
 

COVID-19 Mitigation Procedures- Ellistown Community Primary School 

 
 

School: 

Ellistown Community Primary School  

Date of Assessment: 15.05.20 

 

Assessed by:  Simone Fellows - Headteacher 

 

Date of Review: As required.  

 

 
 
 
 

Risk Type Issue/Hazard Measures to Minimise Risk Actions and comments 

Classroom- lack 

of social 

distancing in the 

classroom, 

resulting in the 

transmission of 

the virus within 

teams or across 

teams.  

Pupils, staff, 

visitors and 

families. 

 Ensure class sizes are no bigger than 15.  Where at all possible allow 

social distancing to be managed effectively. 

 

EYFS- Maximum 15 in each ‘half’ of class.   Half in EYFS base and half in 

Year 1 base, so that both have access to outside area, to be used on a 

rota. 

Furniture organised accordingly to ensure 2m apart where possible.   

Outdoor area shared between the two classes on a rota.  Disinfected by 

staff between groups. 

 

Year 1- Maximum of 15 in each room, covering the Y2 and Y3 bases. 

Furniture to be stored in Modig to make space. Desks organised 

accordingly to ensure 2m apart where possible.   

 

Year 6- Maximum of 10 in each room, across the Y6 and Y5 classrooms, 

as well as Riley (3 way split)  Furniture to be stored in Modigliani to make 

space. Desks organised accordingly to ensure 2m apart where possible.  

 

Staff are allocated a place in the classroom to work in and supervise. 

They should not work next to a child or ‘mark’ books. 

 

When in the classroom:  

 Year 6 - Keep pupils at their designated desks. They use this same 

named desk every day.  

 In  EYFS, it is recognised that children will be mobile for much of the 

day, due to their age. They will not sit at desks but will have carpet 

spaces set at social distance of 2m apart where possible.  

MT- remove surplus desks from the 

classrooms and set up the Y1 and Y6 

spaces as per the site plan. 

 

MT- remove the extra tables in EYFS to give 

the staff more floor space and easier 

access to doors to exit and for ventilation.  

 

KH- to make room signs to show: with 

maximum numbers, staff only, no entry.  

 

SF to send the detailed site plan to staff to 

show the new uses of the rooms.  

 

All staff who are working with children: 

remind pupils of the protocol for social 

distancing in the classrooms.  

 

SF/VB to issue group and timetable 

information to staff.  



 Avoid any group activities within the classroom that requires pupils to 

be in close physical contact with each other. 

 Pupils and staff will wash hands on entering and leaving the room 

using soap or hand sanitiser and periodically through the day 

 When children need to line up to move out of an area, they should 

do so ensuring they keep to a 2m distance.  

 

The grouping of 

staffing and 

children failing to 

work, causing the 

mixing of staff 

and children.  

Pupils, staff, 

visitors and 

families. 

 Parents will be asked to book online to reserve their child’s place.  A 

minimum of a week’s notice will be needed for new children wishing 

to join the bubble.   
 Groups will be kept to a maximum of 15 in main school. Teachers 

who work with the group will not be allocated to another group, 

apart from the sports coach, who will work socially distanced with all 

groups, following strict protocols and the midday manager, who will 

supervise both year 6 lunchtimes on a rota, observing strict social 

distancing protocols. 
 If too many staff become unwell and the group cannot be 

managed safely by an adult in the ‘bubble,’ parents will be 

informed that the provision is no longer available.  

 Wrap around care will be closed to children who access the main 

school provision in EYFS, Year 1 and Year 6.   

Leadership team and group staff to ensure  

children do not swap groups. 

Key Worker 

provision 

becoming unsafe 

due to large 

numbers 

Pupils, staff, 

visitors and 

families.  

 Parents will be asked to book online to reserve their child’s place in 

the Key Worker club. This enables us to keep a small group of 

teachers and support staff with that group of children, to prevent 

mixing 

 Children in EYFS, Year 1 and Year 6 cannot swap into the Key Worker 

group to access wrap around care to prevent the mixing of groups.   

 If Key worker parents of the invited year groups must use wrap 

around care, then the children can only access the Key Worker club 

and not the classroom setting. 

  

Office staff and leadership team to ensure 

parents do not ‘swap’ children between 

groups. 

