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	Calculated Risk
	
	
	What you are doing
	Recalculate Impact of actions
	School specific details

	Ref
	Potential Risk
	X impact
1-5
	Y Occurrence
1-5
	Score
X x Y
	Detail of Risk
	ODBST Suggested steps to mitigate risk
	Additional school specific
	X Impact
1-5
	Y Occurrence
1-5
	Impact
X x Y
	PROGRESS UPDATE (Date)
	Direction of travel


	
	A - Virus control- Start and end of during the school day 			
	(Risk Owner: School)	

	
	Need to provide effective infection protection and control when children arrive or depart the school setting.
	5
	5
	25
	Significant risk of virus transmission with increased numbers of pupils and parents arriving and leaving the site at the beginning and end of the school day
	·School to fully consider the best way to maintain social distancing for parents and children when accessing/egressing the school site- this could include any physical features around the school perimeter which can be utilised to support social distancing, the viability of staggered drop off/pick up times, additional controls at the front of the school such as signage and/or distance and directional markings. 
·Parking matters which may compromise social distancing. Once a scheme is established, the school should fully communicate with parents how the scheme needs to operate and clear messages that anyone showing symptoms should not attend the school at all. 
·Encourage parents to communicate with the school electronically or by phone if there are day to day issues.
·School to organise hygiene arrangements for all persons coming onto the premises to use before entering or on entry. Eg pupils wash hands in entry or use hand gel.. 
·Consider whether to impose a limit on parent numbers during drop off/pick up Eg one adult per family where practicable
	One-way system around the outside of the school for parents at pick up and drop off.  We have barriers in the playground to separate parents and to guide parents to follow the one-way system in a socially distanced manner.  We have staggered drop off and pick up times to manage the number of parents on site.  We have additional members of staff outside of the school and at all exit and entrances at pick and drop off times to manage parents on site, only one adult per child/family is permitted on site for drop off and pick up.  Signage at the front of the school remind parents of symptoms and what they should do if they have any.  Social distance markers have been laid on the school grounds for drop off and pickup. 
(Parents will collect and pick up from the main gates at the front of the school.  Each gate is numbered 1-7.  Bubble 1 KS1 will enter through Gates 1 and 2.  Y3 – Y6 have a gate for each year group – Gate 3 to Gate 7.
The school gates will open from 8.45am to 8.55am to enable enough time for the children to enter. 
Pick up will also be at the designated gates.)
There is hand gel at every door into the school and children, parents and staff and all directed to use it on entry.  Children are not permitted to bring anything on site other than their water bottle and packed lunch, book bags and PE kits.  Parents and carers are not permitted into the classrooms or areas used by the children.  Drop off and collection boxes are placed at the front of the school so parents do not need to enter the school building.  Parents and carers of children in Y3 – Y6 are no longer permitted to drop off at classroom doors, all children are left in a controlled area at the front of the school under the supervision of the SLT.
	2
	1
	2
	(As parents were findind it difficult to maintain social distancing on the playground we introduced a fixed pick up time to to speed up collection and not facilitate periods of time for social congregation.  This worked well on the playground but not so well on the path leading up as parents complained that others were too close. We need to limit access to the school site) 
	

	
	System of Control: “Prevention” - Specific risks associated with required use of PPE
	5
	5
	25
	Significant rise in infection rates nationally and rise in new-variant COVID requires additional use of PPE in schools
	School to direct all staff on duty in non-classroom areas during pupil drop-off and collection to wear a suitable face covering while parents are on the premises and in contact with school staff.
LGB to request all parents/carers are suitably masked when on school premises or when in close proximity with other families during the process of drop-off or collection.
Those wearing a face covering in school should use a separate item to that used in public spaces when away for the school (supermarket,  public transport etc) the limit the risk of cross contamination.
Staff should be provided with a secure plastic bag for storage of their in-school face covering and internal routines should be agreed for the replacement or sterilisation of coverings according to frequency of use and material/variety of covering used. Face masks that are moist, damaged, visibly soiled or difficult to breathe through should be replaced and stored appropriately in a sealed plastic bag.
Individual school RAS should note that some individuals are exempt from wearing face coverings and we expect our schools to be sensitive to those needs.
	All staff have been directed while on duty in non-classroom areas during pupil drop-off and collection to wear a suitable face covering while parents are on the premises. There is approx. 10m between classroom doors and parents waiting for pick up and drop off.  There is no permitted close contact between staff and parents/carers.  Staff are required to wear masks arund the school building in communial areas and a face shield while teaching in class.  
Members of staff are issued with a new face mask every day on entry into the school following hand sanitisation.  We do not issue secure plastic bags as new masks are issued every day.  

Each classroom has a sealed bin in their rooms for disposal of PPE.  Staff members are expected to wear their face mask as they leave the premises and dispose of accordingly.  We currently have no members of staff who are exempt from wearing a face mask.

All parents and carers are required to wear a mask when entering the school premises; this is monitored by the SLT. 

Cleaning staff are issued with appropriate PPA, including masks, aprons and gloves.  This is managed by the Site Manager.

