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1. Key COVID-19 control measures for all staff 

There are seven key COVID-19 control measures that all staff must follow: 

● Staff will only come to work if the following apply: 
o They do not have any coronavirus symptoms: 

▪ high temperature – this means you feel hot to touch on your chest or back (you 
do not need to measure your temperature). 

▪ new, continuous cough – this means coughing a lot for more than an hour, or 3 
or more coughing episodes in 24 hours (if you usually have a cough, it may be 
worse than usual). 

▪ loss or change to your sense of smell or taste – this means you’ve noticed you 
cannot smell or taste anything, or things smell or taste different to normal. 

o They have not had a positive test result in the last 10 days. 
o No-one in their household has coronavirus symptoms. 
o Within the last 14 days they have not been contacted by NHS Test and Trace and asked 

to self-isolate.  
o They have not knowingly been in contact with a person who has tested positive with 

coronavirus within the last 14 days. 
o In the last 14 days they have not travelled to a country where the government has 

imposed a requirement to quarantine for 14 days.  
 

● Staff must ensure that they clean their hands regularly (washing their hands for 20 seconds or 
use hand sanitiser), including when they arrive at school, when they return from breaks, when 
they change rooms and before and after eating.   

 
● Staff must avoid touching eyes, nose or mouth. 

 

● If staff develop coronavirus symptoms at school, they will self-isolate immediately and arrange 
for a free NHS test. They will contact the school as soon as possible regarding the result of the 
test. 

 

● Staff maintain distance from pupils, staying at the front of the class, and away from their 
colleagues where possible. Ideally, adults should maintain 2 metre distance from each other, 
and from pupils. 

 
● After use, staff will clean with alcohol wipes or disinfectant spray plus disposable (paper) cloth 

(or similar) any shared workspace or items, e.g. the teacher’s desk in a classroom and the 
projector’s remote control. Shared keyboards will be covered with Clingfilm before use. 

 

• When the hand sanitiser and alcohol wipes (or similar) are running low in an office or classroom, 
staff will e-mail Reception during Period 4 or 5 of the school day to request replenishment. 
 

  



2. Summary of the latest government advice for schools 

These control measures are from the latest government advice (updated 7th August 2020) for the full 

opening of schools https://www.gov.uk/government/publications/actions-for-schools-during-the-

coronavirus-outbreak/guidance-for-full-opening-schools 

Essential measures: 
● a requirement that people who are ill stay at home 

● robust hand and respiratory hygiene 

● enhanced cleaning arrangements 

● active engagement with NHS Test and Trace 

● formal consideration of how to reduce contacts and maximise distancing between those in school 
wherever possible and minimise potential for contamination so far as is reasonably practicable 

How contacts are reduced will depend on the school’s circumstances and will (as much as possible) 
include: 

● grouping children together 
● avoiding contact between groups 
● arranging classrooms with forward facing desks 

● staff maintaining distance from pupils and other staff as much as possible 

 

System of controls 
This is the set of actions schools must take. They are grouped into ‘prevention’ and ‘response to any 
infection’. 
 
Prevention: 
1) minimise contact with individuals who are unwell by ensuring that those who have coronavirus 
(COVID-19) symptoms, or who have someone in their household who does, do not attend school 
2) clean hands thoroughly more often than usual 
3) ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach 
4) introduce enhanced cleaning, including cleaning frequently touched surfaces often, using standard 
products such as detergents and bleach 
5) minimise contact between individuals and maintain social distancing wherever possible 
6) where necessary, wear appropriate personal protective equipment (PPE) 

Numbers 1 to 4 must be in place in all schools, all the time. 

Number 5 must be properly considered and schools must put in place measures that suit their particular 
circumstances. 
Number 6 applies in specific circumstances. 
 
Response to any infection: 
7) engage with the NHS Test and Trace process 
8) manage confirmed cases of coronavirus (COVID-19) amongst the school community 
9) contain any outbreak by following local health protection team advice 
 
Numbers 7 to 9 must be followed in every case where they are relevant. 
 
