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1.

Introduction

Tunbridge Wells Girls’ Grammar School has implemented a number of control measures to minimise the
risk of transmission of coronavirus (COVID-19). This COVID-19 Policy formally documents all the current
control measures into one document and has been updated to reflect changes the national restrictions
and updated government advice which comes into force on the return of pupils to schools, in the Schools
Coronavirus (COVID-19) Operational Guidance (applies from 8th March 2021). Schools must comply with
health and safety law, which requires them to assess risks and put in place proportionate control
measures. This policy details how Tunbridge Wells Girls’ Grammar School is following the government’s
advice with regard to prevention and response controls for the opening of schools during the COVID-19
pandemic. From 8th March 2021 all pupils should attend school; secondary school pupils will be offered
lateral flow testing (at TWGGS, this will be 4-8 March for Test 1). Those pupils for whom consent has
been given require a negative test prior to return to school; those where consent has not been given will
return to school at the same time as their cohort. There will be three lateral flow tests conducted in
school for pupils, ideally 3-5 days apart. Members of staff who are designated Clinically Extremely
Vulnerable will previously have received a letter from the NHS or their GP and are advised to shield until
31st March 2021; they will therefore work from home until this time.
There is specific guidance for school settings, produced by the Department for Education with the
Department of Health and Social Care (DHSC) and PHE. The PHE and DHSC endorsed system of controls
outlined (and echoed in this document) sets out the measures that school leaders and all school staff
should follow. Where schools implement the system of controls, PHE and DHSC confirm that these
measures create an inherently safer environment for children and staff where the risk of transmission of
infection is substantially reduced. As a result, on current evidence, PHE and DHSC advise that schools are
not currently considered high risk settings when compared to other workplace environments. All staff
and pupils should follow the measures set out in the system of controls to minimise the risks of
transmission.

2.

Government advice for schools

The latest government advice for schools ‘Schools Coronavirus (COVID-19) Operational Guidance (applies
from 8th March 2021)’
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/96
3541/Schools_coronavirus_operational_guidance.pdf includes the following:
Essential measures:
1. a requirement that people who are ill stay at home
2. robust hand and respiratory hygiene
3. enhanced cleaning and ventilation arrangements
4. active engagement with NHS Test and Trace
5. 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:
2

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) Ensure face coverings are used in recommended circumstances.
3) Ensure everyone is advised to clean their hands thoroughly and more often than usual.
4) Ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach.
5) Introduce enhanced cleaning, including cleaning frequently touched surfaces often, using standard
products such as detergents.
6) Consider how to minimise contact across the site and maintain social distancing wherever possible.
7) Always keep occupied spaces well ventilated.
8) Where necessary, wear appropriate personal protective equipment (PPE).
9) Promote and engage in asymptomatic testing, where available.
Numbers 1 to 5 and number 7 must be in place in all schools, all the time.
Number 6 must be properly considered and schools must put in place measures that suit their particular
circumstances.
Numbers 8 and 9 apply in specific circumstances.
Response to any infection:
10) Promote and engage with the NHS Test and Trace process
11) Manage and report confirmed cases of coronavirus (COVID-19) amongst the school community
12) Contain any outbreak by following local health protection team advice
Numbers 10 to 12 must be followed in every case where they are relevant.
The above control measures have been applied to staff and pupils as detailed below:
A.

Key COVID-19 control measures for all staff

There are eight key COVID-19 control measures that all staff must follow:
1. Staff will only come to work if the following apply:
a. They do not have any coronavirus symptoms:
(i)
high temperature – this means you feel hot to touch on your chest or back
(you do not need to measure your temperature).
(ii)
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).
(iii)
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.
b. They have not had a positive test result in the last 10 days.
c. No-one in their household (including someone in their support bubble or childcare
bubble if they have one) has coronavirus symptoms.
d. Within the last 10 days they have not been contacted by NHS Test and Trace and asked
to self-isolate.
e. They have not knowingly been in contact with a person who has tested positive with
coronavirus within the last 10 days.
f. In the last 10 days they have not travelled to a country where the government has
imposed a requirement to quarantine.
N.B. It is a legal requirement to self-isolate if you test positive or are told to self-isolate by NHS
Test and Trace.
2. Face coverings are required by law to be worn in many indoor settings, such as shops and on
public transport. Staff are required to wear face coverings in all areas outside the classroom
where social distancing cannot easily be maintained, including shared office spaces, corridors
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3.

4.
5.

6.

7.

8.

