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Site Management Risk Assessment – version 10 
 

Work Activity  COVID-19 
Location Whole School 
Name of Assessor M Brailsford and Linda Walker 
Date of Assessment 01/03/2021 
Number of people affected Everyone on the School site 
How often affected Daily  
Updated by     
 
Outline of Activity 
 
The provision of full time education for the school community. From 8th March all students 
should attend school, although clinically extremely vulnerable students should shield and stay at 
home as much as possible. 
 
Planning teaching, learning and risk assessing the site and managing school operations during 
the pandemic:  

These plans have been updated in response to the Government’s guidance: Schools coronavirus 
(Covid 19) operational guidance February 2021. This focuses on the return on site teaching and 
learning until the end of the spring term and the role out of LFD testing. Please see Risk 
Assessments 1 to 9 for the guidance followed to this point. 

This Risk Assessment (version 10) adds:- 

Use of face coverings in classrooms for students and staff 
Mandatory attendance expectations 
Current expectations for clinically extremely vulnerable students and staff 
Curriculum expectations, elective home education and exams 
Management of asymptomatic testing. 
 

The school will implement sensible and proportionate control measures which follow the health  
and safety hierarchy of controls to reduce the risk to the lowest practicable level, and ensure  
that those controls are effective and working as planned.  
 
  
Associated Hazards 
Pandemic – spread of Covid 19. 
 

Control Measures – national requirements   

At the time of this review schools in England were subject to a second lockdown with only very 
limited numbers of students and staff on site at any given time. On site teaching will resume on 
8th March 2021 and these control measures will be reviewed at Easter time. 

Students, staff and other adults must not come into the school if: 
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They have one or more coronavirus (COVID-19) symptoms:  a new and continuous 
cough or a high temperature, or has a loss of, or change in, their normal sense of taste 
or smell (anosmia). 
A member of their household (including someone in their support bubble or childcare 
bubble if they have one) has coronavirus (COVID-19) symptoms 
They are required to quarantine having recently visited countries outside the Common 
Travel Area 
They have had a positive test  
 

They must immediately cease to attend and not attend for at least 10 days from the day after: 

The start of their symptoms 
The test date if they did not have any symptoms but have had a positive test (whether 
this was a Lateral Flow Device (LFD) or Polymerase Chain Reaction (PCR) test) You must 
follow this process and ensure everyone onsite or visiting is aware of it.  
 

Anyone told to isolate by NHS Test and Trace or by their public health protection team has a 
legal obligation to self-isolate. 

System of controls 

This is the set of actions schools must take. They are grouped into ‘prevention’ and ‘response to 
any infection’ and are outlined in more detail in the following sections. 

Prevention: School must always 

1) Minimise contact with individuals who are required to self-isolate by ensuring that they do 
not attend school. 

2) Ensure face coverings are used in recommended circumstances 

3) Ensure everyone is advised to clean their hands more thoroughly and more often than usual. 

4) Ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach. 

5) Maintain enhanced cleaning, including cleaning frequently touched surfaces often, using 
standard products such as detergents. 

6) Minimise contact between individuals and maintain social distancing wherever possible. 

7) keep occupied spaces well ventilated 

8) Ensure that individuals wear appropriate personal protective equipment (PPE) (in specific 
circumstances, where necessary 

9) Promote and engage in asymptomatic testing 
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Response to any infection: School must always 

10) Engage with the NHS Test and Trace process. 

11) Manage confirmed cases of coronavirus (COVID-19) amongst the school community. 

12) Contain any outbreak by following local health protection team advice. 