Pupil Resources- 

The spread of 

Covid 19 in the 

classrooms 

through mixing of 

pupil resources, 

causing 

contamination.  

Pupils, staff, 

visitors and 

families.  

 All children in Years 1 and 6 to have their own resources at their 

tables to prevent cross-contamination.  

 Each group in EYFS to have its own pencils and smaller resources to 

prevent cross contamination.  

 Pupils reminded by all staff not to share resources.  

 Staff will not be completing and returning home school diaries to 

avoid contamination. 

 Staff will change pupils’ books 1 time (so may take up to 4 reading 

books) during the first week back. After this, books should not come 

and go between the building.  

SF AND VB to co-ordinate staff on rota to 

make packs with existing resources from 

classrooms.  

 

All staff who are working with children: 

remind pupils of the protocol for social 

distancing and resource use.  

 

Lead staff (as per the rota)  should action 

the changing of books during WB 1st June  

 



 All soft furnishing materials in all the classrooms being uses should be 

put away, out of use.  

 EYFS should be cleared and toys and games used that can be 

cleaned daily.  

 Any shared resources that may be used e.g. reading books, toys, 

paint brushes MUST BE CLEANED AFTER USE e.g. paint brushes left in 

hot, soapy water overnight, book covers wiped with cleaning spray 

before being put back on the shelf, ipads cleaned before being put 

back in the storage trolley etc. 

 Children will work on paper and work will not be marked or sent 

home to prevent contamination.  

R- coordinate a deeper clean of materials 

daily in EYFS and Pre-School.  

 

All staff to ensure shared resources are 

cleaned daily.   

 

Cloakrooms and 

the storage of 

belongings 

The spread of 

Covid 19 in the 

cloakroom areas 

and the cross 

contamination of 

resources.  

Pupils, staff, 

visitors and 

families. 

 All children in Year 6 to store all their belongings, including their 

lunches in their locker.  They should be trained to only touch their 

own locker. 

 Children in Year 1 to store their belongings on the allotted pegs and 

should be trained not to touch each others things or pegs 
 Reception as above 
 Key worker – as above 
 Children should be supervised at all times whilst accessing the locker 

area/ pegs –  

 Children should be allowed in to use the space, 2 at a time, 

observing distancing rules.  

 Pupils and staff should wash their hands on entering and leaving the 

cloakrooms.  

 

All staff who are working with children: 

remind pupils of the protocol for social 

distancing and where to store materials 

and belongings.  

Break and 

lunchtime 

arrangements to 

avoid crowds 

and to keep 

pupils in their 

teams.  

Pupils, staff, 

visitors and 

families. 

 There will be 4 morning playtimes at 10:10, 10:30, 10:50 and 11:15am 

for each of the groups. This is a 15 minute breaktime, with 5 minutes 

for one group to come in before the other group comes out. They 

will be allowed to play in areas of the school that have been 

allocated to them so there is no cross over. Entering and exiting the 

school will also be choreographed, to ensure the minimum of 

contact – see plan. 

 Each group will have its own outdoor equipment, which should be 

cleaned and stored at the end of break and lunch. 
 Toast will not continue over this period. 

 Breakfast bars will be provided to those children who we normally 

provide breakfast for. 
 Year 1 outside area: KS1 Playground/ lower field 

 Year 6 outside area: KS2 playground 

 EYFS outside area: KS1 playground/ lower field. 
 Fixed play equipment) on a rota – cleaned every night 

All Staff to cover lunch and break times 

within their teams, alongside their group 

lunchtime person  

 

All Staff who are supervising at lunchtime 

to ensure that children do not mix groups, 

stay in their areas and do not play near 

neighbour’s fences.   

 

Kitchen staff should deliver food to the 

outside of the classrooms- 

 

 

KH to make signs to show toilets ‘Year 1 

toilet, EYFS toilet, Year 6 toilet’ and KW 

toilet 



 Each bubble has a lunchtime person.  Staff should take it in turns in 

bubbles to support their lunch person.   
 Children will eat in their own classrooms.   Parents will be able to ordr 

a school cold lunch, which will be delivered outside the classrooms , 

by school food support staff. 
 Staff should eat their own lunches in one of the 3 allocated rooms for 

staff to use: the staff room, Warhol or Vicky’s room.  Staff are 

encouraged to use the grounds to sit outside and eat, away from 

children.  
 Staff should encourage children to avoid group activities that 

requires them to be in close physical contact with each other, such 

as certain sports and playground games. 