B.

and communal areas; these must NOT be the same coverings which have been worn to travel to
school on public transport. Face coverings do not need to be worn when outdoors.
In addition, where social distancing (2m+) cannot be maintained, face coverings should now be
worn in classrooms or during activities. This does not apply where wearing a face covering would
impact on the ability to take part in exercise, or strenuous activity, for example in PE lessons.
These measures will be in place until Easter, reviewed and guidance updated at that time.
a. People must not touch the front of their face covering during use or when removing it and
they must dispose of temporary face coverings in a ‘black bag’ waste bin (not recycling bin)
or place reusable face coverings in a sealable plastic bag they can take home with them.
b. The safe wearing of face coverings requires the cleaning of hands before and after touching
– including to remove or put them on – and the safe storage of them in individual, sealable
plastic bags between use. Where a face covering becomes damp, it should not be worn and
the face covering should be replaced carefully.
Face visors or shields should not be worn as an alternative to face coverings; they may be worn
in addition to face coverings. Visors should only be used after carrying out a risk assessment for
the specific situation and cleaned appropriately.
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
with unwashed hands.
Ensure good respiratory hygiene, following the ‘catch it, bin it, kill it’ approach. Staff should
ensure that they have tissues with them.
After use, staff will clean with 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 or the staff’s personal universal silicone
keyboard cover before use. When the hand sanitiser, disinfectant spray, disposable (paper) cloth
and alcohol wipes for phones (or similar) are running low in an office or classroom, staff will email Reception during Period 4 or 5 of the school day to request replenishment.
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. Where possible, the staff only area of a classroom is marked on the floor. Staff
must not share belongings (stationery, food, cutlery etc.) with others.
If staff develop coronavirus symptoms at school, they will self-isolate immediately and arrange
for a free NHS test; if in school, there are tests available. They will contact the school as soon as
possible regarding the result of the test.
Staff need to ensure natural ventilation of rooms, e.g. opening windows (in cooler weather
windows should be opened just enough to provide constant background ventilation, and opened
more fully during breaks to purge the air in the space). Internal doors should be opened to assist
in creating a throughput of air.
Key COVID-19 control measures for pupils

There are eight key COVID-19 control measures that all pupils must follow:
1. Pupils will only come to school if the following apply:
a. They do not have any coronavirus symptoms:
i. high temperature – this means you feel hot to touch on your chest or back (you
do not need to measure your temperature).
ii. 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).
iii. 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.
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b. They have not had a positive test result in the last 10 days.
c. No-one in their household (including someone in their support bubble or childcare
bubble if they have one) has coronavirus symptoms.
d. Within the last 10 days they have not been contacted by NHS Test and Trace and asked
to self-isolate.
e. They have not knowingly been in contact with a person who has tested positive with
coronavirus within the last 10 days.
f. In the last 10 days they have not travelled to a country where the government has
imposed a requirement to quarantine.
N.B. It's a legal requirement to self-isolate if you test positive or are told to self-isolate by NHS
Test and Trace.
Face coverings are required by law to be worn in many indoor settings, such as shops and on
public transport. Pupils are required to wear face coverings in corridors and communal areas;
these must NOT be the same coverings which have been worn to travel to school on public
transport. Face coverings do not need to be worn when outdoors.
In addition, where social distancing (2m+) cannot be maintained, face coverings should now be
worn in classrooms or during activities. This does not apply where wearing a face covering would
impact on the ability to take part in exercise, or strenuous activity, for example in PE lessons.
These measures will be in place until Easter, reviewed and guidance updated at that time.
a. Pupils must not touch the front of their face covering during use or when removing it and
they must dispose of temporary face coverings in a ‘black bag’ waste bin (not recycling
bin) or place reusable face coverings in a sealable plastic bag they can take home with
them.
b. The safe wearing of face coverings requires the cleaning of hands before and after
touching – including to remove or put them on – and the safe storage of them in
individual, sealable plastic bags between use. Where a face covering becomes damp, it
should not be worn and the face covering should be replaced carefully.
Face visors or shields should not be worn as an alternative to face coverings; they may be worn
in addition to face coverings.
Pupils 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. Pupils must avoid touching eyes, nose or mouth
with unwashed hands.
Ensure good respiratory hygiene, following the ‘catch it, bin it, kill it’ approach. Pupils should
ensure that they have tissues with them.
As required, pupils may be asked to wipe specialist equipment or work areas within a specialist
room (e.g. a laboratory).
Pupils must avoid physical contact with each other and maintain social distancing wherever
possible. Pupils should keep apart from other bubbles and keep their distance within bubbles
where possible. Pupils should maintain a 2-metre distance from staff and not enter staff only
zones within a classroom at any time.
a. When pupils arrive at school, they must wash their hands and then go straight to their
designated classroom. They should not congregate in school or around the school at the
start or the end of the day.
b. Pupils should stick with their seating plan within the classroom, sitting side by side
facing forward.
In the classroom, pupils must not move the placement of a table or chair.
Avoid touching the teacher’s desk, displays and other surfaces.
c. During breaks, pupils are encouraged to use their outside designated area.
d. Pupils need to keep within their bubble and the designated areas for that bubble.
e. Pupils must avoid physical contact, no hugs, touching, etc., and maintain as much
distance from others as possible, including within bubbles. Close face to face contact
must be especially avoided.
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f. Pupils must not share belongings (stationery, food, cutlery, etc.) with others.
7. If a pupil develops coronavirus symptoms at school, their parent/carer will be contacted and
they should self-isolate immediately and arrange for a free NHS test. The parent/carer must
contact the school as soon as possible regarding the result of the test.
8. Pupils need to ensure natural ventilation of rooms, e.g. opening windows (in cooler weather
windows should be opened just enough to provide constant background ventilation, and opened
more fully during breaks to purge the air in the space). Internal doors should be opened to assist
in creating a throughput of air.