Northgate Control Measures - Prevention 
 
1. Preparing the site:  

a. Health and safety check of the building: services have been maintained, routine 
checks undertaken and flushing of the water system undertaken weekly. 

b. Cleaning and hygiene: Deep cleaning being undertaken; 3 cleaners covering the 
school site when students are in school in addition to the normal evening clean, 
disposable gloves, soap and sanitiser supplies secured, handwashing advice, 
practical rooms have sinks and soap, cleaning of IT equipment, sole use of 
equipment where possible.  Open windows and maintain ventilation.   Face 
coverings and other PPE must be worn when undertaking Covid 19 caring 
arrangements. Details of when face covering should be worn are detailed later in 
this document. Clear visors should not be used without a face covering.  
 

c. Movement around the school to reduce contact:  Follow the one way systems to 
avoid congestion – signage and painted arrows, keep left, no conversations in 
corridors, de-cluttering communal spaces.  Departmental ownership of student 
routines for safe entry and exit to buildings, including the use of ground floor fire 
exits where available.  Timing of the school day being adjusted to stagger the arrival, 
breaks, lunch and going home of students. Tutor time suspended so students go 
directly to period 1. Use of the Eating Zone and designated student areas (with 
marked walkway to allow clear passage through the zone). Signage updated, 
doorguards installed, door wedges, leave external doors open. Reduce access to the 
site.  No school lettings, (see below about community facilities). Visitors 
discouraged. Parents on site by appointment only. 
 

d. Parent evenings, and other key events, all planned and run virtually. 
 

e. Site examination:  
i. PFO and Site Manger – measured usable space in rooms, set limits on 

maximum room occupancy to maintain staff social distancing, 2m ‘no 
student’ zones established in classrooms and marked on the floor with tape 
(so staff can manage the teaching space to stop student desks encroaching 
in this space), allocation of alternative work spaces, decommissioning 
furniture, identified larger spaces and outside space for use and checked 
site team work, commissioned signage. 

ii. PFO, Site Manager, Headteacher and H&S Consultant, undertaken XXXXX 
iii. Review by Health and Safety Committee 1st March 2021 
iv. Review visit by H&S Consultant on XXXXX, and Governor 16/09/2020 
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2. Reviewing staff for availability in school; 10 Clinically extremely vulnerable staff advised to 
work from home from 9th November 2020 until the end of the spring term for the National 
Lockdown.  HR Manger has met vulnerable staff, and arranged for appropriate adjustments 
to be made to enable staff to work from a single classroom with 2 meter no student zones.  
PPE made available where appropriate, cover and duty arrangements to be considered on a 
case-by-case individual basis, with no previously shielding member of staff having a duty or 
cover responsibilities. 
Increased home working for office based staff where practical (not student facing roles). 
 

3. Maximum safe group size:  Each year group (for Years 7-11) is a bubble, and the Sixth Form 
is a bubble so 6 bubbles in total.  

 
4. Creating and staffing the temporary teaching groups: Normal teaching groups being staffed 

with some small adjustments in Year 9 science to cater for CEV colleagues. Additional 
staffing engaged to help manage the remote learning delivered by clinically extremely 
vulnerable staff.  
 

5. Practical steps to reduce risks in the dynamic of the school day: 
Perspex screens for Reception, entrance capacity restriction and the introduction of a visitor 
Covid 19 questionnaire.  
Perspex screens for the library, practical work spaces and where staff routinely can’t socially 
distance for sustained periods (if not achieved with other PPE).    
PPE for sickbay, sick bay protocols to be agreed, Referrals for C19 testing (the school has 
signed up to the Covid 19 appointment portal so that staff can be booked in for testing as 
required and Covid testing kits have been received in school and arrangements are in place 
for ordering more), communication staff expectations/protocols document. Recognising the 
need to avoid default patterns of behaviour when returning to familiar surroundings and 
seeing people that you haven’t seen for ages – combined approach of videos describing 
changes and new routines, and staff protocols.  Virtual meetings to continue where 
appropriate. 
 
