Tuesday 26th January 2021

Operational Management for Academies
From 26th January 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.
It is essential to remember that Coronavirus (COVID-19) is not the only safety risk to our school
sites and buildings. Other safety issues, such as bacteria in our water systems, or the risk of fire,
remain and they present a risk to life if not properly managed. Statutory servicing, testing and
maintenance is to continue to ensure safety, subject to prior risk assessment with GS Musson
Associates.
To safely operate schools, there are four stages to follow supporting a policy of systems and
controls. These are:
Stage 1.

Risk Assess

Stage 2.

Prepare

Stage 3.

Operate

Stage 4.

Monitor and review

The latest guidance provided by the Government can be found at:
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirusoutbreak/guidance-for-full-opening-schools
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Policy
Our policy is to follow the Government’s published guidance, produce risk assessments based on
the requirements of the guidance, which follow a ‘system of controls’, building on the hierarchy of
protective measures that have been in use throughout the Coronavirus (COVID-19) outbreak.

1.0 System of Controls
This is the set of actions that all Reach South schools must take. They are grouped into ‘prevention’
and ‘response to any infection’ and are outlined in more detail in the sections below.
Prevention:
1.1

Minimise contact with individuals who are unwell by ensuring that those who have
Coronavirus (COVID-19) symptoms, or who have someone in their household who
does, do not attend school.
If anyone in school becomes unwell with a new, continuous cough or a high
temperature, or has a loss of, or change in, their normal sense of taste or smell
(anosmia), they must not be in school. The ‘Stay at home: guidance for households
with possible or confirmed Coronavirus (COVID-19) infection’, which sets out that
they must self-isolate for at least 10 days and should arrange to have a test to see if
they have Coronavirus (COVID-19), is to be advised. Other members of their
household (including any siblings) should self-isolate for 10 days from when the
symptomatic person first had symptoms.
Anyone who displays symptoms of Coronavirus (COVID-19) during the school day
must either go home immediately (if safe to do so) or wait to be taken home in the
designated isolation space. If the toilet is required while waiting to be collected, the
person displaying symptoms should use the designated isolation space toilet facility.
The isolation spaces and facilities must be cleaned and disinfected using standard
cleaning products before being used by anyone else requiring isolation. Cleaners
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should follow the guidance set out in this document. Isolation spaces and isolation
toilet facilities must only be used for that sole purpose.
PPE should be used in the isolation space in accordance with the guidance in this
document. As is usual practice, in an emergency, call 999 if someone is seriously ill
or injured or their life is at risk. Anyone with Coronavirus (COVID-19) symptoms
should not visit the GP, pharmacy, urgent care centre or a hospital. Any members of
staff who have helped someone with symptoms and any pupils who have been in
close contact with them do not need to go home to self-isolate unless they develop
symptoms themselves (in which case, they should arrange a test), or if the
symptomatic person subsequently tests positive (see below), or they have been
requested to do so by NHS Test and Trace.
Everyone must wash their hands thoroughly for 20 seconds with soap and running
water after any contact with someone who is unwell. The area around the person with
symptoms must be cleaned with normal household disinfectant after they have left, to
reduce the risk of passing the infection on to other people. See COVID-19: cleaning
of non-healthcare settings guidance.
Routinely taking the temperature of pupils is not to take place as this is an unreliable
method for identifying Coronavirus (COVID-19).
1.1.1 Clinically Extremely Vulnerable (CEV)
Colleagues who are classed under Coronavirus (COVID-19) as CEV will be asked to
work from home until notified otherwise. Any colleagues who feel that they are CEV
should notify their line manager or Headteacher, who in turn should seek advice from
the Trust to ensure that actions are taken as appropriate. Any colleagues who are
categorised as CEV and cannot work from home, they will still be asked to shield and
the Trust will provide them with further guidance accordingly. Colleagues who live
with a person who is categorised as CEV should contact their HR colleague and seek
further advice.
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If a child could potentially be considered as CEV, parents/carers should speak to their
GP to see if that is the case and if so the child should not attend school during the
period of “lockdown” (whilst the national restrictions are in place). Where this is the
case, the school will need to make appropriate arrangements to enable the child to
continue their education at home. Children who are not CEV themselves, but live with
someone who is CEV should still attend school if eligible.
Colleagues who consider themselves Clinically Vulnerable (CV) should contact their
HR colleague and seek further advice in relation to their role and vulnerability.
1.2

Clean hands thoroughly more often than usual.
Thoroughly and regularly cleaning hands is widely recognised as being an effective
measure to prevent the spread of Coronavirus (COVID-19). As a minimum, hands
should be washed or sanitised by all on arrival to school, on return from breaks, on a
change of room and before and after eating. All schools should support pupils and
students to clean their hands regularly if required to ensure they get it right.
Regular and thorough hand cleaning is going to be needed for the foreseeable future.
Every teaching, dining, assembly, office, staff and sports activity space is to have a
hand wash or hand sanitiser station. Where sinks or basins exist in spaces, then
hands can be washed with soap and water. Where sinks and basins are not present,
then a hand sanitiser station should be established in the room.

1.3

Ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach
The ‘catch it, bin it, kill it’ approach continues to be very important, so schools must
ensure that they have enough tissues and bins available in the setting to support
pupils and staff to follow this routine. In addition to a lidded bin with double bagging
for disposal. Bins should preferably be pedal-operated, or where that is not possible,
the bin lid should be frequently disinfected. Waste must be stored and disposed of in
accordance with Public Health England guidance. Signage should be fixed in all
spaces to remind people to catch coughs and to dispose of tissues safely. As with
hand cleaning, schools must ensure younger children and those with complex needs
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are helped to get this right, and all pupils understand that this is now part of how
school operates.
1.3.1

Face Coverings
The government issued updated guidance on the wearing of face coverings in
school. This guidance can be found here: Face coverings in education. The Trust will
follow this updated guidance, with our approach being summarised as follows:
•

Face coverings must not be worn at any time in school by children in year 6
and below.

