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Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 1 
 
Planning and 
Organising 
 
Lead: PD 

a. The school population has been divided into two ‘cohorts’, one in the morning and another in 
the afternoon. However, the whole school will be seen as one ‘bubble’. This allows staff to 
safely work across cohorts.  

b. Safe groups of pupils to be organised. They will remain in their scheduled classbase 
including in specialist lessons such as Science, Art, Food Technology and PE where 
non-practical activities can occur. This will minimise the footfall in corridors.  

c. Practical lessons will continue for all students in their specialist spaces but all non-practical 
learning will take place in the groups designated classbase.  

d. Pupils will continue to move with their trays to the classbases on their timetables. This will 
be reviewed regularly, especially as numbers of students onsite increase. 

 

 Yes. 
 
We will continue to follow the latest 
government guidance. Pupils will 
stay in a single classroom and staff 
will move between lessons. There 
will be no mixing of students from 
am/pm provisions.  

PD/JS 
 

08/03/21 

e. schools to review the total space available for teaching activities beyond classrooms.  Yes PD/JS 19/08/20 

f. Classrooms will be individually reviewed where necessary, observing the latest government 
guidance. Classroom size at HCA offers a range of room population maximums.  

g. Only where necessary, yellow signs on each door will indicate the maximum number of 
people allowed in each room. Ensuring that fire exit routes are not compromised. It is 
important that staff remain 2m from the nearest pupil. 

h. If necessary, class groups can be split to reduce the numbers in any specific space - free 
rooms can be found via Arbor (School > Timetable > Sites & Rooms > Free room finder) 

i. The school entrance and exit will be via the school hall. (Zip wallets for phones-to be stored 
centrally in HSLW office) 

 

 Yes PD/JS 08/03/21 

j. Assessment on individual classrooms will be conducted to establish a safe capacity 
following latest guidance. All pupils sat facing the same direction and to maintain a sensible 
distance from each other.  

k. All pupils will be expected to wear face coverings in classes. Where pupils choose not to 
wear face coverings, we will work with them and parents/carers to encourage wearing of 
them. Each case will be dealt with individually. 

l. Teacher/adult to be maintaining a distance of 2m from pupils whilst in class bases. Teachers 
will be responsible for ensuring that their teaching space conforms to the principles of social 
distancing.  

m. All adults will be expected to wear face coverings in classrooms, in corridors and 
throughout the inside of the school. We acknowledge latest guidance that states that 
alongside social distancing and washing hands regularly, the wearing of face masks 
significantly decreases the risk of spreading the virus. Thus, the wearing of face 
masks, with or without a face shield, is actively encouraged amongst all staff.  

 Yes PD/JS 08/03/21 
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n. If, for medical or other reasons, a face mask cannot be worn, this must be discussed 
with the line manager/risk assessment coordinator and be agreed by SLT. Medical 
proof may be required.  

 
o. Staff to carefully organise classrooms and other learning environments such as workshops 

and science labs for all groups, maintaining as much space as practicable between seats 
and desks. Staff are responsible for reviewing their own teaching area(s) to ensure 
adequate social distancing and must raise any specific concerns with their line manager in 
the first instance. 

 

 Yes PD/JS 08/03/21 

p. Plan drop-off and pick-up protocols that minimise adult to adult contact; rear car park will be 
used to drop off and collect pupils. Where possible staff will park in the rear car park, using 
the front car park once the rear car park is full. 

q. Pupil reception is in the main hall.  
r. Coats and bags, etc will be stored in the hall, making use of lockers wherever possible. The 

hall will remain locked during lesson time. Mobile phones will be handed to staff and will be 
stored in the SLT office. If a pupil prefers they can keep their phone in their own locker but 
access to the hall will be restricted to break times only. 

 

 Yes PD/JS 08/03/21 

s. Consider how children and young people arrive at school, and reduce any unnecessary 
travel on coaches, buses or public transport where possible. We have a combination of 
modes of transport for our pupils and we will continue to follow the latest guidance both 
nationally and locally. 

 Yes PD/JS 04/01/21 

t. Refresh the timetable and wellbeing support for pupils: 
● decide which lessons or activities will be delivered 
● consider which lessons or classroom activities could take place outdoors 
● consider how the timetable and selection of classroom or other learning 

environment could reduce movement around the building 
● groups may need to be split in situations where social distancing from staff is 

compromised (this could be due to behaviour or simple room/group size) - where 
the teacher has access to an additional member of staff they will facilitate this 
themselves seeking out a ‘free room’ beforehand where possible. They may also 
call upon ‘OnCall’ to help with this. 

 

 Yes. Timetable completed 
(Includes a blended offer of online 
tuition and face:face teaching). 
Wellbeing conversations included 
at both KS3 and 4 tutor time and 
during assemblies. 

JS/ME 08/03/21 

u. Offer a range of spaces to pupils and staff to use during break times; the hall (when weather 
is particularly poor), outside spaces.  

v. Pupils will be encouraged to use outdoor spaces however where reasonable to do so whilst 
also maintaining social distancing.  
 

 Yes. A series of identified spaces 
are available to provide capacity.  

TM 08/03/21 

w. If required we can move to a staggered break time and lunch, to ensure that any corridors or 
circulation routes used have a limited number of pupils using them at any time 

 Yes - if required and this will be 
reviewed regularly. 

JS/PD 04/01/21 
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x. No stagger to drop-off and collection times is required due to the AM/PM cohorts (including 
communications with parents/carers to confirm face:face offer and method of transport).  

 

 Yes. As numbers on-roll increase 
this will be reviewed. 

TM/VR 04/01/21 

y. consider how best to supplement face to face support for pupils with remote learning. 
● A blended learning offer is being rolled out during the Autumn term. 
● Appropriate policies have been written and/or updated and training has been 

delivered 
● One day ‘eyes/ears on child’ to be initiated by the tutor to ensure appropriate 

safeguarding controls are in place 
 

 Yes.  JS/PD 08/03/21 

z. consider how to keep small groups of children together throughout the day and to avoid 
larger groups of children mixing.  

 

 Yes - use of outdoors to be 
encouraged  

PD 19/08/20 

aa. consider the use of outdoor spaces for teaching and learning  
● the stable will become an outdoor classbase if required. 
● as the weather improves - greater use of the outdoors is to be encouraged 

 Yes. The needs have been 
assessed and this will be used for 
extended learning activities at this 
stage. 

JS 08/03/21 

bb. consider the use of outdoor spaces for waiting and socialising  
● a temporary covered space could be considered as weather worsens. (Pupil 

entrance area - options to be investigated). 

 Yes. JS to review with TA ongoing.  JS/TA 16/10/20 

cc. approach to avoiding children and young people entering school congregating and 
breaching social distancing is in place. Pupils will be encouraged to collect their tray and 
move to their first/next classbase as soon as possible. 

 

 Yes. Behaviour and welfare policy 
has been updated. 

PD 19/08/20 

dd. approach to potential breaches of social distancing in place, including in the case of repeat 
or deliberate breaches.This has been communicated with parents and staff by email (and/or 
phone). It is everyone’s responsibility to report and follow-up with such incidents. 

● Where behaviour actually or potentially affects the health and safety of either pupils 
or adults an appropriate consequence will be applied which reflects the 
actual/potential severity of the transgression - this will be dealt with on a 
case-by-case basis and reported to Head of Key Stage in the first instance and 
recorded on Arbor by the reporting member of staff. 

ee. social distancing plans communicated with parents, including approach to breach via the 
dedicated parent website. 

i. Parents/carers informed on an ongoing basis via the school website, email 
and phone calls. 

 

 Yes.  
 