	2
	2
	4
	
	

	
	
	5
	5
	25
	Rise in infection requires additional direction and assessment of the risks in other areas of the school
	School to direct that all staff wear face visors when whole class teaching and a face covering at other times in classrooms or when indoors working when pupils are not present and with other adults. 
Staff working together in offices/meetings will be required to wear a face mask/face visor at all times unless they are working behind a protective screen. 
All rooms will continue to need to  be well ventilated (see DfE guidance) and staff must maintain at least 2m social distance at all times.
	All staff wear face visors in their own classrooms at all times and wear a face mask when in any other areas of school (communal areas)  Staff are not permitted to enter any other classroom when there is a child or adult in that room.  All visits to other classrooms must be agreed in advance.  Adults working with children wear a face shield if they are working in an area outside of the classroom.
All classrooms are well ventilated; windows are opened every break time and lunch time and as much as possible during lesson time.  Adults have been instructed to remain 2m apart wherever possible.  Members of staff are not permitted to sit down in the staff room or use it as a space for communal gathering.  The staff room can only be used for making food and /or hot drinks.  Additional staff rooms have been created so that no two bubbles mix in the staff room at the same time.  
	2
	2
	4
	
	

	
	B - Virus control - Classroom/Educational spaces			
	(Risk Owner: School)	

	
	Lack of effective infection protection and control within the classroom and educational spaces will significantly increase the potential for virus transmission - 
	5
	5
	25
	Significant risk of virus transmission with increased numbers of pupils occupying the site in a manner that does not support social distancing guidance
	The contents of the rooms must be reviewed and any materials which cannot be cleaned, according to guidance, would need to be removed. This will include soft furnishings, toys and educational products made of materials which cannot be disinfected easily. 
·Consider relocating surplus room furniture to reinforce social distancing arrangements within the given room setting. 
·Agree what returning support is available for vulnerable and/or disadvantaged children (including any dual-registered students) and put in place provision for the return of pupils with special educational needs and disabilities (SEND) in conjunction with families and other agencies and engage with partners who will help to provide that support, for example, local authorities. 
·Check for revised protocols from DfE and ODBST and update safeguarding policy if necessary.
Consider use of shared equipment and the cleaning implications.
Note pupils NOT to bring personal stationery and school to supply individual packs/pencil cases.
	Soft furnishings have been removed from classrooms and items in the classrooms have been kept to a minimum.  Children have individual trays with their daily resources on their tables in front of them to reduce movement around the classroom In KS2 tables and chairs are arranged, all facing the front to reduce interaction between children. KS1 and Fdn stage children are not socially distanced during the school day at all times, resources may be shared but only within a bubble and resources are not shared between bubbles without a period of 72 hours isolation.  Children with SEN needs have been encouraged to return to school and staff have been supported in the most appropriate way to work with these children which includes protective measures such as more frequent hand washing and/or additional PPE when appropriate and  effective recording of COVID incidents.  More frequent washing of toys and resources if necessary.  Support for children to understand social distancing where appropriate.  
Parents and cares of children with SEND have been consulted and where necessary the SEN team have been consulted. 
Individual risk assessments have been created for our most vulnerable SEN children

	2
	2
	4
	
	

	
	C - Virus control - Personal Hygiene 			
	(Risk Owner: School)

	
	School is unable to maintain correct enhanced cleaning standards - WHEN open and following actions
	5
	4
	20
	Increased demands on school cleaning standards and frequency, with the introduction of increased pupil numbers, and increased spaces in use in the school setting may not be sustainable to the correct level with current resources.
	·Regularly review and monitor cleaning standards, cleaning products, supply of cleaning products available, the schedule of cleaning and their impacts on the school day. 
Any new or unfamiliar products needed to be risk assessed under COSHH regulations.  Bleach, for example, is an acceptable cleaning product which can be used provided there are clear instructions on use, the product is stored appropriately and it is kept away from pupils. All products with a hazard symbol must have the safety data sheet stored with it.
School to ensure measures are in place to properly manage cleaning products in the vicinity of children with special consideration around allergies and potential misuse.
	The site manager has a COVID cleaning plan in place and ensures adequate stock of cleaning products, ordering regularly in advance to maintain stocks.  All COSHH regulations have been adhered to and copies of COSHH sheets are in the office for emergencies.  Cleaning takes place at the end of day after the children have left so that Children are not at risk of contact with cleaning products.  An emergency cleaning pack is kept in each teacher’s cupboard, out of the reach of children.
	2
	2
	4
	
	

	
	Schools are unable to support effective personal hygiene requirements due to  limitations of resources or materials 
	5
	4
	20
	School is unable to support personal hygiene standards due to increased risk of the new variant COVID and necessary routines to increase the regularity of hygiene routines which may lead to a lack availability of sufficient quantities of soap and/ or sanitisers, the impact of social distancing on the access to, and time spent in, the washing facilities for the frequency of cleaning required.
	Based on the numbers identified by B.01, the increase in risk associated with the current virus load  and qualified by C.01, schools must determine whether existing facilities are suitable to support personal hygiene requirements of both staff and pupils. 
·Consideration given to additional temporary washing facilities and/ or hand sanitisers will be necessary which limit movement around the school or interaction between bubbles.
·Schools must utilise findings and further reduce pupil attendance if personal hygiene standards cannot be consistently met. 
·Make arrangements for the very small number of any cases where personal protective equipment (PPE) supplies will be needed:
Where staff provide close care for any children or young people they must be provided with suitable PE (including disposable apron, gloves and face shield)
I cases where a child becomes unwell with symptoms of coronavirus while in their setting and needs direct personal care until they can return home no member of staff shall be within 2 metres of the pupil without wearing PPE as set out above. Appropriate waste storage must be readily available for used PPE in this situation and cleaning of potentially high risk infection zones in school. Eg touch points
Risk assessments for high risk children who regularly need personal contact/handling or intimate care to decide if the school is able to provide safely for the level of PPE required to safeguard staff. PPE should always be worn in these situations.
Review risk assessment and consider whether staff will require PPE for general duties
	Currently the school is able to meet personal hygiene requirements of both staff and pupils.  Additional hand sanitising units have been fitted to every entrance/exit in each classroom, with additional units around the school.  Toilet and washing facilities are suitable for the number of children and adults in school.
Each classroom has a supply of PPE emergency packs containing gloves, apron and masks. 
All staff dealing with a child who becomes unwell with or without symptoms of the virus have been instructed to wear gloves, apron and mask when dealing with the child.  The first aid room is available to isolate a child with symptoms while they await collection.  
Risk assessments for our high risk children have been completed.
No members of staff requires a risk assessment
	2
	2
	4
	