Staggered arrival and departure times with specific muster points and allocated bike shed 
space. Separate breaks & lunch times for each year group to enable socially distanced 
catering. Manageable arrangements for wet lunch and breaks put in place.   No littering. 
Students to provide own water bottles. Internal drinking fountains decommissioned – 
outside water bottle filling stations available signs prepared for how to refill bottles safely. 
Lock gates during session time. Separate muster points/dedicated play areas for each year 
groups to avoid over-crowding. Restrictions on entering tech support areas.  Classrooms 
rearranged so students are in rows or facing away from one another, do not rearrange the 
furniture. Seating plans to be put on Go4Schools for all year groups including the 6th Form. 
Whistles ordered for staff to gain student’s attention quickly during social times if they are 
too close together.   
 
Ensure face coverings are used in recommended circumstances: face coverings should be 
worn by adults and pupils when moving around the premises, outside of classrooms, such as 
in corridors and communal areas where social distancing cannot easily be maintained. Face 
coverings do not need to be worn by students when outdoors in designated areas.  The 
Government says that face coverings should be worn in classrooms or during activities 
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unless social distancing can be maintained.  Detailed guidance for teachers will be issued as 
there are situations when the face covering can be removed. This does not apply in 
situations where wearing a face covering would impact on the ability to take part in exercise 
or strenuous activity, for example in PE lessons.  
 
Transparent face coverings, which may assist communication with someone who relies on 
lip reading, clear sound or facial expression to communicate, can also be worn. There is 
currently very limited evidence regarding the effectiveness or safety of transparent face 
coverings, but they may be effective in reducing the spread of coronavirus (COVID-19). 
Those who rely on visual signals for communication, or communicate with or provide 
support to such individuals, are currently exempt from any requirement to wear face 
coverings in schools or in public places. Face visors or shields should not be worn as an 
alternative to face coverings. They may protect against droplet spread in specific 
circumstances but are unlikely to be effective in reducing aerosol transmission when used 
without an additional face covering. They should only be used after carrying out a risk 
assessment for the specific situation and should always be cleaned appropriately. 
 
Exemptions Some individuals are exempt from wearing face coverings. This applies to those 
who: 
•cannot put on, wear or remove a face covering because of a physical impairment or 
disability, illness or mental health difficulties 
•speak to or provide help to someone who relies on lip reading, clear sound or facial 
expression to communicate. 
 
Where a face covering becomes damp, it should not be worn, and the face covering should 
be replaced carefully. Staff and students may consider bringing a spare face covering to 
wear if their face covering becomes damp during the day. 
Students must be instructed 

not touch the front of their face covering during use or when removing it 
dispose of temporary face coverings in a ‘black bag’ waste bin (not recycling bin) 
place reusable face coverings in a plastic bag they can take home with them 
wash their hands again before heading to their classroom 

 
 
Learning and emotional support 
 
a. Learning/teaching support – contact with children in classrooms –strategies to support 

students – use of ipads, whiteboards to interpret instructions, one TA per bubble of 
students, wearing of gloves to pass papers/resources to support learning – resources to 
support learning – pencils, pens, laptops, rulers etc to be restricted to an individual 
student, labelled as such, and not used by any other student in the bubble.  
 
Access to Learning Support for students in a one way system via the door facing the 
middle school area – students to wait for access – and exit via the door by the Library. 
Classes to be single year group – no mixing of year groups on a learning need basis. 
 
Whole staff training session on PD days around supporting students with their 
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wellbeing, mental health, adverse childhood trauma.  Safeguarding support, form 
tutors, keyworkers, pastoral officers and all staff ready to support students’ return to 
school. 
 

b. Proximity issues – adapt support – suspend close work until appropriate - use of visors 
for teaching assistants and teachers, mitigating actions in place – washing after guiding 
students, supporting side by side, over the shoulder, moving on from student after a 
couple of minutes, no writing for students.  2m no student zones identified in teaching 
rooms. 
 

c. Interventions – provision in EHCP for 1:1 intervention, group work, interventions – 
cannot be delivered if remaining in one bubble – complete reasonable endeavours steps 
and risk assessments for EHCP and vulnerable students 
 
Small group intervention will go ahead in single year group settings with proximate 
working measures in place – visors, social distancing, no equipment sharing. 
 

d. Welfare checks and work support – Previous arrangements to be triggered if classes are 
sent home to isolate or the school closes. Bespoke arrangements for vulnerable 
students as required.  
 