JS/PD/N
W 

08/03/21 

ff. Consider how pupils are transported to any external providers and assess the risk involved; 
From 8 march 2021:  
● Staff will be able to transport students to enable them to attend provisions at any 

external provider (including any other KCAT premises) if they are able to confirm that a 
2 metre distance can be adequately catered for, and both parties wear face coverings 

 Yes. KCAT will always follow the 
latest official guidance. 

PD/TA 08/03/21 
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● ensuring sanitisation has taken place 
● ensuring all members of staff and pupils wear masks and social distancing is observed 
● Minibus risk assessment has been updated with a new Covid-19 update: 

https://docs.google.com/document/d/1kVJF2tKVmplzXpXJxhzBICBrDXXtUVox55zYx0L0XAo/ed
it?usp=sharing 

 
Area of concern Recommended controls  In place? Yes/No 

Further Actions? 
Who? When? 

 2 
 
Cleaning & 
Waste 
 
Lead: TA 
 

a. Deep cleans will only be necessary when circumstances dictate. This will be after taking 
advice from PHE. 

 Yes TA 
 

08/03/21 

b. enhanced cleaning regime should be in place in line with COVID19: Cleaning in non 
healthcare settings guidance. particularly in communal areas and at touch points including: 

○ Taps and washing facilities, 
○ Toilet flush and seats, 
○ Door handles and push plates, 
○ Handrails on staircases and corridors, 
○ Lift and hoist controls, 
○ Machinery and equipment controls, 
○ All areas used for eating must be thoroughly cleaned at the end of each break, 

including chairs, door handles, vending machines and payment devices, 
○ Telephone equipment, 
○ Keyboards, photocopiers and other office equipment, classroom desks and chairs.  

 Yes. Cleaning will be undertaken 
at the end of the day by the 
cleaning team (supervised by TA). 
Staff will ensure that areas are 
decluttered (Including the 
staffroom) to ensure that 
appropriate cleaning can take 
place. Cleaning of door and 
window handles will take place 
each lunchtime.  

BP/TA To be 
completed 
each day. 
Updated 
11/9/20 

c. ensure capacity of cleaning staff is adequate to enable an enhanced cleaning regime 
(teaching/support staff are aware of their responsibility to ensure toilets are clean after each 
visit). 

 Team of two cleaners with site 
team supporting as necessary  

BP/TA 19/08/20 

d. adequate cleaning supplies and facilities around the school are in place.   Poster to display with the kits in 
each teaching room 

BP/TA 19/08/20 

e. arrangements for longer-term continual supplies are also in place. 
 

 Yes BP/TA On-going 

f. sufficient time is available for the enhanced cleaning regime to take place. Teaching staff 
will be responsible for the cleaning of used work surfaces and shared equipment to prepare 
for the afternoon ‘cohort’’ of pupils arriving in the rooms. (Staff to ensure that they advise 
Site Manager if they need further clearing materials within the workspace). 

 

 Yes - at the end of each day. AM 
‘cohort’’ will wipe down surfaces at 
the end of their session. 

All staff 
with SLT 
to monitor 

19/08/20 

g. a waste disposal process is in place for potentially contaminated waste. Disposable face 
masks MUST be placed into a specific waste bin, lined with a plastic bag, solely for the 
purpose of containing face masks. This will be located at the hall entrance/exit and emptied 
at the end of each day. 
 

 Yes BP/TA From 
02/09/20 
Ongoing 

h. relocate waste bins to key strategic positions both in school buildings and in external areas 
that are in use in order that waste materials can be managed safely (Clinical waste bin 
moved to staff ladies toilets) 

 Yes BP/TA 15/06/20 

https://docs.google.com/document/d/1kVJF2tKVmplzXpXJxhzBICBrDXXtUVox55zYx0L0XAo/edit?usp=sharing
https://docs.google.com/document/d/1kVJF2tKVmplzXpXJxhzBICBrDXXtUVox55zYx0L0XAo/edit?usp=sharing
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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i. bins should be emptied daily and ensure that bins for tissues are emptied at lunchtime and 

at the end of each day. 
 

 Yes. BP/TA from 
11/9/20 

j. ensure that sufficient handwashing facilities are available. Where a sink is not nearby, 
provide hand sanitiser in classrooms and other learning environments. Teachers are 
responsible for ensuring there is a supply of hand sanitiser in their rooms - inform the site 
team when the supply is low. 

 

 Yes BP/TA 11/9/20 

k. wipes and sanitiser available within each classroom at at each entry point to the school and 
at points where shared equipment is used i.e. photocopier, desktop phones etc 

 

 Yes BP/TA 04/01/21 

l. clean surfaces that children and young people are touching, such as toys, books, desks, 
chairs, doors, sinks, toilets, light switches, bannisters, more regularly than normal 
(Teachers/support staff to take responsibility for their classbase each day). Used 
surfaces in shared spaces (eg hall, corridor door handles etc) to be cleaned by site-team at 
lunchtime and at the end of each day. 

 

 Yes BP/TA 15/06/20 

m. ensure that all adults and children: 
○ frequently wash their hands with soap and water for 20 seconds and dry thoroughly. 

Review the guidance on hand cleaning 
○ clean their hands on arrival at the setting, before and after eating, and after 

sneezing or coughing 
○ are encouraged not to touch their mouth, eyes and nose 
○ use a tissue or elbow to cough or sneeze and use bins for tissue waste (‘catch it, bin 

it, kill it’).  
○ posters will be displayed in staff washrooms regarding hand washing advice 
○ dispose of single-use face masks in the appropriate bin on leaving the premises 
○ teachers and staff to ensure all teaching and learning surfaces to be kept 

clutter-free and clear to enable full sanitising and cleaning at the end of each 
day 

 Yes.  
 
“Hand washing” Posters are up in 
all Toilet areas and all rooms. 
 
Everybody will have to take 
personal responsibility for their 
own hand sanitisation and that of 
the spaces they have been 
working in. 
 

Managed 
by all 
staff. 
Monitored 
by 
SLT/BP/T
A 

08/03/21 

n. If someone has tested positive with covid-19 then any area/room they have accessed within 
the previous three days will be secured and a risk review will assess the appropriate next 
steps. A decision will be made regarding how areas will be cleaned and by whom and to 
what extent. This will be done with advice from ECTT and PHE. 

 

 Yes. A strategic decision will be 
made based on the latest advice 
and guidance. Appropriate 
people/authorities will be informed. 

PD/TA/JS 08/03/21 

o. ensure the COSHH risk assessment for cleaning/caretaker activities has identified the 
correct process and PPE to be worn.  

 
 

 Yes - TA to produce a guide for 
cleaners regarding the wearing of 
PPE 

BP/TA 8/6/20 

p. cleaning and site staff to ensure they wear protective gloves and or wash hands immediately 
after carrying out cleaning activities. 

 Yes. Gloves available in cleaners 
cupboard & on Trays. A further 

BP/TA 15/06/20 
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 supply is available via HOS. 
Gloves are available in both gents 
and ladies toilets at HCA. 

q. telephone handsets to be cleaned after use (user to take responsibility for the cleaning of 
these at the end of each day minimum). Hand sanitiser and sanitising wipes to be available 
nearby. 

 
 
 

 Yes BP/TA 04/01/21 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 3 
 
Staff/Pupils 
within the 
shielded group: 
 
LEAD: PD/SDS 

a. All staff are to be encouraged to return to a full working commitment unless they have 
received specific written advice from their GP to the contrary and this advice has been 
issued after 01/08/20. Those who have been identified as extremely clinically vulnerable will 
have been notified ahead of every phase of reopening. 