 
 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools


3. COVID-19 symptoms 

The main symptoms of coronavirus are: 

● high temperature – this means you feel hot to touch on your chest or back (you do not need to 
measure your temperature) 

● new, continuous cough – this means coughing a lot for more than an hour, or 3 or more coughing 
episodes in 24 hours (if you usually have a cough, it may be worse than usual) 

● loss or change to your sense of smell or taste – this means you’ve noticed you cannot smell or taste 
anything, or things smell or taste different to normal 

The medical advice is clear: you must self-isolate if you have coronavirus symptoms or live in the same 
household as somebody who does.  

 

4. NHS Test and Trace 

How the NHS Test and Trace service works 
 
Part 1: for someone with symptoms of coronavirus 

1. isolate: as soon as you experience coronavirus symptoms, medical advice is clear: you must self-
isolate for at least 10 days. Anyone else in your household must self-isolate for 14 days from when 
you started having symptoms. 

2. test: get a free NHS test immediately to check if you have coronavirus or call 119 if you have no 
internet access. 

3. results: if your test is positive, you must complete the remainder of your 10-day self-isolation. Anyone 
in your household must also complete self-isolation for 14 days from when you started having 
symptoms. If your test is negative, you and other household members no longer need to self-isolate. 

4. share contacts: if you test positive for coronavirus, the NHS Test and Trace service will send you a text 
or email alert or call you with instructions of how to share details of people with whom you have had 
close, recent contact and places you have visited. It is important that you respond as soon as possible. 
You will be told to do this online via a secure website or you will be called by one of the contract 
tracers. 
 

Part 2: if you are contacted by the NHS Test and Trace service because you have been in close contact 
with someone who has tested positive for coronavirus 

1. alert: you will be alerted by the NHS Test and Trace service if you have been in close contact with 
someone who has tested positive for coronavirus. The alert will usually come by text, email or phone 
call. You should then log on to the NHS Test and Trace website, which is normally the easiest way for 
you and the service to communicate with each other – but, if not, a trained call handler will talk you 
through what you must do. Under-18s will get a phone call and a parent or guardian will be asked to 
give permission for the call to continue 

2. isolate: you will be told to begin self-isolation for 14 days from your last contact with the person 
who has tested positive. It’s really important to do this even if you don’t feel unwell because, if you 
have been infected, you could become infectious to others at any point up to 14 days. Your 
household doesn’t need to self-isolate with you, if you do not have symptoms, but they must take 
extra care to follow the guidance on social distancing and handwashing and avoid contact with you at 
home 

3. test if needed: if you develop symptoms of coronavirus, other members of your household must self-
isolate immediately at home for 14 days and you must get a test to check if you have coronavirus or 
call 119 if you have no internet access. If your test is positive, you must continue to stay at home for 
at least 10 days and you will be contacted about your contacts since they must self-isolate. If your 

https://www.gov.uk/get-coronavirus-test
https://www.gov.uk/get-coronavirus-test


test is negative, you must still complete your 14-day self-isolation period because the virus may not 
be detectable yet - this is crucial to avoid unknowingly spreading the virus. 

Essential workers, which includes anyone involved in education or childcare, have priority access to 
testing. By the autumn term, all schools will be provided with a small number of home testing kits that 
they can give directly to parents/carers collecting a child who has developed symptoms at school, or staff 
who have developed symptoms at school, where they think providing one will significantly increase the 
likelihood of them getting tested. Advice will be provided alongside these kits. 

5. Staff developing COVID-19 symptoms 

If a member of staff develops coronavirus symptoms 
1. The member of staff should pack away all their belongings and notify a member of the SLT. They 

need to inform a member of SLT of all areas in school they have used and anyone they have been 
in close contact with, e.g. less than 2m distance for more than 15 minutes. 

2. The member of staff should then leave the school and go directly home avoiding public transport 
where possible. They should self-isolate and arrange a free NHS test. 