TAs to stay at own laptop/computer and work station. TA teams to be allocated to one 
telephone and/or wipes to be used after each use of the telephone. TAs will be in 
classrooms for most of the day but will keep own laptops as issued. Timetables show 
blue when workspace needed and are distributed so that TAs are either in classrooms or 
have an available workspace – hot desking arrangements in place with wipes on each 
desk to be wiped after each use. 

 
e. Supervision at social times conducted with due regard to social distancing. 

Lunch and break times to be taken with due regard to social distancing and staggered as 
per support in lesson. Use of the staffroom where there is more opportunity to distance 
and eat lunch.  Recommendation to bring own food and drink. 

 
f. Nurture and wellbeing support such as Breakfast Club, Friendship Club, Homework club 

are suspended until appropriate and moved to remote support via email and phone call. 
g. Breakfast Club will remain suspended in the short term.  A Year 7 Friendship Club will 

operate where lessons before and after fit i.e. Mon L18, Tues L19, Wed L4, Thurs L4, 
Friday L19. Homework Club for Year 7 will operate in A32, A38 and A39 on Tuesday and 
Thursday. Other Year groups will be supported by Progress Directors?? 

 
h. Additional onsite wellbeing support is offered outside in wellbeing garden, allotment, 

walking on site.  Staff training around supporting students’ wellbeing and new model of 
social prescription to support young people. 
 
Delivery in single year group small class 

i. Thrive – interventions socially distanced – interventions with vulnerable students will 
take place outside or at spaced distance, or within the year group bubble. 

j. One to one interaction/support with vulnerable students such as CIC, those subject to 
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safeguarding need, students with EHCP will take place in a socially distanced way- 
spaces to be pre booked or if reactive, outside as much as possible.  No external support 
or other professional staff onsite unless pre-booked and arranged in advance. 

k. Arrangements will be made for visiting professionals to meet staff/students in a 
controlled socially distanced environment, changing/cleaning furniture between 
appointments. 

 
6. Changes to routines for staff and students: 

 
Revised school opening hours – staff access from 7.45am until 6pm.  The Asymptomatic 
Lateral Flow Testing programme has been circulated to the school community. 
Arrangements have been made to provide testing to students w/c 1st March 2021, prior to 
the return to school.  Starting at 8.30am, two further tests will be offered in school to 
support students as they move to home testing; initially until the end of the spring term.  
Home testing kits will also be distributed to staff.    
 
a. Staff – increased use of classrooms as staff base due to limited office space. Respect 

room capacity numbers and social distancing.  Use outside spaces where possible.   
Learn the one-way system so that it becomes second nature, increased 
handwashing/sanitising. Do not stop to chat in corridors – move to a larger space.  Do 
not hot-desk, avoid shared use of items where possible (wipe phones but use own 
laptop/seat etc,).  Delayed handling of items (eg 24 - 72 hours) to minimise risk of 
transmission. Expectation that workspaces will be left clear and tidy to enable cleaners 
to clean effectively. Expectation that staff turn off lights and equipment and close 
windows that they have opened. Café 6 will be open, and Vertas (Y7-11) will be open at 
lunch time only, both having a limited menu. No morning break service in the staff 
room. Office Reception and Sick Bay protocols written.  Room and equipment cleaning 
regimes put in place. No visitors to be allowed on site without an appointment. Staff 
training/meetings and group activities will be via Teams or similar where possible. Staff 
protocols written and shared with regard to lesson management e.g. marking 
expectations, not loaning/sharing basic equipment.  Delegation to departments 
consideration of curriculum coverage in schemes of work and practical subjects’ 
curriculum delivery with regard to professional association recommendations.   
 

b. Students – come with own school equipment which cannot be shared with others. Go 
directly Period 1 or designated area, if arriving ahead of time. Stay in designated areas 
for the year group during free time. When possible respect social distancing and do not 
have any physical contact with other people, stay with allocated cohort and not attempt 
to mix with others. Follow instructions.  Follow the one-way system. Line up and wait 
sensibly where queueing systems are in use to help manage the flow of people through 
communal spaces into teaching rooms. 

