched surfaces such as door/toilet hands and tables should be
cleaned every two hours, or immediately when known to be contaminated with secretions, excretions or body fluids.
Reusable (communal) equipment must be decontaminated:
•
Between each pupil and after pupil use;
•
After blood and body fluid contamination; and
•
At regular intervals as part of equipment cleaning.
Cleaning Procedure for toys/games/play equipment
All toys/equipment must be cleaned at the end of all communal use sessions before placing back into storage – a record of such cleaning should be documented.
All toys must be cleaned after each use/end of play session.
If toys become contaminated with any blood/body fluids, they need to be removed and placed in a box to be decontaminated or discarded by a specialist
cleaning team. Such measures are particularly necessary where toys have been contaminated by a child who requires isolation.
The following guide may be useful in determining the cleaning requirements for various items of play/equipment:
Cleaning procedure for toys/games/play equipment
Books
1.
2.
3.

Books and posters should be examined for visible soiling with body fluid and disposed of as necessary
Between use, wipe the book cover with a detergent wipe
As books are porous and difficult to clean children should be advised to wash their hands before and after use.

Construction toys e.g. Lego and Mega Blocks etc.
1.
2.
3.

Care must be taken to examine small parts, at the end of play, wash all parts thoroughly in warm water and neutral detergent. They can then be soaked for a period of 5 minutes in a
chlorine based solution e.g. Milton 1,000 parts per million)
Hand held mechanical or electronic toys
Damp wipe with a disposable detergent wipes between use and thorough drying before returning to storage

Hard surface toys
1.
2.

Must have a smooth, non-porous surface that is easy to clean. N.B. toys with moving parts or openings can harbour dirt and germs in the crevices
Use detergent wipes to wipe clean toys after use. If wipes are not available use a fresh solution of detergent made up as per manufacturer’s instructions, using disposable cloth. Rinse
and dry thoroughly. DO NOT store toys wet

Ball Pools
Do not use at this time as can be difficult to decontaminate.
Dressing up clothing
Do not use at this time
Play dough and therapeutic putty

Do not use at this time
Play sand
Updated PH guidance 9.9.20 – previously not permitted but now as pupils are using them in their bubble, standard advice around cleaning equipment and hand
washing is key.
Stuffed soft toys
Do not use at this time
Keyboards and gaming consoles.
1.
2.

Buttons and crevices can harbour dirt and germs in the crevices
detergent wipes to wipe clean after use.

APPENDIX 3
YSGOL PENRHYN DEWI
PROCEDURE FOR PUPILS OR STAFF WHO BEGIN TO SHOW SYMPTOMS AT SCHOOL
Under no circumstances should pupils or staff attend school if they:


have one or more of the three identified COVID-19 symptoms:
a new continuous cough
a high temperature
loss of, or change in, their normal sense of taste or smell



or live in a household with someone who has symptoms of COVID-19 or has tested positive to COVID-19 in the past 14 days.

ACTION LIST FOR STAFF OR PUPILS DEVELOPING SYMPTOMS ON SITE
In an emergency, call 999 if they are seriously injured or their life is at risk. They should not visit the GP, pharmacy, urgent care centre or hospital except in an
emergency.
Staff developing symptoms on site:
Inform SIT member in charge, and go home immediately. The SIT member on site will arrange appropriate cover.
Anyone displaying COVID-19 symptoms, however mild, must self-isolate at home for at least 10 days from the onset of symptoms and arrange to be tested. This
can be arranged by phoning 119 or going to gov.wales/coronavirus. If a staff member is experiencing difficulty in obtaining an urgent test, they should inform a
member of SIT.
Anyone who lives with someone displaying symptoms should stay at home and not leave the house for 14 days from the day the first person in the house became ill
or, if they do not have symptoms, from the day their test was taken.
Pupils developing symptoms on site:


While the current guidance from UK Government is that routine testing of an individual’s temperature is not a reliable method of identifying COVID-19,
staff and parents/carers should be looking out for the symptoms outlined above, not only in the child but of everyone living in the household.



Pupils displaying symptoms will be taken to the designated safe room for this purpose on site. If the pupil needs to visit the toilet, there are designated
toilets for this purpose. These rooms are clearly sign posted.

Dewi
Non
Aidan

Resource room opposite staff workroom
(Toilet facilities – former first aid room/ disabled toilet)
SIT Office
(Toilet facilities – disabled toilet)
A1 (SIT Room)
(Toilet facilities – boy’s toilet)

As many windows as possible should be opened for ventilation. Consideration may also be given to the pupil waiting for a parent collection in an
appropriate outside space, with supervision, as determined by the SIT member in charge on site.


