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Covid-19 Risk Assessment for Penn Hall School  - Updated 19th June 2021  2021 

Covid-19 is a new illness that can affect your lungs and airways. It is caused by a virus called SARS-CoV-2, the virus that causes Coronavirus Disease 2019 (COVID-

19). Symptoms can be mild, moderate, severe or fatal.   On  March 8th returned to full time education. As we consider how to build on previous risk assessments 

in order to respond to the current situation ,City of Wolverhampton Council principles inform our work :   

• Safety is first :we will make decisions taking account of the health, safety and wellbeing of adults and children in schools and settings    

• At all times we will follow advice and guidance based on evidence from international, national and local research and information    

• Good communication with families, schools and settings is essential to the success of the arrangements    

• The approach we take will be flexible, incremental and evolving, we do not need to do everything at once    

• We will  promote a curriculum which balances the academic and wellbeing needs of our children and young people    

• Key actions will be simple and supported by LA services wherever possible    

• Vulnerable children remain our priority   

Below  is a Risk Assessment for dealing with the ongoing Covid-19 situation following the introduction of a third national lockdown . This risk assessment builds upon previous versions with 

new additions written in blue. This Risk Assessment will be under constant review and has due regard for the following government guidance.  

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

https://www.gov.uk/government/publications/guidance-for-full-opening-special-schools-and-other-specialist-settings/guidance-for-full-opening-special-schools-andother-

specialist-settings  

• COVID-19: cleaning in non-healthcare settings  

• Following the Risk Assessment there is a schedule modelling the profile of the school day in line with this Risk  

Assessment’s Control Measure. The cross-infection control measures considered in the risk assessment below is based upon the 

following hierarchy of control:  

• Elimination – Completely eliminating exposure to the hazard. The most effective control, e.g. stay home, work remotely, 

avoid public areas.   

• Substitution – Replacing the hazard with a non-hazardous object, device or substance (none currently identified).   

• Engineering Controls – Isolating the person from the hazard through physical or mechanical means e.g. barriers, 

partitions, ropes, hands free equipment etc.  

• Administrative Controls – Changes made to the way that people work e.g. social distancing procedure, floor markings, 

cough / sneeze etiquette procedure, hand hygiene, cleaning and disinfection etc.   

• Personal Protective Equipment – Equipment worn by the person to protect themselves from real or potential hazards, 

e.g. gloves, aprons, safety glasses, masks, etc.  

• Community Protective equipment – Equipment worn by a person to prevent community spread from an asymptomatic 

carrier of COVID-19. This is the last line of defence and its effectiveness depends on community use and their ability to adopt 

disinfection, distancing, and hygiene practices (not considered in school risk assessment as beyond the control of a school)  
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 Name  Position   Signature  Date  Reviewed and 

updated on   

Risk Assessor  Sarah Wilkinson  Acting Headteacher 

Penn Hall School  

 

  26/08/20  29th Oct 2020 

2nd Nov 2020  

14th Jan 2021 

4th Jan 2021 

4th March 2021 

 

June 18th 2021 

 

Line Manager   Tracy Wilkinson 

  

Chair of Governors     
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Hazards Who 

might be  

harmed? 

Controls Required Risk 

Rating 

L/M/H 

Additional 

Controls 

Action By 

who 

Action by when  Reviewed  

New and more 

transmissible 

strain of Covid 

19 

 

Higher rates of 

infection in 

Wolverhampton 

in line with 

national trends. 

 Lateral Flow Testing 

All staff will be asked to self test at home on a twice weekly basis 

using a home test kit provided by school. Test results will be 

reported both to Track and Test using the gov.uk website and 

directly to school using a text link. Lateral flow testing will not be 

used in lieu of self isolation. Close contacts of positive cases 

identified through on site testing will still be requested to isolate 

for a 10 period following identification. 

On site testing will continue to be offered on a weekly basis 

tosecondary aged students for whom it is considered 

appropriate.We ask that parents administer a second weekly test 

at home and report the results to school. 

 

All controls identified in subsequent sections of this risk 

assessment have been reviewed and updated in light of 

government  Guidance for special schools, specialist post-16 

providers and alternative provision during the national 

lockdown (publishing.service.gov.uk) 

 

 

  

See separate 

risk 

assessment 

(Appendix 6) 

and calendar 

of testing for 

detailed 

information on 

mass on site 

testing at Penn 

Hall School. 

E Gilham 

P Green  

Testing 

Leads 

Commencement 

of home  testing  

for staff on 

8/3/21 

March 21 

 

June 2021 

Transmission  of  

Covid-19  

Staff 

Pupils 

Promotion of good personal hygiene  All staff,  pupils  and visitors 

who arrive at school are to wash their hands at their designated 

handwashing / sanitising station.  Hand washing facilities with soap 

M 

 

 

Specific 

facilities 

 

     SLT 

 

Sept 20 

Oct 20 

Jan 21 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/953215/Guidance_for_special_schools__specialist_post-16_providers_and_alternative_provision_during_the_national_lockdown.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/953215/Guidance_for_special_schools__specialist_post-16_providers_and_alternative_provision_during_the_national_lockdown.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/953215/Guidance_for_special_schools__specialist_post-16_providers_and_alternative_provision_during_the_national_lockdown.pdf
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through 

insufficient 

personal hygiene 

Cleaners 

Contractors 

Visitors to 

school 

premises. 

 

and water (ideally warm water) in place. Hand sanitiser (meeting a 

minimum of 70% alcohol content) freely available around school 

and sited in any area where washing facilities not readily available 

(Note; hand gel is no substitute for thorough and effective 

handwashing)  

▪ Posters to be displayed throughout the school reminding 
pupils, staff and visitors to wash their hands, e.g. before 
entering and leaving the school. (Additional PHE posters 
accessible here ).  

▪ Stringent hand washing taking place. (in accordance with this 
guidance).  

▪ Pupils are supervised by staff when washing their hands to 
ensure it is done correctly and for at least 20 seconds, where 
necessary.  

▪ Staff to teach children hand washing techniques. Visuals on 
bathrooms walls to support this.  

▪ Hands to be dried thoroughly using disposable paper towels or 
hand dryer.  Children to wash hands before and after eating a 
snack and before and after eating lunch.   

▪ Employees and pupils reminded to catch coughs and sneezes 
in tissues – Follow Catch it, Bin it, Kill it. 

 

 

 

 

 

 

 

 

 

allocated to 

each Class 

Group & Other 

working 

groups  

Frequency of 

sanitiser and 

handwashing 

procedure 

outlined in 

amended 

profile of the 

day (Appendix 

1 

Site team 

 

 

 

 

 

 

 

 

 

 

 

 

March 21 

 

June 2021 

 

 

 

 

 

 

 

 

      M 

 

 

       

Posters 

displayed in 

every 

classroom & 

bathroom area 

outside & 

inside  Hand 

dryers 

reintroduced 

following HSE 

updated 

guidance Oct 

20 

 

Site Team 

Class Teams 

Sept 20 and 

ongoing 

Oct 20 

Jan 21 

March 21 

June 2021 

https://campaignresources.phe.gov.uk/resources/
https://campaignresources.phe.gov.uk/resources/
https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
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Transmission of  

Covid-19 through 

insufficient 

personal hygiene. 

Staff 

Pupils 

Cleaners 

Contractors 

Visitors to 

school 

premises. 

 

▪ Employees reminded to wash hands and to avoid touching face, 
eyes, nose or mouth with unclean hands.   

▪ Tissues for each class and available throughout school, 
ensuring adequate stock levels for each class / area from the 
start of each day and are replenished as needed.   
 

 

 

▪ Appropriate lidded receptacles available for disposal of tissues 
which are emptied throughout the day.  

▪ These bins will be double bagged.  

▪ Pupils discouraged from sharing cutlery, cups or food.   

▪ Parents informed of hygiene expectations and advised  to 
discuss these with their children.  

▪ Parents informed that children are to wash their hands for 20 
seconds before coming to school and when they get home.  

▪ Areas are kept well ventilated using natural ventilation at all 
times .   

  

FOR CHILDRENS PERSONAL CARE & EATING AND  

DRINKING SEE PPE SECTION  

FOR HYGIENE OF SLINGS & MOVING AND HANDLING  

EQUIPMENT SEE CLEANING SECTION  

 

   M 

 

 

 

 

 

 

School will 

ensure 

sufficient 

opening stock 

of tissues and 

other hygiene 

& PPE 

products. Re-

order form 

circulated to 

classes  to 

enable them 

communicate 

replenishment 

requirements. 

Form to be left 

with school 

office staff for 

Site Team. 