	

	
	D - Virus control- Staffing 			
	(Risk Owner: School)

	
	Schools are unable to fully sustain phased opening due to staffing matters-WHEN open
	5
	5
	25
	Day to day variance in staff availability due to numerous factors including suspected contact with virus carriers, transportation issues, domestic impositions, and concerns about personal safety
	School to monitor staff ratios daily, making adjustments where necessary. 
·Maintain good communication lines with staff and ensure issues around attendance can be anticipated - as far as possible. 
·Welfare arrangements need to be communicated frequently. 
·School to consider parent communications if the school needs to close.
School to review Clinically Extremely Vulnerable (CEV) staff with a view of directing home working and other non-contact school-work dependant on government guidance in place at the time.
School to take urgent advice from ODBST HR Manager around any staff who are pregnant.
Develop protocols for the immediate removal of staff from school and tracing of contacts and site of infection for staff who test positive (internal lateral Flow Tests) or who exhibit symptoms when on duty."
	Contact systems are in place for staff to notify SLT for absenteeism.  All staff absent from school are contacted regularly by members of the SLT including HR manager/SBM.
The school has supply of home testing kits that can be issued to staff if needed. No member of staff works alone in school as all bubbles are supported by a teacher and a minimum of 1 TA between two classrooms.  Although the staff rooms are closed for socialising, staff are encouraged to take their breaks with their team as much as possible.  Remote staff meetings enable staff to meet weekly.  The office staff and SLT have been divided into two teams with socially distanced work stations so that they don’t have to self-isolate all at one time.  All teachers can work from home on their PPA session if they choose to.
[bookmark: _GoBack]Staff welfare is an item on weekly staff meetings and a well-being lead has been appointed to monitor and support staff well-being.  Parent mail is in place to ensure timely communications with parents in case of bubble or school closure.
There are no CEV staff at the school and no members of staff are pregnant.
In school track and trace procedures are in place for day time and out of school hours.  These systems have been tried and proven successful.
	2
	2
	4
	
	

	
	The school’s provision for Clinically Extremely Vulnerable (CEV) and pregnant staff.

Current Government guidance says people who are extremely vulnerable should no longer attend work, school, college or university.
	
	
	
	Employees who are Clinically Extremely Vulnerable (CEV) or who are beyond the 28 week of their pregnancy,
	Ensure employee records are up to date and accurate particularly medical and familial CEV potential.
Follow government advice and guidance at all times; including any specific tier restrictions that apply to your school location. 
Where CEV letters are issued use the guidance contained to direct actions for individual staff.
Where staff are not yet at the third trimester of their pregnancy ensure specific RA is completed.
Check government advice  where ‘guidance’ rather than mandatory and undertake a specific RA to demonstrate that the school acted to limit any ‘injury’ to the employee.
The school will need to undertake and adhere to risk assessments that take into account the health of employees.
If a risk is identified in the workplace which is greater than the risk outside the workplace, you must make reasonable changes to avoid that risk. If this is not possible you must speak to ODBST HR team.
ALWAYS take advice from ODBST HR Team
	All staff have been asked to discuss their needs with the HR manager if they are pregnant or CEV.  Currently there are no members of staff who are CEV or pregnant.
All staff have been asked to make contact with the SBM if they are or think they may be pregnant
	1
	1
	1
	
	

	
	While staff testing using Lateral Flow Testing has become available, there is no reported progress on the use of testing for pupils in Primary school. This category of risk remains a possible consideration should Government Policy change.
	
	
	
	Not enough time to train all staff and seek permission from all parents for pupil testing Time management to enable testing to take place, while managing a curriculum.
Parents might opt out of testing for their children, therefore risk of spreading virus remains.
	
	As of yet, we have not yet undertaken training or created protocols for lateral flow testing of pupils As soon as we are instructed to prepare for lateral flow testing, we will follow government guidelines and ODBST protocols and procedures.
	N/A
	N/A
	N/A
	
	

	
	E: Virus impact – Provision of Services
	(Risk Owner: School & Trust)

	
	Schools are unable to provide suitable meals for attending pupils
	3
	4
	12
	School is unable to satisfy requirements identified by risk assessment or the requirement to provide free school meals as part of the provision for pupils both in school and, where required, learning remotely
	School to consider possible restricted food supply implications and the number of pupils at the site. 
School to ensure that staff handling food have suitable PPE, including face masks, available.
FSM provision – to consider the use of food parcels or vouchers.
Food Parcels – utilise the experience and expertise of hub kitchen/food providers to develop 5 day food parcels.
Contact local charitable groups (i.e. Masons) to support the distribution of parcels.
Vouchers - Work with Trust officers to establish accurate non attending FSM numbers and agree bulk purchase with accurate communication around distribution (email)
	Our in-house kitchen staff ensure we have adequate supplies of food by ordering in advance and effective food management.  Kitchen staff have been issued with and wear daily their PPE. Staff check every day that each child has either a packed lunch or a lunch booked through our booking system.
Additional social distancing is in place amongst kitchen staff to reduce the risk of all staff having to isolate at once. 
A contingency plan of making a healthy packed lunch for children is in place for the first day of possible kitchen closure and has worked effectively during kitchen closure.  A cold lunch wil be provided for PP children but other children will be asked to bring in a packed lunch
In preprataion for lunch times, each class will issue pupils with the correct meal band colour, children are instructed not to change their band colour.  Kitchen staff wil hold lists to check for allergy children etc.  Children will arrive promptly at the hall and have their hands sanitised.  Each bubble will then walk to the main kitchen counter, obtaining their own tray and cutlery (reception and nursery children will be given flight trays) and collect their food from the hatch, then return to their bubble tables.
Kitchen staff will ensure a new supply of trays and cutlery are placed by the hatch for each bubble to eliminate the chance of cross contamination via trays and cutlery between each bubble.
At the end of lunch, pupils will place their food wrist bands in the relative container, a TA from each class will collect at the end of lunchtime and wash and dry the bands ready for the next day.
We have changed the lunch time timetable to give Y3/4 an extra 10 minutes 
	1
	2
	2
	Lunchtime has not been working effectively ro quickly enough.  Y3/4 needed more time to eat their lunch and the children need to be more independent collecting their own food.
	