3.

Face coverings

Face coverings are required by law to be worn in many indoor settings, such as shops and on public
transport. The face coverings worn on public transport should be removed prior to or as soon as the
member of staff or pupil arrives at school. Those who have worn such face coverings must not touch the
front of their face covering during use or when removing it and they must dispose of temporary face
coverings in a ‘black bag’ waste bin (not recycling bin) or place reusable face coverings in a plastic bag
they can take home with them, and then wash their hands again before heading to their classroom/work
place.
In settings where pupils in year 7 and above are educated, face coverings should be worn by adults and
pupils when moving around the premises, outside of classrooms, such as in corridors and communal
areas where social distancing cannot easily be maintained. Unless an individual is known to be exempt,
at TWGGS, staff, pupils and visitors are required to wear face coverings in all areas outside the
classroom where social distancing cannot easily be maintained, including shared office spaces,
corridors and communal areas; these must NOT be the same coverings which have been worn to travel
to school on public transport. Face coverings do not need to be worn when outdoors. Any pupil or
member of staff who wishes to wear a face covering more widely may do so.
In addition, where social distancing (2m+) cannot be maintained, face coverings should now be worn
in classrooms or during activities. This does not apply where wearing a face covering would impact on
the ability to take part in exercise, or strenuous activity, for example in PE lessons. These measures will
be in place until Easter, reviewed and guidance updated at that time.
The safe wearing of face coverings requires the cleaning of hands before and after touching – including
to remove or put them on – and the safe storage of them in individual, sealable plastic bags between
uses. Where a face covering becomes damp, it should not be worn and the face covering should be
replaced carefully.
4.
Hand and respiratory hygiene
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, 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.
Good respiratory hygiene is also key for staff and pupils.
Do:
cover your mouth and nose with a tissue or your sleeve/the inside of your elbow (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 if soap and water are not available
6

try to avoid close contact with people who are unwell
Don't:
do not touch your eyes, nose or mouth if your hands are not clean
The following poster/signs or similar are put up around school to remind staff and pupils.

5.

Enhanced cleaning

In line with government guidance (https://www.gov.uk/government/publications/covid-19decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings), the
school has enhanced cleaning by:
 Reducing clutter in classrooms and laboratories to make cleaning easier.
 Increased the frequency of cleaning by employing daytime cleaners
 Staff cleaning shared work areas after use
 Staff disinfecting pupil work areas in specialist subject areas
Additional cleaning and controls used by staff are as follows:
a.
For staff working in the classroom:
o Cover your keyboard using Clingfilm or your personal universal silicone keyboard cover at the
start of the lesson. When you have finished teaching the lesson, remove the Clingfilm and place
it in the bin or, if applicable, carefully remove and store your personal universal silicone
keyboard cover. Avoid touching the side that was in contact with the keyboard, fold and store in
a plastic bag between uses. Wash your hands or use hand sanitiser.
o Cover the mouse with Clingfilm or wipe the mouse before and after use (wipe using a disposable
cloth sprayed with disinfectant 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 pupils’ work.
o For staff working in specialist areas, e.g. Science, Art, etc where work spaces are used by
different bubbles, the following disinfecting process will be followed:
 Once the lesson has finished and pupils have left their work space, the teacher will spray
the area used by the pupils with disinfectant spray.
 Pupils arriving for the next lesson will use disposable cloth or similar to dry the disinfected
area they are about to use.
 Once the area has been dried, the used disposable cloth must be immediately placed in a
bin.
For all staff:
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6.

When the hand sanitiser (or similar) and paper towels are running low in an office or classroom,
e-mail Reception during Period 4 or 5 of the school day to request replenishment. Spray can be
collected from the caretaking team.
When sharing work areas, cover your keyboard using Clingfilm or your personal universal
silicone keyboard cover. When you have finished, remove the Clingfilm and place it in the bin or,
if applicable, carefully remove and store your personal universal silicone keyboard cover. Avoid
touching the side that was in contact with the keyboard, fold and store in a plastic bag between
uses. Wash your hands or use hand sanitiser.
Wipe down the desk and chair after use. Use alcohol wipes or disinfectant spray and disposable
cloth or similar.
Wipe down shared equipment, e.g. kettle or telephone, after use. Use alcohol wipes or a
disposable cloth sprayed with disinfectant. Follow the COVID control instructions displayed on
equipment where applicable, e.g. when using the photocopier.
Wash hands or use hand sanitiser after handling any items touched by another person.
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.