Lidded , foot 

pedal 

operated bins 

available 

throughout 

school.  

 

 

 

Admin / Site 

Team 

 

 

 

Sept 20 

 

 

 

 

 

 

 

Sept 20 

 

 

 

 

 

Sept 20 

 

 

 

Weekly 

review of 

Stock levels. 

 

 

 

 

 

 

 

 

 

Ongoing 

reminders 

Transmission of 

Covid 19 virus 

via germs on 

Staff 

Pupils 

Cleaning There is frequent cleaning and disinfecting of objects and 

surfaces that are touched regularly , particularly in areas of high 

use such as door handles, light switches, equipment used etc   

  M Daily cleaning 

schedule at 

the end of  and 
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surfaces and 

furniture within 

the building.  

Cleaners 

Contractors 

Visitors to 

school 

premises. 

 

▪ Cleaners are employed by the school  / sourced via LA SLA to 
carry out daily thorough cleaning of classrooms and other 
areas that follows national guidance and is compliant with 
the COSHH policy and the H&S policy.  A cleaner will be based 
in school from 9-10 to focus on cleaning contact points and 
again before and after the lunch hour and at the end of the 
day. 

▪ SLT will meet with cleaning contractors to review cleaning 
arrangement and make any necessary changes.  

▪ Rigorous checks to be carried out by the cleaning contract  
manager to ensure that the necessary procedures are being 
followed.  

 

 

 

 

 

 

 

▪ Pupils to use same work table each day which will be cleaned 
thoroughly at the end of the day.  

▪ All cutlery and cups are thoroughly cleaned before and after 
use. Any plates / cups/ cutlery provided by the school kitchen 
should be returned unwashed so that the kitchen can wash 
them thoroughly and at high heat 

▪ Staff asked to provide their own plates etc. Staff asked to 
provide own lidded travel cup for hot drinks. Tea towels 
should not be used to dry cups and plates etc. Blue roll or 
paper towels should be used 

 

 

during the  

school day as 

per the SLA. 

Additional 

cleaning hours: 

9am –  

9.45 am 

whole school 

contact point 

clean.11.30 -

1. Extra 

cleaning staff 

member in 

daily to 

support 

lunchtime 

clean of 

bubble areas 

and whole 

school 

contact point 

clean. In both 

instances 

cleaner wears 

full PPE (see 

Appendix 2 

for details) 

This can 

include a 

clean of the 

pool area 

when this 

reopens. 

School 

Business 

 

 

 

 

SBM liaison 

with cleaning 

contractor 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ongoing 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Jan 21 

March 21 

June 2021 
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▪ Cleaning materials located near to shared equipment such as  
photocopiers.  

 

 

 

▪ Used lunch time aprons and flannels  collected in a lidded bin 
and washed in the laundry on high heat. 
 

 

 

 

 

 

▪ SLINGS ARE WASHED IN WASHING MACHINE AT LEAST 
WEEKLY.  

▪ MOVING AND HANDLING EQUIPMENT CLEANED DAILY . Hoist 
wiped between use. Additional slings and a hoist have been 
provided to reduce the amount of sharing. 

Manager 

holds regular 

discussions 

with cleaning 

provider.  

Laminators 

should be 

cleaned after 

each use with 

a single use  

anti bacterial 

wipe provided 

by  school. 

 

A lunchtime 

Supervisor 

allocated to 

each bubble 

will take any 

used aprons 

/flannels 

 

 

 

 

 

 

 

Transmission of 

Covid 19 

through 

airborne 

particles due to 

interaction with 

a large number 

of pupils or staff 

Staff 

Pupils 

Cleaners 

Contractors 

Social Distancing It is recognised that social distancing is not 

practical in most class groups in school because of the additional 

needs of our learners. A bubble system is in place in line with 

government guidance in order to reduce the number of contacts 

made each day by pupils and staff. There are five bubbles 

established at Penn Hall School  : Yellow (Classes LG, SW, RB) Blue 

(Classes RG, RG, ET) Green (Classes MN, JC, RSh) and Orange A 

(Classes RSt, SB) and Orange B (SH, GE)   Cohorts are kept together 

and different groups are not mixed. The same teacher / staff 

members are assigned to each bubble and stay the same each day. 

   M SLT 

Class teams 

 

 

 

 

 Sept 20 

Ongoing 

Oct 20 

Jan 21 
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Visitors to 

school 

premises. 

 

Full instruction on logisitics around bubbles including staff bases, 

arrangements for lunchtimes, access / egress , outside play 

arrangements etc are held on a separate document and will be 

displayed in each classroom . Staff will be fully briefed on these 

arrangements as and when changes are made. Where staff do 

have to cross bubbles as an essential part of their role  a separate 

risk assessment will be completed with their contacts logged each 

day  

Transmission of 

Covid 19 

through 

airborne 

particles due to 

interaction with 

a large number 

of pupils or staff 

Staff 

Pupils 

Cleaners 

Contractors 

Visitors to 

school 

premises. 

 

Movement around school has been and will be limited to 

reduce risks.  Staff to be reminded on a daily basis of the 

importance of social distancing  both in the work place and 

outside of it.   

 Staggered start and finish,  lunch and break times will 

minimise the number of children and adults gathering in one 

place at any given time.  

Conference calls  will be used instead of face to face 
meetings with parents and  colleagues from other settings/ 
bubbles.  

 

 

 

Parents will be discouraged from entering the reception area 
when delivering or collecting children to and from school. 
Parents are  required to wear face coverings at all times 
whilst on site unless exempt for medical reasons 

Use of the old lift by the arena will be restricted to single 
occupancy use wherever possible.  Larger new lift can 
accommodate two pupils (same bubble) positioned  back to 
back. Where it is necessary for an adult to accompany a child 

  

 

A text 

message will 

be sent to all 

staff every 

Friday at 

2.30pm 

reminding 

them of their 

responsibility 

to social 

distance.  

  

Parents to be 

advised of 

drop off and 

collection time 

and points.  

 

Admin team 

School staff 

Ongoing Oct 20 

Jan 21 

March 21 

 

June 2021 
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when using the lift additional control measures may be applied as 
necessary. 

 

 

 

 

  Reducing contact point activities  

School will avoid any activities which involve the passing of items 

around a class i.e.  food making / tasting, artefact sharing, touching 

activities etc. Where sensory based, tactile  activities are necessary 

these will be prepared and presented for each individual. Pre – 

feeding materials will also be prepared for each individual with 

used oral motor equipment sterilised in a named lidded container 

for each child. Class Groups will coordinate the level of equipment 

(toys/resources etc) needed for the classroom to support the 

children 

 

  

 

 

 

 

School will cease hand shaking of children and visitors.  

 

 

 

 

 

 

M Simple food 

based / 

cooking 

activities will 

be 

reintroduced 

following 

October half 

term. Each 

child will be 

provided with 

own 

ingredients 

and utensils 

and will take 

home any food 

item they have 

produced.  

Visual 

supports 

around school 

will remind of 

appropriate 

non- touch 

greetings : 

wave, thumbs 

up etc.  

Automatic 

doors will have 

Class Teams 

SLT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Oct 20 

Jan 21 

March 21 

June 2021 
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Carefully selected and assessed doors are propped open (bearing 
in mind fire safety and safeguarding risks), to limit use of door 
handles and aid ventilation.  

 

to remain in 

operation for 

security and 

safety. Contact 

point cleans 

will include 

these door 

accesses. 

Corridor 

manual doors 

will be opened 

if deemed safe 

and secure 

 

 

 

 

 

 

Site teams 

  Personal Protective Equipment (PPE)  

Note: Public Health guidance on the use of PPE to protect 
against COVID-19 relates to health care settings, in all other 
settings individuals are asked to observe social distancing 
measures and practice good hand hygiene behaviours. The 
majority of staff will not require PPE beyond what they 
would normally require i.e. where schools require PPE as 
part of business as usual activity (e.g. gloves and aprons for 
intimate care needs) then an adequate supply is to be in 
place.   

FOR PENN HALL SCHOOL FOR THE PRACTICE OF PERSONAL 

CARE THE USUAL PPE IS TO BE USED FOR EACH EPISODE OF 

PERSONAL CARE FOR EACH INDIVIDUAL CHILD.  

PPE required if  a child, young person or other learner becomes 

unwell with symptoms of coronavirus while in their setting and 

needs direct personal care until they can return home. A face 

mask/visor, gloves and apron should be worn by the supervising 

adult if a distance of 2 metres cannot be maintained.   

