Wednesday 25th August 2021

Operational Management for Academies
From 1st September 2021
This guidance document has been updated to reflect the current operational requirements for
schools in relation to Coronavirus (COVID-19) and the current national restrictions. This guidance
must be read in conjunction with the Risk Assessment Pack issued to each school. Headteachers
must ensure that all members of staff have access to, and read, this guidance.
The safety of our pupils, staff and other building occupants is of paramount importance within the
strategies of this guidance document. Our approach will be in accordance with Government,
Public Health England, and associated local guidelines, supported by our risk assessments.
Stakeholders, including staff and unions, are being consulted to assist with the production of this
document.
The latest guidance provided by the Government can be found here.
Policy
Our policy is to follow the Government’s published guidance, produce risk assessments based on
the requirements of the guidance.
1. Mixing and bubbles
We no longer require children to be kept in consistent groups (‘bubbles’). As well as enabling
flexibility in curriculum delivery, this means that assemblies can resume, and you no longer need
to make alternative arrangements to avoid mixing at lunch.
Under exceptional circumstances it may become necessary to reintroduce bubbles for a
temporary period. School or college will be advised by the Director of Operations in the unlikely
event that this should become necessary.
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2. Tracing close contacts and isolation
Schools and colleges only needed to do contact tracing up to and including 18th July. Close
contacts will now be identified via NHS Test and Trace and schools and colleges will no longer be
expected to undertake contact tracing.
As with positive cases in any other setting, NHS Test and Trace will work with the positive case
and/or their parent to identify close contacts. Contacts from a school or college setting will only be
traced by NHS Test and Trace where the positive case and/or their parent specifically identifies
the individual as being a close contact. This is likely to be a small number of individuals who
would be most at risk of contracting Coronavirus (COVID-19) due to the nature of the close
contact. You may be contacted in exceptional cases to help with identifying close contacts, as
currently happens in managing other infectious diseases.
Individuals are not required to self-isolate if they live in the same household as someone with
Coronavirus (COVID-19), or are a close contact of someone with Coronavirus (COVID-19), and
any of the following apply:
•

they are fully vaccinated

•

they are below the age of 18 years and 6 months

•

they have taken part in or are currently part of an approved COVID-19 vaccine trial

•

they are not able to get vaccinated for medical reasons

Instead, they will be contacted by NHS Test and Trace, informed they have been in close contact
with a positive case and advised to take a PCR test. We would encourage all individuals to take a
PCR test if advised to do so.
Staff who do not need to isolate, and children and young people aged under 18 years 6 months
who usually attend school or college, and have been identified as a close contact, should continue
to attend school as normal. They do not need to wear a face covering within the school or college,
but it is expected and recommended that these are worn when travelling on public or dedicated
transport.
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18-year-olds will be treated in the same way as children until 6 months after their 18th birthday, to
allow them the opportunity to get fully vaccinated. At which point, they will be subject to the same
rules as adults and so if they choose not to get vaccinated, they will need to self-isolate if
identified as a close contact.
Schools and colleges will continue to have a role in working with health protection teams in the
case of a local outbreak. If there is a substantial increase in the number of positive cases in a
setting or if central government offers the area an enhanced response package, a director of
public health might advise a setting to temporarily reintroduce some control measures.
3. Face coverings
Face coverings are no longer advised for pupils, staff and visitors either in classrooms or in
communal areas.
The government has removed the requirement to wear face coverings in law but expects and
recommends that they are worn in enclosed and crowded spaces where you may come into
contact with people you don’t normally meet. This includes public transport and dedicated
transport to school or college.
3.1