Minimising contact between individuals

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. Classrooms have an identified space marked out for adults to reiterate the need for distance.
The classrooms have been adapted to support distancing where possible, including seating pupils side by
side and facing forwards, rather than face to face or side on. Seating plans are devised and maintained,
held centrally in the Shared Google Drive, and must be kept up to date and adhered with.
Pupils have been arranged in year group bubbles, with zoned rooms for each year group, and movement
around the school has been reduced as much as possible. Passing in a corridor and outside are regarded
as low risk. There are either one-way systems in place, outside queuing points or where possible close
supervision of pupils to avoid congestion in narrow corridors. Additional measures include the staggering
of lunchtimes and breaks and requiring pupils to access the canteen in their year group bubbles; all food
purchased is pre-wrapped or in take away pots so that it may be taken to pupils’ designated classroom or
allocated outdoor space.
For individual and very frequently used equipment, such as pencils and pens, it is strongly 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.
7.
Keeping occupied spaces well ventilated
It is important to ensure the school is well ventilated and a comfortable teaching environment is
maintained. This can be achieved by a variety of measures including:
 mechanical ventilation systems – these should be adjusted to increase the ventilation rate
wherever possible, and checked to confirm that normal operation meets current guidance (if
possible, systems should be adjusted to full fresh air or, if not, then systems should be operated
as normal as long as they are within a single room and supplemented by an outdoor air supply)
 natural ventilation – opening windows (in cooler weather windows should be opened just
enough to provide constant background ventilation, and opened more fully during breaks to
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purge the air in the space). Opening internal doors can also assist with creating a throughput of
air
 natural ventilation – if necessary external opening doors may also be used (as long as they are
not fire doors and where safe to do so)
To balance the need for increased ventilation while maintaining a comfortable temperature, the
following measures should also be used as appropriate:
 opening high level windows in preference to low level to reduce draughts
 increasing the ventilation while spaces are unoccupied (e.g. between classes, during break and
lunch, when a room is unused)
 providing flexibility to allow additional, suitable indoor clothing. Pupils may wear white or pale tshirts under their school uniform, and may wear a blue TWGGS hoodie or sweatshirt on top of
their TWGGS jumper. Coats and scarves will be permitted by teachers when it is particularly cold.
 rearranging furniture where possible to avoid direct draughts
Heating should be used as necessary to ensure comfort levels are maintained particularly in occupied
spaces. The first person to occupy a room must open the windows and prop open the door. To create an
airflow through the room, at least two windows or a door and a window will be kept opened.

8.

Promote and engage in asymptomatic testing, where available.

Lateral flow testing will continue to be offered in school for staff and pupils, when consent has been
given and individuals wish this, transitioning to home testing for staff, by 8th March 2021, and to home
testing for pupils once the three tests on return to school have been carried out. Pupils should return to
school from 8th March after their first negative test result. There is a separate risk assessment for Lateral
Flow Testing.

9.

Pupils, staff and visitors developing coronavirus symptoms

If anyone in the school becomes unwell with a new and persistent cough or a high temperature, or has a
loss of or change in, their normal sense of taste or smell (anosmia), they must be sent home and advised
to follow the current government guidance (https://www.gov.uk/government/publications/covid-19stay-at-home-guidance). They should self-isolate for at least 10 days and arrange to have a free NHS test
(www.gov.uk/get-coronavirus-test or call NHS 119) as soon as possible. They should let the school know
their test result as soon as possible. If anyone is unsure whether they need a test, they should call NHS
111.
Please see appendices A, B, C, D and E regarding details of current school procedures.

10.

Managing confirmed cases

The school must not share the names or details of people with coronavirus (COVID-19) unless essential
to protect others. The school will follow “TWGGS - COVID-19 – Procedure if there is a Confirmed Case”
once the school becomes aware that someone who has attended has tested positive for coronavirus
(COVID-19). This includes contacting relevant DfE/ PHE contacts and notifying KCC through the following
link: Notification of a COVID-19 Case
Pupils who are self-isolating should not attend school, and education will be provided remotely. Details
of Remote Education Provision at TWGGS are to be found on the school website
(https://tunbridgeschool.s3.amazonaws.com/uploads/document/Remote-Education-Provision-atTWGGS-website-Jan21.pdf?t=1611161883?ts=1611161883 ) as is the TWGGS Guide to Home Learning
for Pupils and Parents.