	
	Greater areas of the school are to be used without necessary servicing and maintenance in place
	4
	4
	16
	Safe place of work systems are not maintained and staff and pupils are put at greater risk
	·Review all fire arrangements to ensure they are appropriate.
·Maintain testing of fire systems and equipment.
·Ensure fire doors are serviceable.
·Drain down and refresh the entire water system- ·Weekly flush of infrequently used outlets.
·Clean and descale shower heads.
·Monitor water temperatures
·Gas appliance checks are resumed.
·Gas appliances are within annual inspection.
·Reactivation of ventilation systems to ensure satisfactory function.
·Ensure access and control systems are fully functioning normally.
·Ensure internal and external lighting is functioning properly.
·CCTV- where fitted- is functioning properly.
·Drainage systems are functioning properly.
·Any lifting or pressure equipment is tested satisfactorily and within annual inspection cycle- rearrange if not.
·Particular attention to pest or insect infestation and, if present, suitably controlled
·Risk assessments are in place for any unconventional or new situations present at the site.
·Staff training in all relevant areas is confirmed to be valid and addressed if not
	All H&S requirements are continuing as usual including monitoring and maintenance of the site, external contractors carrying out essential work on site and all fire and lock down practices are continuing.  
H&S training through Smartlog continues and risk assessment are updated if necessary.
Contingency plans for site manager absenteeism are in place.
	1
	1
	1
	
	

	
	H - Virus control- Equality, legal and reputational matters			
	Risk Owners School & Trust

	
	Equality, legal and reputational issues are impacted by return to school arrangements -
	5
	5
	25
	Perception of discrimination around the kind of pupils being readmitted and the equality issues related to staggering attendance of pupils particularly if sections of the community are over or under-represented. Parental attitudes to school become soured and grievances voiced5
	·School to carefully consider the implications of their new arrangements and how they will impact upon the various sections of their community. 
·Strong communication with parent group and wider sections of the community, if necessary, clearly outlining the school's strategy towards pupils attending and those remaining at home. 
·Identify any actions or strategies which will minimise the risk of discrimination.·
Regular communication with parents about school actions. 
·Close monitoring of parental expectations. 
·Careful consideration of how a phased rota will impact the educational progress of the year groups not in school. 
·School to ensure that their decision making process is recorded- the completion of this risk register would be evidence of this aspect.
·School to have a communication strategy ready for an outbreak of serious illness within the school or community"
	Parents have been kept informed through weekly letters and weekly newsletters school news. All vulnerable children including PP children EHCP and those awaiting assessment for EHCP, LAC children and children working with social workers and other outside agencies have been contacted and encouraged to come into school.  
Any child who is absent from school after the 8th March will receive a welfare call from our inclusion lead.
An updated annex to our safeguarding policy has been adopted and published on our school website. 
Maths and English lessons for all children, in case of a bubble closure will be the same as they would have received if they had been in school..
We have effective systems for communicating COVID cases by using the MK sample letters and guidance.
Any causes for concern and or complaints about bubble closures will be passed onto the Head Teacher who will manage the situation in collaboration with the ODBST if necessary.
	3
	2
	6
	
	

	
	Employers and Third Party Public Liability

	4
	4
	16
	Employer liabilities for staff working from home
	Insurance cover for employer’s liability if a member of staff were injured. 
The RPA will defend claims and provide an indemnity to the extent that the school/Trust is legally liable to pay compensation or damages to the employee. 
However risk assessments must be in place and all staff have completed a homeworking risk assessment and workstation assessment. (DSE user assessment for all teachers working remotely.)
LGBs must have reviewed policies and procedures because of homeworking.
	The teaching staff are permitted to work at home 1/2 day a week for PPA to reduce social contact. Staff have completed the working from home training via Smartlog. Members of the SLT keep in regular contact with teachers who isolating, ill or on PPA working from home.  Those members of staff have been offered a secure workspace on the premises, for PPA, if they should require it.  Weekly staff meetings and team meetings ensure that staff are keeping in contact with each other.
	2
	2
	4
	
	

	
	
	4
	3
	12
	Employer’s liability for staff electing to attend a closed site during the pandemic
	Standard RPA cover would continue to apply in these circumstances. 
This would include employer’s liability if a member of staff were injured. 
The RPA will defend claims and provide an indemnity to the extent that the Trust is legally liable to pay compensation or damages to the employee. 
This and other risk assessments MUST be in place and a review of policies and procedures as a result, including a review of risks associated with lone working.
	All staff are instructed not to work alone on a closed site during the pandemic with the exception of the site manager.  The school can be made available to more than one member of staff if required.
The site manager will ensure that he has informed someone that he is working on site alone, the site manager’s wife has contact details for the SLT in case of cause for concern.  The site manager has been instructed to undertake lone working training via Smartlog
The site manager has been instructed to inform the SBM of any incident that have occurred or identified risks whilst lone working
	1
	1
	1
	
	

	
	
