
                                                                                       
 

Activities covered by this assessment:  COVID-19 risk assessment template (developed with Covid-19 risks as known 22 May 2020) 

School/Academy Name:  Orchard Primary School Department/Service/Team: NA 

Hazard  
(Something 

with a potential 
to cause harm) 

Who Might be 
Harmed & 

How? 
Existing Controls 

Initial Risk Rating  
(SxL) 

Further Controls 
Possible 

 
(What reasonably 

practicable 
control measures 

could be 
considered to 
further reduce 

the risk rating?) 

Final Risk Rating  
(SxL) 

Action Required 
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Who: FS 
Date By: 
1.6.20 

Poor hygiene 
practice 

 

Staff, student and 
visitors may 

become infected. 

 Posters are displayed throughout the school in handwash areas 
advising all pupils and staff to wash their hands after using the toilet, 
before and after handling food and any other actions which may 
increase the risk of infectious disease, such as coughing or sneezing. 

 Sufficient amounts of soap and washing liquids, warm water and paper 
towels are supplied in toilets and kitchen areas. 

 Pupils and staff are encouraged to wipe their mouths and noses with 
tissues after sneezing or coughing, and to dispose of these using the 
bins provided around the school. 

 Pupils educated through form time on best practice for personal care & 
protecting others 

 All food preparation and eating areas are thoroughly cleaned and 
disinfected before and after use. 

 Pupils do not share cutlery, cups or food.  

 All cutlery and cups are thoroughly cleaned before and after use. 

 Hand sanitiser is available. 

 Cleaners carry out daily, thorough cleaning that follows national 
guidance, is compliant with the control of substances hazardous to 
health (COSHH), and the school’s Health and Safety Policy. 

 

H M H 

SLT to review the 
Government 

guidance daily 
(Coronovirus 

outbreak) and take 
relevant action 
when required. 

H L M 

SLT to issue 
directives to staff 
 
 
SLT to coordinate  
 

On 
going. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



                                                                                       
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Inappropriate 
cleaning of bodily 

fluids 
Staff, student and 

visitors may 
become infected. 

 All cleaners are informed how to use personal protective equipment 
(PPE) should they choose to.  

 Any spillages of bodily fluids are cleaned up immediately using paper 
towels, which are discarded as clinical waste in the first aid area. 

 Mops are never used to clean up any bodily fluids. 

 Any member of staff cleaning up bodily fluids will wear PPE, including 
gloves and a disposable apron. 

 A combination of disinfectant, detergent and warm water is used to 
clean the affected area.  

 The surface is rinsed and dried properly, and a wet floor sign is 
displayed to prevent any trip hazards. 

 Any disposable PPE used, such as latex gloves and plastic aprons, are 
discarded as clinical waste after use. 

 All clinical waste is disposed of using clinical waste bags, which should 
become no more than two thirds full and sealed after filling, and if 
necessary are stored in a secure location ready for collection, (First aid 
room). Storage at low temps for 72 hours will help kill the virus. 

 Following the cleaning up of bodily fluids, all members of staff and/or 
pupils involved are instructed to wash & sanitise their hands >20 
seconds. 

 If necessary, any pupils’ soiled clothing is hygienically bagged and given 
to the parents/carers at the end of the school day.  

 No member of staff will ever clean or rinse a pupil’s soiled clothing. 

 Follow social distancing where able. 

H L M 

Rigorous cleaning of 
the premises each 
day followed by a 
Depp Clean every 
Friday. Cleaning 

equipment is 
maintained to a high 

standard and is 
colour coded 

according to area of 
use. Personal 

protective 
equipment (PPE) to 

be worn.  
 

Contractor risk 
assessments to be 
checked to ensure 

that they are 
cleaning to 

https://www.gov.uk
/government/public

ations/covid-19-
decontamination-in-

non-healthcare-
settings 

 
Staff to ensure they 
follow the correct 

procedures for 
cleaning of bodily 

fluids. 
 
 

H L M 

SLT to issue 
directives to staff 
 
SLT to coordinate  

 

  

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


                                                                                       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Inappropriate 
first aid 

Staff, student and 
visitors may 

become infected. 

 Follow guidance from St John’s Ambulance https://www.sja.org.uk/get-
advice/first-aid-advice/covid-19-advice-for-first-aiders/ 

 First aiders are instructed to thoroughly wash their hands before and after 
giving first aid >20 seconds. 