11. Educational Visits
At present, it is advised that no educational visits should take place; TWGGS is following this guidance.
Document produced using the current government guidance – 1st March 2021
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Appendix A Copy of Classroom poster - pupils with symptoms

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 .
Anyone with symptoms of coronavirus must get tested and self-isolate for at least 10 days

The household of anyone with coronavirus symptoms must self-isolate for 10 days

If a pupil develops coronavirus symptoms at school
1. The pupil should pack away all their belongings and pick up their chair/stool and wait for
collection directly outside the classroom.
2. The teacher/member of staff will e-mail Reception that a pupil with coronavirus symptoms is
awaiting collection, stating the location of the classroom.
3. The Receptionist or another member of staff will collect the pupil and escort them 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.
● 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 will be asked about all the areas in school they have used and anyone they have been
in close contact with, e.g. within 2m distance for more than 15 minutes or within 1m for 1
minute or longer. This will 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 free NHS 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:
2. The medical room
3. The accessible toilet (if used)
4. The pupil’s chair stool
5. The pupil’s desk
10

Appendix B Copy of Staffroom poster – staff with symptoms

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.
If a member of staff develops coronavirus symptoms at school
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. within 2m distance for more than 15 minutes or within 1m for 1
minute or longer.
2. The member of staff should then leave the school and go directly home avoiding public
transport. 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), and are not in self-isolation for another reason, e.g. a close contact of someone who
has tested positive, 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 selfisolating until their temperature returns to normal. Other members of their household should
continue self-isolating for the full 10 days.
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Appendix C Copy of Reception instructions – pupils with symptoms

If a pupil develops coronavirus symptoms at school
1. A teacher/member of staff will e-mail Reception that a pupil with coronavirus symptoms is
awaiting collection, stating the location of the classroom.
2. The Receptionist or another member of staff will collect the pupil from outside their classroom
and escort them 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.
 PPE must be worn by staff caring for the child while they await collection if a distance of 2
metres cannot be maintained
3. The parents/carers of the pupil will be contacted to collect them. The parents will also be asked
to arrange a free NHS test (www.gov.uk/get-coronavirus-test) for their child and to let the school
know as soon as possible the test result. If there is a problem using the internet, they can call
NHS 119 to arrange a test. If there is any doubt as to whether a test is required, the
parents/carers should call NHS 111.
4. Parents must be made aware of the requirement for all household members to self-isolate. A
poster with self-isolation guidance is displayed in Reception. Parents must note:
Anyone with symptoms of coronavirus must get tested and self-isolate for at least 10 days

The household of anyone with coronavirus symptoms must self-isolate for 10 days

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. within 2m distance for more than 15 minutes, or
within 1m for 1 minute or longer. This must be recorded by the staff member using the form at
the end of this document. This information will be kept for 21 days (or per government
requirement) then placed in the pupil’s file. It will be provided to the appropriate agency for the
purposes of 'Track and Trace' if requested.

6. The Site Management Team must be made aware of the areas requiring cleaning, including the
pupil’s chair and desk.
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For Staff Use only – keep for 21 days and then file in pupil’s file.
Record of pupil with coronavirus symptoms
Pupil name: ………………………………………………………………………………………… Form: ………………….…….

Time: ……………………………………….……………………………………………………….… Date: …………………………

List of areas/rooms used by pupil – including toilet used

…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………….

List of close contacts, e.g. within 2m distance for more than 15 minutes, or within 1m for 1 minute
or longer
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………….
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Appendix D Copy of Reception instructions – visitor with symptoms

If a visitor develops coronavirus symptoms at school
1. If a visitor develops coronavirus symptoms at school they are expected to pack away
their belongings and leave the school immediately.
2. The visitor needs to self-isolate and arrange a free NHS test (www.gov.uk/getcoronavirus-test). If there is a problem using the internet, they can call NHS 119 to
arrange a test. If there is any doubt as to whether a test is required, they should call
NHS 111. The visitor should be asked to inform the school as soon as possible of the
outcome of the test.
3. A poster with self-isolation guidance is displayed in Reception. Visitors must note:

Anyone with symptoms of coronavirus must get tested and self-isolate for at least 10 days

The household of anyone with coronavirus symptoms must self-isolate for 10 days

4. The visitor needs to inform the Receptionist or a member of school staff of all areas in
school they have used and anyone they have been in close contact with, e.g. within 2m
distance for more than 15 minutes, or within 1m for 1 minute or longer. This must be
recorded by the staff member using the form at the end of this document. 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.
5. The Site Management Team must be made aware of the areas requiring cleaning,
including the visitor’s chair and desk.

14

For Staff Use only – keep for 21 days and then destroy.
Record of visitor with coronavirus symptoms
Visitor name: ………………………………………………………………………………………………………………………….

Time: ……………………………………….……………………………………………………….… Date: ……………………….

Reason for visiting the school ………………………………………………………………………………………………….

List of areas/rooms used by visitor – include toilets used (if applicable)

…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………...