	3
	3
	9
	Legal and liability over should a staff member or pupil contract COVID-19 and brings a claim against the school (or governors)?
	RPA will defend the claim on the school’s (or governor’s) behalf and indemnify the school to the extent that the school (or governor) is legally liable to pay compensation or damages to the injured person.
 BUT only if this and other risk assessments have been reviewed shared and agreed by LGB and a review of policies and procedures has occurred as a result.
	All staff have been consulted on our Covid  risk assessments and procedures that have been put in place.  SLT monitor staff in school to ensure procedures are being followed correctly.  Weekly staff meetings give staff the opportunity to raise concerns and for SLT to remind staff of  protocols
	3
	2
	6
	
	

	
	
	
	
	
	Risk to staff, volunteers and leaders in undertaking their role in facilitating coronavirus ‘rapid testing’ on the school premises using school staff.
	The RPA will indemnify the Member in the event a claim is brought by a third party (including pupils) or employees for death / injury or damage to third party property as a result of the school undertaking rapid tests. This will also cover volunteers at the school organising, managing or undertaking rapid tests.
It is a requirement that risk assessments are undertaken, recorded and adhered to.
	All staff have been trained on administering the rapid flow test and testing packs are issued by our medical lead.  She also sends out texts to remind staff on testing days.
	N/A
	N/A
	N/A
	
	

	
	I. Rapid COVID-19 Testing for Primary (inc. school-based and maintained nursery) workforce  

	
	Misunderstanding of the key roles in the school.
	5
	5
	25
	All school workforce, inc. supply and peripatetic teachers and visitors (staff).

Pupils in school (and their families) through transmission of the virus
	Establish a COVID Coordinator (this should be the Headteacher or member of the SLT) as responsible for the overall management of rapid COVID-19 testing for primary/nursery school workforces.  
The COVID Coordinator is the main contact with NHS Test and Trace and is responsible for:
· Communicating with stakeholders.
· Providing training and information for all staff workforce.
· Responding to staff questions.
· Carrying out risk management.
· Reporting required data.
· Creation of a Register for logging test results
· Creation of an Incident log.
· Reviewing updates to guidance daily and implementing required changes.
· Ensuring the school testing process is aligned with the Buckinghamshire Public Health response to Covid-19 and is reviewed regularly to ensure continued alignment.
· Ensuring that the storage and collection point meets environmental and security requirements.
· Managing and continually assess the process against this risk assessment. 
· Contingency plan developed for absence by the key role holders identified in this risk assessment.
Establish appropriate oversight and governance of testing at the school/nursery by LGB.
[bookmark: _Hlk62143826]Establish a Registration Assistant (recommend SBM or a TA with specific time to do these tasks):
· Ensuring staff are using the right instructions and they sign for the tests using the Test Kit Log.
· Management of delivery of tests and stock management of tests. Re-ordering tests when required.
· Management of a Register for logging test results.
· Management of an Incident Log, reporting incidents. 
· Distributing the correct number of test kits to staff and managing the schedule for the distribution of the next sets of kits (face mask must be worn, and social distancing maintained).
· Inputting test results from staff into your school’s ‘Register’.  Ensuring that the register is saved securely.
· Sending reminders to participants to communicate their results online and to the school.
· Storing required data
Working with the COVID Coordinator to support the management of the stock of kits.
	Followed all training guidance, created risk assessment and shared all information with staff
Our named COVID Coordinator is the Headteacher who is assisted by our testing administrator – Jo Tordillo
	3
	2
	6
	
	

	
	Failure to train all members of staff properly
	4
	3
	12
	All school workforce, inc. supply and peripatetic teachers and visitors (staff).

Pupils in school (and their families) through transmission of the virus
	The COVID Coordinator to attend/watch DfE webinars 1&2.  Other key members of the testing team or staff members can watch the recordings if deemed necessary/helpful.  The COVID Coordinator to access and read all the information on the DfE Primary Schools Document Sharing platform.
All staff to undertake the following training. Training records to be established and maintained:
· Tell staff what rapid testing is. Use the NHS ‘How to Guide – Rapid Testing of Primary and Nursery Workforce’.
· Ensure all staff understand the different COVID testing roles in the school and who holds these roles.
· Explain the process of collection of tests/correct instructions, the process for signing for tests in the school and recording the lot number against their name.
· Explain the process of taking a test at home.  All staff to watch instructional video provided on You Tube – ‘Step by Step Guide to COVID-19 Self Testing’.
· All staff to read the Instructions for Use document ‘Your Step-by-Step Guide for COVID-19 Self-Testing’ v 1.3.2 (ensuring you are using the correct version only – show slide from webinar).
· Make sure that all staff know that it is a requirement for them to report their test results to both to NHS Test and Trace and to the school.  Use the ‘Reporting the test result online’ slide from the webinar and explain the school reporting process.
· Use the Participation and Data Protection slide (from the webinar) and links to discuss any staff concerns.
· Make sure staff know who to contact if they have an incident while testing at home.  Use the webinar slide on incident reporting.
All staff to read the Privacy Notice before taking the tests.
All staff must be aware that testing is not mandatory for staff and staff do not need to provide proof of a negative test result to attend school/nursery in person, although participation in testing is strongly encouraged. Staff who decline to participate in the testing programme must follow the usual national guidelines on self-isolation and get tested if they show symptoms.
The COVID Coordinator to review DfE Primary Testing FAQs on a regular basis.
The COVID Coordinator to check the latest government guidance on rapid testing of primary/nursery workforce on a regular basis.
All questions from members of staff to be checked against the Primary Testing FAQs on the document sharing platform by the COVID Coordinator and the answer communicated to all staff members.  Should the answer not be found in the FAQs, the COVID Coordinator will contact the DfE coronavirus helpline on 0800 046 8687.
	All webinars have been watched by key staff.  Information disseminated to all staff through advice sheets, guidance sheets, vidoes and FAQ’s.  One to one consultations available during issuing of tests.
	2
	1
	2
	