•

Face coverings are required to be worn in all secondary schools and allthrough schools by all adults and all year 7 pupils and older when outside of
the classroom. Adults and pupils should provide their own face covering for
this purpose. The school should provide a face covering to those who do not
have one. Face shields should continue to be worn, in addition to face
coverings, by adults where 2 metre social distancing cannot be maintained.
This is because the face covering will primarily protect others, whereas the
face shield will primarily protect the wearer. Face coverings are not required in
outdoor spaces where social distancing can be maintained, unless required
by specific activities which have been subject to risk assessment such as the
daily health questions, administering first aid etc.

•

In primary settings, face coverings should be worn by all adults outside of the
classroom setting.

•

All adult visitors to school are required to wear a face covering at all times
whilst on the school site, unless they have a medical condition that prevents
this, or prevents them from putting on a face covering, wearing or removing a
face covering because of a physical or mental illness, impairment or disability.
Face coverings are also not required if the wearer is required to speak to or
provide assistance to someone who relies on lip reading, clear sound or facial
expression to communicate. Adult visitors to school should provide their own
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face coverings, and where they do not have a face covering, the school
should offer them one.
•

All members of staff are required to wear a face shield, unless they have a
medical condition that prevents this. The face shield can be removed where a
minimum of 2 metres social distancing can be maintained. For example, at the
front of the classroom or in an office working on a computer. It is important to
note that the wearing of a face shield or any other PPE does not remove the
need to maintain social distance of 2 metres.

•

Should pupils or staff be asked to wear a face covering, it is essential that the
face covering is worn correctly, and put on and removed in a safe manner. It
is essential that where pupils are requested to use face coverings that they
are taught how to do this safely, and that the safe use is then carefully
monitored by school staff.

•

Where face coverings are required as in section 1.3, pupils and staff should
provide their own. The school should maintain a small stock for occasional
circumstances where an individual has either forgotten their face covering or it
has been lost, damaged or contaminated. The Trust will provide PPE for the
specific activities that are required to use PPE, as per the guidance in this
document outlined in section 1.6.

•

Face coverings should also be worn by staff and pupils in year 7 and above
when travelling on dedicated school transport.

1.3.2

How to wear a face covering
A face covering should:

•

cover your nose and mouth while allowing you to breathe comfortably

•

fit comfortably but securely against the side of the face

•

be secured to the head with ties or ear loops

•

be made of a material that you find to be comfortable and breathable, such as
cotton
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•

ideally include at least two layers of fabric (the World Health Organisation
recommends three depending on the fabric used)

•

unless disposable, it should be able to be washed with other items of laundry
according to fabric washing instructions and dried without causing the face
covering to be damaged

In circumstances where face coverings are not being worn in school, and are worn for
the journey to school, they should be safely removed upon entry to the school site
and either safely disposed of, or if not disposable, placed in a carrier bag and taken
home. The front of face coverings must not be touched whilst wearing or removing.
Hands should be washed immediately after removing a face covering.
1.4

Introduce enhanced cleaning, including cleaning frequently touched surfaces often,
using standard products such as detergents and bleach.
The frequency of cleaning of rooms or shared areas that are used by different
bubbles or frequently touched surfaces, are to be cleaned more often than normal.
This is to be defined locally by each school to suit the proposed timetable and use of
spaces by each bubble. Cleaning should focus on hard surfaces, handrails,
stairwells, door handles, toilet facilities, corridors, and frequently touched areas. Play
equipment should also be cleaned between different teaching ‘bubbles’ using it. To
support cleaning, any items that cannot be easily, frequently and thoroughly cleaned
(such as soft toys and soft furnishings) should be removed from use and stored.
Different groups do not need to be allocated their own toilet facilities, but toilets will
need to be cleaned regularly and pupils must be encouraged to wash their hands
thoroughly after using the toilet. Guidance for cleaning can be found at COVID-19:
cleaning non-healthcare settings guidance.

1.5

Minimise contact between individuals and maintain social distancing wherever
possible.
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1.5.1

Bubbles
Schools must do everything possible to minimise contacts and mixing while
delivering a broad and balanced curriculum. The overarching principle to apply is
reducing the number of contacts between children and staff. This can be achieved
through keeping groups separate (in ‘bubbles’) in addition to maintaining distance
between individuals. Each school should assess their circumstances and look to
implement ‘bubbles’ of an appropriate size, to achieve the greatest reduction in
contact and mixing, without unduly limiting the quality or breadth of teaching, or
access for support and specialist staff and therapists. Schools should consider their
individual circumstances when defining bubbles. Issues to consider include (but not
limited to:
•

Curriculum delivery

•

Zoning and avoiding the need to change spaces where possible

•

Staffing

•

Dining arrangements

•

Break times

•

Pressure on toilet facilities

•

Pressure on corridors

•

Pressure on entrances and exits

•

Layout of the building

•

Wraparound care

•

The potential impact of positive case(s) on the requirements for occupants of
the bubble to self-isolate and hence disruption to the continuity of education