List of close contacts, e.g. within 2m distance for more than 15 minutes or within 1m for 1 minute
or longer
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
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Appendix E Copy of Cleaning requirements – suspected case

Cleaning after a pupil or staff member develops coronavirus symptoms at school
1. 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 for pupils:
 The medical room
 The accessible toilet (if used)
 The pupil’s chair stool
 The pupil’s desk
Including the following areas for staff:
 The member of staff’s work area
 The staff toilets (if used)
2. Cleaning must be done in line with current government advice
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcaresettings/covid-19-decontamination-in-non-healthcare-settings#left-area

The minimum PPE to be worn for cleaning an area after a person with symptoms of, or
confirmed COVID-19 has left the setting possible is disposable gloves and an apron. Wash
hands with soap and water for 20 seconds after all PPE has been removed.
Public areas where a symptomatic person has passed through and spent minimal time but
which are not visibly contaminated with body fluids, such as corridors, can be cleaned
thoroughly as normal.
All surfaces that the symptomatic person has come into contact with should be cleaned and
disinfected, including all potentially contaminated and frequently touched areas such as
bathrooms, door handles, telephones, grab rails in corridors and stairwells.
Use disposable cloths or paper roll and disposable mop heads, to clean all hard surfaces,
floors, chairs, door handles and sanitary fittings – think one site, one wipe, in one direction.
Use one of the options below:
 a combined detergent disinfectant solution at a dilution of 1,000 parts per million
available chlorine (ppm av.cl.)
or
 a household detergent followed by disinfection (1000 ppm av.cl.). Follow manufacturer’s
instructions for dilution, application and contact times for all detergents and disinfectants
or
16



if an alternative disinfectant is used within the organisation ensure that it is effective
against enveloped viruses

Avoid mixing cleaning products together as this can create toxic fumes. Avoid creating
splashes and spray when cleaning.
Any cloths and mop heads used must be disposed of and should be put into waste bags
as outlined below.
When items cannot be cleaned using detergents or laundered, for example, upholstered
furniture and mattresses, steam cleaning should be used.
Personal waste from individuals with symptoms of COVID-19 and waste from cleaning of
areas where they have been (including PPE, disposable cloths and used tissues):
1. Should be put in a plastic rubbish bag and tied when full
2. The plastic bag should then be placed in a second bin bag and tied
3. This should be put in a suitable and secure place and marked for storage until the
individual’s test results are known
This waste should be stored safely and kept away from children. It should not be placed in
communal waste areas until negative test results are known, or the waste has been stored for
at least 72 hours.
If the individual tests negative, this can be disposed of immediately with the normal waste.
If COVID-19 is confirmed, this waste should be stored for at least 72 hours before disposal
with normal waste.
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Appendix F Copy of the general risk assessment for classrooms
TUNBRIDGE WELLS GIRLS’ GRAMMAR SCHOOL
RISK ASSESSMENT
Date: 21st July 2020

Location, activity, or issue being looked at: COVID-19 risk assessment for general classroom work
Hazard

Pupils and staff
coming into the
classroom and
developing COVID-19
symptoms.

What could go
wrong?
Getting or
spreading
coronavirus
(COVID-19)

Who may be
harmed?
Pupils and staff

What is done now, that
helps control the risk?

Is the risk still
high, medium
or low?

Pupils and staff not
coming into school
when ill.

Medium

What extra controls need
to be put in place?

By when?

By whom?

New procedures in
place including pupils &
staff leaving the school
if they exhibit COVID-19
symptoms.
Clear instructions in the
classrooms.

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.
Hand sanitiser available
in classrooms. Reminder
poster on classroom
door.
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Medium

Teaching staff require all
pupils to use hand
sanitiser at the beginning
of each lesson.

From 1/9/20
onwards

All teachers

Hazard

Coughing and
sneezing in
classrooms/at school

What could go
wrong?
Getting or
spreading
coronavirus
(COVID-19)

Who may be
harmed?
Pupils and staff

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?

Good respiratory
hygiene by promoting
the ‘catch it, bin it, kill
it’ approach (e.g. using
tissues, coughing into
elbows, etc)

Medium

Lidded bins in classrooms

From 1/9/20
onwards

Surplus staff room chairs
removed. Other
identified chairs not to be
used to ensure social
distancing.

Oct 20
onwards

Reminder poster on
classroom door.
Staff working between
classrooms and
sharing work spaces
and general
equipment.

Transmission of
COVID-19 from
contaminated
surfaces

Staff

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.

Low

Clear desk policy, and
staff cleaning after use.
Pupils and staff not
coming into school
when ill.
Staff staying at the front
of class, avoiding close
face to face contact and
minimising time spent
less than 1m. Area
delineated.
Staff and pupils are
required to wear face
coverings where 2 m
social distance cannot
be maintained.
19

Low

March 21
onwards
Reviewed at
Easter

By whom?

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?

If items are accidently
shared, e.g. a pen, the
item should be wiped
with an alcohol wipe and
hand sanitiser used.
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 before
and after handling
resources/resource
boxes.
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 after
handling
resources/resource
boxes.

On-going from
1/9/20

Pupils and
staff

On-going from
1/9/20

Staff

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

Handing out resources
like textbooks and
worksheets within the
classroom

Transmission of
COVID-19 from
contaminated
surfaces

Pupils and staff

Low

Receiving back
textbooks

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.
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.
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Low

By whom?

Hazard

Receiving back
worksheets and
general marking of
work carried out in
the classroom, e.g.
end of topic tests.

What could go
wrong?

Transmission of
COVID-19 from
contaminated
surfaces

Who may be
harmed?

Pupils and staff

What is done now, that
helps control the risk?