Inform SIT Member in charge (either available on site or via main reception desk), who will supervise/ organise supervision for the pupil. Where possible,
supervision will be through the door panel or window and a distance of at least 2 metres is to be observed at all times. If this is suitable PPE should be worn
(available in reception areas and safe rooms):



Parent/ carer to be informed to collect the child and any siblings immediately at the relevant collection point(s):
Dewi – Reception door
Non – Front door
Aidan – front door



When parents/ carer pick up the pupil, advise them to have the pupil tested by contacting 119 and notify the school of the results. The parent will also
receive a pre-prepared letter via email requesting that the child isolate for 10 days and advise them regarding making arrangements for testing. Anyone who
lives with someone displaying symptoms but remains well should stay at home for 14 days from the day the first person became ill or until the outcome of a
Covid 19 test is known.



If a member of staff has helped someone who is symptomatic, they do not need to go home unless they develop symptoms themselves. Staff should
however wash their hands thoroughly for 20 seconds.



All equipment used by a symptomatic person must be removed from use immediately and thoroughly cleaned and disinfected



All surfaces that staff or pupils who have displayed symptoms come into contact with will be carefully and thoroughly cleaned.



The safe room and designated toilet (if used) will be locked after use until deep cleaning is performed.



PCC Cleaning department will be contacted for relevant cleaning of safe rooms and designated toilet.



Potentially contaminated waste to be stored to be kept closed and stored separately from communal waste for 72 hours



When a person becomes symptomatic after arrival and has used home to school transport, the PCC school transport team must be informed and they will
liaise with the contractor or others who could be affected



Notify the Incident Management Centre (IMC) by 10.30am (Monday to Friday) by returning the absence record to IMC@pembrokeshire.gov.uk / 01347
775400.

WHAT TO DO IF A PUPIL OR MEMBER OF STAFF TESTS POSITIVE FOR COVID-19
1. Notify the Incident Management Centre (IMC) by 10.30am (Monday to Friday) when you are informed of a confirmed case within the past 14 days by
NHS Test, Trace, Protect by returning the absence record.
2. A contact tracer will inform contacts that they need to self –isolate for 14 days in line with
https://gov.wales/self-isolation-stay-home-guidance-households-possible-coronavirus#section-38136
3. For pupils who are isolating, provide access to provision so that they can continue to learn.
4. Follow the reporting guidance in Health and Safety Bulletin No 008 regarding RIDDOR
The names of people with coronavirus (COVID-19) will not be shared unless it is essential to protect others.
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APPENDIX 5A

APPENDIX 5B

APPENDIX 5C

FIRE NOTICE

CORONAVIRUS RECOVERY PHASE
FIRE DRILL PROCEDURES - AIDAN CAMPUS
In the event of emergency the priority is getting out of the building calmly regardless of social distancing
1.

In the event of FIRE the nearest alarm must be sounded. The SIT Member (or most Senior member of staff) in charge on the day will investigate and
contact the FIRE BRIGADE immediately if necessary.

2.

Classes will leave the room VIA THE NEAREST FIRE EXIT and walk quietly and in single file to the FRONT YARD. The responsible teacher in each class will
ensure the room is empty before leaving and that the doors and windows are closed behind them.

3.

All pupils to line up AT LEAST 2 METRES APART FROM THE WYNCLIFFE DAYCARE GROUP on the yard at the front of the school.

4.

Pupils will line up in their class in silence, in front of their RESPONSIBLE TEACHER IN EACH CLASS (WHERE POSSIBLE AT A 2M DISTANCE FROM THE
TEACHER).

6.

The SIT member (or most Senior member of staff) in charge on the day will ensure that all rooms are checked prior to leaving the building.

7.

All staff to report to the SIT member (or most Senior member of staff) in charge on the day.

General Notes
When completing the daily registers, all Class teachers are required to have a dry wipe laminated copy of their class lists kept safely next to their computers
and any absent pupils are to be marked with a cross.

APPENDIX 6

Ysgol Penrhyn Dewi – Dewi Campus
Procedure for Safeguarding Students at Start & End of the School Day from September 2020

THESE NEW PROCEDURES ARE ESSENTIAL TO REDUCE CONGESTION AND ENSURE THE SAFE ENTRY AND EXIT OF PUPILS FROM DEWI SITE






Due to the expected increase in bus traffic and the use of the front yard by KS4 pupils, staff are politely requested to park in the sports hall car park or
the parking bays at front of the school outside the perimeter fence.
Only essential vehicles will be allowed on the front yard during school opening times.
Parents who are driving children to school will be asked to park away from the school site and children to walk the remainder.
Pupils MUST NOT be released from any class until the bell rings for the end of school day.
Pupils who are walking home or having lifts from parents will be released immediately the bell rings to exit through the following doors, where
supervisors will watch their exit from the main gate (this is not the responsibility of the teaching duty team) and ensure social distancing between
groups. The exit for these pupils will be:
KS4 – Fire exit top corridor
KS3 – Fire exit canteen door