	

	
	School unaware of staff members ‘opting out’
	3
	3
	9
	All school workforce, inc. supply and peripatetic teachers and visitors (staff).
Pupils in school (and their families) through transmission of the virus
	The COVID Coordinator to ensure that the school has written confirmation from all staff (inc. supply, peripatetic and visitors) as to whether they are opting in or opting out of testing and plan/communicate accordingly.
The school to plan in case of poor uptake by staff and plan accordingly.
	Staff have been requested to inform of their right to opt out by email to COVID co-ordinator by 4.00pm 27/01/2021
	1
	3
	3
	
	

	
	Testing kits deliveries are not managed correctly
	4
	4
	12
	All school workforce, inc. supply and peripatetic teachers and visitors (staff).
Pupils in school (and their families) through transmission of the virus
	The COVID Coordinator to review information from NHS Test and Trace to understand when the school/nursery will receive their deliveries of testing kits.  The delivery schedule and further advice from NHS Test and Trace can be found on the DfE document sharing platform.
The Registration Assistant to contact DfE Coronavirus Helpline if help is needed regarding deliveries (0800 046 8687), including missing or damaged items.
The Registration Assistant to create and manage a Test Kit Log, to check and record each delivery as it arrives on site, record lot numbers for the test kits delivered and use for staff members to ‘sign out’ test kits.
	Following all guidance and in school systems for storage of testing kits
	3
	1
	3
	
	

	
	Insufficient stock of tests in school
	4
	4
	16
	All school workforce, inc. supply and peripatetic teachers and visitors (staff).
Pupils in school (and their families) through transmission of the virus
	The Registration Assistant to monitor stocks of testing kits carefully by establishing weekly demand versus stock levels and determining minimum re-order levels. To contact DfE Coronavirus Helpline if additional deliveries are required (0800 046 8687).

	The covid co-ordinator will regularly liaise with the Registration Assistant to ensure we have adequate stocks
	3
	1
	3
	
	

	
	Testing kit collections point poses a risk of COVID-19 transmission 
	4
	3
	12
	All school workforce, inc. supply and peripatetic teachers and visitors (staff).
Pupils in school (and their families) through transmission of the virus
	The Registration Assistant is responsible for:
· Ensuring that the collection point allows sufficient space to be available for 2 metre social distancing during the collection of the test by all members of staff.
· Determining a process for the safe collection of tests by staff members.
· Ensuring all staff members understand how and when to collect test safely.
The Registration Assistant is responsible for:
· Ensuring they wear an appropriate face covering at all times during the handing out of the test kits, and that they maintain 2m from staff coming to collect their kits.
· Ensuring that the collection of kits follows the process established (above).
· Communicating any issues regarding the collection process to the COVID Coordinator.
	In school systems are constantly in place and being followed at all times
	4
	1
	4
	
	

	
	Testing kit storage and collection is not secure
	3
	3
	9
	All school workforce, inc. supply and peripatetic teachers and visitors (staff).
Pupils in school (and their families) through transmission of the virus
	[bookmark: _Hlk62136710]The COVID Coordinator is responsible for ensuring that the storage and collection point is:
· Able to be secured to prevent unauthorised access to the test kits.
· Inside and at a temperature between 2 and 30 degrees, out of direct sunlight/heat.
	In school systems are constantly in place and being followed at all times
	4
	1
	4
	
	

	
	Test Kit Log is inaccurate
	4
	3
	12
	All school workforce, inc. supply and peripatetic teachers and visitors (staff).
Pupils in school (and their families) through transmission of the virus
	The Registration Assistant must record who takes the test kits on a Test Kit Log and ensure that this information is stored securely. This log must include the following and be kept until further guidance is given
· Name of school.
· Name of person issuing the test.
· Date of issue.
· Lot number of test kit (on the back of the test kit).
· Name of person using the test.
The Registration Assistant must ensure that all staff members receive, and sign for, a copy of the right Instructions for Use (v.1.3.2 dated 15 January 2021, plain blue cover).  Refer to DfE webinar/slides. Old instructions to be destroyed
	COVID testing administrator to carry out weekly overview of test log
	4
	1
	4
	
	

	
	Supply teachers, peripatetic teachers and visitors are not included in school workforce procedures
	5
	4
	20
	Supply and peripatetic teachers and visitors (staff).
Pupils in school (and their families) through transmission of the virus
	COVID Coordinator will develop a process for testing supply teachers, peripatetic teacher and other visitors to the school site.
COVID Coordinator will communicate the process clearly to the Registration Assistant, all staff members and all supply teachers, peripatetic teachers, and other visitors to the school site.
	The Covid co-ordinator will manage each individual visitor/ temp member of staff who will be supported when necessary
	4
	1
	4
	
	

	
	Tests are not completed accurately by staff workforce
	5
	4
	20
	All school workforce, inc. supply and peripatetic teachers and visitors (staff).
Pupils in school (and their families) through transmission of the virus
	The COVID Coordinator to ensure that all staff:
· Undertake the training and are provided with the correct literature and video links, as detailed above.
· Can ask questions and discuss issues.
· Feel confident in reporting issues and concerns to the COVID Coordinator.
	Staff have received numerous training and guidance documents.  The registration assistant will highlight individuals who give cause for concern.  Additional traning will then be put in place for that member of staff
	3
	2
	6
	
	