3. Any members of staff who have helped someone with symptoms and any pupils who have been 
in close contact with them do not need to go home to self-isolate unless they develop symptoms 
themselves (in which case, they should arrange a test) or if the symptomatic person 
subsequently tests positive or they have been requested to do so by NHS Test and Trace. 

4. Everyone must wash their hands thoroughly for 20 seconds with soap and running water or use 
hand sanitiser after any contact with someone who is unwell.  

5. The Site Management Team will clean or arrange cleaning of all areas that the person with 
symptoms had been in contact with, including the following areas: 

● The member of staff’s work area 
● The staff toilets used  

6. Staff must inform the school immediately of the results of the test. 
7. If someone tests negative, if they feel well and no longer have symptoms similar to coronavirus 

(COVID-19), they can stop self-isolating. They could still have another virus, such as a cold or flu – 
in which case it is still best to avoid contact with other people until they are better. Other 
members of their household can stop self-isolating. 

8. If someone tests positive, they should follow the ‘stay at home: guidance for households with 
possible or confirmed coronavirus (COVID-19) infection’ and must continue to self-isolate for at 
least 10 days from the onset of their symptoms and then return to school only if they do not 
have symptoms other than cough or loss of sense of smell/taste. This is because a cough or 
anosmia can last for several weeks once the infection has gone. The 10-day period starts from 
the day when they first became ill. If they still have a high temperature, they should keep self-
isolating until their temperature returns to normal. Other members of their household should 
continue self-isolating for the full 14 days. 

 
6. Pupils developing COVID-19 symptoms 

If a pupil develops coronavirus symptoms 
1. The pupil should pack away all their belongings and pick up their chair/stool and wait for 

collection directly outside the classroom. 
2. Another pupil from that class will be sent to Reception to inform the member of staff at 

Reception that a pupil with coronavirus symptoms is awaiting collection, stating the location of 
the classroom. 

3. A member of staff will escort the pupil to the medical room, with access to the accessible toilet 
by the Caretaker’s Office 

● A reserved sign will be placed on the door of the medical room and the accessible toilet.  

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


● PPE must be worn by staff caring for the child while they await collection if a distance of 
2 metres cannot be maintained 

4. The parents/carers of the pupil will be contacted to collect them. The parents will also be asked 
to arrange a free NHS test for their child. 

5. The pupil needs to inform the member of staff of all areas in school they have used and anyone 
they have been in close contact with, e.g. less than 2m distance for more than 15 minutes. This 
must be recorded. 

6. Any members of staff who have helped someone with symptoms and any pupils who have been 
in close contact with them do not need to go home to self-isolate unless they develop symptoms 
themselves (in which case, they should arrange a test) or if the symptomatic person 
subsequently tests positive or they have been requested to do so by NHS Test and Trace. 

7. Everyone must wash their hands thoroughly for 20 seconds with soap and running water or use 
hand sanitiser after any contact with someone who is unwell.  

8. The Site Management Team will clean or arrange cleaning of all areas that the person with 
symptoms had been in contact with. Including the following areas: 

• The medical room 

• The accessible toilet 

• The pupil’s chair stool 

• The pupil’s desk 
9. Bubble resources used that day, e.g. text books and equipment, will require cleaning or left 72 

hours in quarantine. Curriculum Leaders for affected areas to be informed. 
9. Parents/carers must inform the school immediately of the results of the test. 
10. If someone tests negative, if they feel well and no longer have symptoms similar to coronavirus 

(COVID-19), they can stop self-isolating. They could still have another virus, such as a cold or flu – 
in which case it is still best to avoid contact with other people until they are better. Other 
members of their household can stop self-isolating. 

11. If someone tests positive, they should follow the ‘stay at home: guidance for households with 
possible or confirmed coronavirus (COVID-19) infection’ and must continue to self-isolate for at 
least 10 days from the onset of their symptoms and then return to school only if they do not 
have symptoms other than cough or loss of sense of smell/taste. This is because a cough or 
anosmia can last for several weeks once the infection has gone. The 10-day period starts from 
the day when they first became ill. If they still have a high temperature, they should keep self-
isolating until their temperature returns to normal. Other members of their household should 
continue self-isolating for the full 14 days. 
 