Is the risk still
high, medium
or low?

Some simple (right/
wrong) work will be
marked by pupils, as
already happens.

Low

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

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
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Low

What extra controls need
to be put in place?

By when?

By whom?

Hazard

Use of shared areas
like corridors, e.g.
leaving the classroom
to go to the toilet.

What could go
wrong?

Coming into
contact with
pupils/staff
having COVID19

Who may be
harmed?

Pupils and staff

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?

Pupils and staff not
coming into school
when ill.

Low

Keep maximum distance
from others. Minimise
any time spent less than
2m, e.g. passing in a
corridor.

New procedures in
place including pupils &
staff leaving the school
if they exhibit COVID-19
symptoms.

By when?

By whom?

On-going from
1/9/20

Pupils and
staff

On-going from
November
2020

Pupils and
staff

Use hand sanitiser when
returning to the
classroom.

Staff and pupils are
required to wear face
coverings in corridors
and communal areas.
Poor ventilation

Increased risk of
the
transmission of
COVID-19

Pupils and staff

Windows and doors to
be kept open

Low

Raised voices and
singing (e.g. singing
“Happy Birthday”
song)

Increased risk of
the
transmission of
COVID-19

Pupils and staff

No singing or shouting
allowed inside the
classroom.

Low
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The first person to occupy
a room will open the
windows and prop open
the door. To create an
airflow through the room,
at least two windows or a
door and a window will
be opened.

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

Universal silicone
keyboard covers as an
alternative – staff to have
one each as they move
around school

From Nov
onwards

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 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 used).
Name of Assessors: Naomi Vallely & Catherine Manktelow
Reviewed: 12th November 2020
Job title: Health and Safety Officer & Physics Technician
Reviewed 25/1/21 Linda Wybar, Headteacher
Reviewed 25/2/21 Linda Wybar, Headteacher
Sign and date here to confirm when all actions have been completed:
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Appendix G Copy of the general risk assessment for office work
TUNBRIDGE WELLS GIRLS’ GRAMMAR SCHOOL
RISK ASSESSMENT
Date: 14th August 2020

Location, activity, or issue being looked at: COVID-19 risk assessment for general office work
Hazard

What could go
wrong?

Who may be
harmed?

What is done now, that
helps control the risk?
Pupils and staff not coming
into school when ill.

Is the risk still
high, medium
or low?

Staff coming into the
school and developing
COVID-19 symptoms.

Getting or
spreading
coronavirus
(COVID-19)

Pupils and staff

Medium

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. Hand
sanitiser available in office
areas.

Medium

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.). Reminder
posters are around the
school.

Medium

New procedures in place
including pupils & staff
leaving the school if they
exhibit COVID-19 symptoms.
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What extra controls need
to be put in place?

By when?

By whom?

Hazard

What could go
wrong?

Staff working between
offices and sharing
work spaces and
general equipment.

Transmission of
COVID-19 from
contaminated
surfaces

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

Personal universal
silicone keyboard covers
can be used as an
alternative.

From Nov
onwards

Staff not being socially
distanced

Transmission of
COVID-19
between people

Staff

Pupils and staff not coming
into school when ill.

Low

Surplus staff room chairs
removed. Other
identified chairs not to be
used to ensure social
distancing.

Oct 20
onwards

Transmission of
COVID-19 from
contaminated
surfaces

Pupils and staff

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

Sharing of items
between others. See
note 1.

Who may be
harmed?

What is done now, that
helps control the risk?

Pupils and staff not coming
into school when ill.

Is the risk still
high, medium
or low?

What extra controls need
to be put in place?

By when?

By whom?

Low

Clear desk policy and staff
cleaning after use.

Staff avoiding close face to
face contact and minimising
time spent less than 1m.
Pupils and staff must not
share belongings (stationery,
food etc.) with others.
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Staff

Staff

Hazard

Use of shared areas
like corridors.

What could go
wrong?

Coming into
contact with
pupils/staff
having COVID19

Who may be
harmed?

What is done now, that
helps control the risk?

Pupils and staff

Pupils and staff not coming
into school when ill.

Is the risk still
high, medium
or low?

What extra controls need
to be put in place?

Low

Keep maximum distance
from others. Minimise
any time spent less than
2m, e.g. passing in a
corridor.

New procedures in place
including pupils & staff
leaving the school if they
exhibit COVID-19 symptoms

Increased risk of
the
transmission of
COVID-19

Pupils and staff

Windows and doors to be
kept open

By whom?

On-going from
1/9/20

Pupils and
staff

On-going from
November
2020

Staff

Use hand sanitiser when
returning to the office.

Staff and pupils are
recommended to wear face
coverings in corridors and
communal areas.
Poor ventilation

By when?

Low

The first person to occupy
a room will open the
windows and prop open
the door. To create an
airflow through the room,
at least two windows or a
door and a window will
be opened.