Schools must limit interaction, sharing of rooms and use of social spaces between
bubbles as much as possible, intervening with cleaning between different bubble use
where this is not possible. The principle should be that teachers move between
classrooms, as opposed to pupils, whenever possible. Some movement will be
necessary to specialist teaching rooms, for example Science, Art and Design,
Technology, PE, Music and Drama etc. in order to maintain the full breadth of the
curriculum. Movement should be carefully managed with use of one-way systems or
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careful timetabling. Specialist teaching rooms are to be thoroughly cleaned between
use by different bubbles.
The bubble principal is to reduce risk of any virus spread and to assist the principal of
NHS Test and Trace should a positive infection occur. Bubbles will ensure that any
requirement to ask pupils or staff to not attend school (in order to self-isolate) will be
kept to the lowest possible number, hence aiding the continued provision of
education. Schools will be required to confirm their bubbles should they change from
their current arrangement.
Where a bubble is larger than a single class, the other measures from the system of
controls become even more important to minimise transmission risks and to minimise
the numbers of pupils and staff who could need to self-isolate.
All teachers and other staff can operate across different classes and year groups in
order to facilitate the delivery of the timetable and specialist provision but should
minimise the number of interactions or changes wherever possible.
In summary, where possible the following principles apply in order:
i.

Teach bubbles in the same space for as many lessons as possible

ii.

Reduce movement around school by teaching bubbles in the minimum
amount of different space as possible

iii.

Use zoning where possible so that bubbles can occupy limited spaces to
achieve curriculum delivery

iv.

Adopt longer lessons where possible if this reduces the amount of movement
around school

Under current national restrictions, schools can vary their bubbles from what they
established previously to suit their new occupancy levels. However, bubbles should
be defined and then maintained throughout the current national restrictions.
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1.5.2

Measures within the classroom.
Where possible, distancing between children should be encouraged, particularly for
older pupils. Pupils should be encouraged not to touch each other. In all cases,
pupils should sit side-by-side and facing forwards, rather than face-to-face or side on.
Tables and chairs should be set up in rows accordingly. Those pupils who have low
levels of engagement, or require additional support, should be seated close to the
front. Each pupil should have their own set of resources on their desk space. These
measures will limit the amount of movement required around the classroom. Any
unnecessary furniture should be moved out of classrooms and safely stored to make
more space. Staff should maintain social distancing wherever possible. Where this is
not possible, smaller bubbles will assist.
Specialist teachers are able to teach different bubbles, but arrangements must be
made to ensure that the specialist teacher maintains social distancing.

1.5.3

Visibility of leaders around school.
Leaders can continue to move around school, particularly at times when transitions
are at a minimum. Each classroom is to have demarcation on the floor where no
children, furniture or equipment will be, enabling leaders to enter the classroom,
speak to children, observe learning, and generally be present around the school.
Schools should make arrangements to ensure that bubbles can remain separated
when using the playground. An option to achieve this is to mark the playground with
pathways to keep different bubbles separate. These pathways will allow leaders and
other members of staff to walk around the playground whilst observing and talking to
pupils at a distance.

1.5.4

Specialist interventions.
Specialist interventions can take place with the following guidance:
•

Staff wash hands before and after working with a pupil
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•

A space is identified for the intervention to take place and set up with desks
placed a suitable distance apart

•

All equipment needed for the child is set up before the start of the session

•

Staff go to the pupil’s bubble, standing at the entrance to collect the pupil

•

The pupil follows the member of staff to the identified area and then returns to
the bubble, following the intervention, in the same way

•

Interventions are provided whilst maintaining social distance

•

After the pupil has returned to class, the desk area and equipment used
should be thoroughly cleaned before being used for another intervention

1.5.5

Measures elsewhere
i.

Entry to school
Pupils should be asked when entering school if they feel unwell or if they are
presenting any symptoms of Coronavirus (COVID-19). If symptoms are
present, entry to school should not be permitted. Whilst some organisations
are choosing to take temperatures at point of entry, this may give a false
impression of safety. The accuracy of the reading depends on the quality of
the equipment used. Furthermore, there is growing evidence that it is possible
to have Coronavirus (COVID-19) whilst having a normal temperature. The
most appropriate current measure appears to be to ask someone how they
feel and to also ask (the parent or carer) if the child has come into contact
with anyone who is presenting symptoms in the last 10 days. If that is the
case, they should self-isolate and entry to school will not be appropriate to
ensure the safety of others. Social distancing must be maintained whilst
assessing health.
Schools have been provided with the Reach South Daily Health Check Poster
(Appendix 2), which schools can choose to use to ease the pressure on entry
to school. Pupils must be taught not to automatically do a ‘thumbs up’ and
must consider the questions being asked. Staff members who are asking the
questions should wear a face shield if 2 metres social distancing cannot be
strictly maintained.
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Parents and carers should be discouraged from waiting on site or gathering
near to the school gates. Staggering of start and finish times for each
teaching ‘bubble’ will assist. There should be a handwashing station in the
school entrance, all teaching spaces, and in other key locations around
school (determined by local risk assessment). Schools should use multiple
prescribed site entrances where possible at the start and the end of the
school day to assist with social distancing on entry to and exit from site.
ii.