 Staff should remind children of the 2 m rule at all times, even when 

playing outside.  

 Children who need to use the toilet while out at play, should use 

their own ‘group’ toilet inside.  

 Children and staff should wash their hands when they come in from 

outside.  

 Children and staff should wash their hands before and after eating.  

Toilets and 

washing facilities 

not allowing for 

social distancing, 

resulting in the 

transmission of 

the virus across 

adults in the 

school. 

Pupils, staff, 

visitors and 

families. 

 Only two pupils at a time to access toilet facilities in each base/ 

area EYFS and Year 1 pupils to be accompanied.  

 Staff to ensure they distance when using the toilets and kitchen 

facilities.  

 All classrooms have handwashing facilities and these are to be 

regularly stocked by the cleaning team. 

 All classrooms should have a hand gel, as well as soap.  

 All adults and children should wash their hands when coming in and 

out of school and moving between areas. They should do this before 

break and lunch and when they use the toilet. They should also do 

this is they sneeze or cough.  

All staff working with pupils should monitor 

this rigorously. 

 

All staff should model social distancing to 

others and to the children.  

Teachers and 

office staff work 

spaces- lack of 

social distancing 

in the staff room 

and offices, 

resulting in the 

transmission of 

the virus across 

adults in the 

school. 

Pupils, staff, 

visitors and 

families. 

 Staff have been allocated Rousseau, Warhol and the staff room to 

enable them to socially distance when they are not working with 

children. All staff should use a workspace that is well ventilated to 

complete jobs and tasks.  

 Staff are encouraged to work or eat outside where they can. 

 Staff are welcome to work in corridors and free spaces to create 

displays where there are no children and staff present, unless they 

are needed in their ‘group.’  

 Office staff to ‘split’ by having two staff in school and one working 

from home.  One to work in Sarah’s room and one front of house. 

All staff should model social distancing to 

others and to the children by following 

guidelines about where they work.  

 

SW, KH and NM to co-ordinate who will 

work from home on each day. 



First Aid and 

caring for a child 

with symptoms of 

Covid-19 

awaiting 

collection 

Pupils, staff, 

visitors and 

families. 

 First aid staff to wear appropriate PPE when treating staff and pupils 

in close proximity who present symptoms of Covid-19 (not required 

where symptoms are not present). 

 Children’s kitchen to be out of bounds to children and only used by 

staff dealing with children or staff with symptoms. 

 Each group to have its own first aid equipment for other incidents 

 Where students present symptoms of Covid-19, they should be 

moved to the children’s kitchen where sick pupils can be kept in 

until parents or carers come to collect them asap 

 The door should be closed and windows open for ventilation 

 Children presenting symptoms should use the toilet next to the 

sensory room. 
 PPE should be worn by staff caring for the child while they await 

collection and a distance of 2 metres be maintained 

 Parents of children in the group and staff who have been in contact 

with the group, should be informed that someone has displayed 

symptoms and asked to be extra vigilant for signs of the virus in 

themselves and each other. 

Office staff to arrange for appropriate PPE 

to be in place. To be stored in the first aid 

room/ kitchen 

 

All staff to follow protocols set out in staff 

guidance.  

 

All staff Children’s kitchen to be used as 

first aid room, for suspected COVID cases 

only 

 

 

 

 

Office staff – to ensure that all parents of 

children in the group have been informed 

and to ensure that the suspected case is 

tested as soon as possible.  Also to follow 

up on the results of the test and inform SF 

when the results are back 

 

Managing 

suspected cases 

of Covid-19 

Pupils, staff, 

visitors and 

families. 

 When a child, young person or staff member develops symptoms 

compatible with coronavirus, they should be sent home and 

advised to self-isolate for 7 days. Their fellow household members 

should self-isolate for 14 days. All staff and students who are 

attending an education or childcare setting will have access to a 

test if they display symptoms of coronavirus, and are encouraged to 

get tested in this scenario. 