In circumstances where face coverings are recommended

If you have a substantial increase in the number of positive cases in your school, a director of
public health might advise you that face coverings should temporarily be worn in communal areas
or classrooms (by pupils staff and visitors, unless exempt).
In these circumstances, 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. Transparent face coverings may be effective in reducing the spread of Coronavirus
(COVID-19). However, the evidence to support this is currently very limited. Face coverings
(whether transparent or cloth) should fit securely around the face to cover the nose and mouth
and be made with a breathable material capable of filtering airborne particles.
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The main benefit from a transparent face covering is that they can aid communication, for
example enabling lip-reading or allowing for the full visibility of facial expressions, but this should
be considered alongside the comfort and breathability of a face covering that contains plastic,
which may mean that the face covering is less breathable than layers of cloth.
Face visors or shields can be worn by those exempt from wearing a face covering but they are not
an equivalent alternative in terms of source control of virus transmission. They may protect the
wearer against droplet spread in specific circumstances but are unlikely to be effective in
preventing the escape of smaller respiratory particles 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.
The use of face coverings may have a particular impact on those who rely on visual signals for
communication. Those who communicate with or provide support to those who do, are exempt
from any recommendation to wear face coverings in education and childcare settings.
Schools and colleges should make reasonable adjustments for disabled pupils to support them to
access education successfully. Where appropriate, you should discuss with pupils and parents the
types of reasonable adjustments that are being considered to support an individual.
No pupil or student should be denied education on the grounds of whether they are, or are not,
wearing a face covering.
Any pupil or student, member of staff, or visitor to school or college who chooses to wear a face
covering, at any time in school or college, should be allowed to do so.
4. Personal Protective Equipment (PPE)
Schools and colleges should use PPE for activities as they would have done prior to the onset of
the Coronavirus (COVID-19) pandemic. PPE in relation to Coronavirus (COVID-19) is now only
required when caring for somebody who is suspected to have Coronavirus (COVID-19) or when
caring for those who require aerosol-generating procedures (AGPs). For detailed PPE guidance in
relation to Coronavirus (COVID-19), please view guidance here.
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4.1

What PPE to wear when caring for a symptomatic individual

Depending on how close you need be to an individual with Coronavirus (COVID-19) symptoms
you may need the following PPE:
•

fluid-resistant surgical face masks (also known as Type IIR)

•

disposable gloves

•

disposable plastic aprons

•

eye protection (for example, a face visor or goggles)

How much PPE you need to wear when caring for someone with symptoms of Coronavirus
(COVID-19) depends on how much contact you have.
1. A face mask should be worn if you are in face-to-face contact.
2. If physical contact is necessary, then gloves, an apron and a face mask should be worn.
3. Wear eye protection if a risk assessment determines that there is a risk of fluids entering
the eye, for example, from coughing, spitting or vomiting.
If a child tests positive for Coronavirus (COVID-19) and needs to remain in a residential setting,
the same type and level of PPE as above should be used.
When PPE is used, it is essential that it is used properly. This includes scrupulous hand hygiene
and following guidance on how to put PPE on and take it off safely in order to reduce selfcontamination.
Face masks should:
•

cover both the nose and mouth

•

not be allowed to dangle around the neck

•

not be touched once put on, except when carefully removed before disposal

•

be changed when they become moist or damaged

•

be worn once and then discarded - hands should be cleaned after disposal
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4.2

Before putting on PPE

Please follow steps in the order below:
•

Perform hand hygiene, make sure you wash your hands for 20 seconds with warm
water and soap or use an alcohol gel, before donning PPE.

4.3

•

Tie hair back if applicable.

•

Ensure you are hydrated.

•

Remove jewellery, bracelets, watches or stoned rings.

•

Check you have the correctly sized PPE.

Donning or putting on PPE

Please follow steps in the order below (see: Diagram 1)
i.

Plastic Apron

The apron provides an additional layer of protection to the front of the body against exposure to
body fluids or excrement from the person. Putting on your single use disposable apron (see:
Diagram 1):
•

Put on your single-use (disposable) plastic apron, making sure it is tied securely at
the back.

ii.

Mask – Respiratory Protective Equipment (RPE)

The aim of wearing a facemask is to protect your mouth and nose from another person’s
respiratory secretions. Wearing a facemask also protects persons by minimising the risk of
passing on infection from yourself (via secretions or droplets from your mouth, nose and lungs) to
others.
Putting on your single use disposable mask (see: Diagram 2):
•

Care must be taken not to touch the inside of the mask

•

Make sure the disposable mask is the correct size, new, clean and undamaged
before you use it.
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•

Cup the disposable mask in one hand, with the straps hanging out of the way.

•

Hold the disposable mask in place on your face.

•

Pull the bottom strap over your head, to the back of your neck.

•

Pull the top strap over your head to sit above your ears.

•

Check the straps are not twisted. If you need to tighten the straps, pull both ends at
the same time, bottom first, then top.

iii.

•

If there is a nose clip, press this firmly to the shape of your nose.

•

Masks must not be touched by hands once mask is in place.

•

Masks must be changed if they become moist or damaged.

•

Masks must not be removed until task is completed.

Face Shield

A full-face shield over your facemask to provide additional protection to the front and sides of the
face, including skin and eyes, face shields provide a useful adjunct to respiratory protection for
workers working with persons with respiratory infections. However, they cannot be used as a
substitute for respiratory protection when it is needed. Spectacles are not considered an adequate
form of protection.
Putting on your re-useable face shield:
•

Bending forward, hold on to the face shield with both hands, expand the elastic
with your thumbs and place the elastic behind your head, so that the foam rests on
your forehead.