Visitors
Non-essential visitors to school must be discouraged, to keep occupant
numbers to the essential minimum. Essential contractors, including those who
deliver food, should be informed in advance of how they are expected to
access the premises and what precautions will be required of them whilst they
are on site. A record must be kept of all visitors to site (for at least one
month), to include a contact detail, preferably a phone number (to assist NHS
Test and Trace if required). Contact details are to be stored securely in
accordance with GDPR regulations and are only to be used to assist NHS
Test and Trace when requested. Visitors relating to curriculum delivery are
essential and they should be managed in accordance with the general
principles of this document, for example keeping records of interactions with
bubbles, hand hygiene and social distancing.
Under current national restrictions, visitors in school must be kept to those
who are essential to the ongoing operation of the school. Where any visits
can reasonably be postponed, they must be, until restrictions are eased and
the criteria for ongoing operation are established. This principle is also
applicable to training. Servicing, testing and statutory maintenance must still
proceed but is to be subject to prior risk assessment via GS Musson
Associates.
Face-to-face interviews are not to take place without the prior consent of
either the Director of Operations or the Director of HR. Face-to-face
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interviews will only be allowed by exception and will be subject to prior Risk
Assessment via GS Musson Associates.
Health screening visits should be postponed where reasonable to do so.
Where health visits are required to continue, they should do so subject to
prior risk assessment with GS Musson.
Open days are not to proceed until further notice.
Parents and carers must not be allowed into school for the purpose of settling
children during the period of national restrictions.
Parents and carers must not attend any organised performances in school
during the period of national restrictions.
No sports competitions are to be held between schools and outdoor PE
should be prioritised over indoor PE during the period of national restrictions.
iii.

Assemblies
Assemblies and large gatherings should be avoided and restricted to the
bubbles already defined. Movement around school should be kept to a
minimum. To avoid pressure on entrances, corridors and toilets (and to assist
with frequent cleaning), timetables should be staggered for bubbles as far as
practically possible to. For example, assist at break times, lunchtime, along
with the start and end of school day. The use of the staffroom should be
minimised in accordance with the bubble principal.

iv.

Wraparound care
The principle of the daytime class bubbles must be maintained in wraparound
care. Wherever possible, a wraparound care bubble should only contain the
daytime school bubble. Wraparound care bubbles should be limited to 15
pupils each. Where a wraparound care bubble contains pupils from more than
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one daytime school bubble, social distancing must be strictly maintained
(unless they are siblings) and activities carefully selected to support this.
More than one wraparound care bubble can occupy a single space if social
distancing is maintained. Records should be kept of wraparound care bubbles
for at least one month. All spaces used must be thoroughly cleaned prior to
use by another bubble.
v.

Music, dance, drama and sport
Music, dance, drama and sport should take place in a large, well-ventilated
space if outdoors is not possible. Sports, dance and drama activities should
be carefully selected to reduce direct contact and to encourage social
distancing wherever possible and maintaining the bubble. Musical
instruments should only be played by small groups in a large, well-ventilated
space, whilst maintaining social distancing. When playing a musical
instrument, you should stand side to side or back to back but never facing
each other. Shouting should be discouraged, as should singing loudly. Where
necessary, consider using microphones to prevent excessive aerosol.
All equipment and instruments must be thoroughly cleaned prior to use by
another bubble or in the case of instruments prior to use by another
individual.

vi.

Offices
Use of offices should be carefully arranged to maintain social distancing and
the principle of not directly facing someone in close proximity without the use
of a protective screen.

1.5.6

Other considerations
Specialists, therapists, clinicians and other support staff for pupils with SEND should
provide interventions as usual. Supply teachers, peripatetic teachers or other
temporary staff can move between schools. They should ensure they minimise
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contact and maintain as much distance as possible from other staff. Contractors are
to liaise with our health and safety consultants GS Musson Associates prior to visiting
school to ensure safe working protocol. Expectations of hygiene in school is to be
explained to all visitors on arrival to school and where possible visitors should be
encouraged to be in school out of normal school hours. A record must be kept of all
visitors (to assist with NHS Test and Trace).
With frequently used equipment such as pencils and pens, it is recommended that
staff and pupils have their own items that are not shared. Classroom based
resources, such as books and games, can be used and shared within the bubble;
these should be cleaned regularly, along with all frequently touched surfaces.
Resources that are shared between classes or bubbles, such as sports, art and
science equipment should be cleaned frequently and meticulously and always
between bubbles, or rotated to allow them to be left unused for a period of 48 hours
(72 hours for plastics) between use by different bubbles.
Schools will need to make an assessment of effective cleaning of equipment used in
the delivery of therapies (for example, physiotherapy equipment, sensory
equipment), to determine whether this equipment can withstand cleaning and
disinfection between each use (and how easy or practical it would be to do so) before
it is put back into general use. Where cleaning or disinfection is not possible or
practical, resources will have to be restricted to one user, or be left unused for a
period of 48 hours (72 hours for plastics) between use by different individuals.
Outdoor playground equipment should be more frequently cleaned. This would also
apply to resources used inside and outside by wraparound care providers. Children
and young people should limit the amount of equipment they bring into the setting
each day, to essentials such as lunch boxes, hats, coats, books, stationery and
mobile phones. Bags are allowed. Pupils and teachers can take books and other
shared resources home, although unnecessary sharing should be avoided, especially
where this does not contribute to pupil education and development. Guidance on
hand cleaning, cleaning of the resources and rotation is to apply to these resources.
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1.6

Where necessary, wear appropriate Personal Protective Equipment (PPE)
PPE should be worn in line with your specific risk assessments. Wearing PPE at the
wrong time can contribute to a false sense of security, causing lapses in other
measures, such as hand washing and social distancing, which has shown to be the
most effective method of decreasing infectious disease risk and spread.
Through risk assessment, we have exceeded the suggestions in current Public
Health England (PHE) guidance. In the government/PHE guidance, enhanced PPE is
generally recommended when activities are carried out in situations where a person
with Coronavirus (COVID-19) symptoms has been present. It is possible that people
with Coronavirus (COVID-19) may not present significant symptoms, but may still
present a transmission risk. Our stance will bring the risk factors down to the lowest
possible whilst still undertaking the work activities. It is however very important that
issued PPE is used in the correct way. The use of PPE at the incorrect time could
potentially create more risk. Furthermore, we have a social duty not to overuse PPE
at a time of unprecedented worldwide demand, and that continued supply is not
guaranteed.
The four essential pieces that we require are:
•

Disposable gloves – lightweight, single use gloves

•

Disposable aprons – lightweight polythene (LDPE, MDPE & HDPE) aprons,
single use aprons.