	
	Inaccurate reporting of test results
	5
	4
	20
	All school workforce, inc. supply and peripatetic teachers and visitors (staff).
Pupils in school (and their families) through transmission of the virus
	The COVID Coordinator to ensure that all staff:
· Are trained in and understand how to report their test result to NHS Test and Trace as soon as the test is completed and every time they take a test, even if the result is negative or invalid – either online or by telephone (as per the instructions in the home test kit).
· Are aware that the test assigned to them is only to be used by themselves and that it must never be taken by anyone else.
The COVID Coordinator will develop their own, locally managed Register and a process for all staff to log test results with the school, before staff arrive on site in the morning. This is important for identifying staff with positive results, for bubble management and contract tracing. This must be a separate document to the Test Kit Log for data protection reasons.  This system to be communicated clearly to the whole staff team.  This should include:
· The process and timelines for test to be taken and results to be communicated by staff (and onward communication to the headteacher if/when required).
· A process for dealing with non-reporting by staff.
· The process for logging results, who will deputise and how will this be communicated.
· How the results will be saved securely.
· Encouraging staff to follow requirements when reporting results online (e.g. sending reminders on test days).
· Identifying and reporting incidents.
· The creation of procedures to check, test and update the Test Kit Log, Register and Incident Log on a regular basis. 
· The register should be kept until further guidance is given.
	Staff have received numerous training and guidance documents.  The registration assistant will highlight individuals who give cause for concern.  Additional traning will then be put in place for that member of staff
	4
	2
	8
	
	

	
	Staff misunderstand their responsibilities following a test result
	5
	3
	15
	All school workforce, inc. supply and peripatetic teachers and visitors (staff).
Pupils in school (and their families) through transmission of the virus
	The COVID Coordinator must ensure that all staff understand that they must report their result to both NHS Test and Trace through self-report gov.uk or ringing 119 and to the school (following the agreed school process), even if the result if negative or void:
· Staff with a negative LFD test result – staff can continue to attend school/nursery, follow guidance and use protective measures.
· Staff with a positive LFD test result – Individuals with a positive LFD result will need to self-isolate immediately in line with the stay-at-home guidance. They must report their results to NHS Test and Trace as soon as the test is complete, as set out in the test kit instructions and self-report gov.uk page. This will enable NHS Test and Trace to monitor the spread of the virus. They must also inform the school/nursery of their result so the school can identify close contacts and they can make appropriate cover arrangements. They should book a confirmatory PCR test online, then continue to isolate for 10 days (from the day the symptoms started) if the PCR test result is positive. The staff member must also inform the school/nursery of a positive PCR result.
· Staff with a void LFD test result - if staff get a void result, this means that the test has not run correctly, and they will need to take another test as soon as possible, ideally on the same day. Staff should still report the void result to NHS Test and Trace via the selfreport gov.uk page. They should use a new test kit but not reuse anything from the first kit. In the very unlikely event staff get two void test results, they should book a PCR test. Staff should self-isolate pending the result of the PCR test. Staff should inform the school/nursery as it may indicate a faulty batch of test kits.
· All staff - The asymptomatic testing programme does not replace the current testing policy for those with symptoms. Anyone with symptoms (even if they recently had a negative LFD test result), should still self-isolate immediately according to government guidelines. Those with symptoms are also expected to order a test online or visit a test site to take a PCR test to check if they have the virus.
· All staff - the LFD test kits for use by primary school staff are not to be used as an alternative to self-isolation. If a member of staff has been in close contact with a confirmed case of COVID-19, they should follow the government guidance and self-isolate.
	Staff have received numerous training and guidance documents.  The registration assistant will highlight individuals who give cause for concern.  Additional traning will then be put in place for that member of staff
	4
	1
	4
	
	

	
	Incidents are not reported accurately
	5
	3
	15
	All school workforce, inc. supply and peripatetic teachers and visitors (staff).
Pupils in school (and their families) through transmission of the virus
	Schools - Issues experienced by an individual at home:
· The COVID Coordinator to develop an Incident Log and process for logging issues. The Registration Assistant ensures the Incident Log is completed and saved securely.
· All staff members to be trained in what issues should be reported, to whom and by when.
· The Incident Log to be reviewed daily by the COVID Coordinator.  Lessons learnt identified and changes made to the testing process and risk assessment where needed.  Changes to be communicated to all staff.
· If there are repeated or similar issues these should be reported to the DfE Helpline.
· The COVID Coordinator to share learning with the DfE should contact be made.
Individuals
· If any immediate medical care is needed by staff members, this should be sought from the usual routes for seeking medical care through 111 or 999.
· If there is a clinical incident which led or has the potential for harm, staff to be advised to report this on Coronavirus Yellow Card reporting site
· For any non-clinical issues occurring in a home setting, participants to be advised to report any issues to 119 and inform the school (as above)
Any other questions, concerns or reporting issues will be raised via the DfE coronavirus helpline on 0800 046 8687.
	Staff have received numerous training and guidance documents.  The registration assistant will highlight individuals who give cause for concern.  Additional traning will then be put in place for that member of staff
	3
	1
	3
	
	

	
	Risk of data protection breach in managing personal data
	4
	4
	16
	All school workforce, inc. supply and peripatetic teachers and visitors (staff).
Pupils in school (and their families) through transmission of the virus
	Access to the data to be restricted to the COVID Co-ordinator and Registration Assistant and the Headteacher if not the COVID Co-ordinator.
Data/records to be stored securely on school computers only, not to be removed from school.  
Ensure that the collection and storage of the data meets legislation requirements and the school’s Data Protection Policy.  The school/nursery will need to satisfy themselves that they have a lawful basis for processing personal data. The school/nursery will provide staff with a privacy notice explaining what personal data is required to participate in the programme.
	System is being managed by 2 members of staff and HT to follow guidance and proceedures reducing the risk of a data breach
	3
	1
	3
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	J. Paediatric First Aid (PFA) risk assessment for COVID-19 for workforce EYFS settings