 Disposable gloves are provided in all first aid boxes and are worn where 
required when administering first aid. 

 A plastic apron is worn if a significant amount of blood is involved. 

 All cuts and abrasions are cleaned immediately using sterile wipes and 
covered with waterproof dressings. 

 Any splashes of blood and/or bodily fluids from another person, which 
enter the eyes or mouth of the first aider, are immediately washed out 
with copious amounts of water. 

 Splashes of blood and/or bodily fluids, which fall on the skin of the first 
aider, are immediately washed away using warm water and soap. 

 If it is evident that the skin has been broken, and that it is possible there 
has been contact with blood from another person, the first aider is 
instructed to encourage the cut to bleed then clean with a sterile wipe 
and cover with a waterproof plaster. 

 Follow social distancing where able. 

 Cleaning protocol – To be managed by Premises Team 

 Cleaning an area with normal household disinfectant after someone with 
suspected coronavirus (COVID-19) has left will reduce the risk of passing 
the infection on to other people. 

 Wherever possible, wear disposable or washing-up gloves and aprons for 
cleaning. These should be double-bagged, then stored securely for 72 
hours then thrown away in the regular rubbish after cleaning is finished. 

 Using a disposable cloth, first clean hard surfaces with warm soapy water. 
Then disinfect these surfaces with the cleaning products you normally use. 
Pay particular attention to frequently touched areas and surfaces, such as 
bathrooms, grab-rails in corridors and stairwells and door handles. 

 If an area has been heavily contaminated, such as with visible bodily 
fluids, from a person with coronavirus (COVID-19), consider using 
protection for the eyes, mouth and nose, as well as wearing gloves and an 
apron. 

 Wash hands regularly with soap and water for 20 seconds, and after 
removing gloves, aprons and other protection used while cleaning.   

 

H M H  H M M 

SLT to issue 
directives to staff 
 
 
SLT to coordinate  

 

  

https://www.sja.org.uk/get-advice/first-aid-advice/covid-19-advice-for-first-aiders/
https://www.sja.org.uk/get-advice/first-aid-advice/covid-19-advice-for-first-aiders/


                                                                                       
 
 

 
 
 
 
 
 
 
 
 
 

Ignoring ill health 
 

Staff, student and 
visitors may 

become infected. 

 Any pupil or member of staff that displays signs of being unwell, in 
relation to concerns about coronavirus follow the government guidance: 

 When a child, young person or staff member develops symptoms 
compatible with coronavirus, they should be sent home and advised to 
self-isolate for 7 days. Their fellow household members should self-isolate 
for 14 days. All staff and students who are attending an education or 
childcare setting will have access to a test if they display symptoms of 
coronavirus, and are encouraged to get tested in this scenario. 

 Where the child, young person or staff member tests negative, they can 
return to their setting and the fellow household members can end their 
self-isolation. 

 Where the child, young person or staff member tests positive, the rest of 
their class or group within their childcare or education setting should be 
sent home and advised to self-isolate for 14 days. The other household 
members of that wider class or group do not need to self-isolate unless 
the child, young person or staff member they live with in that group 
subsequently develops symptoms 

 Dial 111 (or 999 if a person is seriously ill or their life is at risk). 

 If the unwell individual is a pupil, their parents/carers are informed of 
    the situation by a relevant member of staff. 

 Where contact with the parents/carers cannot be made, appropriate 
procedures are followed such as moving the pupil to a different area of 
the school, providing them with a glass of water, etc. 

 Any pupils or staff who display other signs of infection are sent home 
immediately and are advised to seek medical advice. 

 For any illness, any medicine administered at the school is done so by a 
trained member of staff, and in accordance with the procedures outlined 
in the Administering Medicine Policy and Supporting Pupils with Medical 
Conditions Policy. (All pupils receive their first dose of medication at home 
to ensure that they do not have an allergic reaction). 

 Follow social distancing where able. 
 
 

H M H 

SLT to reviewing on 
a daily basis. 

helpline to answer 
questions about 

COVID-19 related to 
education. Staff, 

parents and young 
people can contact 

the helpline as 
follows: 

Phone: 0800 046 
8687 

Email: 
DfE.coronavirushelp
line@education.gov.

uk 
Opening hours: 8am 
to 6pm (Monday to 

Friday)  
. 