 
Unless the school is notified of medical conditions that prevents it, it will be compulsory 
for all students to wear face coverings when moving around the campus and during 
lessons. All students are requested to eat outside rather than in doors. Students may 
remove their coverings in the outside eating zone and designated areas.   Face coverings 
should be placed into a plastic bag and sealed when not in use.  For students requiring a 
face mask exemption the parent/carer must write to the headteacher – pass and 
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lanyard to be issued where appropriate to those who cannot wear a facemask. 
 

Wear warmer clothing as increased ventilation will lower the temperature in buildings. 
 

Bring a water bottle – outdoor fountains are open for bottle filling only.  All litter, used 
tissues and unwanted food must be placed in the zone bins – no litter on site 
whatsoever.  Bring tissues and small hand sanitizer.  Wash hands routinely as required 
and on each entry to the school building or hand sanitise.  Observe capacity restricted 
posted on toilet doors, support each other in minimising any transmission risks. 
Deliberate coughing and sneezing will be sanctioned.   
 
Student behaviour expectations explained on Day 1, with particular reference to 
maintaining hygiene.  Emphasis on the message ‘Hands, face and Space’.  Behaviour 
policy shared with governors and wider school community.  

 
7. Communicating with staff, regular emails from Headteacher, supplemented with short films 

for the return of staff and students e.g. How the site will work, Students: this is how it’s 
going to be when you come in and Staff: managing teaching and learning. 
 

8. Communicating with parents and students: weekly emails, the introduction of Tannoy Friday 
–  

a. well-being: nice to see you, really happy to welcome students back, don’t come in if 
unwell, available support etc.  

b. How we will teach you and look after you 
c. Practical arrangements: hygiene arrangements, hand washing, toilets, hand 

sanitiser, tissues, water bottles, muster at allocated point when arriving on site, 
one-way system, managing social interactions, face coverings, Eating Zones and 
designated areas for break/lunch times.   

d. Northgate Values poster – Covid 19 edition to be mounted in all spaces students 
might use reiterating key messages.  

e. Handwashing posters. ‘Hands, face and space’ message. 
 
We now have a Covid-19 section on the website with protocols and the Headteacher’s 
formal letters home.   
 

9. Communicating with the Arts Centre, Sports Centre and other site users. Normal but 
enhanced communication channels in use, supplemented with Teams meetings  

 
For the Arts Centre the Suffolk County Council corporate risk assessment applies other 
than during school ‘hours’ where the school risk assessment applies to the school 
community during school time. Staff will have the fire doors open for ventilation whilst 
the rooms are occupied as long as staff secure them when the room is vacated.    
 
The Arts Centre is opening up for an ‘exempt’ community bookings on Saturdays but 
otherwise will be closed to the public.  There will be staff on site from time to time.  
 
The sports facilities space is closed to the general public. The Centre Manager or other 
IBC employee is on site once a week. 
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At present the school is closed for external bookings. 
 

10. Managing wellbeing and mental health 
 
Staff: Recognition and understanding for staff that are extremely clinically vulnerable or 
vulnerable staff, including Black, Asian and ethnic minority staff and pregnant colleagues 
and steps in place to ensure considerations are made eg portable screens are in for 
vulnerable staff and individual arrangements on case by case basis.  Extremely clinically 
vulnerable staff to work remotely.  Availability of HR to allow for concerns to be talked 
through and a support plan to be put in place if necessary and following appropriate risk 
assessment. Open communication allaying fears throughout so all staff feel equipped both 
mentally and physically to come back to work. If physically unwell when scheduled to work – 
call the absence line.  If anxious/worried, phone HR.  Wellbeing support for staff will be 
available on request. 