 Yes  
 
 

HR Dept 
 
 

08/03/21 

b. All staff will receive a risk assessment review and individual check-in at the start of term and 
reviewed again at any time that the school believes it is necessary based on latest 
guidance. 

 

 Yes. 1:1 programme of health, 
safety and wellbeing risk 
assessment interviews in place. 

ME/JS 08/03/21 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 4 
 
Social 
Distancing & 
Classrooms 
 
LEAD: DG/TA 
 

a. Classroom entry and exit routes have been determined and appropriate signage in place. 
Room numbers are no longer required but reminders of social distancing and hand washing 
to remain. Room capacity will need to be reviewed regularly however, in order to comply. 
 

 Yes.  BP/TA 08/03/21 

b. Access rooms directly from outside where possible. Entry and exit routes to the building will 
be through the top-door only. 
 

 Yes BP/TA 15/09/20 

c. Consider one-way circulation, or place a divider down the middle of the corridor to keep 
groups apart as they move through the setting where spaces are accessed by corridors if 
appropriate. Signage is complete and we have floor arrows as opposed to a divider. 

 

 Yes.  TA 01/09/20 

d. Appropriate resources are available within all classrooms e.g. IT, age specific resources.  
 

 Yes. TD/MW responsible for 
ensuring a check of resources is 
carried out weekly. 

DG 19/08/20 

e. Sharing of equipment or stationery should be prevented where possible. Shared materials 
and surfaces should be cleaned and disinfected more frequently. 
 

 Yes. Chromebooks are shared 
between cohorts and wiped down 
by the teachers/pupils at the end of 
the AM/PM session. 

DG 11/09/20 

f. Resources which are not easily washable or wipeable have been removed.  
 

 Yes TA 19/08/20 
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g. remove unnecessary items from classrooms and other learning environments where there is 

space to store it elsewhere - this is the responsibility of all members of staff as directed by 
SLT 
 

 Yes PD/JS/TA 11/09/20 

h. classrooms have been re/arranged to allow as much space between individuals as 
practical & more class furniture has been moved or placed in a position to reduce pinch 
points, ensuring that free movement is possible. Pinch points across the school will also be 
indicated through appropriate signage. 
 

 Yes - audit all furniture and identify 
and remove any that is not 
essential 
 

TA 19/08/20 

i. remove soft furnishings, soft toys and items that are hard to clean  
 

 Yes TA 19/08/20 

j. information posters are displayed in every classroom, at the main entrance, places visible to 
those at the school gate, in the staffroom and in all toilets (Signage needs to be added to 
front gate) 
 
 

 Yes TA 11/09/20 

k. secure any rooms / facilities not required and / or not in use - clean and “mothball” any areas 
identified as not being needed for extended periods of time. This will reduce potential 
contamination. 
 

 Yes - More rooms are now in use 
but where necessary rooms have 
“Room Not in Use” signs on them. 

TA 19/08/20 

l. entry and exit routes to the school are in place, any physical changes and/or signage 
required to allow social distancing are in place. Pinch point posters have also been added to 
high-occupancy spaces e.g. pupil entrance and staff kitchen. 
 
 

 Yes TA 19/08/20 

m. one way traffic through external doors to avoid face to face passing to be clearly marked, 
consider use of markings. - Where possible, these can be propped open to reduce the need 
for touch (fire protection measures must be adhered to). 
 
 

 Yes - Also, examples available via 
website. 

TA 19/08/20 

n. ensure that toilets do not become crowded by limiting the number of young people who use 
the toilet facilities at one time. 
 
 

 Yes. All staff to action and 
follow-up with on-call or SLT if 
necessary. 

SLT 11/09/20 

o. noting that some children and young people will need additional support to follow these 
measures (for example, routes round school marked in braille or with other meaningful 
symbols, and social stories to support them in understanding how to follow rules) 

 

 Yes - additional visual signage will 
be displayed. 

DG/TM/V
R 

11/09/20 
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p. arrangements in place for the use of the outdoor social spaces, including equipment. To be 
coordinated as part of the daily timetable offer. TA to produce a staff guide to cleaning of 
external equipment (after a single use). A tray of cleaning equipment is outside and will be 
replenished daily.  
 

  
 

TA  11/09/20 

q. outdoor equipment should be appropriately cleaned between groups using it, and that 
multiple groups do not use it simultaneously. If outdoor sports equipment is used pupils 
must wash or sanitise their hands afterwards. Teacher in charge/Duty staff will monitor this 
and report any regular breach to SLT.  

r. Class teachers and duty staff to monitor use fo sanitiser after sessions outdoors including 
breaks 

s. Teachers advocate the use of sanitizers on entry to the classroom. Any repeated disregard 
of this must be reported to a personal tutor and recorded on Arbor. 

 

 Yes.  All class 
based 
staff 

11/09/20 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 5 
 
Staffing 
 
LEAD: PD 

a. staffing numbers required for the entire eligible cohort have been determined including 
support staff such as facilities, IT, midday and office/admin staff. Including at least one of the 
following: 

o Person trained in First aid essentials 
o Designated Safeguarding Lead (DSL)  
o SENCO  
o Caretaker/site member 
o Office staff (if essential to the running of the school and home working is not 

possible) 

 Yes 
 
 
 
 
 
 
 

PD 
 
 
 
 
 
 
 
 

19/08/20 

b. office spaces re-designed to allow office-based staff to work safely.  Yes. All relevant staff have been 
informed 

TA 19/08/20 

c. arrangements should be made to ensure the staffroom is not overcrowded and social 
distancing can be achieved. A second staff working room has been identified and actioned - 
each member of staff will be allocated to one of these rooms. Refreshment stations will be 
added. If the allocated room is full - the other room can be used. 
 

 Yes. This will be constantly 
reviewed. 

PD 08/03/21 

d. approach to staff absence reporting and recording in place. All staff are aware & plans to 
respond to increased sickness levels are in place. Sickness absence MUST be reported to 
ST via SMS/email by 7.30am and verbally by 8.00am. The appropriate line manager must 
also be informed within those times. 
 

 Yes. Usual protocols are in place 
to inform TM before 7.30am.  

TM/PD 08/03/21 

e. arrangements for staff who are working from home are in place including access to relevant 
technology. HSLW office to be onsite but they should ensure that one member of the team 
works out of one of the staff rooms each day. 

 Yes. All staff have access to their 
own chromebook and shared 
digital spaces. 

PD/JS 08/03/21 
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f. clear communication arrangements are in place with staff operating off-site and their role in 
continuing to support the working of the school. (e.g. rota of HSLW to enable social 
distancing to take place). 
 

 Yes.  SLT 08/03/21 

g. consideration given to staff clothing expectations and information shared with staff to ensure 
clothes worn are easily washable (e.g. no ties or dry-clean-only clothes).  

 Yes. Shared with staff via briefing 
and email 

PD 19/08/20 

h. approaches for meetings and staff training in place. No meetings involving non-school staff 
to take place during teaching hours to minimise people onsite. 

 Yes. All meetings to be remote 
where possible. 

SLT 19/08/20 

i. consideration given to staffing roles and responsibilities with regards to the continued 
remote provision alongside in-school provision. Staff will use non-timetabled slots to prepare 
and deliver remote learning.  

 Yes. This is being coordinated by 
SLT. 

JS/ST 11/9/20 

j. consideration given to the options for redeployment of staff to support the effective working 
of the school. 

 Yes, this is ongoing PD 19/08/20 

k. if redeployment is taking place staff are aware of controls and processes in respect of tasks 
they are unfamiliar with. 