 See class management plans. This  determines if there is a 

requirement for additional PPE for specific individuals(i.e. Mask or 

  M  Site Team 

SBM 
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eye protection in addition to gloves and aprons) for example from 

coughing, spitting, foecal smearing or vomiting  **-   

 

Staff member or 

pupil displays 

symptoms of 

Covid -19. 

 

 

 

Staff 

Pupils 

Cleaners 

Contractors 

Visitors to 

school 

premises. 

 

Dealing with a suspected case (staff / or pupil) Staff and parents  

are informed of the symptoms of possible coronavirus infection, 

e.g. a cough, difficulty in breathing and high temperature, and are 

kept up-to date with national guidance about the signs, symptoms 

and transmission of coronavirus 

 If anyone becomes unwell with a new continuous cough or a 
high temperature in school they will be isolated (children 
supervised at all times) and kept in an area where they can be 
at least two metres away from others and sent home and 
advised to follow the stay at home guidance.  

 Isolation room located on main corridor next to Assistant HT’s 
office. 

 Door signs available to be display to indicate when room is 
available, waiting to be cleaned. 

 Areas used by unwell staff and pupils who need to go home 
are appropriately cleaned once vacated.  

 If a member of staff becomes symptomatic their line manager 
maintains regular remote contact with during this time.  

 

 Text messages 

will be sent 

every Monday 

at 7am. 

Regular posts 

on Class Dojo 

will remind 

parents to be 

vigilant. 

 

Reminders to 

book a test if 

symptoms are 

displayed will 

be 

incorporated 

into the 

Monday 

morning text 

message sent 

to parents and 

staff. 

SLT 

Admin Team 

Sept 20 Oct 20 

Jan 21 

March 21 

June 2021 

Staff member or 

pupil tests 

positive for 

Covid-19.  

Staff 

Pupils 

Cleaners 

Contractors 

 If someone tests positive, they are instructed to follow 
the ‘stay at home: guidance for households with possible or 
confirmed coronavirus (COVID-19) infection’ self-isolating for 
at least 10 days from the onset of their symptoms and will 
only be allowed to return to school when they do not have 
symptoms including; a high temperature, cough or loss of 
sense of smell/taste. They will be advised that other members 
of their household must continue self-isolating for 10 days; 

  SLT Sept 20 Oct 20 

Jan 21 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
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Visitors to 

school 

premises. 

 

 The School will contact the local health protection team as 
soon as they have been notified of a positive result. (This team 
may also contact schools directly if they become aware that 
someone who has tested positive for coronavirus (COVID-19) 
attended the school – as identified by NHS Test and Trace); 

 The health protection team will carry out a rapid risk 
assessment to confirm who has been in close contact with the 
person during the period that they were infectious, and 
ensure they are asked to self-isolate; 

Based on the advice from the health protection team, school will 
send home those people who have been in close contact with the 
person who has tested positive advising them to self-isolate for 10 
days since they were last in close contact with that person when 
they were infectious. Close contact means: 

direct close contact - face to face contact with an infected 

individual for any length of time, within 1 metre, including being 

coughed on, a face to face conversation, or unprotected physical 

contact (skin-to-skin); 

proximity contacts - extended close contact (within 1 to 2 metres 

for more than 15 minutes) with an infected individual; 

 travelling in a small vehicle, i.e. a car, with an infected person; 
 

 

Outbreak of 

Covid-19 within 

school 

Staff 

Pupils 

Cleaners 

Contractors 

Visitors to 

school 

premises 

The school will work closely with the local health protection team 
if there are two or more confirmed cases within 14 days, or there is 
an overall rise in sickness absence where coronavirus (COVID-19) is 
suspected. The local health protection team will advise if 
additional action is required; 

  SLT 

Headteacher 

Sept 20 Oct 20 

Jan 21 

March 21 

June 2021 

Transmission of 

Covid-19 due to 

Staff Guidance and training is provided for staff to ensure they 

understand, and can enforce, the new routines and support pupils 

  Headeacher Sept 20 Oct 20 
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lack of 

consultation on 

safe working 

practices and 

provision of 

information & 

instruction on 

safe ways of 

working. 

Pupils 

Cleaners 

Contractors 

Visitors to 

school 

premises 

in understanding them and are familiar with revised physical 

arrangements. This training will take place in school on  Monday 

1st and Tuesday 2nd September and will be reinforced and 

refreshed through subsequent meetings and weekly staff bulletins. 

Senior leaders within school ensure staff are consulted when 

considering local arrangements and there is ongoing engagement 

with staff (including through trade unions and employee 

representative groups) to monitor and understand any unforeseen 

impacts of changes to working environments; 

▪ Senior leaders are available to offer support and advice 

and to monitor the current working arrangements on a daily basis; 

▪ All new staff and volunteers are provided with a site 

induction and adequate information, instruction and training on 

local health, safety and COVID secure arrangements and their key 

roles and responsibilities 

 

Covid safe practice guidance include in regular staff bulletins.  

Staff update sheet to be issued following June outbreak in yellow 

bubble 

SLT Jan 21 

March 21 

 

 

 

 

 

 

 

 

June 2021 

Spread of Covid-

19 during travel 

to and from 

school on 

dedicated 

transport 

Staff 

Pupils 

Transport 

staff 

Senior Leaders will liaise frequently with Wolverhampton 

Travel Unit and other local authority home school transport 

providers. Pupils will be transported to and from school in 

their bubble groups . Drivers and passengers assistants will 

wear face coverings at all times. They will hand over and 

collect pupils from designated arrival and departure points 

therefore eliminating the need for them to come into school. 

   Sept 20 Oct 20 

Jan 21 

 

June 2021 

Transmission of 

Covid-19 through 

airborne particles 

from visitors and 

contractors 

accessing the 

building 

Staff 

Pupils 

Cleaners 

Contractors 

Controlling other users of building (visitors / contractors)  

Visitors will be by prior arrangement only . Only visitors who 

are deemed essential to meet the needs of pupils or to 

ensure the safety of the site and building will be allowed on 

site. The school will contact every visitor  and inform them of 

visitor guidance and expectations  

M Contractors 

will be limited 

to essential 

ones only, 

managed by 

the SBM & Site 

Manager.  

 Oct 20 

Jan 21 

Oct 20 

Jan 21 

March 21 

June 2021 
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Visitors to 

school 

premises 

A visitor / contractors Risk  Assessment form will be issued by the 

school to the contractor ahead of any visit. Appendix 4   

Office staff will co-ordinate signing in of visitors which will be 

recorded electronically on a centrally stored Excel 

All visitors will complete the visitor information sheet Appendix 5 

to support Track and Trace 

 All visitors will follow the Government's guidance and the 
school's strict hygiene and social distancing rules e.g. hand 
washing/sanitisation upon entry; 

 Office staff are aware of and explain additional hygiene and 
social distancing rules required by contractors and visitors on 
arrival; 

 Signing in/out arrangements for visitors have been modified to 
prevent the handling of pens and paper by multiple people. A 
record of all visitors is kept in the event this may be required 
for track and trace purposes 

OUTREACH STAFF on day teaching in school will remain in school 

for remainder of day.  When visiting a school to work from home 

for remainder of day During Jan / Feb national lockdown Outreach 

staff are working remotely and based from home. 

THIS RISK ASSESSMENT WILL BE PROVIDED TO OUR ON 

SITE NURSES/PHYSIOS/OT’s/ Music therapist, Roots to 

Fruit, HI/VI support 

 

  Lettings subject to ongoing review in accordance with latest 

guidance available. 

Weekend and after school lettings continue to be suspended for 

Spring Term 1 2021 in accordance with the restrictions of Jan /Feb 

national lockdown 

 

Weekend lettings continue to be suspended   Summer 2 21 
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Dealing with 

emergency 

situations 

including 

accidents, 

security and 

evacuation 

during the 

COVID-19 

pandemic 

All building 

occupants 
 In an emergency, e.g. an accident or fire, people do not have 

to stay 2m apart if it would be unsafe but should do so where 
this is possible; 

 Our First Aid needs have been reviewed and amended to take 
account of current occupancy, numbers of first aiders required 
and additional PPE needed during the COVID-19 pandemic 
including provision of disposal gloves, disposal plastic aprons, 
fluid repellent surgical face masks and visors as required;  

 Pupils who require first aid will continue to receive care in the 
same way with the first aider wearing mask, gloves and plastic 
apron. If a risk assessment determines that there is a risk of 
splashing to the eyes, e.g. from coughing or vomiting, eye 
protection will also be worn by the first aider.Staff involved in 
the provision of assistance to others in an emergency including 
first aid are instructed to pay particular attention to sanitation 
measures immediately afterwards including washing hands for 
20 seconds under warm, running water or using hand sanitiser; 

M Site Manger 

SBM 

Headteacher 

  Oct 20 

Jan 21 

March 21 

June 2021 

Teacher / staff 

shortage  

  • School monitors daily any staff absence.   
• Everyone is instructed to monitor themselves and others 

and look out for similar symptoms if a pupil or staff 
member has been sent home with suspected 
coronavirus.  