7. Hand and respiratory hygiene, including Catch it, Bin it, Kill it 

Coronavirus (COVID-19) is an easy virus to kill when it is on skin. This can be done with soap and running 
water or hand sanitiser. Staff must ensure that they clean their hands regularly, including when they 
arrive at school, when they return from breaks, when they change rooms and before and after eating. 
Regular and thorough hand cleaning is going to be needed for the foreseeable future.  
 
Where appropriate, e.g. teaching staff and cover supervisors, staff should remind pupils regarding their 
hand hygiene. In particular, they clean their hands regularly, including when they arrive at school, when 
they return from breaks, when they change rooms and before and after eating. 
 
Good respiratory hygiene is also key for staff and pupils. 
Do: 

cover your mouth and nose with a tissue or your sleeve (not your hands) when you cough or sneeze 

put used tissues in the bin immediately 

wash your hands with soap and water often – use hand sanitiser gel if soap and water are not available 

try to avoid close contact with people who are unwell 

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


Don't: 

do not touch your eyes, nose or mouth if your hands are not clean 

 

The following poster/signs or similar will be put up around school to remind staff and pupils. 

 

8. Removing face coverings worn when travelling to school 

Face coverings worn on public transport should be removed prior to or as soon as the member of staff or 
pupil arrives at school. They must not touch the front of the face covering during use or when removing 
it. Reusable face coverings should be removed with washed or sanitised hands and placed in a plastic bag 
to be taken home again. Temporary face coverings should be disposed of in a covered bin. As with all 
staff and pupils, hands must be washed or hand sanitiser used immediately on arrival at school, before 
heading to the classroom. 
 
Any pupil or member of staff who wishes to wear a face covering at school may do so provided that it is 
not the same face covering which has been worn to travel to school on public transport. 

9. Social distancing, cleaning and classroom arrangements 

Maintaining a distance between people whilst inside and reducing the amount of time with face to face 
to contact lowers the risk of transmission. It is strong public health advice that staff in secondary schools 
maintain distance from their pupils, staying at the front of the class, and away from their colleagues 
where possible. Ideally, adults should maintain 2 metre distance from each other, and from children. In 
particular, staff should avoid close face to face contact and minimise time spent within 1 metre of 
anyone. 

The classroom should be adapted to support distancing where possible. That should include seating 
pupils side by side and facing forwards, rather than face to face or side on. 

For individual and very frequently used equipment, such as pencils and pens, it is recommended that 
staff and pupils have their own items that are not shared. Classroom based resources, such as books, can 
be used and shared within the bubble; these should be cleaned regularly, along with all frequently 
touched surfaces. Resources that are shared between classes or bubbles, such as sports, art and science 
equipment should be cleaned frequently and meticulously and always between bubbles, or rotated to 
allow them to be left unused and out of reach for a period of 48 hours (72 hours for plastics) between 
use by different bubbles. 

Additional cleaning and controls are required for shared work areas, including the following: 

• For staff working in the classroom: 
o Cover your keyboard using clingfilm at the start of the lesson. When you have finished 

teaching the lesson, remove the clingfilm and place it in the bin. 



o Follow the same procedure for the mouse or wipe the mouse before and after use 
(using alcohol wipe or disinfectant spray and disposable cloth or similar) 

o Wipe down the teacher’s desk, chair and any touched room-based items such as the 
remote control for the projector. Use alcohol wipes or disinfectant spray and disposable 
cloth or similar. 

o When marking work, wait 48 hours (72 hours for plastic, e.g. plastic covered books) 
before handling and returning. Within school (not at home) staff may handle work from 
pupils within 48 hours provided that they wash their hands and disinfect their work area 
before and after handling pupil’s work.  