 Yes. SLT 19/08/20 

l. approach to support wellbeing, mental health and resilience in place, including bereavement 
support. This will be reviewed on a case by case basis. Line manager to link with SLT in 
terms of support for employees if required. 

 Yes, to include all SLT who must 
complete Supporting Staff 
Wellbeing in Schools AND 
Bereavement and Loss training via 
Educare. 

PD/JS 19/08/20 

m. The school has prepared for the roll-out of rapid-flow testing for pupils and staff. Consent 
has been received and appropriate staffing and rooming has been allocated in compliance 
with government directives.  

n. Staff have been offered their own home-test kit but the offer to test at school will still be 
available in exceptional circumstances. 

o. Additional staff have been trained in the administering of LFTs to support the testing of 
pupils on return on 08/03/21. 

 Yes. JS/KK 08/03/21 

p. arrangements for accessing PCR testing, if and when necessary, are in place. Staff are 
clear on returning to work guidance. All specific Covid-19 suspected cases are recorded. A 
small number of testing kits are available within school. 

 Yes- staff have been informed of 
the process including consent and 
the weekly rota for testing. 

JS 08/03/21 

q. approach for inducting new staff has been reviewed and updated in line with the current 
situation. 

 Yes- school website used to 
deliver this 

JS/KP 19/08/20 

r. Full reopening of school procedures are clear for all staff.  Yes- this RA/email and briefings 
are in place 

JS/PD 08/03/21 

s. any staff contracts that need to be issued, extended or amended considering the current 
situation have been.  

 This has been done and is up to 
date currently. 

JS/KP 19/08/20 

t. Any HR processes that were in-train prior to or put on hold due to the COVID19 emergency, 
have been appropriately resolved.  

 None in train currently PD/KP 19/08/20 
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u. central staff rota to be in place so as to support social distancing - this is now on our 
Chipping Hill site 

 

 Yes KP/NW 08/03/21 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 6 
 
Response to 
suspected/ 
confirmed case of 
COVID19 in 
school 
 
LEAD: JS 

a. approach to confirmed COVID19 cases in place. 
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self
-isolate-and-what-to-do/#:~:text=When%20to%20self%2Disolate,means%20you%20have%
20coronavirus.  

 
1 - Inform agencies and seek advice 
Contact the Essex Contact Track and Trace Team (ECTT) on 0300 303 2698 and/or email them 
at provide.escontacttracing@nhs.net and notify the Schools Communications team at 
schoolscommunication@essex.gov.uk  
 
2 - Communicate 
Inform SLT -> inform staff -> inform parents/carers  
Allow the track and trace system to advise individuals. 
 
3 - Log on Arbor MIS 
 

 Yes, KCAT will always follow the 
latest guidance issued by the 
government. 

JS 08/03/21 

b. which staff members should be informed/ take action have been identified.  SLT and designated person 
trained in first aid to action (as 
necessary) 

SLT 08/03/21 

c. specific room established to be used if an individual is displaying symptoms during the 
school day and needs to be isolated. Preferably with direct outside access.  

d. additional rooms have been identified for carrying out the regular Lateral Flow tests (hall) - 
where a pupil tests positive via a LFT their parents/carers will be informed and will be 
expected to collect their child immediately. The pupil will remain isolated from others in the 
designated room awaiting collection.  

e. Where collection in an appropriate time is impossible the school can allow the pupil to walk 
home or cycle if safe to do so and as long as the pupil wears a face covering and observes 
social distancing rules. 

f. They must not travel on public transport. In exceptional circumstances, where it is not 
possible for the parent or carer to make arrangements for the child’s or young person’s 
journey home, home to school transport may be provided. Making sure to observe all of the 
current protocols around social distancing as far as is possible. 
 

 YES  
 
Room 22 (HT office) is currently 
our designated Emergency 
Medical Room 
 
The hall is being used to deliver 
the rapid-result LFTs. 

JS/TA 08/03/21 

g. cleaning procedure in place.   Yes. KCAT will always follow the 
latest guidance issued by the 
government. 

JS 5/6/20 

https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/#:~:text=When%20to%20self%2Disolate,means%20you%20have%20coronavirus.
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/#:~:text=When%20to%20self%2Disolate,means%20you%20have%20coronavirus.
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/#:~:text=When%20to%20self%2Disolate,means%20you%20have%20coronavirus.
mailto:provide.escontacttracing@nhs.net
mailto:schoolscommunication@essex.gov.uk
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h. arrangements for informing the parent/carer community in place. Tutors to inform 
parents/carers using an agreed script and referring to KCAT website. Letter to be sent to 
parents and carers via email address on record. 
 

 Yes. KCAT will always follow the 
latest guidance issued by the 
government. 

JS 05/10/20 

i. parent/carer community aware that school transport providers are unable to provide 
transportation to unwell children 
 

 Communicated in advance by Key 
Stage Leads 

TM/VR/D
G 

19/08/20 

j. approach to confirmed COVID19 cases in place: outside of school hours  
 
1 - Inform agencies and seek advice 
Contact the Essex Contact Track and Trace Team (ECTT) on 0300 303 2698 and/or email them 
at provide.escontacttracing@nhs.net and notify the Schools Communications team at 
schoolscommunication@essex.gov.uk  
 
2 - Communicate 
Inform SLT -> inform staff -> inform parents/carers  
Allow the track and trace system to advise individuals. 
 
3 - Log on Arbor MIS 
 

 Yes. KCAT will always follow the 
latest guidance issued by the 
government. 

JS/PD 08/03/21 

k. approach to relocating CYP away from certain parts of the school to clean, if possible 
 

 Yes. KCAT will always follow the 
latest guidance issued by the 
government. 

JS 11/09/20 

l. arrangements for informing parent community in place  Yes. This will be coordinated by 
SLT. 

PD/JS 5/6/20 

m. staff are informed of the symptoms of possible coronavirus infection, e.g. a persistent cough, 
difficulty in breathing and high temperature, and are kept up-to-date with national guidance 
about the signs, symptoms and transmission of coronavirus. 

 
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isol
ate-and-what-to-do/#:~:text=When%20to%20self%2Disolate,means%20you%20have%20coron
avirus. 

 

 Yes. This will be done via the 
usual communications and shared 
on the KCAT COVID19 website. 
 

JS 11/9/20 

n. if anyone becomes unwell with a new, continuous cough or a high temperature, they should 
immediately be referred to the HT and a nominated first-aider. they must be sent home and 
advised to follow the COVID-19: guidance for households with possible coronavirus 
infection. Where there may be a barrier to the pupil getting a test they will be provided with a 
postal one by the school. 
 
The DFE and PHE guidance states that the whole bubble should self-isolate and test if any 
pupil in that bubble tests positive for COVID19. Not just the cohort that the pupil is in. The 
same applies for staff. 

 Yes. KCAT will always follow the 
latest guidance issued by the 
government.  
 
Please note: HCA operates as 
two cohorts within one bubble. 

JS 11/09/20 

mailto:provide.escontacttracing@nhs.net
mailto:schoolscommunication@essex.gov.uk
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/#:~:text=When%20to%20self%2Disolate,means%20you%20have%20coronavirus.
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/#:~:text=When%20to%20self%2Disolate,means%20you%20have%20coronavirus.
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/#:~:text=When%20to%20self%2Disolate,means%20you%20have%20coronavirus.
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
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o. If a child is awaiting collection, they should be moved, if possible, to a room where they can 

be isolated behind a closed door, depending on the age of the child and with appropriate 
adult supervision if required. Ideally, a window should be opened for ventilation. If it is not 
possible to isolate them, move them to an area which is at least 2 metres away from other 
people 

p. Room 22 (HT room) is our designated Emergency Medical Room. Contact will be made with 
home by a member of SLT.  
 