•

Once the shield is situated, check to make sure it covers the front and sides of the
face and no areas are left uncovered.

iv.

Gloves

Disposable gloves protect you from picking up the Coronavirus (COVID-19) virus from the
environment (such as contaminated surfaces) or directly from people with Coronavirus (COVID19).
Putting on your single use gloves:
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•

Care must be taken not to touch the face, mouth or eyes when wearing gloves.

•

Take out a glove from its original dispenser, holding only the cuff.

•

Hold glove at opening with one hand and slide fingers and thumb of opposite hand
into glove.

•

Pull towards wrist to fully don glove using only knuckles to avoid fingernail
puncture.

•

Take second glove out of dispenser with bare hand, holding only the cuff.

•

Hold glove at opening and slide fingers and thumb into glove. Pull glove towards
wrist using knuckles of gloved hand.

4.4

Removing of or doffing PPE

PPE should be removed in an order that minimises the potential self-contamination, before
leaving the room where PPE was required. Remove gloves and apron and dispose of it by double
bagging, then store securely for 72 hours, then throw it away in the regular waste receptacle.
Once outside the room, remove disposable facemask and dispose of it by double bagging, then
store securely for 72 hours, then throw it away in the regular waste receptacle and clean hands.
Please follow steps in the order below (see: Diagram 3)
i.

Gloves (see: Diagram 4)
•

Remove gloves. Grasp the outside of glove with the opposite gloved hand; peel off.
Hold the removed glove in the remaining gloved hand.

•

Slide the fingers of the un-gloved hand under the remaining glove at the wrist.

•

Peel the remaining glove off over the first glove and discard.

•

Clean hands.

ii.

Apron
•

Unfasten or break apron ties at the neck and let the apron fold down on itself.

•

Break ties at waist and fold apron in on itself – do not touch the outside – this will
be contaminated. Discard.
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iii.

Face shield
•

Remove eye protection if worn. Use both hands to handle the straps by pulling
away from face and place down.

•
iv.

Clean hands.
Face mask

•

Remove facemask once your work is completed.

•

Untie or break bottom ties, followed by top ties or elastic, and remove by handling
the ties only. Lean forward slightly. Discard.

•

DO NOT reuse once removed.

•

Clean hands with soap and water.

v.

Cleaning a face shield
•

Fresh single use gloves to be worn before cleaning commences.

•

The wearer should clean the inside and outside of the mask using a suitable
disinfectant cleaning wipe.

•

Face shield to be kept in a sterile bag to prevent contamination.

•

Clean hands with soap and water.

•

Dispose of gloves by double bagging, then store securely for 72 hours, then throw
it away in the regular waste receptacle and clean hands.
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Diagram 1
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Diagram 2
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Diagram 3
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Diagram 4
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4.5

Disposal of PPE and face coverings

Used PPE and any disposable face coverings should be placed in a refuse bag and can be
disposed of as normal domestic waste. If the wearer has symptoms of Coronavirus (COVID-19),
disposal of used PPE and face coverings should be in line with COVID-19: cleaning of nonhealthcare settings outside the home.
Used PPE and disposable face coverings should not be put in a recycling bin or dropped as litter.
Schools should provide extra waste bins for staff and customers to throw away disposable face
coverings and PPE and should ensure that staff and customers do not use a recycling bin.
The safe wearing of face coverings requires cleaning of hands before and after touching –
including to remove or put them on – and the safe storage of reusable face coverings in individual,
sealable plastic bags between use. Where a face covering becomes damp, it should not be worn
and the face covering should be replaced carefully.
To dispose of waste such as disposable cleaning cloths, face coverings, tissues and PPE from
people with symptoms of Coronavirus (COVID-19), including people who are self-isolating and
members of their household:
•

Put it in a plastic rubbish bag and tie it when full

•

Place the plastic bag in a second bin bag and tie it

•

Put it in a suitable and secure place marked for storage for 72 hours

This waste should be stored safely and securely kept away from children. You should not put your
waste in communal waste areas until the waste has been stored for at least 72 hours.
Storing for 72 hours saves unnecessary waste movements and minimises the risk to waste
operatives. This waste does not require a dedicated clinical waste collection in the above
circumstances.
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5. Stepping measures up and down
If there is an increased number of cases in school or college and you are advised by a health
practitioner to increase Coronavirus (COVID-19) safety measures in school or college, you should
contact the Director of Operations, who will support you with the steps required and any
adjustments to your risk assessments.
6. Control measures
You should:
1. Ensure good hygiene for everyone.
2. Maintain appropriate cleaning regimes.
3. Keep occupied spaces well ventilated.
4. Follow public health advice on testing, self-isolation and managing confirmed cases of
Coronavirus (COVID-19).
6.1