• Enhanced testing is promoted . Any staff memenr of 
pupil with an ill health presentation regardless of 
whether they have the classic CV 19 symptoms are asked 
to obtain a PCR test and to isolate until a negative result 
is obtained. In the event of a refusal to take a test a ten 
day isolation period is required. Daily report to the HT on 
number of absences and symptoms.  

• Weekly summary data for each class to HT.  
• SLT ensure Staff do not return to school before the 

minimum recommended exclusion period (or the ‘self-
isolation’ period) has passed, in line with national 
guidance.  

 

M  

  

  

  

  

  

  

  

If there are 
any teacher 
shortages 
then teaching 
assistants 
(TA4 and 3) 
can be 
allocated to 
lead a group 
working 
under the 
direction of a 
teacher.  

  

  

SLT  

  

  

  

  

  

Sept 20  

  

  

  

  

Oct 20 

Jan 21 

March 21 

June 2021 
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Impact on 

physical and 

mental health   

Staff  

  

• Staff asked to review their personal risk assessment Jan 21. 
This identified will any staff who were particularly clinically 
vulnerable, or otherwise more vulnerable  for instance those 
with protected characteristics (eg BAME) and a discussion 
followed to identify any additional mitigation or advice 
required.  

• SLT will offer support to staff who are affected by Coronavirus 
or has a family member affected.  

• SLT will promote mental health & wellbeing awareness to staff 
during the Coronavirus outbreak and will offer whatever 
support they can to help.   

• Regular communication of mental health information (e.g. 
H&S schools newsletter May edition wellbeing special) and 
has an open-door policy for those who need additional 
support.  

• Brief staff on risks arising from using Display Screen 
Equipment (DSE), lone working and stress related issues 
whilst working from home in the case of further 
lockdown.  

SLT will continue to remind all staff that they can access support 

through  

https://www.educationsupport.org.uk/helpingyou/coronavirus-

supporting-education-staff 

https://www.mentalhealthatwork.org.uk/ourfrontline/  

Support can also be accessed via Able Futures, which delivers 

the Access to Work Mental Health Support Service, details of 

which can be accessed here.  

 

Staff are also reminded of that the school is part of an 

Employee Assistance Programme which can be found at  

Carefirst Lifestyle - Carefirst Lifestyle (carefirst-lifestyle.co.uk) 

M  All staff  

completed 

individual risk 

assessments 

1st September 

and these will 

be reviewed 

by line 

manager. Staff 

may choose to 

use additional 

PPE and this 

will be 

recorded on 

this document 

and in the 

individual class 

management 

plan.  

  

  

  

  

 

SLT  

  

  

  

  

  

  

  

  

  

 

  

  

  

  

  

Review as 

necessary  

  

  

  

  

  

  

  

  

  

  

  

Oct 20 

Jan 21 

March 21 

June 2021 

 

 Students  All pupils, or persons within their household that have COVID 19 

symptoms should not attend school  

  Headteacher  Oct 20 

https://www.educationsupport.org.uk/helping-you/coronavirus-supporting-education-staff
https://www.educationsupport.org.uk/helping-you/coronavirus-supporting-education-staff
https://www.educationsupport.org.uk/helping-you/coronavirus-supporting-education-staff
https://www.educationsupport.org.uk/helping-you/coronavirus-supporting-education-staff
https://www.educationsupport.org.uk/helping-you/coronavirus-supporting-education-staff
https://www.educationsupport.org.uk/helping-you/coronavirus-supporting-education-staff
https://www.educationsupport.org.uk/helping-you/coronavirus-supporting-education-staff
https://www.educationsupport.org.uk/helping-you/coronavirus-supporting-education-staff
https://www.educationsupport.org.uk/helping-you/coronavirus-supporting-education-staff
https://www.educationsupport.org.uk/helping-you/coronavirus-supporting-education-staff
https://www.mentalhealthatwork.org.uk/ourfrontline/
https://www.mentalhealthatwork.org.uk/ourfrontline/
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fable-futures.co.uk%2F&data=02%7C01%7CKelly.Wheatley%40wolverhampton.gov.uk%7C436c57e43ef94fcb2c9308d866d8192d%7C07ebc6c370744387a625b9d918ba4a97%7C0%7C1%7C637372425609685835&sdata=p%2B4alQjrhX9jyieuX6RtUE8bP21h1S8w9jrWNKDGcJE%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fable-futures.co.uk%2F&data=02%7C01%7CKelly.Wheatley%40wolverhampton.gov.uk%7C436c57e43ef94fcb2c9308d866d8192d%7C07ebc6c370744387a625b9d918ba4a97%7C0%7C1%7C637372425609685835&sdata=p%2B4alQjrhX9jyieuX6RtUE8bP21h1S8w9jrWNKDGcJE%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fable-futures.co.uk%2F&data=02%7C01%7CKelly.Wheatley%40wolverhampton.gov.uk%7C436c57e43ef94fcb2c9308d866d8192d%7C07ebc6c370744387a625b9d918ba4a97%7C0%7C1%7C637372425609685835&sdata=p%2B4alQjrhX9jyieuX6RtUE8bP21h1S8w9jrWNKDGcJE%3D&reserved=0
https://carefirst-lifestyle.co.uk/
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Health and 

well being 

of pupils  

 SLT to continue to  liaise closely with the school nurse regarding 

children with complex health needs in school. School to closely 

follow advice as in guidance below with regards to any children 

who may  require AGPs (aerosol generating procedures e.g. 

suctioning).   

The head teacher will continue to consult with  all parents of 

children to ensure that they are happy and confident with the 

arrangements in place to promote pupil safety.  

Recovery curriculum in place to support all children  

Consideration of individual pupils risk assessments / individual 

behaviour plans to ensure they are supported as much as possible   

Counselling trained staff member (O Powell)  available to  support  

targeted children regarding health and wellbeing support around 

return to school.  

Amendments made to behaviour and safeguarding policies to take 

into account additional challenges faced by children and their 

families. Amendments / arrangements to be shared with staff as 

part of training / preparation days in September. Updates to be 

published on the school website and relevant information shared 

with parents / carers.  

 

 

 

 

 

 

 

Jan 21 

March 21 

June 2021 

 

Disruption to 

learning and 

educational 

provision 

 School re-opened to all pupils from the autumn term however a 

home learning programme remains in place to support   

• any children who continue to need to shield at home   

• in the case of any pupils who are self -isolating  

• in the case of closure of any ‘bubbles’  

• in the case of any local or national lock down  

Remote learning programme via class dojo in place for any 

child not in school ensuring best endeavours in continuing to 

meet outcomes in each child’s EHCP 

https://www.gov.uk/government/case-

studies/supportingthe-wellbeing-of-primary-pupils-with-

special-educationalneeds-and-disabilities-send  

M  SLT 

Class 

Teachers 

 Oct 20 

Jan 21 

March 21 

June 2021 

 

https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
https://www.gov.uk/government/case-studies/supporting-the-wellbeing-of-primary-pupils-with-special-educational-needs-and-disabilities-send
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The school may make use of relevant materials and videos 

from the Oak National Academy 

https://www.thenational.academy/ which includes specialist 

curricula relevant to our pupils  

https://www.thenational.academy/oaks-curricula  

 

See Remote Learning Strategy Jan 2021 for details 

The use of the soft play room, sensory room and rebound 

pod will be modified and restricted to single bubble use only.  

Clear guidance on the covid safe use of these facilities will be 

shared with staff and displayed clearly outside each room.  

The residential hostel remain closed throughout the Summer 

Term   

 

A reduced swimming timetable will be implemented from 

March 8th 2021. Please see additional Risk Assessment  

Local walks will be risk assessed on an individual class / pupil 

basis as required at the start of Spring Term,  

Carefully risk assessed school trips will recommence in the 

summer term. This will take place in single class groups at 

venueswhich operate high standards of Covid safe practice. 