 YES  
KCAT will always follow the latest 
guidance issued by the 
government. 

PD/TA 08/03/21 

q. if they need to go to the bathroom while waiting to be collected, they should use a separate 
bathroom if possible. The bathroom should be cleaned and disinfected using standard 
cleaning products before being used by anyone else. 
 

 Yes. Our Girls Toilet will remain 
our Emergency toilet. 

TA/JS 08/03/21 

r. PPE should be worn by staff caring for the child while they await collection if a distance of 
2 metres cannot be maintained (such as for a very young child or a child with complex 
needs).  

s. Red Emergency grab bags are available in the Medical room & Admin office. The room has 
been carefully chosen to allow for at least two people to sit within the same room whilst 
observing social distancing guidance. 
 

 YES  PD/TA 08/03/21 

t. in an emergency, call 999 if they are seriously ill or injured or their life is at risk. Do not visit 
the GP, pharmacy, urgent care centre or a hospital. 

 Yes - KCAT will always follow the 
latest guidance issued by the 
government. 

JS 19/08/20 

u. if a member of staff has helped someone who was unwell with a new, continuous cough or a 
high temperature, they do not need to go home unless they develop symptoms themselves. 
They should wash their hands thoroughly for 20 seconds. Cleaning the affected area with 
normal household disinfectant or antibacterial wipes or spray after someone with symptoms 
has left will reduce the risk of passing the infection on to other people. See the COVID-19: 
cleaning of non-healthcare settings guidance. 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-setting
s 
 

 Yes - KCAT will always follow the 
latest guidance issued by the 
government. 

JS/PD 08/03/21 

v. where the nominated first-aid person is unavailable, staff act in line with the Infection Control 
Policy and ensure that any unwell pupils are moved to a quieter area of the school, away 
from others, and are supervised at all times. Draft KCAT Infection Control Policy will be 
followed. 

 

 YES. KCAT will always follow the 
latest guidance issued by the 
government. 

JP/TA 11/9/20 

Area of concern Recommended controls  In place?Yes/No 
Further Actions? 

By 
whom? 

Deadline 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
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 7 
 
PPE & Hygiene 
 
 
LEAD: TA 

a. Personal Protective Equipment (PPE) should not be used as an alternative to social 
distancing, except where there is no other practical solution.  

 Yes. KCAT will always follow the 
latest guidance issued by the 
government. 

JS/PD 19/08/20 

b. school has assessed the need for face-coverings to be worn by pupils and staff. 
● Although face coverings are not mandatory in schools - staff and pupils are expected 

to wear them in the classroom and in social spaces unless they have a medical 
reason not to. 

● We recommend the use of clear visors for staff in class. They must, however, wear face 
coverings that fit tightly to the face in corridors and social spaces - a visor is not effective 
on its own.  

● Pupils will be expected to wear face coverings in social and communal indoor spaces 
and in the classroom. Disposable masks will be offered to pupils on arrival each day and 
will be available throughout the day. 

● The non-wearing of face coverings by pupils is not a disciplinary matter, instead the 
personal tutor will be asked by the HoKS to work with the pupil and the parent/carer to 
encourage their use. 

 
FOR CLARITY - The wearing of face masks by pupils in social spaces and corridors will be 
expected. This is not mandatory nor enforceable by exclusion but could be followed up with 
parental/carer engagement. 
 

 Yes. KCAT will always follow the 
latest guidance issued by the 
government. 

JS/PD 08/03/21 

c. school has an emergency “grab bag” with the essential items required to support a 
pupil/staff member with symptoms including a suitable face mask, shield, gloves and apron. 
 

 Yes. This will be in the Medical 
room and Admin office (Detail to 
be shared with staff). 
 

TA 19/08/20 

d. where close proximity working is required for longer than 15 minutes, assess the need to 
issue employees with appropriate Personal Protective Equipment. 
 

 Yes. KCAT will always follow the 
latest guidance issued by the 
government. 

PD/TA 19/08/20 

e. reusable PPE should be thoroughly cleaned after use and not shared between staff.  Yes. KCAT will always follow the 
latest guidance issued by the 
government. 

TA 29/5/20 

f. PPE requirements understood and appropriate supplies in place.  Yes. KCAT will always follow the 
latest guidance issued by the 
government. 

TA 29/5/20 

g. long term approach to obtaining adequate PPE supplies in place.  Yes TA 29/5/20 

h. school has a suitable supply of soap and access to warm water for washing hands. 
Automated hand gel dispensers have been placed in key points within the school building 

 Yes.  TA 6/11/20 
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i. appropriate controls are in place to ensure the suitable sanitisation of pupil’s hands following 
breaks, before meals and following the use of toilets. Clear visual prompts are displayed 
across the school and staff will remind pupils of the need to clean hands regularly. 
Automated hand gel dispensers have been placed in key points within the school building 

 

 Yes. Signs clearly displayed in all 
wash areas. Staff will escort pupils 
to/from toilets  

TA 29/5/20 & 
6/11/2020 

j. posters are displayed throughout the school reminding pupils, staff and visitors to wash their 
hands, e.g. before entering and leaving the school. 

 Yes. TA/NW 19/08/20 

k. pupils, staff and visitors are encouraged to wash their hands with soap or alcohol-based 
sanitiser (that contains no less than 60 percent alcohol) and follow infection control 
procedures in accordance with the DfE and PHE’s guidance).  

l. Visitors will be allowed onsite at HCA but encouraged to visit outside of teaching time. All 
visitors must take a LFT on arrival and await the result of the test before attending the 
meeting/purpose for the visit. 

 Yes SLT 08/03/21 

m. sufficient amounts of soap (or hand sanitiser where applicable), clean water and paper 
towels are supplied in all toilets and kitchen areas. 

 YES TA 19/08/20 

n. bar soap is not used, in line with the Infection Control Policy – liquid soap dispensers are 
installed and used instead. 

 YES - Bar soap has now been 
removed 

TA 19/08/20 

o. pupils are supervised by staff when washing their hands to ensure it is done correctly, where 
appropriate. 

 Yes - managed by all staff where 
appropriate. 

SLT 19/08/20 

p. pupils are discouraged from sharing cutlery, cups or food. A supply of cups is to be used.  Yes. All staff to manage this. All 
teachers 

11/09/20 

q. all cutlery and cups are thoroughly cleaned before and after use.  Yes. KCAT will always follow the 
latest guidance issued by the 
government. 

All 
teachers 

19/08/20 

r. cleaners are employed by the school to carry out daily, thorough cleaning that follows 
national guidance and is compliant with the COSHH Policy and the Health and Safety 
Policy.  

s. PPE will be worn by cleaning staff daily when they complete the site clean i.e. disposable 
apron, gloves and mask. 
 

 Yes TA 06/11/20 

t. the Trust Facilities and H&S Manager arranges enhanced cleaning to be undertaken where 
required – advice about enhanced cleaning protocols is sought from the local HPT 
 

 Yes TA 19/08/20 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 
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 8 
 
First Aid 
 
LEAD: ST/NW  
 

a. where there may be limited staff, the requirement to provide suitable first aid cover to all 
staff and pupils has been assessed with suitable first aid or paediatric first aid provided. 
Access to first aid facilities is maintained and the school suitably stocked with first aid 
sundries. 

 Yes. Suitably qualified person 
trained in First Aid essentials to be 
on site at all times 

ST/NW 19/08/20 

b. staff or pupils with medical needs have been assessed and relevant consents are in place. 
Staff have been trained in the use of medications and increased level of control applied, to 
include the use of PPE if required.  
 