•

Face shields/visors – lightweight face shields, REUSABLE

•

Respirators – Filtering face piece type respirators with suitable protection
ratings (FFP2 or FFP3). Type IIR2 face coverings can also be used, subject
to suppliers having sufficient stock to support the NHS. These are NonReusable (NR).

Our requirements:
•

Staff in school – face shield (and face covering outside the classroom)

•

Adult visitors to school – face covering

•

Food preparation – face covering
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•

First aid delivery – disposable gloves, disposable apron, respirator, faceshield

•

Intimate care – disposable gloves, disposable apron, respirator, face shield

•

Physical restraint* – disposable gloves, disposable apron, respirator, face
shield

•

Supervising isolation – disposable gloves, disposable apron, respirator, face
shield

•

Carrying out health questions on admittance – face shield if social distancing
cannot be maintained at all times

•

To clean areas where there has been a symptomatic person – disposable
gloves, disposable apron

•

To clean areas where there has been heavy contamination (such as visible
bodily fluids) from a person with Covid-19 symptoms – disposable gloves,
disposable apron, respirator, face shield

* Note – the first person to react to a situation requiring restraint may have to do so
without PPE to ensure immediate safety of the individual. They should be relieved as
soon as possible by a person wearing the defined PPE.
1.6.1
•

Before putting on PPE
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.

•

Tie hair back if applicable.

•

Ensure you are hydrated.

•

Remove jewellery, bracelets, watches or stoned rings.

•

Check you have the correctly sized PPE.

1.6.2

Donning or putting on PPE

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

Plastic Apron
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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.

•

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
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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 (COVID-19).
Putting on your single use gloves:
•

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.
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1.6.3

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.

ii.

•

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

•

Clean hands.

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.

iii.

Face shield
•

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

•

Clean hands.
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iv.

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.

v.

•

DO NOT reuse once removed.

•

Clean hands with soap and water.

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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In response to any infection:
1.7

If a member of staff or a pupil, or a visitor displays symptoms of Coronavirus (COVID19) they should be encouraged not only to self-isolate but to immediately seek a test.
This is essential to ensure their safety and the safety of others in school. Members of
staff should make all reasonable endeavours to secure a test when appropriate and
after reasonable efforts over a reasonable period of time, should a test not be
secured, then the school can issue one of its testing kits to that member of staff. The
Trust is to be kept informed of school testing kits use and all school testing kits will be
pooled into two regions, being Plymouth and Bournemouth/Wiltshire.
Where a positive test is returned to either a pupil, member of staff, or visitor, it is
essential that the school is informed immediately of that positive test result. This is to
assist Test and Trace to ensure the safety of others in school and their households
beyond. Failure to inform the school of a positive test result could be placing others at
risk who need to self-isolate if they have been in close contact.
In the event of a positive test, the Headteacher is to immediately inform the Trust via
telephone. Emails or text messages are not an adequate substitute for a phone call.
The Trust will advise on the actions to be taken and will notify the Department for
Education (DfE) / Public Health England (PHE). When telephoning the Trust, please
speak to:
1. Ian Carnwell: 07783 124950
If not available:
2. Olivia Frings: 07841 464505
If not available:
3. Gary Musson: 07590 277060
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. When reporting a positive case, please follow the checklist in Appendix 1 at the
end of this document.
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You should only seek a test for Coronavirus (COVID-19) when displaying one of the
following symptoms:
•

A temperature

•

A new or continuous cough

•

A change or loss in sense of taste or smell

If you seek a test in the absence of these symptoms, you must as a result of your
action, consider yourself to be at risk of having Coronavirus (COVID-19), as such
you, and your household must self-isolate in the same way as a person who is
displaying the symptoms.
Visitors to school must leave their contact details and be encouraged to participate in
national Testing and Tracing by use of the mobile phone NHS COVID-19 app.
Schools must display their site-specific QR code at any point in school where visitors
are received.
Staff and pupils must not come into school if they have symptoms, and must be sent
home to self-isolate if they develop them when at school. Anyone with Coronavirus
(COVID-19) symptoms should seek a test.

Staff and pupils (with the support of teachers) must provide details of anyone they
have been in close contact with if they were to test positive for Coronavirus (COVID19) or if asked by NHS Test and Trace. The school must maintain a seating plan of
all of its teaching spaces and other areas where children are asked to formally sit (for
example, dining).

Anyone who has been in close contact with someone who develops Coronavirus
(COVID-19) symptoms or someone who tests positive for Coronavirus (COVID-19)
must self-isolate for 10 days. A close contact can be defined as follows:
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•

People who spend significant time in the same household as a person who has
tested positive for Coronavirus (COVID-19)

•

Sexual partners

•

A person who has had face-to-face contact (within one metre), with someone
who has tested positive for Coronavirus (COVID-19), including:
o
o
o
o

Being coughed on
Having a face-to-face conversation within one metre
Having skin-to-skin physical contact, or
Contact within one metre for one minute or longer without face-to-face
contact

•

A person who has been within 2 metres of someone who has tested positive for
Coronavirus (COVID-19) for more than 15 minutes. If contact has been made
within 2 metres on more than one occasion then the total time of all contact
should be added together. If the total time exceeds 15 minutes, this will be
classed as a close contact