• For all staff: 
o When the hand sanitiser and alcohol wipes (or similar) are running low in an office or 

classroom, e-mail Reception during Period 4 or 5 of the school day to request 
replenishment. 

o Where possible, keep doors and windows open at all times. 
o When sharing work areas, wipe down the desk and chair after use. Use alcohol wipes or 

disinfectant spray and disposable cloth or similar. 
o Wipe down shared equipment, e.g. kettle, finger pad of the photocopier, shredder 

controls, etc after use. Use alcohol wipes or disinfectant spray and disposable cloth or 
similar. 

o Wash hands or use hand sanitiser after handling items touched by another person. 
o Avoid sharing mugs and utensils. Please use your own dedicated mug, water bottle, etc. 

If you do want to use an item from a staff kitchen, wash before and after use. 
 
 
 
Document produced using the current government guidance – 20th August 2020



10. Copy of the general risk assessment for classrooms 

TUNBRIDGE WELLS GIRLS’ GRAMMAR SCHOOL 
 RISK ASSESSMENT 

 

Location, activity, or issue being looked at: COVID-19 risk assessment for general classroom work      Date: 21st July 2020 

 

Hazard 

 

What could go 

wrong? 

Who may be 

harmed? 

What is done now, that 

helps control the risk? 

Is the risk still 

high, medium 

or low? 

What extra controls need 

to be put in place? 

By when? By whom? 

Pupils and staff 

coming into the 

classroom and 

developing COVID-19 

symptoms. 

Getting or 

spreading 

coronavirus 

(COVID-19)  

Pupils and staff Pupils and staff not 

coming into school 

when ill.  

New procedures in 

place including pupils & 

staff leaving the school 

if they exhibit COVID-19 

symptoms. 

High Ensure clear instructions 

in the classrooms, e.g. 

poster on door, or 

information given in a 

staff pack at the start of 

term. 

On-going from 

1/9/20 

 

C. Manktelow 

Pupils and staff not 

washing their hands 

before coming into 

the classroom. 

Getting or 

spreading 

coronavirus 

(COVID-19) 

Pupils and staff All pupils and staff have 

been asked to wash 

hands upon arrival at 

school. 

High Hand sanitiser gel to be 

used when entering the 

classroom. Staff must 

remind pupils. 

On-going from 

1/9/20 

 

Pupils and 

staff (staff to 

remind pupils) 

Coughing and 

sneezing in 

classrooms/at school 

Getting or 

spreading 

coronavirus 

(COVID-19) 

Pupils and staff Good respiratory 

hygiene by promoting 

the ‘catch it, bin it, kill 

it’ approach (e.g. using 

tissues, coughing into 

elbows, etc) 

Medium Clear instructions in the 

classrooms, e.g. poster on 

door, or information 

given in a staff pack at 

the start of term. 

On-going from 

1/9/20 

 

C. Manktelow 



Hazard 

 

What could go 

wrong? 

Who may be 

harmed? 

What is done now, that 

helps control the risk? 

Is the risk still 

high, medium 

or low? 

What extra controls need 

to be put in place? 

By when? By whom? 

Staff working between 

classrooms and 

sharing work spaces 

and general 

equipment. 

Transmission of 

COVID-19 from 

contaminated 

surfaces 

Staff Pupils and staff not 

coming into school 

when ill.  

Clear desk policy. 

Low Work surface and any 

room specific items 

(remote for projector) 

cleaned between users. 

On-going from 

1/9/20 

 

Staff 

Staff logging on to 

computers. 

Transmission of 

COVID-19 

contaminated 

computer 

equipment 

Staff Cover keyboard and 
mouse using clingfilm at 
the start of the lesson. 
At the end of lesson, 
remove the clingfilm 
and place it in the bin. 

Low    

Staff and pupils not 

being socially 

distanced  

Transmission of 

COVID-19 

between people 

Staff and pupils Pupils and staff not 

coming into school 

when ill.  

Staff staying at the front 

of class and avoiding 

close face to face 

contact and minimising 

time spent less than 

1m. 