 Schedule of 1:1 wellbeing 
meetings with all staff in place. 
Medication controls maintained on 
Arbor. 

SL (DG to 
oversee) 

8/6/20 

c. Review of the First Aid policy to include consideration of the risk of infection of covid-19.  Yes. ‘First Aid Policy’ is in place in 
draft format. Draft to be confirmed 
at LGB. 

NW/PD 11/09/20 

d. The HSE have announced a three-month extension to the validity of the following 
qualifications if the first aider to requalify because of the coronavirus: 

e. FAW or EFAW certificates that expired after 16 March 2020 can remain valid until 31 
October 2020 or 6 months from date of expiry, whichever is later. All requalification training 
for these certificates should be completed by 31 March 2021. 

● First Aid at Work 
● Emergency First Aid at Work 
● Paediatric First Aid 
● Emergency Paediatric First Aid 

 

 Awaiting updated advice but the 
current model will remain in place 
for time being. 

CP 11/09/20 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 9 
 
Emergency 
Evacuations & 
Fire Safety 
 
LEAD:  
TM/VR/NW/TA 

a. all staff and pupils’ emergency contact details are up-to-date, including alternative 
emergency contact details, where required. 

 

 Yes. NW/All 15/06/20 

b. pupils’ parents are contacted as soon as practicable in the event of an emergency.  Yes. SLT 
 

11/09/20 

c. staff and pupils’ alternative contacts are contacted where their primary emergency contact 
cannot be contacted. 

 Yes SLT 
 

From 
28/6/20 

d. the school has an up-to-date First Aid Policy in place which outlines the management of 
medical emergencies – medical emergencies are managed in line with this policy. 
 

 Yes. NW to add addendum to ‘First 
Aid Policy’ and share with all 
staff.Draft to be confirmed at LGB 
 

NW 8/6/20 
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e. evacuation routes are confirmed, and signage accurately reflects these. Additional 2m lines 
have been made to the exterior of the MUGA for pupils and staff to assemble on during an 
evacuation. Staff will familiarise themselves with the new assembly point and any changes 
to the evacuation procedure. Staff must line up with their teaching groups on the yellow 
additional lines along the length of the MUGA, whilst non allocated staff should 
gather by the shingled area 
 

 Yes.  TA 11/09/20 

f. in the event of an emergency the priority is getting out of the building calmly regardless of 
social distancing, leaving by the nearest available exit. 

 Yes - Staff/pupils still should leave 
by their nearest available exit in 
the event of an emergency. 

SLT 11/09/20 

g. Personal Emergency Evacuation Plans (PEEPs) must continue to be in place for those staff 
that continue to work in the school and any pupils that access the school site, which should 
include lifts. Consideration given to PEEPs – buddies are assigned or reassigned according 
to available persons. 

 Yes SLT  From 
28/6/20 

h. arrangements in place to support individuals with reduced mobility including cover 
arrangements in the case of reduced numbers of staff. 

 Yes SLT  From 
28/6/20 

i. ensure all emergency escape routes / doors are fully operational and kept clear.  Yes. SLT 
 

From 
28/6/20 

j. reminders to staff and pupils that if the fire alarm is activated that they must still keep 2m 
distancing when at the evacuation point. 
 

 

 Yes SLT 
 
 

From 
28/6/20 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 10 
 
Lunchtime 
Catering facilities 
 
LEADS: 
NW/VR/TM 

a. Consideration should be made for food service and how this will be managed and how 
social distancing can be achieved in the eating area. Consideration will be made for the 
supply of drinking water to pupils, on request, to ensure social distancing, hygiene and 
reduced use of plastic.  

b. Food or drink must be discouraged from being brought in from outside. 

 Yes. Lunch to be ordered upon 
entry. Staff to take responsibility 
for holding a line on food and drink 
being brought into the school. 
Drinking water will be provided 
using cups. 
 

NW/JS 08/03/21 

c. Arrangements in place to provide food to CYP on site, including the requirement of universal 
free school meals. 
 

 Yes Lunch to be ordered upon 
entry. Staff to be advised from 
information contained on the 
website. 
 

NW/JS 11/09/20 

d. Arrangements for when and where each group will take lunch (and snack time if necessary) 
are in place so that children do not mix with children from other groups. Water will be 

 Yes. Lunch to be ordered upon 
entry. Staff to be advised from 

NW/JS 11/09/20 
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available on request and will follow social distancing and hygiene guidelines. FSMs will be 
distributed at the end of provision 
 

information contained on the 
website. 
 

e. Arrangements for food deliveries in place Yes NW 
 
 

5/5/20 

f. The school will review the need to stagger breaks/lunchtimes to achieve social distancing. 
This will be built into the timetable as necessary and if needed. 

Yes.  ST 10/6/20 

g. Arrangements for the continued provision of FSMs for children not attending school are in 
place. 
 

 Yes. NW From 
28/5/20 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 11 
 
Contractors 
 
LEAD: TA 

a. all contractors must provide a suitable and sufficient risk assessment for the activities they 
carry out which must include covid-19. They will be encouraged to use the NHS Track and 
Trace QR code which is available at reception. 

b. All contractors/visitors must take a LFT on arrival - they can continue with their work (if 
outside of the building/not in contact with others) and be notified of the result when 
available. 

 

 Ongoing (From 1 June 2020) TA 08/03/21 
 

c. all planned/reactive maintenance to be carried out during out of hours unless seen as an 
emergency. 

 Ongoing (From 1 June 2020) TA 19/08/20 
 

d. arrangements in place for any visitors/ contractors on site, protocols and expectations 
shared. Specific guidance for visitors is available on the KCAT Covid19 website. 
 
NB: Their employer may require them to wear PPE.  This should be documented as part of 
the risk assessment carried out by the Contractor. 

 

 Ongoing (From 1 June 2020) TA 02/10/20 
 

e. arrangements in place for any externally employed adults delivering learning in school e.g. 
sports coaches, music tutors, forest school leaders.  Protocols and expectations shared. 
 

 Ongoing (From 1 June 2020) TA 19/08/20 
 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

https://public.huddle.com/a/rBXZwVM/index.html
https://bit.ly/WorkingSafelyComms.
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 12 
 
Property 
Compliance 
 
LEAD: TA  

a. the school has ensured that relevant property statutory compliance checks have been 
completed and records updated. 

 

 Yes BP/TA From 
28/5/20 

b. daily and weekly checks have been reinstated and the pre-opening checklist completed. 
o Water treatments  
o Fire alarm testing 
o Repairs 
o Grass cutting 
o Fridges and freezers 
o Internet services 
o Any other statutory inspections  
o Insurance covers reopening arrangements 

 

 Yes BP/TA From 
28/5/20 

c. the school is following recommended guidance about the use of air-conditioning units and 
fans in classrooms and offices. All rooms will require external ventilation to be available 
either through windows or doors. 

 
The current guidance means that, in warm weather, we will use fans (low risk) but not the mobile 

a/c units which present a higher risk as the windows will need to be closed when in use. 
 
UPDATE 06/11/20 - ventilation in rooms needs to be sufficient to allow a throughflow of air only. 

This means that windows do not have to be fully open but clearly the more open the better. 
 

 Yes.  BP/TA From 
23/06/20 
and 
ongoing 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 13 
 
Safeguarding & 
Behaviour 
 
LEAD: 
VR/TM/DG 

a. individual CYP’s risk assessments are in place and welfare checks being undertaken. 
Risk assessments to be updated half termly. 

 Partial - but reviews are required 
for the new term. 