All activities should be dynamically risk assessed by the 

person carrying them out on an individual basis and risk 

reduced as much as possible e.g. blowing bubbles may 

present an increased risk due to the possibility of 

contamination with saliva whereas use of bubble guns or 

giant bubble wands which can be disinfected would reduce 

the risk   

https://www.thenational.academy/
https://www.thenational.academy/
https://www.thenational.academy/oaks-curricula
https://www.thenational.academy/oaks-curricula
https://www.thenational.academy/oaks-curricula
https://www.thenational.academy/oaks-curricula
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Children should be discouraged from unnecessary close 

contact with each other through classroom management  

e.g. getting coats one at a time and doing activities around 

the classroom rather than all in one corner   

All soft toys or other items that cannot be wiped clean or 

disinfected should be kept in cupboards and not accessed by 

children at the moment. A set of books can be established 

for different days of the week and used on a rotation basis.  

Activities such as Intensive Interaction are an important part 

of early communication and should be risk assessed on a 

dynamic basis but can still take place with appropriate 

precautions e.g. wash hands and face beforehand, touching 

of faces to be discouraged   

All pupils should be supported to eat their snack from their 

own plate, insofar as it is possible staff should try to avoid 

touching pupils’ food.   

 

Reduced  

communication 

and contact 

with families. 

 Families  

Information regarding arrangements in school continue to be sent 

to families by letter / Class Dojo. Families will continue to be 

updated  through the school  website, letters / emails and use of 

Class Dojo / Teachers2Parents messaging.   

 

Safeguarding concerns picked up by staff are to be  reported to 

either DSL (SWilkinson) or DDSL (Emma Gilham, Sue Bagshaw) and 

reported on CPOMS. See Safeguarding Covid 19 March  21 

addendum  

  SLT 

Class Teams 

HSLO 

  Oct 20 

Jan 21 

March 21 
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Covid-19 Risk Assessment for Penn Hall School  -Updat  June 2021   

Appendix One  A         How will the school day look? 

The amended school day profile 

We have proposed a staggered start and end to the day as follows:  

  Staff Start time Pupil Arrival  Time Pupil Departure 
Time 

Staff Finish Time 

SW, LG, RB 8.40am 8.45am 3pm 3.15pm 

RG, ER, ET 8.55am 9am 3.15pm 3.30pm 

JC, RSh, MN 8.40am 8.45am 3pm 3.15pm 

RSt, SB 8.55am 9am 3.15pm 3.30pm 

SH, GE 8.55am 9am 3.15pm 3.30pm 
Teachers working hours will remain the same. 

When staff arrive 

 Please go to your designated area and wash your hands 

 Please socially distance yourself from other staff 

 Please check that you have adequate supplies of spray disinfectant, hand sanitiser, filled hot water flask, gloves, aprons, masks if required and 

resources you will need to minimise travel around the building (much of this can also be done at the end of the day). 

 Please arrive at your pupil collection point at the ‘Staff Start Time’ indicated above. 

When students arrive 

 Bubble staff to greet children at their pupil collection point – drivers and passenger assistants will not go beyond this point. 

 There may be some waiting necessary for children on buses so that we minimise any congestion at entrance points. 

 Please ensure you use sanitiser /or encourage students who can use sanitiser independently to sanitise hands on entry to the building. Disinfectant 

spray will be available for cleaning wheelchair handles and breaks. 

 Clear guidance will be provided on which route to follow to reach your classroom. 
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 If you need to use the lift this should be single use occupancy as far as possible.  Disinfectant spray will be available inside the lift to spray buttons/ 

hand rail before and after use. If adult supervision is required for a pupil to use the lift additional PPE will be available as deemed necessary in the 

individual pupil risk assessment or as preferred by the supporting adult. 

 When you enter your designated classroom please ensure all children and all staff wash their hands. 

 Pupil coats and bags to be stored at the identified place. 

 

Breaks, Playtimes, Lunchtime 

Our aim is that bubbles do not mix with other class groups (bubbles) to minimise the transmission of the virus 

 Morning breaks will be staggered and outdoor play spaces clearly identified for each bubble – disinfectant spray will be outside by swings and 

roundabout and other play equipment to be sprayed down before and after use 

 A two sitting approach will be introduced at lunchtime as follows with some classes eating whilst others play and vice versa. 

 Lunch will be eaten in designated classrooms or in the case of a small number of classes in the school hall. Lunchtime supervisors will be allocated to a 

bubble and will bring and collect aprons and face cloths to be washed   

 Supporting children with eating and drinking will require gloves and aprons (single use per child) 

 Wet playtimes will be in each class groups room. 

 Staff will be asked to take their breaks in a designated room or outside, but to maintain their staff bubble in line with current government social 

distancing guidance – this will be kept under review. 

 Bubbles will be allocated a point for hot water collection and a fridge. 

Mid-morning drinks will be consumed in the classroom with children, so staff are requested to ensure that they drink from a lidded travel cup. 

 

 Lunch times Play time Location of play Location to 

eat 

SW,  
LG,  
RB 

12.00 - 12:45pm 
12.30 -1pm 

12:00 – 12:30pm 

12:45 – 1:15pm 
12:00 – 12:30pm 

12.30-1pm 

No Mow 
No mow 

Own Playground 

Own class 

RG, ET 
ER - 4 pupils 
        3 pupils 
(LB, SN, KB) 

12:30 – 1:00pm 
12:30 – 1:00pm 

12:00 – 12:30pm 

12:00 – 12:30pm 
12:00 – 12:30pm 
12:30 – 1:00pm 

 

No Mow/ Main  

No Mow 

Sensory room 

Own class 
Break out 

space 

JC, RSh, 
 MN 

12:00 – 12:40 12:40 – 1:20 pm Main Playground 
Main playground 

Own class 
Own Class 
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RSt, SB,  12:40 – 1:20 pm 12:00 – 12:40 Main playground Own class 

SH, GE 12:40 – 1:20 pm 12:00 – 12:40 Sixth Form area Own class 

 

Personal care 

 Each bubble will be designated a bathroom area for personal care.  Usual bathroom protocols of wiping down changing beds before and after use and 

single use gloves and aprons will be in place.  In addition toilets, toilet chairs will be wiped down after use 

 As far as possible the bathroom will only be used by a maximum of two children  at a time and an engaged sign will be put on the door when in use 

 There will be an impact on student independence as all students will need to be supervised to ensure handwashing is followed 

 Hand dryers are not to be used – paper towels will be available 

 Careful disposal of paper towels, wipes, pads will be ensured, with more frequent emptying of paper towel bins 

 

Moving around the building and use of shared areas – soft play, the rebound pod, the arena        Specialist areas will be allocated as follows 

Soft Play  
 

Sensory Room  
 

To be set up as a sensory 
gym 

Arena  
 
 
 

Monday 

Tuesday 
Wednesday 

Thursday 

Friday 
Rebound Therapy will be on a 2-week rota to allow for cleaning and ventilation 

Week 1 Monday 

 Thursday 

Week 2 Monday 

 Thursday 
 

 All shared areas will be timetabled – please check you have this information and strictly adhere to your timetable slot – this will allow for cleaning to 

take place between slots, by our staff support team (class staff do not need to carry out cleaning of these areas) 

 Use of the hydrotherapy pool continues to be under reviewing. We are waiting for pool guidance from Wolverhampton Health and Safety Nov 2020. 
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 Please minimise movement around the building and do not bring children to the office 

 Whilst it is not currently practicable to employ a one-way system, please be aware of other bubbles moving around the school and employ social 

distancing as far as possible. Please ensure that an adult leads pupil walking into other areas.  

 

Activities 

 The sharing of resources should be avoided wherever possible. Children should have their own pencils, pens, crayons etc. The passing round of 

artefacts, musical instruments, sports equipment should be avoided. 

 Sensory play materials should be presented in a tray for individual use. 

 Where it is necessary for resources to be shared please ensure thorough hand washing before and after. 

 Cooking can take place providing thorough hand washing before and afterwards and each child have their own bowl, spoons etc.                                                                         

The cooker will be timetabled as follows: - 

 Classes Alternative access 

Monday SW, EL, RB  

Tuesday JC, RSH, MN Cooker in Class MN 

Wednesday ET, ER, RG  

Friday RST, SB SH, GE – Class GE cooker 
 

Hand washing 

Frequent and thorough handwashing for twenty seconds with soap is essential for pupils and staff. Class teams will identify how and when this will be done 

as part of  their own class risk assessment which will be monitored by SLT. 

 

End of day 

 Bubble staff to bring children to their allocated departure point at the correct time.  This will require some waiting for children, staff and transport 

staff to ensure we minimise congestion.  