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 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 Assessors: Catherine Manktelow
Reviewed: 12th November 2020
Job title: Health and Safety Officer & Physics Technician
Reviewed 25/1/21 Linda Wybar, Headteacher
Reviewed 25/2/21 Linda Wybar, Headteacher
Sign and date here to confirm when all actions have been completed:
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Appendix H Copy of the risk assessment for Visitors
TUNBRIDGE WELLS GIRLS’ GRAMMAR SCHOOL
RISK ASSESSMENT
Location, activity, or issue being looked at: COVID-19 risk assessment for visitors to school
Hazard

What could go
wrong?

Who may be
harmed?

What is done now, that
helps control the risk?
Visitors not coming into
school when ill.

Is the risk still
high, medium
or low?

What extra controls need
to be put in place?

By when?

By whom?

Medium

Ensure clear instructions
are sent to the visitor in
advance of their visit if at
all possible, including
need to complete the
COVID-19 declaration
visitor form when they
arrive in Reception

On-going from
13/10/20

Staff inviting
visitor in

Visitors coming into
school and developing
COVID-19 symptoms.

Getting or
spreading
coronavirus
(COVID-19)

Pupils, staff and
visitors

Visitors not washing
their hands before
coming into school.

Getting or
spreading
coronavirus
(COVID-19)

Pupils, staff and
visitors

All visitors must be asked to
wash hands or use hand
sanitiser upon arrival at
school, and when entering
classrooms. Reminder
poster is displayed in
Reception and around the
school.

Medium

Hand sanitiser to be used
when entering Reception,
and when entering and
leaving the classroom.
Staff must supervise
visitors.

On-going from
13/10/20

Visitors and
staff (staff to
supervise
visitors)

Coughing and
sneezing in
classrooms/at school

Getting or
spreading
coronavirus
(COVID-19)

Pupils, staff and
visitors

Promoting the ‘catch it, bin
it, kill it’ approach (e.g. using
tissues, coughing into
elbows, etc) Posters in each
room and around school.
Covered bins in each room

Medium

Ensure clear instructions
are sent to the visitor in
advance of their visit if at
all possible.

On-going from
13/10/20

Staff inviting
visitor in

New procedures in place
including pupils, staff and
visitors leaving the school if
they exhibit COVID-19
symptoms.
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Hazard

Staff and visitors
sharing classroom/
work spaces

What could go
wrong?

Who may be
harmed?

Transmission of
COVID-19 from
contaminated
surfaces

Staff working in
shared work
spaces, including
cleaners, and
visitors

What is done now, that
helps control the risk?

Staff/visitors not coming
into school when ill.
Use of hand sanitiser when
entering a room.
Sanitiser and cleaning spray
and paper towelling in each
area

Is the risk still
high, medium
or low?

What extra controls need
to be put in place?

Low

Clingfilm used to cover
keyboards before use
Work surfaces cleaned
between users by
staff/visitor

Face coverings worn when in
shared spaces
Staff and pupils are required
to wear face coverings
where 2 m social distance
cannot be maintained.
Keeping a distance of 2m
from other people
Keeping in the teachers’
area in a classroom, if
teaching a lesson, whilst
maintaining 2m distance
from others
Increased ventilation –
windows and doors open
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March 21 onwards
Reviewed at Easter

By when?

By whom?

On-going from
13/10/20

Teaching staff
& visitors

Hazard

What could go
wrong?

Who may be
harmed?

Staff and visitors
sharing communal
spaces, e.g. staff room
and G11

Transmission of
COVID-19 from
contaminated
surfaces

Staff working in
shared work
spaces, including
cleaners, and
visitors

What is done now, that
helps control the risk?

Staff/visitors not coming
into school when ill.

Is the risk still
high, medium
or low?

What extra controls need
to be put in place?

Low

Clingfilm used to cover
keyboards before use

Face coverings worn when in
corridors and shared spaces
where 2 m social distance
cannot be maintained.

By when?

By whom?

On-going from
13/10/20

Teaching staff
& visitors

Work surfaces cleaned
between users by
staff/visitor

Keeping a distance of 2m
from other people

Wiping after use items
touched in shared areas,
e.g. phone

Use of hand sanitiser when
entering a room.
Observing signs which limit
numbers in some shared
spaces, such as the staff
kitchen.
Poor ventilation

Increased risk of
the
transmission of
COVID-19

Pupils and staff

Windows and doors to be
kept open

Low

This may have additions made/be adapted to specific visitors as appropriate
Name of Assessor: Linda Wybar
Job title: Headteacher

25/1/21 Linda Wybar
Reviewed 25/2/21 Linda Wybar, Headteacher
Sign and date here to confirm when all actions have been completed:
29

Appendix I 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 10 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 10
days

●

In the last 10 days I have not travelled to a country where the government has imposed a requirement to
quarantine.

Name ……………………………………….…………………………………………………………...

Parent of current pupil?

YES/ NO

Date …………………………

(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.
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Appendix J COVID-19 Declaration to be signed by all staff
I have read and understood the “Tunbridge Wells Girls’ Grammar School COVID-19 Policy March 2021”

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