•

A person who has travelled in a small vehicle with someone who has tested
positive for Coronavirus (COVID-19) or in a large vehicle or plane near someone
who has tested positive for Coronavirus (COVID-19)

Close contacts of Key Stage 2 pupils and older should be assessed by talking to the
pupil, their friendship groups and staff. For Key Stage 1 and younger we are advised
that close contacts cannot be assessed in this way and that all children (not adults)
are to be considered as close contacts and will be asked to self-isolate.
Anyone who displays symptoms of Coronavirus (COVID-19) can and should get a
test. Tests can be booked online through the NHS website, or ordered by telephone
via NHS 119 for those without access to the internet. Schools should remain in
contact with anyone awaiting a test and ensure that they are informed immediately of
a test result.
•

If someone tests negative, if they feel well and no longer have symptoms similar
to Coronavirus (COVID-19), they can stop self-isolating (other members of their
household can also stop self-isolating)
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•

If someone tests positive, they should follow the Stay at home guidance: Stay at
home: guidance for households with possible or confirmed Coronavirus (COVID19) infection and must self-isolate for at least 10 days from the onset of their
symptoms. They may then return to school only if they do not have symptoms
other than cough or loss of sense of smell or taste. This is because a cough or
anosmia can last for several weeks once the infection has gone. The 10-day
period starts from the day when they first became ill. If they still have a high
temperature, they should keep self-isolating until their temperature returns to
normal, and other members of their household should continue self-isolating for
the full 10 days.

The Health Protection Team, after being contacted by the Trust will provide definitive
advice on who must be sent home. To support this, schools must keep a record of
pupils and staff in each bubble and any close contact that takes place between
children and staff in different bubbles. This should be a proportionate recording
process. Schools do not need to ask pupils to record everyone they have spent time
with each day or ask staff to keep definitive records in a way that is overly
burdensome. Schools are not to send anybody home until instructed to do so by
Public Health England or the Trust.
It is anticipated that in the event of a positive test, the Health Protection Team will
advise those who have been in close contact with the person who has tested positive
to self-isolate for 10 days since they were last in close contact with that person when
they were infectious.
1.8

Once the Trust has confirmed who should be asked to self-isolate in the event of a
positive case, template letters will be provided to the school to communicate with
those asked to self-isolate and the wider school community. Any areas of the school
affected by required self-isolation will then be thoroughly cleaned. In addition, the
school will notify the Local Authority and the school Nurse (if they have one) of the
confirmed Coronavirus (COVID-19) case in school.
Template letters are available to communicate to stakeholders as appropriate and
must be used. Schools must approve all communications via the Trust in the event of
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a positive test. This is essential so that the Trust can support the school and meet the
communication requirements of Public Health England.
Where there is a positive test in a residential setting, guidance on isolation for
residential education settings is to be followed, in addition to contacting colleagues
as outlined above.

1.9

Lateral Flow Tests
Lateral Flow testing is now available in secondary settings who offer the test as an
assisted test site. Lateral Flow testing is also available to primary settings through home
test kits. This is an important distinction. Where a Lateral Flow test is taken at an
assisted test site (in secondary settings only), should a positive test be taken, then that
result is considered to be the same as a positive Polymerase Chain Reaction (PCR) test.
For clarity, a PCR test is what is normally provided when you request a test via NHS 119
or the NHS website. The school will record all test results and report to the NHS
accordingly.
For primary colleagues taking a test at home, should the test indicate a positive result
then a confirmatory PCR test must be sought. Whilst this test result is awaited, the
person must self-isolate. Where a Lateral Flow test is taken at home, the individual
taking the test must report the test outcome, regardless of the result, as indicated in the
guidebook issued by the NHS.
Full details of Lateral Flow testing in secondary settings (assisted test sites) can be
found in the document titled ‘2021 01 26 - Lateral Flow Tests’, which can be found on the
Trust website. Lateral Flow Tests must not substitute or relax other safety measures,
including social distancing, use of PPE, good hand hygiene etc.
It would appear that all through schools are being provided with testing equipment both
as an assisted test site and for home testing. Where the test is taken at home, the
individual must report the result to both school and the NHS as outlined above and seek
a confirmatory PCR test in the event of a positive Lateral Flow test. Where the test is
taken in school, the guidance above for secondary settings should be followed.
Page 30 of 40

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

Tuesday 26th January 2021

Pupils in secondary settings (who are year 7 and older) are to be offered Lateral Flow
tests on two occasions, 3-4 days apart on their first week when they return to school.
Primary aged children (who are year 6 and below) are not to be offered a Lateral Flow
test. Lateral Flow tests for any colleagues or pupils (who are year 7 and older) are
voluntary and are not a pre-requisite to entry to school. Lateral Flow tests are to be
offered to colleagues irrespective of their vaccination status.
As outlined above, a negative Lateral Flow test is not a reason to diminish any other
Coronavirus (COVID-19) safety measures. The core principle of hands, face, space must
be maintained.
1.10

Contain any outbreak by following local Health Protection Team advice
If settings have 2 or more confirmed cases within 14 days, or an overall rise in sickness
absence where Coronavirus (COVID-19) is suspected, they may have a ‘cluster’ of
cases or an ‘outbreak’, and must continue to work with their local Health Protection
Team who will be able to advise if additional action is required.