 Where the child, young person or staff member tests negative, they 

can return to their setting and the fellow household members can 

end their self-isolation. 

 Where the child, young person or staff member tests positive, the 

rest of their class or group within their childcare or education setting 

should be sent home and advised to self-isolate for 14 days. The 

other household members of that wider class or group do not need 

to self-isolate unless the child, young person or staff member they 

live with in that group subsequently develops symptoms 

 Wash hands regularly with soap and water for 20 seconds, and after 

removing gloves, aprons and other protection used while cleaning.  

Wash hands regularly. 

SF/ VB SW to send child home.  

 

Office to keep a log on SIMS of when the 

pupil is to return, when they were tested 

ad the outcome of the test. 

 

 

 

 

SF and office staff to co-ordinate informing 

PHE, The LA, parnts and staff to ensure that 

everyone is made aware that we have a 

confirmed case of COVID at Ellistown.   

All children and staff in the grup that the 

child has been in to be informed of the 

need to self isolate for 14 days as per the 

guidance. 

 

 



 

 

Introducing the 

virus into School 

environments 

from outside 

visitors and 

parents. 

Drop off and 

pick up by 

parents 

 School will start at 9:00 for Reception and Year 6 and 9:30 

for Year 6 children to ensure minimum contact between the 

groups.  Reception will enter through the pedestrian gate 

and the through the staff carpark and go through the gate.  

Vehicle access will be locked at this stage.   Parents will 

bring the children in, observing social distancing.  A member 

of staff will supervise this.   
 At the end of the day Reception ch will be collected from 

the staff car park.  Again, observing social distancing. 
 Year 1 will access through the main school playground and 

will be collected from their usual spot.  Parents will wait with 

their children, observing social distancing.  At the end of the 

school day the children will be collected from here – again 

observing social distancing. 
 Parents of Year 6 children should leave their children at the 

school gate.  Year 6 should line up in their usual spot, 

observing SD – the area will be coned off.  At the end of the 

day they will be taken to the front of the school to be 

collected by parents at th pedestrian gate.  
 KW and vulnerable ch to enter and exit through the mian 

gate 

KH to make signs for all of the gates to show 

which year groups to enter and the direction of 

traffic.  

cones in place for classes and for ‘walkways’ to 

allow parents to drop and leave.  

 

 

SF and R to make group signs for each of the 

groups within year groups. 

 

NM to ensure car park gate is locked and no one 

can gain access during the school day.  For 

deliveries – NM to ensure that there are no 

pedestrians in the car park and to supervise. 

Packed 

lunches for 

collection by 

FSM families 

whose children 

are not in 

school 

 Parents of children at home will continue to receive 

vouchers.  Children in schoo will receive a FSM pack up 

from the school kitchen 

NM to keep an eye on this 

Visitors to 

reception areas 

 Parents will only be allowed to come into the office area if 

they have an urgent enquiry that cannot be dealt with on 

the phone. They must maintain a distance of 2m from office 

staff. Parents to be informed in their guidance.  

 Where possible, Glass screen to remain closed or just 

opened slightly to protect staff in the office 
 Ensure good ventilation of the office area.  
 Clear signage and instructions on entry on how to wash 

hands etc.  

Visitors not permitted unless essential/ urgent and 

agreed by SF/ SW 

 

KH to make signage to model no entry unless 

urgent and ‘Key Workers enter here’ sign.  

Visitors for 

meetings 

 There will be no face to face parent appointments with any 

member of staff. All meetings will be held over the phone or 

on Skype.  

All staff to ensure they meet using Skype/ Teams 

or on the phone.  



 Staff will rearrange any non-essential meetings. 

 Social workers are permitted to do 1:1 work with pupils in 

Rousseau, which is well ventilated and will allow for social 

distancing.  

Deliveries  Any essential deliveries to be dropped outside the door, 

where possible 
 Staff are to temporarily stop having personal items delivered 

at the school office.  

Office staff to action 

Volunteers  Volunteer services will stop during this period.  Office staff to ensure that no volunteers come into 

school.  

Staff  Wash hands regularly for at least 20 seconds.  Catch 

coughs/sneezes in a tissue and wash your hands again. 