Low Ensure classrooms stays 

set up with pupils spaced 

as much as possible from 

each other and staff work 

area, where possible 2m 

from pupils. 

On-going from 

1/9/20 

 

Staff 

Sharing of items 

between others 

Transmission of 

COVID-19 from 

contaminated 

surfaces 

Pupils and staff Pupils and staff must 

not share belongings 

(stationery, food etc) 

with others. 

 

Low If items are accidently 

shared, e.g. a pen, the 

item should be wiped 

with an alcohol wipe and 

hand sanitiser gel used. 

On-going from 

1/9/20 

 

Pupils and 

staff 



Hazard 

 

What could go 

wrong? 

Who may be 

harmed? 

What is done now, that 

helps control the risk? 

Is the risk still 

high, medium 

or low? 

What extra controls need 

to be put in place? 

By when? By whom? 

Handing out resources 

like textbooks and 

worksheets within the 

classroom 

Transmission of 

COVID-19 from 

contaminated 

surfaces 

Pupils and staff Textbooks can be 

dedicated to bubbles or 

quarantined for 48 

hours between bubbles 

(72 hours for hard 

surfaces like plastic 

covers). 

Staff to use hand 

sanitiser gel before 

handing out resources, 

like worksheets.  

See note 2. 

Low Store textbooks in a 

dedicated box or similar 

for pupil bubbles to use. 

If possible, get the pupils 

to handle directly (avoid 

staff contact).  

Staff to wash hands or 

use hand sanitiser gel 

before and after handling 

resources/resource 

boxes. 

On-going from 

1/9/20 

 

Staff 

Receiving back 

textbooks 

Transmission of 

COVID-19 from 

contaminated 

surfaces 

Pupils and staff Pupils can reuse 

resources within their 

bubble. 

Textbooks need to be 

quarantined for 48 

hours (72 hours for hard 

surfaces like plastic 

covers) between pupil 

bubbles and between 

pupils and staff. 

 See note 1. 

Low Store textbooks in a 

dedicated box or similar 

for pupil bubbles to use. 

If possible, get the pupils 

to place books directly 

back in their box (avoid 

staff contact). 

Staff to wash hands or 

use hand sanitiser gel 

after handling 

resources/resource 

boxes. 

On-going from 

1/9/20 

 

Staff 



Hazard 

 

What could go 

wrong? 

Who may be 

harmed? 

What is done now, that 

helps control the risk? 

Is the risk still 

high, medium 

or low? 

What extra controls need 

to be put in place? 

By when? By whom? 

Receiving back 

worksheets and 

general marking of 

work carried out in 

the classroom, e.g. 

end of topic tests. 

Transmission of 

COVID-19 from 

contaminated 

surfaces 

Pupils and staff Some simple (right/ 

wrong) work will be 

marked by pupils, as 

already happens.  

When staff are marking 

work, wait 48 hours 

before handling and 

returning. 

Store worksheets in an 

outer covering, labelled 

with date and class 

group. 

See note 1 

Low    

Receiving homework 

from pupils 

Transmission of 

COVID-19 from 

contaminated 

paperwork from 

pupils. 

Pupils and staff Some homework is 

completed and marked 

online (for example in 

Computing and the 

sciences).   

When staff are handling 

pupil’s work, wait 48 

hours before handling 

and returning. 

See note 1 

Low    



Hazard 

 

What could go 

wrong? 

Who may be 

harmed? 

What is done now, that 

helps control the risk? 

Is the risk still 

high, medium 

or low? 

What extra controls need 

to be put in place? 

By when? By whom? 

Use of shared areas 

like corridors, e.g. 

leaving the classroom 

to go to the toilet. 

Coming into 

contact with 

pupils/staff 

having COVID-

19 

Pupils and staff Pupils and staff not 

coming into school 

when ill.  

New procedures in 

place including pupils & 

staff leaving the school 

if they exhibit COVID-19 

symptoms 

Low Keep maximum distance 

from others. Minimise 

any time spent less than 

2m, e.g. passing in a 

corridor. 