2.0 School Operations
2.1

Meals and Catering
Schools will provide hot meals where safe to do so. The ability to do this will depend
upon a risk assessed based approach at each school. The risk assessment must
consider factors, which include:
i. The avoidance of queues and the mixing of bubbles.
ii. Maintaining the principal of bubbles whilst collecting food from the servery. Is
table service safer as a servery will be frequently touched?
iii. The ability of the dining space to accommodate bubbles and phased dining.
iv. Cleaning between use of space by each bubble.
v. The ability of the kitchen staff to operate the kitchen and servery safely.
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Drinking fountains are not to be used and are to be disabled and signed as ‘Do Not
Use’. Drinking fountains must not become a dead leg and should be flushed for five
minutes at least once per week. Pupils should be encouraged to bring beakers into
school, or be provided with beakers, which are to be refilled by the adults within their
teaching ‘bubbles’ from water jugs. It is essential that all beakers and water jugs are
emptied and cleaned at the end of each day. No water is to be left in containers
overnight.
2.2

Evacuation and Lockdown
In the event of a building required to be evacuated by activation of the fire alarm, the
greatest and most immediate risk to health and safety is the fire or other reason to
evacuate. Hence social distancing during evacuation is not required to be followed,
as the priority is to evacuate quickly. Upon exiting the building, occupants should
immediately proceed to the assembly point where social distancing between bubbles,
adults and visitors should be observed. Social distancing should also be observed
whilst reoccupying the building (should it be safe to reoccupy).
Under the requirement to lockdown, occupants should remain in the space they are
in unless advised to do otherwise by the nature of the incident, and observe social
distancing if safe to do so. The police should be notified immediately should there be
any suspected reason to lockdown, and their guidance followed. The Director of
Operations should also be notified of the lockdown as soon as it is safe to do so.

2.3

Isolation Spaces
Where possible, each school should maintain its triad of isolation spaces. Where this
is not possible, at least one specific isolation space for anyone who may develop
Coronavirus (COVID-19) symptoms during the school day must be available. The
door to this space (or spaces) must be clearly signed as such and be used for no
other purpose. Anyone who displays symptoms of Coronavirus (COVID-19) should
leave the school environment as soon as possible. There should also be a dedicated
toilet facility for anyone requiring to use the isolation space. Waste from these spaces
(such as hand towels) must be disposed of as contaminated waste.
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2.4

Break times and exercise.
Use of outdoor space is essential for breaks, exercise and mental wellbeing. This
should be encouraged. Activities should be selected to reduce the risk of injury and
the need for close contact first aid. Safe use of external space relies heavily on
supervision and education of safe use, in addition to the timetable reducing numbers
outside at any one time. Hand washing or sanitising should be encouraged upon reentry to the building.

2.5

Ventilation and air movement
Where possible (and subject to weather conditions) windows should be opened to
provide a supply of fresh air. This is important to maintain wherever possible. Air
conditioning can be used where the system is not a closed system and draws in fresh
air. Single air conditioning units can be used if their service records are up to date.
Consider increasing ventilation in cold weather when spaces are unoccupied.
Schools should be flexible to allow warmer clothing to be worn during colder weather.
Classroom doors and corridor doors can be propped open unless they are
designated fire doors to improve ventilation and minimise contact with doors. Fire
doors can only be held open if the device holding them open allows the doors to
close upon activation of the fire alarm.
Hand driers are not to be used and should have their power switched off. Hand
towels and appropriate disposal should be provided.

2.6

Signage
All current signage relating to social distancing, health checks, hand washing and
good related hygiene should continue to be displayed. A 2-metre zone is to be
marked around the teaching point in each teaching space to encourage social
distancing. A 2-metre square is to be marked adjacent to the entry point of the
teaching space (clear of the door swing) as a safe point for lesson observations etc.
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The Reach South Daily Health Check Poster (Appendix 2) should be displayed at all
entry points to the school site if the school chooses to use this with assisting the
health check process. Please remember that adult visitors to the site and all staff
must also be asked the health check questions whenever they enter the site.
2.7

Transport
Pupils on dedicated school services do not mix with the general public on those
journeys and tend to be consistent. This means that the advice for passengers on
public transport to adopt a social distance of two metres from people outside their
household or support bubble, or a ‘one metre plus’ approach where this is not
possible, will not apply exclusively on dedicated transport.
It is important to consider:
•

How pupils are grouped together on transport, where possible this should
reflect the bubbles that are adopted within the school

•

Use of hand sanitiser upon boarding and/or disembarking

•

Additional cleaning of vehicles

•

Organised queuing and boarding where possible

•

Distancing within vehicles wherever possible

•

The use of face coverings for children over the age of 11, where appropriate for example if they are likely to come into very close contact with people
outside of their group or who they do not normally meet

Dedicated school services can take different forms. Some journeys involve coaches
regularly picking up the same pupils each day; others involve use of a minibus; whilst
other services are used by different pupils on different days, or by pupils with SEND.
The precise approach taken will need to reflect the range of measures that are
reasonable in the different circumstances. Where travel is arranged by the school,
the school will need to risk assess (with the support of GS Musson) prior to any travel
being undertaken by pupils or staff. Staggering of the whole school day can also
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ease pressure on public transport. Whenever possible, the school bubbles should be
maintained on transport.
2.8

Lettings
No lettings or use of space by external bodies can be considered until the Summer
term of 2021. Lettings can only be considered from the Summer Term of 2021
following review of risk assessments for each use of space. The risk assessments will
need to be approved in advance by the Headteacher and the Director of Operations.
The financial viability of lettings will need to be reviewed given that all spaces used
will have to be thoroughly cleaned prior to further school use. For clarity, where for
example a nursery uses school space during school hours, those arrangements can
continue provided that they follow the requirements of this guidance document as a
minimum and their activities are appropriately risk assessed.