Pupils who are catching the bus will be asked to wait for 5 minutes to allow time for buses to stop moving in the front yard.
These pupils will be asked to exit through the nearest door and make their way to the front yard
Two of the members of the teaching duty team will supervise the entry to the front yard (the Hall door and the Opening in front of the Hall) to ensure
pupils do not enter the front yard until safe to do so.
Pupils from Non campus bus will wait in main reception until called to their bus.
A supervisor will watch their exit from the main gate (this is not the responsibility of the teaching duty team). The supervisor will prevent cars from
entering the site through the main entrance.
Pupils will only be released into the front yard when buses are stationary.

APPENDIX 7
Preparing Buildings and Facilities (Ref. PCC Operational Guidance for Schools v6)
Property/Legionella/Fire/ Emergency Lights Testing
Whilst weekly checks required in school buildings should have continued to be undertaken since the closure of the majority of school at the end of
March 2020, the following checks must be undertaken, and recorded, by the school’s building manager or nominated person prior to re-opening:
 General visual check of property;
 Testing of fire alarm;
 Testing of emergency lights; and
 Flushing of water outlets (Legionella testing) – as per previous guidance provided by the Building Maintenance Team.
Failure to do these checks could result in long delays and added costs prior to re-occupation of the building.
Following these initial checks, the following checks will be required by the school’s building manager or nominated person:
Check
Description
Frequency
To comply
with
General visual General check to see if there are signs Weekly
Requirements
check of
of interference with property or a new
of the Council’s
property and
maintenance issue that needs attention.
insurers
external area
This should include checking the
outside area including perimeter
security.
Testing of fire Carry out check that the fire alarm is
Weekly
The regulatory
alarms
working and is not showing a fault,
reform fire
ensuring that each call point is tested
safety order of
in turn and that all call points are
2005
tested in a 13 week period, if more
BS5839 part
than 13 call points exist in a building
one
then more than one needs to be tested
each week (up to 13 – 1 per week, up
to 26 - 2 per week etc)
Testing of
Carry out monthly check to ensure
Monthly
HASAWA1974
Emergency
Emergency lights are working
BS 5266
Lights
Flushing of
To comply with
Hot and cold water taps will need to Weekly
water outlets
HSG274 and
be run for between 3 and 5 minutes
(Legionella
each week. If there are other taps
ACoP L8
Testing)
adjacent, these additional taps only
need to be run for 1 minute each. This
is to ensure that there is no stagnation
of water and that water has not been

Check

Ventilation
Measure

Description
allowed to sit at temperatures of
between 20°C and 45°C where
Legionella bacteria proliferate.
*Please note that even if the school
building is not open that these checks
will be required.
Summary of practical measures for
building services operation
1. Secure ventilation of spaces with
outdoor air
2. Switch ventilation to nominal
speed at least two hours before the
building usage time and switch to
lower speed 2 hours after the
building usage time
3. At nights and weekends, do not
switch ventilation off, but keep
systems running at lower speed
4. Ensure regular airing with
windows (even in mechanically
ventilated buildings)
5. Keep toilet ventilation 24/7 in
operation
6. Avoid open windows in toilets to
ensure the right direction of
ventilation
7. Instruct building occupants to flush
toilets with closed lid
8. Switch air handling units with air
recirculation to 100% outdoor air
9. Inspect heat recovery equipment to
ensure leakages are under control
10.
Switch fan coils either off or
operate so that fans are
continuously on
11.
Do not change heating, cooling
or possible set points

Frequency

To comply
with

Check

Description

Frequency

To comply
with

12.
Do not plan duct cleaning for
this period
13.
Replace central outdoor air and
extract air filters as usually
according to maintenance schedule
14.
Regular filter replacement and
maintenance works shall be
performed with common protective
measures including respiratory
protection
In addition, items such as fire alarm servicing, intruder alarm servicing, CCTV etc. are carried out by external contractors on a regular basis as part of the
servicing contracts that the Council has entered into, and access will be required for these to be continued wherever possible.

