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Portico Academy Trust 

  

Number: 001 School: Hamstel Infant School and Nursery 

Activity: 
COVID-19 Outbreak 
Management 

Date: September 2021 Review: November 2021 

No. Identified Hazards 
Who may be 

affected 
Risk Consequence 
(Resulting harm) 

Risk Level, before 
control measures Control Measures 

Risk Level, after 
control measures 

S L R RR S L R RR 

1 Face coverings 
Staff, pupils, 
contractors, 
visitors 

Increased risk of infection 
spread should masks not be 
worn, on the school 
premises 

5 3 15 H 

Where there is an outbreak in one or more of the trusts schools, 
a director of public health might advise the schools(s) that face 
coverings should temporarily be worn in communal areas or 
classrooms (by pupils staff and visitors, unless exempt). A store 
of masks will be provided by the school where needed, however, 
most staff will have their own masks that they may prefer to 
wear 
 
To aid in teaching, transparent face coverings, which may assist 
communication with someone who relies on lip reading, clear 
sound or facial expression to communicate, can also be worn. 
 
Face visors or shields can be worn by those exempt from 
wearing a face covering but they are not an equivalent 
alternative in terms of source control of virus transmission. They 
may protect the wearer against droplet spread in specific 
circumstances but are unlikely to be effective in preventing the 
escape of smaller respiratory particles when used without an 
additional face covering. They will only be used after carrying 
out a risk assessment for the specific situation and will be 
cleaned appropriately after use. 
 
No pupil or student will be denied education on the grounds of 
whether they are, or are not, wearing a face covering. 

3 3 9 M 



Portico Academy Trust 
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COVID-19 Outbreak 
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Date: September 2021 Review: November 2021 

No. Identified Hazards 
Who may be 
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Risk Consequence 
(Resulting harm) 
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control measures Control Measures 

Risk Level, after 
control measures 

S L R RR S L R RR 

2 
Increase in local area 
infection rates 

Staff, pupils, 
contractors, 
visitors 

Increased confirmed cases 
will mean that 
transmissibility will have a 
greater likelihood of 
infecting the population of 
the school, this will have a 
knock on effect to all areas 
of the school from teaching 
and cleaning with a possible 
result in having to close the 
school 

4 3 12 M 

Pupils, staff and other adults must follow public health advice on 
when to self-isolate and what to do. They must not come into 
school if they have symptoms, have had a positive test result or 
other reasons requiring them to stay at home due to the risk of 
them passing on COVID-19 (for example, they are required to 
quarantine). 
 
If anyone in any of the school develops COVID-19 symptoms, 
however mild, the school will send them home and they should 
follow public health advice. 
 
If a pupil is awaiting collection, they should be left in a room on 
their own if possible and safe to do so. A window should be 
opened for fresh air ventilation if possible. 
 
Appropriate PPE will be provided for any such cases by the 
school if close contact is necessary. Any rooms that are used 
after the pupil has left will be cleaned with a certified cleaner 
(BS EN 14476:2013+A2:2019). 
 
The household (including any siblings) should follow the PHE 
stay at home guidance for households with possible or 
confirmed coronavirus (COVID-19) infection. 
 
Staff should undertake twice weekly home tests whenever they 
are on site until the end of September, when reviewed by 
Government. 

3 3 9 M 
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Who may be 
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Risk Level, after 
control measures 

S L R RR S L R RR 

3 Poor hygiene 
Staff, pupils, 
contractors, 
visitors 

Could result in a rapid 
spread of virus on surfaces 
between pupils and staff 
resulting in whole classes 
having to self-isolate 

4 3 12 M 

The e-Bug COVID-19 website contains free resources for schools 
to use, including materials to encourage good hand and 
respiratory hygiene. 
 
Reintroduction of regular cleaning of touch points and classroom 
cleaning packs back into the classroom, all surface cleaners to be 
of suitable quality and adhering to BS EN 14476:2013+A2:2019. 
 