VR/TM/D
G 

08/03/21 

b. staff are prepared for supporting wellbeing of pupils and receiving any potential disclosures.  
 

 Yes ME/JS 10/6/20 

c. updated Child Protection Policy in place which includes an addendum for COVID-19. This 
policy is in draft format until it is ratified by the LGB.  

 Yes ME 08/03/21 

d. work with other agencies has been undertaken to support vulnerable CYP and families 
 

 Yes ME From 
28/5/20 

e. consideration is given to the safe use of physical contact in context of managing behaviour. 
NOTE - Staff are advised to avoid any physical contact unless they perceive a threat 
to safety. Where behaviour affects the health and safety of either pupils or adults an 
appropriate consequence will be applied which reflects the potential severity of the 
transgression. 
 

 Yes.  
 

SLT 08/03/21 
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f. staff/Pupil behaviour and cooperation will be the key to implementing all of the controls. 
Where pupils fail to follow the expectations we have set we will review individual cases and 
any repeat behaviours to determine the perceived risk of allowing the pupil onsite for their 
learning. Alternative arrangements will be considered. 
 
Where behaviour affects the health and safety of either pupils or adults an appropriate 
consequence will be applied which reflects the potential severity of the transgression. 

 Yes. Each pupil will be assessed 
individually.  
 
 

SLT 11/0920 

g. school will prepare staff and pupils of the changes to behaviour and safety expectations.This 
risk assessment and associated guidance will form the basis of this. Additional support will 
be offered where it is requested or deemed necessary. 

 Yes.  SLT 11/09/20 

h. encourage staff to cooperate with government plans for contact tracing - staff will be able to 
carry mobile phones for the purpose of being contacted by the NHS Contact , Track and 
Trace system. 

 Yes.  SLT 11/09/20 

i. pupil behaviour policy reviewed and amended where necessary in line with the current 
circumstances. Additional guidance is available to staff and pupils. 

 
Where behaviour affects the health and safety of either pupils or adults an appropriate 
consequence will be applied which reflects the potential severity of the transgression. 

 Yes.  JS 11/09/20 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 14 
 
SEND 
 
LEAD: DG 
 

a. Communication with home: all pupils with SEND have an allocated tutor who contacts 
weekly to offer pastoral advice and guidance. During lockdown each student is assessed 
individually according to their level of need and as to which weekly rate of contact they 
require. 

 

 Yes DG 19/08/20 

b. Communication with stakeholders: 6 weekly review meetings are held for all pupils with 
SEND. Regular communication is maintained so that any pertinent information is shared 
immediately when necessary with key professionals. 
 

 Yes DG 19/08/20 

c. Provision: pupils with SEND are offered bespoke learning packages according to the level of 
need. This can be off-site or on-site or a blended learning approach. For those pupils taught 
primarily off-site a timetable for face to face onsite teaching is also available. 
 

 Yes DG 19/08/20 

d. Induction: all referred pupils undergo a 2 day induction. There is availability outside of the 
set induction days to support pupils further in completing the induction process. 
 

 Yes DG 19/08/20 

e. RAP: all pupils with SEND have an identified subject linked raising attainment plan which 
identifies key strategies to support their engagement and progress and which is linked to 
their One Plan. 

 Yes DG 11/09/20 
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f. One Planning: all pupils with SEND have a One Plan with background information, data and 
advice on most appropriate styles of learning to inform more effective teacher planning and 
delivery.  

 Yes DG 11/09/20 

g. Subject Depts: SEND is a key item on department agendas to ensure raised awareness and 
focus on supporting pupils with SEND.  

 Yes DG 11/09/20 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 15 
 
Attendance 
 
LEADS: LS 
 

a. approach to supporting attendance for prioritised year groups determined in line with the 
draft policy which is in operation. This policy was confirmed at the LGB on 2/11/2020. 
Coding in place to support the blended learning option that is available to students who 
compromise the risk assessment. 

b. Registers are now being taken in each lesson by the class teacher to monitor attendance for 
each period whether accessing learning remotely or onsite. 

 

 Yes LS 08/03/21 

c. approach to support for parents where rates of persistent absence were high before closure.  Yes LS From 
01/06/20) 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 16 
 
Communication 
Awareness of 
policies and 
procedures 
 
LEAD: PD 
 
 

a. information shared with staff around the full reopening plan, returning to site, amendments 
to usual working patterns/practices and groups.There will be a weekly on line staff briefing. 
The risk assessment will be reviewed and updated as required. KCAT will always follow the 
latest guidance issued by the government. 
 

 Yes.  
 

PD/JS 08/03/21 

b. Full reopening plan shared with trustees/governors after each lockdown. 
 

 Yes PD 08/03/21 

c. communications with parents: 
- Plan for full re-opening to include social distancing plan 
- Wellbeing/pastoral support and acknowledgement to parents of home learning 

 Yes. Weekly phone calls between 
tutor and parents/carers will 
provide updates. 

Tutors/KS 
Lead 

02/09/20 

d. pupil communications around: 
- Changes to timetable 
- Social distancing arrangements 
- Staggered break times 
- Expectations when in school and at home 
- Travelling to and from school safely 

 Yes. SLT to ensure all tutees are 
contacted by tutors to convey 
information weekly. 

Tutors/KS 
Lead 

02/09/20 

e. on-going regular communication plans determined to ensure parents are kept well-informed  Yes. As (c) above. As (c) From 
01/06/20 

f. all staff, pupils, parents, governors, visitors and volunteers are aware of all relevant policies 
and procedures including, but not limited to, the following: 

- Health and Safety Policy 
- Infection Control Policy 
- First Aid Policy 

 Yes. All policies amendments to be 
linked to via website/intranet. No 
visitors allowed on site during 
teaching time. 

PD/JS From 
01/06/20 
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g. all staff have regard to all relevant guidance and legislation including, but not limited to, the 
following: 

- The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
(RIDDOR) 2013 

- https://www.legislation.gov.uk/uksi/2010/659/made 
- Public Health England (PHE) (2017) ‘Health protection in schools and other 

childcare facilities’ 
- https://www.gov.uk/government/collections/guidance-for-schools-coronavirus-covid-

19 

 Yes. To be shared with all staff via 
links here. 

KP 11/09/20 

h. the relevant staff receive any necessary training that helps minimise the spread of infection, 
e.g. infection control training via whole-school training days. Attendance logged. One-to-one 
check-ins provided where necessary. 

 Yes.  SLT  11/09/20 

i. the school keeps up-to-date with advice issued by, but not limited to, the following: 
- DfE 
- NHS 
- Essex County Council (LA) 
- Department for Health and Social Care 
- PHE  
- The school’s local health protection team (HPT) 

 Yes. Via website/intranet and 
regular briefings. KCAT will always 
follow the latest guidance issued 
by the government. 

PD/JS From 
11/09/20 

j. staff are made aware of the school’s infection control procedures in relation to coronavirus 
via email and contact the school as soon as possible if they believe they may have been 
exposed to coronavirus. Staff, parents/carers will be expected to notify the school  of the 
outcome of test results.  
 

 Yes. KCAT will always follow the 
latest guidance issued by the 
government. 

PD/JS From 
02/09/20 

k. parents are made aware of the school’s infection control procedures in relation to 
coronavirus via letter, email, telephone – they are informed that they must contact the 
school as soon as possible if they believe their child has been exposed to coronavirus. 
 

 Yes. The KCAT infection control 
policy (DRAFT) is being followed. 

PD/JS 11/09/20 

l. parents notify the School Office if their child has an impaired immune system or a medical 
condition that means they are vulnerable to infections. 