Wash hands thoroughly 

in the toilet. 

Use hand sanitiser gel 

when returning to the 

classroom. 

On-going from 

1/9/20 

 

Pupils and 

staff 

 

Note 1: When marking work, wait 48 hours (72 hours for plastic, e.g. plastic covered books) before handling and returning. Within school (not at home) staff may 

handle work from pupils within 48 hours provided that they wash their hands and disinfect their work area before and after handling pupil’s work. Pupil’s work must 

not be taken home unless it has been quarantined for 48 hours (72 hours for plastic, e.g. plastic covered books) 

Quarantined work should be separated from other work and labelled, for example, using a document wallet or covered box. 

Note 2: Regarding printed or copied materials for pupils to use, materials for the class should be handled from the printer/copier with clean hands (washed or hand 

sanitiser gel used), placed into a document wallet (or similar) with minimum contact before the staff member hands out the materials with clean hands (washed or 

hand sanitiser gel used). 

 

Name of Assessors: Naomi Vallely & Catherine Manktelow                       Review date: End of September 2020 

Job title: Health and Safety Officers & Physics Technician   Sign and date here to confirm when all actions have been completed:  

  



11. Copy of the general risk assessment for office work 

TUNBRIDGE WELLS GIRLS’ GRAMMAR SCHOOL 
 RISK ASSESSMENT 

 

Location, activity, or issue being looked at: COVID-19 risk assessment for general office work      Date: 14th August 2020 

 

Hazard 

 

What could go 

wrong? 

Who may be 

harmed? 

What is done now, that 

helps control the risk? 

Is the risk still 

high, medium 

or low? 

What extra controls need 

to be put in place? 

By when? By whom? 

Staff coming into the 

school and developing 

COVID-19 symptoms. 

Getting or 

spreading 

coronavirus 

(COVID-19)  

Pupils and staff Pupils and staff not 

coming into school 

when ill.  

New procedures in 

place including pupils & 

staff leaving the school 

if they exhibit COVID-19 

symptoms. 

High Ensure clear instructions 

in the school, e.g. poster 

on door, or information 

given in a staff pack at 

the start of term. 

On-going from 

1/9/20 

 

C. Manktelow 

Staff not washing 

their hands when 

arriving at school. 

Getting or 

spreading 

coronavirus 

(COVID-19) 

Pupils and staff All pupils and staff have 

been asked to wash 

hands upon arrival at 

school. 

High Hand sanitiser gel to be 

used when entering 

offices. 

On-going from 

1/9/20 

 

Staff  

Coughing and 

sneezing at school 

Getting or 

spreading 

coronavirus 

(COVID-19) 

Pupils and staff Good respiratory 

hygiene by promoting 

the ‘catch it, bin it, kill 

it’ approach (e.g. using 

tissues, coughing into 

elbows, etc) 

Medium Clear instructions in the 

classrooms, e.g. poster on 

door, or information 

given in a staff pack at 

the start of term. 

On-going from 

1/9/20 

 

C. Manktelow 



Hazard 

 

What could go 

wrong? 

Who may be 

harmed? 

What is done now, that 

helps control the risk? 

Is the risk still 

high, medium 

or low? 

What extra controls need 

to be put in place? 

By when? By whom? 

Staff working between 

offices and sharing 

work spaces and 

general equipment. 

Transmission of 

COVID-19 from 

contaminated 

surfaces 

Staff Pupils and staff not 

coming into school 

when ill.  

Clear desk policy. 

Low Work surface and any 

room specific items 

cleaned between users. 

On-going from 

1/9/20 

 

Staff 

Staff logging on to 

shared computers. 

Transmission of 

COVID-19 

contaminated 

computer 

equipment 

Staff Cover keyboard and 
mouse using clingfilm. 
After use remove the 
clingfilm and place it in 
the bin. Mouse may be 
wiped instead of 
covered in Clingfilm, 
 

Low    

Staff not being socially 

distanced  

Transmission of 

COVID-19 

between people 

Staff  Pupils and staff not 

coming into school 

when ill.  