Soap dispensers to be suitably filled with regular checks made to 
ensure stores do not dwindle and replacement are made swiftly 

3 2 6 M 

4 Poor ventilation 
Staff, pupils, 
contractors, 
visitors 

Poor ventilation has been 
proven to increase the risk 
of COVID 19 spread in 
confined spaces, leading to 
high infection rates 

5 4 20 H 

The school will still provide adequate ventilation to improve air 
movement within the rooms, bases office and any occupied 
areas, where ever possible,  this will involve having windows and 
doors open (fire doors to remain closed where they can’t be 
held open automatically). 
 
Any poor ventilated areas should be assessed and mechanical 
aids used were natural ventilation is not possible. This is 
particularly important when holding events where visitors such 
as parents are on site, for example school plays. 
 
Where mechanical ventilation is in operation the system will be 
effectively maintained to provide sufficient ventilation to that 
space. These will be adjusted to increase the ventilation rate 
wherever possible and checked to confirm that normal 
operation meets current guidance and that only fresh outside air 
is circulated. 
 
The school will balance the need for increased ventilation while 
maintaining a comfortable temperature. 
The Health and Safety Executive guidance on air conditioning 
and ventilation during the coronavirus outbreak and CIBSE 
COVID-19 advice provides more information. 

3 3 9 M 

https://e-bug.eu/eng_home.aspx?cc=eng&ss=1&t=Information%20about%20the%20Coronavirus
https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation/index.htm
https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation/index.htm
https://www.cibse.org/coronavirus-covid-19
https://www.cibse.org/coronavirus-covid-19
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Risk Level, after 
control measures 

S L R RR S L R RR 

5 
Critically extremely 
vulnerable (pupils) 

Staff, pupils 

Pupils with underlying 
medical issues are more 
likely to suffer more with 
COVID then pupils 
without 

5 4 20 H 

All CEV children and young people should attend school 
unless they are one of the very small number of children 
and young people under paediatric or other specialist care 
who have been advised by their GP or clinician not to 
attend. 
 
Should shielding restart at any point the schools remote 
learning package will start for any of the effected pupils 
from the schools 

4 2 8 M 

6 
Critically extremely 
vulnerable (staff) 

Staff, pupils 

Staff with underlying 
medical issues are more 
likely to suffer more with 
COVID then staff without 

5 4 20 H 

School leaders are best placed to determine the 
workforce required to meet the needs of their pupils. 
 
Clinically extremely vulnerable (CEV) people are no longer 
advised to shield but may wish to take extra precautions 
to protect themselves, and to follow the practical steps 
set out in the CEV guidance to minimise their risk of 
exposure to the virus. Staff in schools who are CEV should 
currently attend their place of work 
 
All staff who are willing to have the vaccination would 
have been offered the jab and should have had 2 
injections and fully protected from the variants at the 
point in which this risk assessment has been signed off 

4 3 12 M 
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7 
Lack of attendance to 
school 

Pupils 

Pupils who do not attend 
school will suffer 
significantly in their 
learning and fall further 
behind other pupils who 
attend. This will have a 
knock on effect for years 
to come 

4 3 12 M 

School attendance is mandatory for all pupils of 
compulsory school age and it is priority to ensure that as 
many children as possible regularly attend school. 
 
Where a child is required to self-isolate or quarantine 
because of COVID-19 they should be recorded as code X 
(not attending in circumstances related to coronavirus). 
 
Where they are unable to attend because they have a 
confirmed case of COVID-19 they should be recorded as 
code I (illness). 
 
For pupils abroad who are unable to return, code X is 
unlikely to apply. In some specific cases, code Y (unable to 
attend due to exceptional circumstances) will apply. 
 
Where a pupil has had to isolate the schools remote 
learning package will start for any of the effected pupils 
from the schools 

    

8 Travel abroad Staff, pupils 

Different countries have 
different rates of 
infection and where 
travelling to a more 
prevalent COVID 19 area 
the likelihood of 
contracting COVID will be 
higher, also with travel 
restrictions in place for 
other countries further 
isolations may be 
required 

3 3 9 M 

All staff and pupils travelling to England from an overseas 
country must adhere to travel legislation, details of which 
are set out in government travel advice. These are subject 
to regular change and review. 
 