Ensure good hygiene for everyone

Hand hygiene
Frequent and thorough hand cleaning should now be regular practice. You should continue to
ensure that pupils clean their hands regularly. This can be done with soap and water or hand
sanitiser.
Respiratory hygiene
The ‘catch it, bin it, kill it’ approach continues to be very important.
The e-Bug COVID-19 website contains free resources for you, including materials to encourage
good hand and respiratory hygiene.
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6.2 Maintain appropriate cleaning regimes, using standard products such as detergents
You should put in place and maintain an appropriate cleaning schedule. This should include
regular cleaning of areas and equipment (for example, twice per day), with a particular focus on
frequently touched surfaces.
PHE has published guidance on the cleaning of non-healthcare settings.
6.3 Keep occupied spaces well ventilated
When your school or college is in operation, it is important to ensure it is well ventilated and that a
comfortable teaching environment is maintained.
You should identify any poorly ventilated spaces as part of your risk assessment and take steps to
improve fresh air flow in these areas, giving particular consideration when holding events where
visitors such as parents are on site, for example, school plays.
Mechanical ventilation is a system that uses a fan to draw fresh air or extract air from a room.
These should be adjusted to increase the ventilation rate wherever possible and checked to
confirm that normal operation meets current guidance and that only fresh outside air is circulated.
If possible, systems should be adjusted to full fresh air or, if this is not possible, then systems
should be operated as normal as long as they are within a single room and supplemented by an
outdoor air supply.
Where mechanical ventilation systems exist, you should ensure that they are maintained in
accordance with the manufacturers’ recommendations.
Opening external windows can improve natural ventilation, and in addition, opening internal doors
can also assist with creating a throughput of air. If necessary, external opening doors may also be
used (if they are not fire doors and where safe to do so).
You should balance the need for increased ventilation while maintaining a comfortable
temperature.
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The Health and Safety Executive guidance on air conditioning and ventilation during the COVID19 pandemic and CIBSE COVID-19 advice provides more information.
7. Follow public health advice on testing, self-isolation and managing confirmed cases of
Coronavirus (COVID-19)
7.1

When an individual develops COVID-19 symptoms or has a positive test

Pupils, staff and other adults should follow public health advice on when to self-isolate and what to
do. They should not come into school if they have symptoms, have had a positive test result or
other reasons requiring them to stay at home due to the risk of them passing on COVID-19 (for
example, they are required to quarantine).
If anyone in your school develops Coronavirus (COVID-19) symptoms, however mild, you should
send them home and they should follow public health advice.
If a pupil in a boarding school shows symptoms, they should usually self-isolate in their residential
setting so that their usual support can continue, others may then benefit from self-isolating in their
family home.
For everyone with symptoms, they should avoid using public transport and, wherever possible, be
collected by a member of their family or household.
If a pupil is awaiting collection, they should be left in a room on their own if possible and safe to do
so. A window should be opened for fresh air ventilation if possible. Appropriate PPE should also
be used if close contact is necessary. Further information on this can be found in the use of PPE
in education, childcare and children’s social care settings guidance. Any rooms they use should
be cleaned after they have left.
The household (including any siblings) should follow the PHE stay at home guidance for
households with possible or confirmed coronavirus (COVID-19) infection.
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7.2

Asymptomatic testing

Testing remains important in reducing the risk of transmission of infection within schools and
colleges. That is why, whilst some measures are relaxed, others will remain, and if necessary, in
response to the latest epidemiological data, we all need to be prepared to step measures up or
down in future depending on local circumstances.
As pupils will potentially mix with lots of other people during the summer holidays, all secondary
school pupils should receive 2 on-site lateral flow device tests, 3 - 5 days apart, on their return in
the autumn term.
Settings may commence testing from 3 working days before the start of term and can stagger
return of pupils across the first week to manage this. Pupils should then continue to test twice
weekly at home until the end of September, when this will be reviewed.
Staff should undertake twice weekly home tests whenever they are on site until the end of
September, when this will also be reviewed.
Secondary schools should also retain a small asymptomatic testing site (ATS) on-site until further
notice so they can offer testing to pupils who are unable to test themselves at home.
There is no need for primary age pupils (those in year 6 and below) to test over the summer
period. They will be offered the 2 tests at an ATS at the beginning of the autumn term when they
start at their secondary school as a new year 7.
7.3