H M H 

SLT to issue 
directives to staff 
 
 
SLT to coordinate  

 

  



                                                                                       
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Poor 
management of 

infectious 
diseases 

 

Staff, student and 
visitors may 

become infected. 

See above sections, also: 

 If a pupil or staff member is suspected of having an infectious disease, 
they are instructed to contact the NHS for further advice and are sent 
home where appropriate. 

  If a parent/carer informs the school that their child(ren) has a reportable 
infectious disease, other pupils are observed for similar symptoms, and a 
letter is sent home to all parent/carers informing them of the situation. 

 Parents/carers of a pupil returning to school after a reportable infectious 
disease will inform the school. 

 Parents/carers will be advised not to send child(ren) to school if they: 
display signs of COVID-19. 

 Ill person to be isolated from rest of school until they can go home with 
minimal contact with others or staff. 

 First aid staff to wear appropriate PPE when treating staff and pupils in 
close proximity who present symptoms of Covid-19 (not required where 
symptoms are not present). 

 Where students presents symptoms of Covid-19, they should be moved to 
the room identified at each setting where sick pupils can be kept in until 
parents or carers come to collect them, ideally with: 

 · A door you can close 

 · A window you can open for ventilation 

 · A separate bathroom they can use (either attached to the room 

 or nearby) 

 PPE should be worn by staff caring for the child while they await collection 
if a distance of 2 metres cannot be maintained 

 All staff and students in close contact with the suspected case (within 2m) 
to self-isolate until Covid-19 tests have taken place 

  All parents/carers are encouraged to follow NHS guidance. 

 If poor health member of staff develops any signs of infectious disease or 
comes into contact with any individual who has an infectious disease, they 
are advised to see their GP. See also guidance on shielding of staff: 
https://www.gov.uk/government/publications/full-guidance-on-staying-
at-home-and-away-from-others/full-guidance-on-staying-at-home-and-
away-from-others#eel-decline 

 If pupil or member of staff is diagnosed with infectious disease SLT to take 
guidance from relevant health organisations only consider closing the 
school after speaking with the public health England. Parents, pupils and 
staff to be informed. 

 Staff who have come into contact with a person with COVID-19 
encouraged to wash hands and remove clothing to be washed upon 
arriving home ensuring that other members of the household are not in 
vicinity.  

 Consider health care plans. 

 Follow social distancing where able. 
 

M L M 

SLT to review on a 
daily basis. 

helpline to answer 
questions about 

COVID-19 related to 
education. Staff, 

parents and young 
people can contact 

the helpline as 
follows: 

Phone: 0800 046 
8687 

Email: 
DfE.coronavirushelp
line@education.gov.

uk 
Opening hours: 8am 
to 6pm (Monday to 

Friday). 
  
 

M L M 

SLT to issue 
directives to staff 
 
 
SLT to coordinate  

 

  

https://www.gov.uk/government/publications/full-guidance-on-staying-at-home-and-away-from-others/full-guidance-on-staying-at-home-and-away-from-others#eel-decline
https://www.gov.uk/government/publications/full-guidance-on-staying-at-home-and-away-from-others/full-guidance-on-staying-at-home-and-away-from-others#eel-decline
https://www.gov.uk/government/publications/full-guidance-on-staying-at-home-and-away-from-others/full-guidance-on-staying-at-home-and-away-from-others#eel-decline
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Social Distancing 

Staff, student and 
visitors may 

become infected. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Follow social distancing guidance where able. 

 Ensure class sizes reflect the ratios of 15 pupils to 1 teaching / support 
staff available and allow social distancing to be managed effectively. 

 Keep pupils at their desks, away from each other, for as much of the 
school day as you can, ideally 2 metres (3 steps) apart – try to keep class 
sizes to 15 or smaller so you can achieve this more easily. Remove desks 
as necessary. 

 Avoid any group activities within the classroom that requires pupils to be 
in close physical contact with each other. 

 Stagger lunch times, break times, and the movement of pupils around the 
school, to reduce large groups of children gathering. Children to eat in 
classrooms where possible 

 Staff lunch times to be staggered where possible and meeting rooms to be 
used where social distancing cannot be achieved in staff areas. 

 Avoid any group activities that requires pupils to be in close physical 
contact with each other, such as certain sports and playground games. 

 Only one pupil at a time to access toilet facilities and pupils to be 
accompanied. 

 Engaged/Occupied signs to be used on the outside door of staff toilets and 
shared kitchen areas where appropriate 

 Use signage and enforcement, behavior restrictions on social distancing.  