 Following departure of children staff should carry out a cleaning of resources used and ensure the room/surfaces are as clear as possible for cleaners 

to carry out their cleaning 

 Before leaving staff should check that they have the required cleaning and hygiene resources for the next day and if more resources are required a 

request slip should be delivered to the office 



                                                                                                                                                                  
                                                                                             

 
        25 

Appendix One B   Availability of spaces     Summer Term 

  

 

                                                                                                                                                    Arena  

Monday Tuesday Wednesday Thursday Friday 

Yellow Blue   Green Yellow 

 

 

Soft Play 

 Monday Tuesday Wednesday Thursday Friday 

Class Group Class RB Class RB Class RB  Class LG 

 

Playground Spaces break time and lunchtime 

 Monday Tuesday Wednesday Thursday Friday 

Main Playground Orange Orange Orange Orange Orange 

Behind the gates Green Green Green Green Green 

Rebound Therapy 

Access to the rebound therapy pod will be on a two week rolling programme. 

      

Monday Orange Yellow Orange Yellow Orange 

Thursday Green Blue Green Blue Green 
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No Mow Yellow Yellow Yellow Yellow Yellow 

 

 
Appendix Two                Cleaning Arrangements 

Office Reception Area 11:30am 

 

 

Post 16 Area, Senior Hall and New lift 

 

Junior Area 

 

 

 

Infant/ Nursery Area 

  

 

Senior Area top of the stairs and Old lift 

 

 

Arena and Staff bathroom – emptying of bins in staff bathroom 1 pm  

 

 

Cluster 2 12:15 -12:30 12:30 – 1pm 

RG Cleaning Class 

ET Cleaning Class 

ER Cleaning Class 

Cluster 1 12:00 – 12:30 12:30 –12:45 

SWa Class Cleaning 

LG Hall Cleaning 

RB Class Cleaning 

Cluster 3 12:00 – 12:30 12:45 –1pm 

 JC Class Cleaning 

 Rsh Class Cleaning 

MN Hall Cleaning 
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Appendix Three   Caring for an unwell child in school 

If a child is unwell in school

Does the child have any  symptoms of COVID-19?

A new continuous cough – this means coughing a lot for more than an hour, or 3 or 
more coughing episodes in 24 hours (if you usually have a cough, it may be worse than 

usual)

A high temperature, back feels hot to the touch

Loss of taste/smell

No

Monitor and observe child

If illness is seizure related or you 
have a serious concern aound a 
child's immediate health please 

contact the  nursing team on 8359

If concerns persist, please speak to 
SLT member about sending the 

child home.

Yes

Contact member of SLT who will advise 
on isolation room

1. Please take child to isolation room. Staff member wears 
full PPE which is donned as soon as possible.

2. Ensure  the occupied sign is displayed on door ,  door is 
closed and window is open

3.SLT member contacts parents to arrange for  child to be 
collected

Nursing team and physio notified that isolation room is in 
use.

4.Education staff to monitor child until collected by parents

5. Parents information leaflet about isolation and testing 
advice. Home test kit given at SLT discretion.

6. Isolation room and equipment to be cleaned following 
guidelines
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Appendix 4 – Visiting Contractors Risk Assessment 
 
 

 Visiting Contractors – COVID 19 Risk Assessment  

  

 
 

Date Assessment Undertaken: Name of Assessor (print): Assessor Signature: Assessment Review Date: 

29th October 2020 Peter Green  On-going as required 

 
 

Name of Head Teacher /  Head Teacher / Centre Manager Signature:   

Sarah Wilkinson 
 

   

 
 
 

Main Legislation and/or  
Information Source: 

- Health & Safety at Work Act 1974. 
- Management of H & S at Work Regulations 1999. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Guidance: 
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This guidance is to support managing visiting Contractors. 

 

Where ever possible contractors will be asked to undertake work on site outside of the school operating day therefore limiting the potential number of staff on the school 

site that the contractor could come into contact with. 

 

For all visits an assessment will be made to determine what level of PPE equipment is required for the visit. The weaing of face coverings is mandatory whilst visiting our 

premises. This should be a material face covering which covers the nose and mouth rather than a visor. However any contractors that are exempt from wearing a face 

covering should wear a visor. 

 

For all visits contractors will be asked to complete a visitor information form which includes declaration information with regard to COVID 19 – see appendix A 

 

An assessment will be made with regard to the level of sanitisation required before and after any work on the school site is commenced. 

 

Access arrangements will be agreed that ensure the least amount of contact with others. 

 

Toilet facilities will be available and designated for use by the visiting contractors only. Location will be advised on arrival. 

 

Ahead of the visit the contractors employer will be issued with this guidance and Risk Assessment 

 
 

This risk assessment should be read and followed in conjunction with COVID 19 Whole School Risk Assessment  (Sept 20) 

No one is obliged to work in an unsafe work environment, if you as a contractor has any concerns please raise them with the Site Manager or School Business Manager. But, 
remember health and safety is a 2-way process – you and us – you must follow the control measures identified and don’t make yourself and our school environment 
vulnerable. 
 
 

Section A – Measures that apply to Contractors Visiting School Site 
Persons at Risk HAZARDS Existing Risk Controls Risk 

Level 
L/M/H 

Additional Risk Controls Revised 
Risk Level 

L/M/H 

All Staff 
Visitors 

Spread of Coronavirus 
(COVID-19) within the school 

 School policy as per the whole school 
COVID-19 RA is to limit contractors on 
school site.  

       L Should a contractor be needed to attend school site then: 

 Attendance time will be before or after school core operating 
hours 

      M 
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Persons at Risk HAZARDS Existing Risk Controls Risk 
Level 
L/M/H 

Additional Risk Controls Revised 
Risk Level 

L/M/H 

Cleaners 
CONTRACTORS 

 Ability to adopt social distancing or ideally sole working in 
identified work area will be determined. 

 The least used access point will be identified to support social 
distancing /sole working. 

 It will determined what level of PPE or pre and post 
sanitisation will be required in the work area and for 
equipment worked on. 

 Access to other areas of the school will be prohibited. 

All Staff 
Visitors 
Cleaners 
CONTRACTORS 

Exposure from others due to 
the Contractor confirming 
living with someone with a 
confirmed case of COVID-19 
 
Aware that the contractor 
has come into close contact 
(within 2 metres for 15 
minutes or more) with a 
confirmed case of COVID-19 
 
A Contractor being advised 
by a public health agency 
that contact with a 
diagnosed case has occurred. 

 Clarify with Contractors employer that 
there is a clear policy and procedure to 
deal with preventing exposure to COVID-
19 to include government guidance 

       L School will ask any visiting contractor to complete the standard visitor 
information declaration: 

 Refer to appendix A 

     M 

 

 

 

Persons at 
Risk 

HAZARDS Existing Risk Controls Risk 
Level 
L/M/H 

Additional Risk Controls Revised 
Risk 
Level 
L/M/H 

All Staff 
Visitors 

Suspect Covid-19 case at 
work 

  If a contractor develops or reports a high 
temperature or persistent cough while at 
work, the contractor should advise the lead 

    M  In the event of a contractor becoming unwell: 

 Ensure contractors employer is advised 

      M 
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Persons at 
Risk 

HAZARDS Existing Risk Controls Risk 
Level 
L/M/H 

Additional Risk Controls Revised 
Risk 
Level 
L/M/H 

Cleaners 
CONTRACTORS 

person who is managing the attendance (this 
would generally  be the Site Manager or 
School Business Manager) 

 Arrange for the contractor to leave the site 
immediately ensuring all personal equipment 
is removed from school site. 

 Ensure area is cleaned down with 
appropriate disinfectant 

 
 

 Ensure contractors keeps the school informed of the 
contractors health 
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Visitor Information 

 PLEASE WEAR A FACE COVERING & SANITISE YOUR HANDS ON ARRIVAL & DEPARTURE 

Visitor Name : 

 

Mobile Phone Number:  

Date of Visit: 

 

Email address: 

Reason of visit:  

 

Meeting with : 

Please answer the following questions. 

Visitors self - declaration 

 

Yes or No  

Have you travelled outside of the UK within the past 30 days? If 

yes, please list where. 

 

 

 

Have you or anyone in your household been diagnosed with 

coronavirus ? 

 

 

Have you been informed that someone you have had close 

contact with may have been exposed to coronavirus (even if test 

results are pending)? 

 

 

Have you or anyone in your household experienced any of the 

following symptoms in the last 14 days (high temperature,  cough, 

loss of sense of taste and smell) 
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Signed: 

 
If you answered “Yes” to any of these questions, we kindly ask that you reschedule your 
visit. 

If you answered “No” to the above questions, please do the following whilst in school: 

 Please wear a face covering and sanitise your hands on arrival and departure. 

 Please observe 2m social distancing at all times. 