Confirmatory PCR tests

Staff and pupils with a positive LFD test result should self-isolate in line with the stay at home
guidance for households with possible or confirmed coronavirus (COVID-19) infection. They will
also need to get a free PCR test to check if they have COVID-19.
Whilst awaiting the PCR result, the individual should continue to self-isolate.
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If the PCR test is taken within 2 days of the positive lateral flow test, and is negative, it overrides
the self-test LFD test and the pupil can return to school, as long as the individual doesn’t have
COVID-19 symptoms.
Additional information on PCR test kits for schools and further education providers is available.
7.4

Positive case and outbreak management

In the event of a positive Coronavirus (COVID-19) case or outbreak in school, the Director of
Operations should be informed.
1. Ian Carnwell: 07783 124950
If not available:
2. Becky Speirs: 07783 124960
If not available:
3. Karen Burnard: 07927 679002
If not available:
4. Reach South Emergency number: 01752 987070
These four numbers ensure that you can contact the Trust 24 hours a day, 7 days a week.
8. CEV children and young people
All CEV children and young people should attend their education setting unless they are one of
the very small number of children and young people under paediatric or other specialist care who
have been advised by their GP or clinician not to attend.
Further information is available in the guidance on supporting pupils at school with medical
conditions.
You should ensure that key contractors are aware of the school’s control measures and ways of
working.
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9. Travel and quarantine
Where pupils travel from abroad to attend a boarding school, you will need to explain the rules to
pupils and their parents before they travel to the UK. All pupils travelling to England must adhere
to travel legislation, details of which are set out in government travel advice.
Boarding school pupils who are ordinarily resident in the UK, including those who are
unaccompanied and who are attending boarding schools on a child student visa or student visa,
who have travelled from or through amber list countries (and have not been in a red country in the
previous 10 clear days), are exempt from the requirements to quarantine and take a day 8 test.
Those aged 11 to 17 need proof of a negative COVID-19 test to travel to England (children aged
10 and under are exempt from this) and those aged 5 to 17 must take a Coronavirus (COVID-19)
travel test on or before day 2. More information is provided in the government’s quarantine and
testing guidance.
Additional guidance has been issued on the quarantine arrangements for boarding school pupils
travelling from red-list countries to attend a boarding school in England.
Parents travelling abroad should bear in mind the impact on their child’s education which may
result from any requirement to quarantine or isolate upon return.
10. School workforce
Clinically extremely vulnerable (CEV) people are no longer advised to shield but may wish to take
extra precautions to protect themselves, and to follow the practical steps set out in the CEV
guidance to minimise their risk of exposure to the virus.
Should a member of staff or setting have any concerns, individual risk assessments can be
prepared by GS Musson Associates.
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11. Educational visits
Given the likely gap in Coronavirus (COVID-19) related cancellation insurance, if you are
considering booking a new visit, whether domestic or international, schools and colleges are
advised to ensure that any new bookings have adequate financial protection in place.
We continue to recommend that schools and colleges do not go on any international visits before
the start of the autumn term. From the start of the new school term, schools and colleges can go
on international visits that have previously been deferred or postponed and organise new
international visits for the future.
Schools and colleges should be aware that the travel list (and broader international travel policy)
is subject to change and green list countries may be moved into amber or red. The travel lists may
change during a visit and schools and colleges must comply with international travel legislation
and should have contingency plans in place to account for these changes.
Schools and colleges should speak to either your visit provider, commercial insurance company,
or the Risk Protection Arrangement (RPA) to assess the protection available. Independent advice
on insurance cover and options can be sought from the British Insurance Brokers' Association
(BIBA) or Association of British Insurers (ABI). Any school holding ATOL or ABTA refund credit
notes may use these credit notes to rebook educational or international visits.
Schools and colleges should undertake full and thorough risk assessments via GS Musson
Associates in relation to all educational visits and ensure that any public health advice, such as
hygiene and ventilation requirements, is included as part of that risk assessment. General
guidance about educational visits is available and is supported by specialist advice from the
Outdoor Education Advisory Panel (OEAP).
12. Wraparound provision and extra-curricular activity
Guidance can be found here for providers who run community activities, holiday clubs, afterschool clubs, tuition and other out-of-school provision for children.

Page 21 of 22
Reach South Academy Trust is an exempt charity & company limited by guarantee in England and Wales, Company Number 10151730
Registered office Address: Reach South Academy Trust, c/o UTC Plymouth, Park Avenue, Devonport, Plymouth, PL1 4RL

Wednesday 25th August 2021

For any queries or clarification, please contact:
Ian Carnwell – Director of Operations
ian.carnwell@reachsouth.org
07783 124950
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