	
	No PFA on site
	5
	5
	25
	Pupils in school (and their families) through transmission of the virus
	Establish who is the Appointed Person (AP) in charge of managing First Aid provision daily and managing staff cover. 
· The AP creates a daily/weekly First Aid Provision plan is to ensure there is planned PFA cover for the EYFS bubble and Year 1. 
· The AP shares this plan with the Headteacher (HT) and gets this signed off as agreed.
· The First Aid Provision Plan is clearly displayed and shared with all staff and visitors.
· Urgent changes to the plan are shared with all staff on site whilst maintaining safe distances and covid19 practices.
Note: New entrants (levels 2 and 3) to the Early Years Department will not need to hold a PFA certificate within their first 3 months in order to be counted in staff: child ratios, during any period of intervention related to coronavirus (COVID-19).
The AP will keep records of all pupils in EYFS setting in school with first aid needs in a readily available file in the classroom and a record at the School office for Administration staff to refer to in an emergency.
The HT will undertake all endeavours to locate PFA if the school is short staff, including:
· liaising with the TRUST to find a suitable person, this could include identifying and looking to appoint temporary/interim cover through either: 
· a person with a PFA certificate and Disclosure and Barring Service (DBS) check from a local provider who has closed
· a registered local childminder with a PFA certificate and DBS check who is approved to work on non-domestic premises.
· looking to secure full PFA training for additional staff that includes the specific risk factors and techniques required for the care of young children including but not limited to choking, seizures, and issues related to sleeping – annex A of the EYFS statutory framework sets out the criteria for effective PFA training
As set out in HSE guidance, any training in relation to paediatric CPR and choking should be in line with the Resuscitation Council’s guidance and NHS England guidance.
The AP will organise the following supportive practices to avoid no PFA being available:
· All staff trained in First Aid at Work to undertake online training in PFA as soon as possible. 
· All first aiders to undergo revision of paediatric resuscitation methods and techniques.
· Ensure all first aid equipment is readily available and all PFA know where this is kept in the classroom.
Ensure all PPE is stored with First aid equipment, plus appropriate disposal for clinical waste.
	Currently on PFA in post, 3 further member of staff booked to undertake training before March 31st
3 Additional members of staff are now trained with a 3 yr qualification in PFA
	4
	1
	4
	
	

	
	The only PFA at school becomes ill during the day and leaves the school site.
	5
	3
	15
	Pupils in school (and their families) through transmission of the virus
	If it is still not possible for someone with a full PFA certificate to be always on site whilst children are present, providers must undertake the following actions to remain open: 
· the HT and AP must consider and mitigate the likely occurrence of a serious incident.
· the HT and AP should consider all relevant factors with the aim of enabling the setting to ensure they can provide the safe care needed during any period of intervention related to coronavirus (COVID-19), including:
· the number of children on the premises
· the staff to child ratio
· the types of activities undertaken with the children on the premises.
· the likely need for first aid based on the needs of the children attending the premises.
· first aider knowledge among staff on the premises
· the mitigations available to reduce the risk of such an incident.
After carrying this out, the HT is satisfied by the Risk Management then a member of staff trained in First Aid at Work or Emergency Certification PFA may provide cover.
If this fails, the bubble will be closed immediately, and pupils sent home.
	Four full first aiders at work are on site and 3 more will be PFA trained before 31st March.
 3 PFA’s are now trained in school, if one becomes ill then we have two further members of staff and 3 FFA’s
	4
	1
	4
	
	

	
	PFA qualification out of date
	3
	3
	9
	Pupils in school (and their families) through transmission of the virus
	Requalification
If PFA certificate requalification training is prevented for reasons associated directly with the coronavirus (COVID-19) pandemic, or by complying with related government advice, the validity of current certificates can be extended to 31 March 2021 at the latest. This applies to certificates expiring on or after 1 October 2020 and includes paediatric first aiders in provision registered on the General Childcare Register as well as Ofsted registered early years provision. Childminders can also apply this extension.
If asked to do so, the school/setting should be able to explain why the first aider has not been able to requalify and demonstrate what steps have been taken to access the training. The HT or certificate holders must do their best to arrange requalification training at the earliest opportunity.
Practitioners are strongly encouraged to use online resources to refresh their knowledge of Paediatric First Aid procedures if they need to extend their certificates while waiting to access face-to-face training. Providers such as St John Ambulance offer free online resources to support this.
The practical elements of PFA courses should be delivered face to face, so that competency can be properly assessed, as set out in Annex A of the statutory framework for the EYFS.
	N/A
	N/A
	N/A
	N/A
	
	

	
	Inadequate first aid equipment  available.
	4
	3
	12
	Pupils, staff and visitors
	The AP to ensure First aid boxes contain at least the minimum equipment requirement.
While there is no mandatory list of items to include in a first aid box.the Trust supports the use of HSE ACoP which provides a list of minimum recommended contents for a first aid container in a low hazard workplace:
· a leaflet giving general advice on first aid:
· 20 individually wrapped sterile adhesive dressings (hypoallergenic plasters can be provided if necessary)
· 2 sterile eye pads
· 4 individually wrapped triangular bandages (preferably sterile)
· 6 safety pins
· 6 medium-sized individually wrapped sterile unmedicated wound dressings.
· 2 large sterile individually wrapped unmedicated wound dressings
· 1 pair of disposable gloves.
	First aid kits are in place throughout the school and will be upgraded at their next check date
	4
	1
	4
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	1 to 6
	Manageable Risk: Overall rating is 6 or less.  Content to carry these risks. Monitor and track any change.

	
	
	
	
	
	

	
	7 to 14
	Material Risk: Overall rating is 7-14.  Concerned about these risks.  Need to be managed as a priority.

	
	
	
	
	
	

	
	15 to 25

	Significant Risk:  Overall rating is 15 or above.  Most concerned about these risks which are significant and should be referred to LGB for regular review.  
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