 Use play to reinforce social distancing in early years settings. 

 Use ‘stay to the left’ on corridors and circulation spaces. 

 Use one-way systems on corridors and circulation spaces. 

 No to pupil/teaching activities that will break social distancing e.g. 
assembly 

 Provide appropriate PPE for limited tasks when social distancing cannot be 
maintained: see guidance  
https://www.gov.uk/government/publications/coronavirus-covid-19-
implementing-social-distancing-in-education-and-childcare-
settings/coronavirus-covid-19-implementing-social-distancing-in-
education-and-childcare-settings particularly FAQ 4 

 Use comms for parents/others on new/changing school rules. 

 Rearrange any non-essential appointments 

 Request that individuals communicate with them via telephone or email. 

 Maintain a distance of 2m where possible. 

 Ensure good ventilation of office type environments 

 Clear signage and instructions on entry and/or website (the way 
supermarkets and other organisations have done)  

 Consider how to use technology for meetings e.g. video / teleconference 
facilities. 

 Rearrange any non-essential meetings 

 Where you need to meet maintain a distance of 2m where possible 

 Stop orders being made for all but essential items 

 Any essential deliveries to be dropped outside the door, where possible 
 

M L M 

Visitors not 
permitted unless 
essential 
Visitor checklist in 
use 
Remote meetings in 
use 
Purchasing essential 
items only 

M L M    

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


                                                                                       

During this 
activity, what 

could go wrong 
resulting in an 

emergency 
situation? 

Pupils and staff suffering from reportable infectious diseases will be asked to follow the government guidance and 111.  
Schools should dial 111 (or 999 if a person is seriously ill or their life is at risk) and, if applicable, explain which country the individual has returned from in the last 14 days. 
Whilst waiting for advice or an ambulance to arrive, the person should be kept at least two metres away from other people. If possible, they should be sat in a room where 
they can be isolated behind a closed door, e.g. a staff meeting room. The room must be cleansed once they leave. 
If they have to use the toilet whilst waiting, they should use a separate bathroom to other people. 
Pupils must be told that they need to tell a member of staff if they feel unwell. 
 
If a case of coronavirus is confirmed the School will be informed directly by the local PHE Health Protection Team when someone is confirmed to have the virus – they will 
discuss the case, identify people who have been in contact with the person, and advise on any actions or precautions that should be taken. 
 
A risk assessment will be undertaken by the school, with advice from the local Health Protection Team, to determine whether further action is required. In most cases, 
closure of the school will not be necessary; however, this will be a decision made based on local factors. 
 
People who test negative for the virus will be advised individually about their return to education. 
If people are close contacts of a confirmed case. Pupils or staff who are considered contacts are those that: 
 

- Have had close face-to-face or touching contact with the confirmed case, including those undertaking small group work (within two metres for more than 15 
minutes). 

- Have spoken with or been coughed on for any length of time by, the individual while they are symptomatic. 
- Have cleaned up any bodily fluids of the individual. 
- Are part of a close friendship group with the individual. 
- Live in the same household or equivalent, e.g. boarding school dormitory, as the individual. 
- If contacts are well, they are unlikely to have spread the infection to others; however, they will be asked to self-isolate and told to take further action if any 

symptoms develop. 
- Outside of those who are defined as close contacts, the rest of the school will not need to take any precautions or make changes to their own activities, unless they 

become unwell – in which case, they will be assessed as a suspected case depending on their symptoms. 
 
If the individual does become unwell, they should call 111 immediately to be assessed and the school should follow the advice for contacts of confirmed cases. If, at any 
point, an individual requires emergency medical attention, call 999 and tell the call handler that the person has a history of recent travel to a risk area for COVID-19. 
 

How could this 
emergency 
situation be 
prevented / 
controlled? 

Washing hands often with soap and water or an alcohol-based hand sanitiser that contains at least 70 percent alcohol 
Catching coughs or sneezes with tissues, then throwing the tissue in a bin 
Ensuring people who feel unwell stay at home and do not attend work or school 
Encouraging pupils, staff and visitors to wash their hands: 
Before leaving home and on arrival at the school. 
After using the toilet. 
After breaks and sporting activities. 
Before preparing food and before eating any food. 
Before leaving school. 
Avoiding touching eyes, nose and mouth with unwashed hands 
Avoiding close contact with people who are unwell 
Cleaning and disinfecting frequently touched objects and surfaces. 
 