2.9

Off-site activities
All activities beyond the school boundaries, including day trips and residential trips,
are not to proceed during the Spring Term of 2021 until further notice. National and
local guidance will be reviewed during the Summer Term of 2021. At present, it is
likely that off-site activities will not now be able to commence prior to the academic
year commencing September 2021.

3.0 The 5 Stages to prepare and operate
3.1

Stage 1 - Risk Assess

To support the principals outlined above, each school will have an updated pack of risk
assessments, which will be produced by our Health and Safety Consultants (GS Musson
Associates), in close liaison with each school, to ensure the risk assessments are specific
to the school setting and its operational requirements. The risk assessment packs are to
include (but not be limited to):
i.

General Safe Operation

ii.

Maintaining Bubbles and Social Distancing (where possible)
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iii.

Infection Prevention and Management including PPE use and disposal

iv.

Infection Control

v.

Catering

vi.

Cleaning

vii.

Evacuation and Lockdown

viii.

Wraparound Care

ix.

Transport

x.

Lateral Flow Tests

xi.

Specific activities as defined by the schools

xii.

Any specific individual pupil need

xiii.

Any specific individual staff need

3.2 Stage 2 – Prepare
Schools are to implement the actions outlined above in the document and those of the
associated risk assessment pack (produced by GS Musson). Headteachers are to consult
with and brief staff as appropriate.
3.3 Stage 3 – Operate
Safety and Compliance Learning Environment daily, weekly, monthly and six monthly log
sheets must be followed as normal (refer to the Learning Environment Manual) in addition to
ensuring signs, etc. remain in place.
The safety of our pupils and staff is paramount. We will review our provisions and the
national guidance as appropriate to updated requirements, to minimise the risk of infection
coming into our academies and to minimise the risk of any infection occurrence or spread.
3.3.1

Projects
No construction, alteration, refurbishment or maintenance projects are to proceed
without the consent of The Director of Operations and GS Musson Associates. This is
to ensure general project safety and Coronavirus (COVID-19) related safety. If
possible, information should be provided for consent at least 2 weeks prior to works
commencing to allow for information to be checked and if required, amended for
further consideration. Where emergency maintenance is required, this period can be
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reduced as required, but consultation must still occur and approval be given. Where a
contractor arrives on site to carry out maintenance without prior risk assessment, they
must not be turned away. In this scenario, GS Musson must be contacted and they
will advise if the work can proceed or not.
For clarity, statutory servicing, testing and maintenance must continue to ensure
safety but must be subject to prior risk assessment with GS Musson Associates prior
to the work commencing.
3.4 Stage 4 - Monitor and Review
The operation of the Learning Environment and the Trust will be monitored and reviewed in
relation to Coronavirus (COVID-19). Where necessary, and to accommodate any change in
national (or local) advice, our policy will be reviewed in conjunction with associated risk
assessments. Where necessary, new or revised policy and procedure will be introduced.

For any queries or clarification, please contact:
Ian Carnwell – Director of Operations
ian.carnwell@reachsouth.org
07783 124950
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Appendix 1: Confirmed Case of Covid-19 Actions
Please collate the following information:
•

Name of school, its pupils age range and approx. number on role.

•

Postcode of school.

•

Name of person with positive test result (not always requested by DfE / PHE).

•

Their DOB (not always requested by DfE / PHE).

•

What were the symptoms?

•

When did the symptoms start (specifically temperature, cough, change in sense of taste and
smell)?

•

Date test was taken?

•

Date of test result?

•

Was the positive case part of a bubble where there has been a previous positive case within the
last 14 days?

•

Was the person in school during the 48 hours prior to symptoms starting (specifically
temperature, cough, change in sense of taste and smell)?

•

If yes, did they have any close contacts? A close contact is considered as:
•

People who spend significant time in the same household as a person who has
tested positive for Coronavirus (COVID-19)

•

Sexual partners

•

A person who has had face-to-face contact (within one metre), with someone who
has tested positive for Coronavirus (COVID-19), including:
o
o
o
o

•

Being coughed on
Having a face-to-face conversation within one metre
Having skin-to-skin physical contact, or
Contact within one metre for one minute or longer without face-to-face contact

A person who has been within 2 metres of someone who has tested positive for
Coronavirus (COVID-19) for more than 15 minutes. If contact has been made within
2 metres on more than one occasion then the total time of all contact should be
added together. If the total time exceeds 15 minutes, this will be classed as a close
contact.
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•

A person who has travelled in a small vehicle with someone who has tested positive
for Coronavirus (COVID-19) or in a large vehicle or plane near someone who has
tested positive for Coronavirus (COVID-19)

•

Close contacts of Key Stage 2 pupils and older should be assessed by talking to the pupil, their
friendship groups and staff. For Key Stage 1 and younger we are advised that close contacts
cannot be assessed in this way and that all children (not adults) are to be considered as close
contacts and will be asked to self-isolate.

•

Where no symptoms or not recognised symptoms are present (temperature, cough, change in
sense of taste and smell), was the person in school during the 48 hours prior to the test being
taken?

If yes, follow close contact guidance above. In both scenarios, ensure visitors to school are also
considered (check visitor records). The wearing of PPE is irrelevant to assessing close contacts.
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DailyHealth
Health Check
Daily
Check

Please give me a thumbs up if all these statements are correct for you

Please give me a thumbs up if all these statements are c

I have not had a high temperature or felt unwell in the
last 24 hours.
I have not had a new or regular cough in the last 24
hours.
My sense of taste and smell has been normal in the last
24 hours.
I have not been around anyone with these symptoms in
the last 48 hours.
I have not been contacted by NHS Test and Trace and
been told to self-isolate.

Have a great day in school!
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