 Maintain a 2-metre distance from colleagues and children 

where you can.  

 Follow the staff guidance provide by the SLT.  

 Keep up to date with government guidance at 

https://www.gov.uk/coronavirus 

SF to issue updated guidance 

SF to issue guidance to staff on working safely by 

1st June and keep updated as required. This will 

be sent by parentmail and be put in the staff 

room.  

Cleaning  Increase cleaning regimes of regularly contacted areas e.g. 

door handles, desks, toilets etc. 

 Ensure thorough cleaning of buildings before they reopen. 

 Ensure compliance with infection control guidance around 

cleaning regimes. 

SW. R, WW and AB to coordinate the cleaning rota 

and plan for additional items/ rooms/ time 

required for cleaning.  

    

Spreading the 

virus within 

buildings 

Virus passed to 

others on 

hands- adults 

 On entering the workplace wash hands with soap and 

water for at least 20 seconds or use the hand gel in the 

office.  

 Wash hands on a regular basis.  

 Where possible, avoid sharing stationary and other 

equipment. 

 If you hot desk, wipe the area before and after use with a 

detergent wipe from the cleaning office.  

  

All staff- Guidance issued to staff and protocols in 

place 

Virus passed to 

others with a 

sneeze or 

cough 

 Catch any coughs or sneezes in a tissue, bin it and wash 

your hands (or in your elbow if you have no tissue and then 

wash hands, etc.) These should be put in plastic bags and 

disposed of.  

 Try not to touch your face and eyes while working. Use hand 

gel and wash hands if you need to.  

All staff- Guidance issued to staff and protocols in 

place 

 

Office staff- order small bags to be placed next to 

each sink in the classrooms.  

Staff  Regularly clean your work area including phones, 

keyboards and mouse. 

 Wash hands regularly for at least 20 seconds.  Catch coughs 

/ sneezes in a tissue and wash your hands again. 

All staff- Guidance issued to staff and protocols in 

place 

https://www.gov.uk/coronavirus


 Maintain a 2-metre distance from colleagues/members of 

the public 

 Keep up to date with government guidance at 

https://www.gov.uk/coronavirus 

   Wash hands before leaving the office/school 

 Follow Government advice  

All staff- Guidance issued to staff and protocols in 

place 

Staff 

member/pupil or 

household 

member 

becoming ill with 

Covid 19 

symptoms or is 

tested and 

diagnosed. 

Staff, pupils and 

their families.   

 In the event of a pupil, staff member or member of their 

household becoming ill, the Headteacher must be 

contacted and informed.  

 A 7-day isolation period for individuals who have been 

symptomatic. 

 Any other member of the household must self-isolate for 14-

days.  

 The team they are in will also be informed and told to isolate 

for 14 days from school. This includes teachers and pupils.  

 Keep up date with the latest government guideline: 

https://www.gov.uk/government/publications/covid-19-

stay-at-home-guidance 

 In line with HR procedures, all staffing absences including 

self-isolating staff should be shared with the School. 

 Where possible and appropriate, keep in touch with staff 

members who are in self-isolation and include them in 

communications. 

All staff- Guidance issued to staff and protocols in 

place 

 

SF to notify all families and staff in the team that 

may be infected.  

Inappropriate 

cleaning  

All staff, pupils 

and families.  

 Cleaning an area with normal household disinfectant after 

someone with suspected coronavirus (COVID-19) has left 

will reduce the risk of passing the infection on to other 

people. 

 Wherever possible, wear disposable or washing-up gloves 

and aprons for cleaning. These should be disposed of 

securely. 

 Using a disposable cloth, first clean hard surfaces with warm 

soapy water. Then, disinfect these surfaces with the 

cleaning products you normally use. Pay particular 

attention to frequently touched areas and surfaces, such as 

bathrooms, grab-rails in corridors and stairwells and door 

handles, desk surfaces. 

 If an area has been heavily contaminated, such as with 

visible bodily fluids from a person with coronavirus (COVID-

19), consider using protection for the eyes, mouth and nose, 

as well as wearing gloves and an apron. 

R, SW and site cleaning team.  

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


 Wash hands regularly with soap and water for 20 seconds, 

and after removing gloves, aprons and other protection 

used while cleaning.  Wash hands regularly. 