APPENDIX 8

PROCEDURE FOR STAFF, CONTRACTORS, AND VISITORS ENTERING SCHOOL BUILDINGS
On Arrival on site
Please avoid parking on the Dewi campus front yard
Use hand sanitiser provided prior to entering site
Sign in at the reception desk (do not share pens)
Wash hands immediately following entry to site using staff toilet facilities
Please make sure personal items eg. mobile phones, reading glasses, pens are cleaned with disinfectant wipes before entry
While on site
Social Distancing to be maintained at ALL times - Minimum of 2 metres apart
Wash hands/ use hand sanitiser regularly while you are on site (at least every 30 minutes)
Please wipe down any surfaces that you touch using the supplied cleaning materials in all rooms
Please wear masks in corridors and communal areas
Departure from site
Wash hands prior to leaving site
Sign out at reception (do not share pens) listing which rooms you have used
Do not return into the school without following the ‘arrival on site’ procedures
Please make sure you follow these rules at all times. Many thanks. Stay safe

APPENDIX 9
Cashless Catering – COVID 19
Pembrokeshire County Council’s Catering Service have considered the safest and most appropriate way of providing meals to pupils using Cashless Catering.
The following measures will apply in all secondary schools:
 The Biometric (fingerprint) payment option will be withdrawn until further notice
 Pupils who currently use the Biometric option and therefore do not have Cashless cards will be provided with a new card at the school.
 Any pupils who have lost/damaged their Cashless cards can request a new one from the school canteen
 Any staff wishing to purchase food will also need to request a Cashless card
 No cash will be accepted in schools.
 Coin-loader machines in schools will only be used to check balances by scanning the Cashless cards.
 Meal accounts can be topped up online through My Account or by phoning the Council Contact Centre on 01437 764551
 To request a meal account number, or for any further information, please email cashless.catering@pembrokeshire.gov.uk
Arlwyo Heb Arian – COVID 19
Mae Gwasanaeth Arlwyo Cyngor Sir Penfro wedi ystyried y ffordd fwyaf diogel a mwyaf priodol o ddarparu prydau bwyd i ddisgyblion sy'n defnyddio Arlwyo
Heb Arian.
 Bydd yr opsiwn talu Biometrig (ôl bys) yn cael ei dynnu'n ôl am gyfnod amhenodol.
 Yn achos y disgyblion hynny sy'n defnyddio'r opsiwn Biometrig ar hyn o bryd ac nad oes ganddynt, felly, gardiau Arlwyo Heb Arian, byddant yn cael
cerdyn newydd yn yr ysgol.
 Gall unrhyw ddisgyblion sydd wedi colli/difrodi eu cerdyn Arlwyo Heb Arian ofyn am un newydd yn ffreutur yr ysgol.
 Bydd yn ofynnol hefyd i unrhyw aelod o staff sy'n dymuno prynu bwyd ofyn am gerdyn Arlwyo Heb Arian.
 Ni dderbynnir unrhyw arian parod mewn ysgolion.
 Dim ond i sganio'r cardiau Arlwyo Heb Arian i wirio balansau y defnyddir y peiriannau llwytho arian mewn ysgolion.
 Gellir ychwanegu at gyfrifon prydau bwyd ar-lein, a hynny trwy Fy Nghyfrif neu drwy ffonio Canolfan Gyswllt y Cyngor ar 01437 764551
 I ofyn am rif cyfrif pryd bwyd, neu i gael unrhyw wybodaeth bellach, anfonwch neges e-bost i cashless.catering@pembrokeshire.gov.uk

Secondary School Pre-Order Service
Pupils will have the option to pre-order their food for collection at break or lunch time using the new Vine Pre-Order Service
 Order online through any PC, laptop or mobile device
 Orders will be charged to the pupil’s Cashless meal account
 Orders placed between 5pm – 9am the following morning will be available for collection later that day
 No need to queue for food in the canteen
 Pupils will need to present their Cashless card as proof of ID when collecting their order
 Pre Order here (Available from 02/09/2020)
Gwasanaeth Rhagarchebu Ysgolion Uwchradd

Bydd gan ddisgyblion yr opsiwn i ragarchebu eu bwyd i’w gasglu amser egwyl neu amser cinio, gan ddefnyddio’r Gwasanaeth Rhagarchebu Vine newydd.
 Archebwch ar-lein drwy gyfrwng unrhyw gyfrifiadur personol, gliniadur neu ddyfais symudol
 Bydd yr archebion yn cael eu talu gan gyfrif prydau Di-arian Parod y disgybl
 Bydd archebion a wneir rhwng 5pm – 9am y bore wedyn ar gael i’w casglu yn hwyrach y diwrnod hwnnw
 Ni fydd angen ciwio am fwyd yn y ffreutur
 Bydd angen i ddisgyblion gyflwyno eu cerdyn Di-arian Parod fel prawf o ID wrth gasglu eu harcheb
 I ragarchebu cliciwch yma (Ar gael o 02/09/2020)