 
Students:  Do not come into school if unwell. Students can seek advice from Learning 
Support. Guidance available from HR regarding Black, Asian and ethnic minority students. 
Any extremely clinically vulnerable student to work remotely from home. First day 
arrangements for all year groups included welcome back with form tutors, wellbeing checks 
and discussions, clear communication of student expectations around behaviour on site. 
Lots of pastoral support available if required – form tutors, pastoral officers, safeguarding 
leads, teaching assistants.  Communications home with new intake to offer bespoke support 
and guidance as required. Payments will be made to families where students that need to 
self-isolate are entitled to free school lunches.  

 
11. Planning what to teach and how 

 
Broad and balance curriculum offered on site with no reduction to teaching time at this 
time. Morning tutor time suspended for the National Lockdown, so students go directly to 
Period 1. Tutors to make arrangements for the ongoing support of their tutees.  
  
Subject specific risk assessments carried out to ensure health and safety for students across 
the full complement of lessons.  Departments to take responsibility for safe delivery of 
lessons and consistent routines.  
 
Use of IT rooms restricted to timetabled lessons at this stage, but arrangements for 
increased access being explored. Laptops /ipads being allocated for use by specific 
subjects/year groups, rigorous hand hygiene required.  

 
12. Remote education during wider opening 

 
       Resume distanced learning as necessary, following established arrangements. 
 
13. Staff recruitment 
 

Where recruitment needs to proceed during the pandemic, candidates may be invited into 
school. However, contact with school staff and students needs to be limited (in line with 
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established control measures), but sufficient to ensure that an effective process is 
undertaken.  Use of Teams should be considered and used for ‘remote’ contact where 
appropriate.  
 
 
 

14. Testing of Staff and Students 
 
Since 4th January 2021 schools have been able to offer Lateral Flow Device testing to 
asymptomatic staff and students. Northgate has trained staff so we can run testing sessions 
daily. In line with current guidelines have offered staff up to two tests per week. Home 
testing kits will be distributed to staff for use until the end of term, to help facilitate  the 
mass testing w/c 1st March 2021. 
 
Following government proposals, plans are in place to test all students three times, and to 
prepare them for home testing, for which they will be given a kit. Parental consent, in the 
first instance, is being gathered through the appointment booking system.  A parent /carer 
is asked to accompany Year 7-8 students, and are welcome to support SEND and older 
students as they see fit. So far over 80% of students have been booked in for the LFD 
testing.   
 
The school must be notified of all positive and void test results for staff and students. 
 
The latest guidance on this matter is at https://www.gov.uk/guidance/asymptomatic-
testing-in-schools-and-colleges 
 
 

Northgate Control Measures – Response to any infection 
 
15. The school has in place designated members of SMT who have the responsibility for 

managing positive cases and infection control. The risk assessment to follow is on the Covid 
19 folder O drive, and is updated as the guidance changes. This work is carried out in close 
liaison with Public Health England and the DfE. 

a. All known cases have been assessed and recorded. 
b. Any contacts with known cases have been assessed and told to isolate where 

appropriate. 
c. Any positive response to asymptomatic testing in school has been treated as a 

known case. 
d. Any positive response to asymptomatic testing at home will require self-solation 

pending a Polymerase Chain Reaction (PCR) test result.  
 
 

 
Further Action Required 
 
If a case is confirmed, a further risk assessment is required. Please refer to the Headteacher in 
the first instance.  Positive covid case follows the confirmed cases checklist accessible via the O 
drive. 

https://www.gov.uk/guidance/asymptomatic-testing-in-schools-and-colleges
https://www.gov.uk/guidance/asymptomatic-testing-in-schools-and-colleges
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Training Required 
 
 
Signed:                                    Date: 
 
Verified: Mark Brailsford, Linda Walker     Date: March 2021 
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