 Please follow good respiratory hygiene. This means covering your mouth and nose 
when you cough or sneeze. 

 Please avoid touching any contact points wherever possible  

 If you begin to feel unwell, please alert your visit host and leave school immediately, 
 

Thank you for your cooperation . We hope you enjoy your visit



 
Appendix 5 – Visitor Information Form 

 
                                                                                                                             Visitor Information  

PLEASE WEAR A FACE COVERING & SANITISE YOUR HANDS ON ARRIVAL AND DEPARTURE 

Visitor Name: 
 

Company: 

Date of Visit: 
 

Mobile Number: 
Email address: 
Vehicle Registration: 

Reason of visit:  
 

Meeting with: 

Please answer the following questions. 

Visitors’ Self-declaration 
 

Yes or No  

Have you travelled outside of the UK within the past 30 days? If yes, please list where.  

Have you or anyone in your household been diagnosed with Coronavirus?  

Have you been informed that someone you have had close contact with may have been exposed to Coronavirus. 
(even if test results are pending)? 

 

Have you or anyone in your household experienced any of the following symptoms in the last 14 days (high 
temperature, cough, loss of sense of taste and smell) 

 

Signed: 
 

If you answered “Yes” to any of these questions, we kindly ask that you reschedule your visit. 
If you answered “No” to the above questions, please do the following whilst in school: 

 Please wear a face covering and sanitise your hands on arrival and departure. 

 Please observe 2m social distancing at all times. 

 Please follow good respiratory hygiene. This means covering your mouth and nose when you cough or sneeze. 

 Please avoid touching any contact points wherever possible  

 If you begin to feel unwell, please alert your visit host and leave school immediately, 
 

Thank you for your co-operation.  We hope you enjoy your visit. 
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APPENDIX 6: 
Penn Hall School On site testing (lateral flow) Risk Assessment  
 

Why is this document needed: Public Health England and the Health and Safety Executive require this documentation to ensure end to end health, safety and 

infection control risks for mass lateral flow testing are identified, pre-assessed, managed and monitored regularly by the site owners and testing operators 

 

Assessment Date 14/01/21 Lead Assessor Peter Green Contract N/A Assessment Number N/A 

Activity / Task 

Description of task / process 

/ environment being 

assessed 

General and clinical activities on the asymptomatic testing site at Penn Hall School – Test Site Id PHST 

Activities Involved Traversing the site on foot – i.e. moving from main school to Old Hall (Residence 

building) – In Old Hall waiting in the testing registration area & entering the testing 

area, exiting the testing area & Old Hall. Moving form Old beck to main school or 

leaving school site immediately after testing. 

Testing  staff and students – Note initially testing is for staff, Senior student testing 

to be introduced once Health services support with student testing is agreed, 

Location 

Testing area is in Old 

Hall (Residence 

Building) 

Who Might be affected 
Employee 

✔ 

Client 

✔ 

Contractor 

✔ 

Visitor 

✔ 

Service User 

✔ 

 

 

 

 

 

 

Hazard Identification and evaluation 
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No Hazards Associated risks Current Control/ Mitigation Measures 

Risk Evaluation (post 

measures) 

Additional 

control needed?  

Action No 

Probability Severity Risk  

1 

Contact between 

subjects 

increasing the risk 

of transmission of 

COVID19 

Transmission of the virus 

leading to ill health or potential 

death 

 EXAMPLE OF MEASURES: 

 Asymptomatic: All subjects are to be advised in advance not to attend if they 
have any symptoms of COVID 19, or live with someone who is showing 
symptoms of COVID 19 (including a fever and/or new persistent cough) or if 
they have returned within 14 days from a part of the world affected by the virus 
or have been in close contact with someone who is displaying symptoms. 
 

 Face masks: Prominent signage reminding attending subjects of the above to 
be displayed at the entrance to the building. 

 Face coverings/masks to be worn by subjects at all times whilst on the premises 
except for brief lowering at time of swabbing. 

 Requirement to wear face covering/mask to be reminded to all subjects in 
advance at time of test booking. 

 Compliance with wearing of face covering/mask of all subjects to be visually 
checked on arrival by reception / security staff. 

 Compliance with wearing of face covering/mask of all subjects to be visually 
checked through building by queue managers and all other staff. 
 

 Hand hygiene: All subjects to use hand sanitiser provided on arrival & 
adherence to this enforced by reception staff. 

 
 
 

 Social distancing: Two metre social distancing to be maintained between 
subjects with measured floor markings in place to ensure compliance in addition 
to verbal reminders if necessary from reception, queue management & sampling 
staff. 
 
 
 
 
 
 
 

 A one-way flow of subjects through the building is to be initiated and maintained 
at all times. Compliance with this is to be ensured by queue management staff. 
 

 
 
 
 

1 4 4 

 

Staff advised 

weekly vis text 

message & 

regular HT 

comms 

 

 

Face masks 

mandatory 

when staff are 

outside of their 

bubble groups 

 

Sanitiser in 

registration area 

& in swabbibg 

booths 

Not required. 

Testing in 

bubble groups. 

Social 

distancing 

maintained 

between bubble 

groups. 

 

One way 

system in place. 

Staff advised of 

entrance to use. 

Team Leader on 

hand to guide 
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 Cleaning: Regular cleaning of the site including wipe down of all potential 
touchpoints in accordance with PHE guidance. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Limited clutter-chairs only on request; no physical handing of documents to 
subjects except barcodes and PCR test kits for first 200 subjects 

staff where to 

exit 

Area cleaned by 

member of 

cleaning staff 

directly after 

testing session. 

Morning follow 

up clean form 

member of 

cleaning team. 

This supports 

testing stations 

cleans by test 

operatives done 

between swab 

tests. 

No chairs in 

registration 

area. Only desk 

for bar codes, 

registration 

cards & 

sanitiser. Plus 

ipad for 

supporting 

registration 

2 

Contact between 

subjects and staff 

increasing the risk 

of transmission of 

COVID19 : 

Welcome & 

registration 

Transmission of the virus 

leading to ill health or potential 

death 

Registration is monitored by  Team Leader. Team Leader will wear PPE of (mask, 

gloves, apron, visor ) – note this is above recommended PPE for role of a mask. 

Test subjects will wear mask & asked to pre register before arrival to lesson need 

for contact with registration team member 

1 4 4 

See current 

control/ 

mitigation 

measures 

3 

Contact between 

subject and 

sampler increasing 

the transmission of 

COVID19: Sample 

taking 

Transmission of the virus 

leading to ill health or potential 

death 

Test subjects will wear face masks. Test area has two testing bays set up in compliance 

with social distancing rules. Perspex screen between test Subject and Sampler. Testing 

area set up in line with model advised at Wolverhampton City Council training session – 5th 

January 2021. One way systems requires open entrance & exit doors supporting 

ventilation. Additional windows can be opened to support ventilation. 

1 4 4 

See current 

control/ 

mitigation 

measures 
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4 

Contact between 

sample and test 

centre runner 

increasing the 

transmission of 

COVID19: Sample 

transport 

Transmission of the virus 

leading to ill health or potential 

death 

We have removed this role from the process, reducing the number of staff in the process 

to mitigate transmission risk as much as possible. The results recorder can take samples 

form samplers (ie test operatives) without the need for additional staff. 

1 1 1 

See current 

control/ 

mitigation 

measures 

5 

Contact between 

samples and 

sample testers 

increasing the 

transmission of 

COVID19: Sample 

processing & 

analysis. 

Transmission of the virus 

leading to ill health or potential 

death 

Samplers (test operatives) have all completed modules 1 to 4 of NHS on-line training. 

Practical training for all Samplers (Test Operatives) undertaken 15th January. Training 

session includes trial runs of testing process by performing testing on each other. PPE of 

(gloves,apron,mask, visor) worn throughout session. Separate wash area for testing team 

identified. Cleaning equipment provided in accordance with guidance. Samplers (Test 

Operatives) testing station is equipped with all appropriate equipment to perform sample 

test safely. Testing areas (which there are2) are set up distanced appropriately. 

1 4 4 

See current 

control/ 

mitigation 

measures 

6 

Contact between 

samples and 

sample testers 

increasing the 

transmission of 

COVID19: Sample 

disposal and 

waste disposal 

Transmission of the virus 

leading to ill health or potential 

death 

Samplers (Test Operatives) have completed appropriate on-line NHS training modules 

and undertaken practical training and run troughs of our testing procedure (training & run 

through completed 15th January 2021). Training and run through includes safe disposal of 

waste from each test sample. Appropriate waste disposal equipment provided (ie lidded 

bin with appropriate waste bag lining). Disposal of waste at the end of each session 

coordinated by Team Leader. Service Level agreement in place with waste disposal 

contractor (Trust Hygiene ) for safe removal of waste from testing area. 