Staff avoiding close face 

to face contact and 

minimising time spent 

less than 1m. 

Low    

Sharing of items 

between others. See 

note 1. 

Transmission of 

COVID-19 from 

contaminated 

surfaces 

Pupils and staff Pupils and staff must 

not share belongings 

(stationery, food etc) 

with others. 

 

Low If items are accidently 

shared, e.g. a pen, the 

item should be wiped 

with an alcohol wipe and 

hand sanitiser gel used. 

On-going from 

1/9/20 

 

Staff 

 

 



Hazard 

 

What could go 

wrong? 

Who may be 

harmed? 

What is done now, that 

helps control the risk? 

Is the risk still 

high, medium 

or low? 

What extra controls need 

to be put in place? 

By when? By whom? 

Use of shared areas 

like corridors. 

Coming into 

contact with 

pupils/staff 

having COVID-

19 

Pupils and staff Pupils and staff not 

coming into school 

when ill.  

New procedures in 

place including pupils & 

staff leaving the school 

if they exhibit COVID-19 

symptoms 

Low Keep maximum distance 

from others. Minimise 

any time spent less than 

2m, e.g. passing in a 

corridor. 

Use hand sanitiser gel 

when returning to the 

office. 

On-going from 

1/9/20 

 

Pupils and 

staff 

 

Note 1: Regarding printed or copied paperwork to be shared with others, the paperwork should be handled from the printer/copier with clean hands (washed or hand 

sanitiser gel used), placed into a document wallet (or similar) with minimum contact before the staff member hands out or passes on the paperwork with clean hands 

(washed or hand sanitiser gel used). 

Regarding items arriving from outside the school (e.g. post or deliveries) or items being received from staff or pupils within the school (e.g. returning forms), either wait 

48 hours (72 hours for plastic, e.g. plastic covered books) before handling or wash hands (or use hand sanitiser) before and after handling items. 

 

Name of Assessor: Catherine Manktelow                       Review date: End of September 2020 

Job title: Health and Safety Officer & Physics Technician   Sign and date here to confirm when all actions have been completed:  

 



12. COVID-19 Declaration to be signed by all visitors 

I confirm the following: 

● I do not have any coronavirus symptoms: 

o high temperature – this means you feel hot to touch on your chest or back (you do not need to 
measure your temperature) 

o new, continuous cough – this means coughing a lot for more than an hour, or 3 or more coughing 
episodes in 24 hours (if you usually have a cough, it may be worse than usual) 

o loss or change to your sense of smell or taste – this means you’ve noticed you cannot smell or taste 
anything, or things smell or taste different to normal 

● I have not had a positive test result in the last 10 days. 

● No-one in my household has coronavirus symptoms. 

● Within the last 14 days I have not been contacted by NHS Test and Trace and asked to self-isolate.  

● I have not knowingly been in contact with a person who has tested positive for coronavirus within the last 14 

days 

● In the last 14 days I have not travelled to a country where the government has imposed a requirement to 

quarantine for 14 days. 

 

 

Name ………………………………………. …………………………………………………………..   Date ………………………… 

Parent of current pupil?  YES/ NO       (Please delete) 

If yes, Pupil name and form: ………………………………………………………. …………         Form: ……………………… 

If no, Company name, if applicable ………………………………………………………. 

Contact phone number …………………………………………………………………………. 

Contact email address: ………………………………………………………………………….. 

This information will be kept for 21 days (or per government requirement) then destroyed.  It will be provided to the 

appropriate agency for the purposes of 'Track and Trace' if requested.  It will be kept securely in that time and we 

will not use it for any other purpose.  



13. COVID-19 Declaration to be signed by all staff 

I have read and understood the “Control Measures for COVID-19 – Staff version September 2020”  

 

Name ……………………………………….   Date ………………………… 
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