 

 Yes. NW From 
02/09/20 

m. pupils are made aware of the school’s infection control procedures in relation to coronavirus 
and are informed that they must tell a member of staff if they feel unwell. 
 

 Yes. As part of the first week 
induction, tutor phone calls home, 
and via parent/carer website. 

SLT and 
staff 

From 
02/09/20 

n. the Trust’s data protection policies are followed at all times – this includes withholding the 
names of staff, volunteers and pupils with either confirmed or suspected cases of 
coronavirus. 
 

 Yes. KP From 
28/05/20 

Area of concern Recommended controls 
 

 In place? Yes/No 
Further Actions? 

Who? When? 

https://www.hse.gov.uk/riddor/
https://www.hse.gov.uk/riddor/
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities
https://www.gov.uk/government/collections/guidance-for-schools-coronavirus-covid-19
https://www.gov.uk/government/collections/guidance-for-schools-coronavirus-covid-19


 

23 

 17 
 
Curriculum 
(Partial opening, 
Distance 
Learning, 
Referrals, 
Transitions and 
exam) 
 
LEADS: 
PD/ST/JS 
 

a. current learning plans, revised expectations and required adjustments have been 
considered. 

 Yes. SLT From 
02/09/20 

b. consideration has been given to what activity is more difficult/ not possible to be undertaken 
with social distancing in place? 

c. although all pupils are expected to return after lockdown, where pupils cannot (or have 
chosen to) not attend school due to Covid-19 related issues must be provided with learning 
opportunities that match those of pupils who attend the school site.  

d. There is an understanding that staff are still mastering this emerging approach to teaching 
and learning and so it will constantly be developed and improved. The aim for all staff will be 
to provide some live and/or pre-recorded video input for these pupils. 

 Partial. Curriculum planning and 
adaptations to be done throughout 
the year. 

SLT to 
lead 

08/03/21 

e. each activity should be risk assessed and should not be run unless the risks can be 
mitigated; 

- PE 
- Art 
- Practical science lessons 
- DT/ FT 

 Yes. Teacher to assess risk based 
on latest training and guidance. 
The risk to both adults and pupils 
must be reflected in the planning of 
each lesson  

SLT to 
agree 

11/09/20 

f. whole school approach to adapting curriculum (S/M/L term), including: 
- Wellbeing curriculum - ‘Strengthening Minds’ and ‘5 Minute Recovery Plan’ 
- capturing pupil achievements/ outcomes 
- blended learning opportunities 

 Yes. This is to be reviewed 
throughout the autumn term. 

SLT to 
lead 

11/09/20 

g. all pupils have access to remote learning offers via a blended learning approach provided by 
class teachers. A policy around safe learning remotely is in place. 

 Yes. JS to lead From 
02/09/20 

h. blended approach between physical and remote learning developed, including support for 
those CYP who are clinically vulnerable. 

 Yes. Monitored by SLT, planned 
and delivered by teachers. 

SLT to 
lead 

From 
02/09/20 

i. The School has an up-to-date Exam Contingency Plan in place for 2021 – the plan is 
reviewed as necessary. 

j. Assessment Plans for BTEC reflects relevant changes (RM) 

 Yes.  KK/ST 08/03/21 

k. Online / website support for families and young people around transition. 
 

 Yes TM From 
02/09/20 

l. plan for transitions between school years taking into account what needs to be different due 
to partial opening, remote and face to face: 

- EY to Primary 
- Primary to Secondary 
- Vulnerable children 
- Children with SEND 
- Physical and sensory needs, including adaptations, equipment etc (lead in times) 
- Post 16 
- School Leavers 

 Initial meeting required between 
identified staff (right) 
 
Transition from KS4 to post 16 
plans have been developed 
 
 

VR/TM/D
G/JG/LJ 

From 
02/09/20 
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 m. A safe revised referrals process has been introduced operating virtually.  Yes PD/LS From 
07/07/20 

Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 18 
 
Finance and 
Governance 
 
LEADS: 
PC/KP/PD 

a. the school has an up-to-date Business Continuity Plan in place – the plan is reviewed as 
necessary. 

 Yes PC/KP/ 
PD 

Ongoing 
from 
20/03/20 

b. additional costs incurred due to COVID19 are understood and clearly documented  Yes PC/KP/ 
PD 

Ongoing 
from 
20/03/20 

c. claims submitted for reimbursement for example, increased premises related costs; 
additional cleaning; support for FSM 

 Yes PC/KP/ 
PD 

Ongoing 
from 
20/03/20 

d. any loss of income understood, including the impact of lettings and the financial implications 
of possibly not restarting. 

 N/A   

e. insurance claims, including visits/trips booked previously.  N/A   

f. reintroduction or re-contracting services, such as: 
- Cleaning 
- IT support  
- Catering 

 N/A   

g. consideration given to any support that may be brokered through working together, for 
example, partnerships, trusts etc. 

 Already in place through the Trust PC/KP/ 
PD 

Ongoing 
from 
20/03/20 

h. meetings and decisions that need to be taken prioritised.  Yes PC/KP/ 
PD 

Ongoing 
from 
20/03/20 

i. governors are clear on their role in the planning and re-opening of the school, including 
support to leaders. Risk assessment and any other related documents are shared with 
Trustees, LGB and JCC. 

 Yes, risk assessment will be 
shared. Trust will work with Heads 
re planning for re-opening 

PC/KP/ 
PD 

Ongoing 
from 
20/03/20 

j. approach to communication between Leaders and governors is clear and understood.  Yes, a chairs of LGBs meeting was 
arranged in May to keep Chairs up 
to speed 

PC/KP/ 
PD 

Ongoing 
from 
20/03/20 

k. certain aspects of governance are on-hold in order to deal with the immediate situation, 
these are agreed and clear with all governors and there is a plan for when these will be 
reviewed and potentially reinstated. 

 LGB meetings are virtual, but no 
visits available 

PC/KP/ 
PD 

Ongoing 
from 
20/03/20 
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Area of concern Recommended controls  In place? Yes/No 
Further Actions? 

Who? When? 

 19 
 
Mass Testing 
 
LEADS: JS/PD 

a. The school is undertaking mass testing for staff and pupils - the following considerations 
are being managed; 

● The flooring must be non-porous 
● The site must be well lit and have good airflow 
● The ambient temperature should be 15-30°C for the tests to operate and 2-30°C 

for storing them 
● There must be a registration desk at the first point where an individual being 

tested would enter the test site 
● A one-way system (where necessary) should be used for individuals being 

tested, or a socially distanced path in and out of the room should be used where 
this is not possible 

● Test subjects’ chairs should be a minimum of two metres apart 
● Each swabbing desk must have a processing desk no more than one metre 

away and a recording desk nearby 
● There must be a clear division between the swabbing area and processing area, 

and individuals being tested must not enter the processing are. 
 

 Yes 
 
Staff will be allocated their own 
home-testing kit - they will start 
testing 07/03/21 and will test twice 
a week - every Sunday and 
Wednesday evening. 
 
Pupils will be tested three times 
within the first two weeks of 
returning. They will then be 
allocated further tests to do at 
home, twice a week. 
 
Visitors will take a test before 
attending their meeting. This will 
be done in the hall. 

JS/PD 08/03/21 

 b. Adequate insurance is in place to cover the mass testing programme. 
● All staff involved in testing have received training and have read the guidance 

given to schools 
● Zurich have advised that mass testing within schools will be covered by the 

schools Public and Employers liability policies, subject to a sufficient risk 
assessment being completed that takes into account all relevant H&S and 
COVID related Government guidance (i.e. this document) 

 Yes 
 

JS 08/03/21 
 