1 4 4 

See current 

control/ 

mitigation 

measures 

7 
Incorrect result 

communication 

Wrong samples or miscoding of 

results 

 2 identical barcodes are provided to subject at check in which are attached to 
registration card which has 3rd bar code attached and the test subjects name 
written on them. 

 The subject registers their details to a unique ID barcode before conducting the 
test. 

 Barcodes are attached to registration card are removed by test subject and 
handed to Sampler (Test Operative). Sampler (Test Operative) advises test 
subject to do this. Test subject is asked to write name on detached bar codes 
and date of birth before handing it to Sampler (Test Operative) 
Barcodes are checked for congruence by Sampler (Test Operative) and 1 

barcode applied to Lateral Flow Device. Reaming Barcode kept with completed 

Lateral Flow test device. 

1 4 4 

See current 

control/ 

mitigation 

measures 

8 

Damaged 

barcode, lost LFD, 

failed scan of 

barcode 

Orphaned record on registration 

portal & No result 

communicated to individual 

 Rule based recall of subjects who have not received a result within x hrs of 
registration 

 Subjects are called for a retest  

1 4 4 

Test subject (ie 

staff member) 

will be advised. 

If barcode fault 

identified before 

Test subject 

leaves school 

then another 

test will be 

coordinated or 
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arranged before 

the staff 

member returns 

to the school. 

9 

Extraction solution 

which comes with 

the lab test kit 

contains the 

following 

components:  

NA2HPO4   

(disodium 

hydrogen 

phosphate), 

NaH2PO4 (sodium 

phosphate 

monobasic),  NaCl 

(Sodium Chloride) 

These components do not have 

any hazard labels associated 

with them, and the manufacturer 

states that there are no hazards 

anticipated under conditions of 

use as described in other 

product literature. This is the 

case for exposure to: eye, skin, 

inhalation, ingestion, chronic 

toxicity, reproductive and 

developmental toxicity, 

carcinogenicity, and medical 

conditions aggravated by 

exposure. 

 PPE: nitrile gloves which meet the Regulation (EU) 2016/425 to be used at all 
times when handling the extraction solution. Safety glasses with side shields 
which are tested and approved under appropriate government standards to be 
worn at all times when handling the extraction solution. Impervious clothing to 
be worn to protect the body from splashes or spillages. 

 Environmental: do not let product enter drains 

 Spillages: wipe surfaces which the solution has been spilt on and dispose of 
cleaning material in line with the lab's waste disposal procedures 

 

 

 Do not use if the solution has expired 

 Training to be provided in handling potentially biohazardous samples, chemicals 
and good lab practice. Adhere to guidelines in these training procedures to 
prevent improper handling. 

 Follow procedures on the MSDS form provided by Innova to mitigate against 
inhalation, skin contact or ingestion of these chemicals. 

1 4 4 

Papers towels, 

bucket, mop 

with disposable 

mop heads 

provided 

10 
Occupational 

illness or injury 

A member of the testing team 

becomes ill during their testing 

session or a Test Subject 

(member of staff ) becomes ill 

whilst awaiting or undertaking a 

test 

 The session will be stopped and the area cleared of all staff 

 The ill person will be attended to by the Team Leader and if required a First 

aider will be sourced. 

1 1 4 

See current 

control/ 

mitigation 

measures 

11 
Manual handling  

Injury caused to team member 
 Testing area is pre-prepared for testing team. All necessary equipment is 

available. Testing only contains appropriate equipment for the testing area. 
1 1 4 

See current 

control/ 

mitigation 

measures 

12 

Unauthorised 

access by 

members of the 

public  

Members of public entering test 

area 

 The test area is the Residence Building (Old Hall) which is not accessible by the 

general public. 
1 1 4 

See current 

control/ 

mitigation 

measures 

13 

Uneven surfaces 

(floor protection in 

the Testing and 

Welfare areas) 

 

Testing subjects (Members of 

Staff) & Samplers (Test 

Operatives) 

 Registration area and Testing area have adequate flooring. Any carpeted areas 

within the testing area are covered. 
1 1 4 

See current 

control/ 

mitigation 

measures 



                                                                                                                                                                  
                                                                                             

6 
 

14 

Stairs to / from 

sample processing  

/ registration area 

and welfare space 

Dangers of tripping/falling  Not applicable as testing area is located on ground floor 1 1 1 

See current 

control/ 

mitigation 

measures 

15 
Inclement weather 

Slippery entrance/exit areas 
 There is an entrance lobby before the registration area 1 1 1 

See current 

control/ 

mitigation 

measures 

16 

Electrical safety / 

plant & equipment 

maintenance  

 

Defective electrical 

equipment 

Testing team becoming injured 

by faulty equipment 
 Minimal amount of electrical equipment required. Any used will be Pat tested. 1 1 4 

See current 

control/ 

mitigation 

measures 

17 
Use of shared 

equipment 

Risk of transmission of COVID-

19 between testing team 

 Any shard equipment cleaned between testing session in line with guidance for 

testing station operation. Staff trained. 
1 1 4 

See current 

control/ 

mitigation 

measures 

19 

Damaged 

barcode, lost LFD, 

failed scan of 

barcode 

Orphaned record on registration 

portal & No result 

communicated to individual 

 Rule based recall of subjects who have not received a result within x hrs of 
registration 

 Subjects are called for a retest  

    

 

 

 

 

Control Improvements 

Action No Recommended additional control measures Responsibility 
Target 

Date 
Date completed 

1 Content of the risk assessment to be communicated with all workers as part of induction  
Covid 

Coordinator 
15/1/21  
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2 
Toolbox talks to be delivered to all workers on a regular basis including slips trips falls and 

complacency  

Covid 

Coordinator 

Not 

Required 
 

     

     

     

 

 

Additional Notes 

 

 

 

Risk Evaluation          

                                                      

  

 

Declaration - If the above control measures are implemented the risks posed by the task / process / environment assessed will be controlled to as low as is   reasonably practicable. 

Persons involved in assessment Peter Green & Emma Gilham 

Signature of Lead Assessor  Date 20/01/2021 

 

Severity 

Negligible 
Minor 
Moderate 
Major 
Critical  

 

Risk control strategies 

 
Intolerable – stop activity, take immediate 

action to reduce the risk 

Substantial - Take action within an agreed 

period 

Tolerable – monitor the situation 

Trivial – No action required 

 

 Likelihood 

Rare, will probably never happen/recur 
Unlikely, do not expect it to happen, but is possible 
Possible, Might happen 
Likely, will probably happen 
Almost Certain, will undoubtedly happen 
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Reviews – this assessment should be reviewed at intervals no greater than 12 months or when there are changes in operational procedure, personnel, the work environment or 

following an incident 

Review 

date 
Comments 

Reviewed 

by 
Signature  

Review 

date 
Comments 

Reviewed 

by 
Signature 

         

         

 

 

Health and Safety Risk Assessment Sign off Sheet Assessment Number Not Applicable 

 

Declaration by employees involved in the activity detailed above – I fully understand the activity outlined above and the risk control measures that I must 

implement, use or wear.  I have received sufficient information, instruction and training so as to enable me to conduct this activity with the minimum of risk to myself 

and others. – All Staff volunteered to support Testing have received appropriate training completed by Friday 15th January 2021. A copy of this Risk 

Assessment has been emailed to all of the trained staff supporting testing on 20th January 2021. Staff Supporting are listed below: 

 

Employee Name Signature Supervisors Name Date Employee Name Signature Supervisors Name Date 

Peter Green 
Not applicable – 

emailed RA 20th Jan 

Emma Gilham – 

Other Team Leader 
20/1/21     

Emma Gilham 
Not applicable – 

emailed RA 20th Jan  

Peter Green – Other 

Team Leader 
20/1/21     

Janice Handley 
Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21     

Aasha Devi 

Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21 
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Caterina Churm 

Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21 

    

Sally Gray 

Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21 

    

Olivia Powell 

Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21 

    

Amanda McKnight 

Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21 

    

Rebekah Moseley 

Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21 

    

Debbie Potter 

Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21 

    

Emma Law 

Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21 

    

Rachael Harper 

Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21 

    

Manjorte Bhakar 

Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21 

    

Kay Corbett 

Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21 
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Maxine Williams 

Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21 

    

Sarah Lester 

Not applicable – 

emailed RA 20th Jan 

Peter Green & Emma 

Gilham – Team 

Leaders 

20/1/21 

    

        

 

 