In the event of the school closing the Business / Service Continuity Plan should be followed and the Emergency Management Team (EMT) contacted. 
If someone has been diagnosed with the COVID-19 who has entered the building guidance to be taken from the PHE. A competent contactor to be deep clean the building to 



                                                                                       
be organised.  External building checks to be completed as required if agreed it is safe to do so.  
 

Who should 
respond to a 

potential 
emergency 

situation and 
how?  

The SLT to meet as and when required. A plan to be agreed and communicated with the relevant members of staff, parents and pupils. 
Follow HSE guidance on reporting incidents of CV19: https://www.hse.gov.uk/news/riddor-reporting-coronavirus.htm  
 
Staff are fully aware the of CIMP. 
 
 

Could any non-
routine changes 
affect the safety 
arrangements in 

place for this 
activity? 

(Weather, 
People, etc.) 
What can be 

done? 

SLT to meet and review. Updated on the government’s response to COVID-19 (Coronavirus). 
Helpline to answer questions about COVID-19 related to education. Staff, parents and young people can contact the helpline as follows: 
Phone: 0800 046 8687 
Email: DfE.coronavirushelpline@education.gov.uk 
Opening hours: 8am to 6pm (Monday to Friday)  
 
No school should close in response to a suspected (or confirmed) COVID-19 case unless directed to do so by Public Health England. 
Public Health England has a dedicated webpage with a range of posters and digital materials at: 
https://campaignresources.phe.gov.uk/resources/campaigns/101-coronavirus-/resources 
 
New guidance for employers 
The Department for Business (BEIS) and Public Health England have issued guidance for employers, which you can find at:  
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/guidance-for-employers-and-businesses-on-covid-19 
  
Where to find the latest information 
Updates on COVID-19: 
https://www.gov.uk/coronavirus  
 
Guidance for educational settings: 
https://www.gov.uk/government/publications/guidance-to-educational-settings-about-covid-19 
 
Travel advice: 
https://www.gov.uk/guidance/travel-advice-novel-coronavirus 
https://www.gov.uk/government/organisations/foreign-commonwealth-office 
 

 

Risk Assessor(s) Name(s): Fiona Shields Risk Assessor(s) Signature(s): 

 

Authorised By:  Authoriser Signature:  

Date Conducted: 16.5.2020 & updated 22.5.2020 Date Review Required: Evaluated daily Date of Last Review:  

  Date Review Required:  Date of Last Review:  

  Date Review Required:  Date of Last Review:  

https://www.hse.gov.uk/news/riddor-reporting-coronavirus.htm
https://campaignresources.phe.gov.uk/resources/campaigns/101-coronavirus-/resources
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/guidance-for-employers-and-businesses-on-covid-19
https://www.gov.uk/coronavirus
https://www.gov.uk/government/publications/guidance-to-educational-settings-about-covid-19
https://www.gov.uk/guidance/travel-advice-novel-coronavirus
https://www.gov.uk/government/organisations/foreign-commonwealth-office
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High  

Death, paralysis, long term 
serious ill health. Medium High High 

Medium  
An injury requiring further 
medical assistance or is a 

RIDDOR incident. 

Low Medium High 

Low  
Minor injuries not resulting 
in any first aid or absence 

from work. 

Low Low Medium 

 

 Low 
The event is 

unlikely to happen. 

Medium 
It is fairly likely it 

will happen. 

High 
It is likely to 

happen. 

 
 Likelihood of Harm Occurring 

Risk Rating Definitions 

Low 

This is an acceptable level of risk. No further controls are required as 
the risk rating cannot be reduced any further. However, it is advised 
that continual monitoring occurs in order to ensure that no changes / 
deviation of control measures occur. 

Medium 

It is advised that further controls are implemented to reduce the risk 
rating to as low a level as possible. If the risk cannot be reduced to 
lower than a medium, then on site monitoring should occur to ensure 
that all stipulated controls are being adhered to. 

High 

This is an unacceptable risk rating. Urgent interim controls should be 
implemented to reduce the risk so far as is reasonably practicable. If 
the risk rating cannot be reduced to lower than a High, then a 
documented safe system of work should be implemented to control the 
activity. It may be necessary to seek further professional advice. 
Serious consideration should be given to the validity of carrying out the 
activity at all. Monitoring of the activity should occur. 