 Cleaning protocol of a possibly infected area-To be 

managed by Premises Team 

 Cleaning an area with normal household disinfectant after 

someone with suspected coronavirus (COVID-19) has left 

will reduce the risk of passing the infection on to other 

people. 

 Wherever possible, wear disposable or washing-up gloves 

and aprons for cleaning. These should be double-bagged, 

then stored securely for 72 hours then thrown away in the 

regular rubbish after cleaning is finished. 

 Using a disposable cloth, first clean hard surfaces with warm 

soapy water. Then disinfect these surfaces with the 

cleaning products you normally use. Pay particular 

attention to frequently touched areas and surfaces, such as 

bathrooms, grab-rails in corridors and stairwells and door 

handles. 

 If an area has been heavily contaminated, such as with 

visible bodily fluids from a person with coronavirus (COVID-

19), consider using protection for the eyes, mouth and nose, 

as well as wearing gloves and an apron. 

   

 

 

Vulnerable 

groups at risk  

Children with 

safeguarding 

and welfare 

needs, 

including 

children with a 

child in need 

plan or child 

protection plan 

children with 

special 

guardianship 

orders) and 

child 

 All pupils from these groups are eligible for a childcare place 

so as to ensure more support to families and to ensure 

protection for these vulnerable children. 

 FSM lunches are provided daily for those attending.  

 FSM (cold lunch) should be provided for those pupils 

attending the childcare settings. 

 For those children who are being supported by children’s 

social care and have to isolate, support and continue to 

liaise with families, including undertaking necessary visits 

whilst taking appropriate infection control measures. 

 All planned and required meetings take place with the 

existing timescales.  

 Child Protection Conferences continue to run with 

participation from partners, the child and the family.  

 All planned visits are expected to be followed, though 

adaptations will be made because of these exceptional 

circumstances. The purpose of these visits remains to ensure 

SF, SW, CB and VB to manage these children and 

families.  

NM – to co-ordinate FSM 



arrangement 

orders 

Looked after 

children (LAC) 

Young carers 

(young people 

who are caring 

for a parent 

who may be 

disabled or a 

sibling)) 

the child is safe and social workers need to assure 

themselves of this. 

 Social workers will continue to work with vulnerable children 

in this difficult period and should support these children to 

access provision. 

 Schools daily submit individual child registration data to the 

LA.   

 

Low morale and 

mental health 

concerns 

Staff   SF Inform all staff of current situation on a regular basis. 

 Peer support for staff, employee healthcare and head 

teacher wellbeing service. 

 School leaders to create rotas to share workload.  

 School leaders to support staff who are protecting a 

shielding family member in their household by ensuring they 

can work from home. 

 Staff to immediately inform SF, VB or SW if unwell.  

 Where staff have agreed to take on additional duties and 

responsibilities, support them in their new roles.  TA’s acting 

as leads to be made cover supervisor rate 

 Maintain regular contact with staff who are working from 

home or self-isolating. 

 

SF/ VB to keep staff informed 

 

Individual staff to speak to SF/ VB if they have 

concerns or worries.  

 

All sickness should be reported as usual to SF/ VB/ 

SW each day of illness.  

 

SLT reputation Lack of 

communication 

 Communication to provide regular updates on the Internet 

and via other appropriate media streams and methods.  

 

SF and VB to email staff as required and place 

new guidance in the staffroom.  

SF to email parents and governors as required.  

VB to ensure facebook and twitter are kept up to 

date.  Class teachers to keep up Twitter as much 

as they can, but allow for workload, particularly for 

those in school 

 

Reduction in 

service 

 If you can work from home, ensure you take all your 

equipment home each day and check all necessary 

All staff- Guidance issued to staff and protocols in 

place 

 



systems are enabled (managers will direct if you can work 

from home)  

 There are some simple steps you can take to reduce the 

risks from display screen work:  

 breaking up long spells of DSE work with rest breaks (at 

least 5 minutes every hour) or changes in activity 

 avoiding awkward, static postures by regularly 

changing position 

 getting up and moving or doing stretching exercises 

 avoiding eye fatigue by changing focus or blinking from 

time to time 

 Check emails for regular updates on the situation.  

 