Parents travelling abroad should bear in mind the impact 
on their child's education, which may result from any 
requirement to quarantine or isolate upon return. 
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S L R RR S L R RR 

9 
Lack of remote 
education 

Pupils 

With no remote learning 
pupils will suffer 
significantly in their 
learning and fall further 
behind other pupils do 
attend. This will have a 
knock on effect for years 
to come 

4 3 12 M 

The school has a well established remote learning 
package that can be rolled out to the effected pupils. This 
package has been refined over the last year to ensure that 
pupils can work effectively. 
 
This remote learning will be equivalent in length to the 
core teaching pupils would receive in school. 
 
The school will work collaboratively with families and put 
in place reasonable adjustments so that pupils with SEND 
can successfully access remote education. This will be 
done on a case to case basis depending on the pupils 
needs 

3 3 9 M 

10 Educational visits Staff, pupils 

Visits will normally be out 
of area and into an area 
where COVID cases could 
be higher, bringing COVID 
cases into the area. 
Cancellations will also 
mean the loss of money 
from the trip 

3 4 12 M 

All school trips will include a related COVID-19 
cancellation insurance, if the school is considering 
booking a new domestic visit the school will ensure that 
any new bookings have adequate financial protection in 
place. 
 
Before booking, the lead party booker will have spoken to 
either the provider, commercial insurance company, or 
the Risk Protection Arrangement (RPA) to assess the 
protection available. Independent advice on insurance 
cover and options can be sought from the British 
Insurance Brokers' Association (BIBA) or Association of 
British Insurers (ABI).  
 
Each school will undertake full and thorough risk 
assessments in relation to all educational visits and 
ensure that any public health advice, such as hygiene and 
ventilation requirements, is included as part of that risk 
assessment. 

3 2 6 M 
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S L R RR S L R RR 

11 
Canteen - exposure 
from large numbers 
of persons 

Staff, pupils 

Without separation the 
school could mix with 
other classes meaning a 
potential increase of risk 
of spreading the virus 

5 3 15 H 

Hand cleaning facilities or hand sanitiser is available at the 
entrance of any room where people eat and should be 
used by anyone when entering and leaving the area 
 
Drinking water will be made available with individual 
labelled cups in class and enhanced cleaning measures of 
cups used at lunchtime, were 
 
Tables will be cleaned after each use 
 
All rubbish will be put straight in the bins provided and 
not left for someone else to clear up 

3 3 9 M 

12 
Teacher and support 
staff shortage 

Staff, parents, 
pupils 

Without sufficient cover 
classes won’t be able to 
take place resulting in 
higher class numbers or 
students being sent home 

3 4 12 M 

Supply teachers, splitting of staff or SLT cover to be 
provided by the school where necessary to continue the 
continuity of the class and to minimise disruption. In 
extreme circumstances, classes will need to close and 
revert to remote learning. 

3 3 9 M 

13 
Communal and shared 
spaces or resources 

Staff, pupils, 
contractor 

Increased risk from other 
people spreading the 
disease on surfaces or items 

4 3 12 M 

Cleaning arrangements are already in place by our approved 
cleaning contractor who use antiviral cleaning products 
throughout the schools. Cleaning is carried out once a day 
throughout the school after school. Class teams will continue to 
use sanitizer in class an wipe down tables and equipment after 
use at designated points during the day. 
 
Shared resources like PE equipment and IT devices will be 
cleaned with anti viral wipes in-between class uses 
 
If an outbreak should occur the school will revert back to 
previous enhanced cleaning regimes, in that teachers, LSA 
and/or site staff will clean surfaces that pupils are touching, such 
as toys, books, desks, chairs, doors, sinks, toilets, light switches, 
bannisters, more regularly than normal 

2 3 6 M 
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14 Cleaning team shortage 
Staff, parents, 
pupils 

Without sufficient cover, 
classes won’t be able to take 
place due to the cleansing 
needs of the classroom on a 
daily basis, this could also 
result in higher class 
numbers and closure or 
students being sent home 

4 2 8 M 

Regular discussions are held with Birkin management regarding 
staff levels and where shortfall is, these are managed by Birkin 
themselves as our approved cleaning contractor 
 
Portico to ensure that regular meetings are carried out with area 
supervisor Lynsey/Gytis and other senior managers to ensure 
levels of staffing are sufficient 
 
Where needed, cleaners to be pulled from other trust sites to 
assist in the cleaning effort 

3 3 9 M 

15 Cleaning priorities 
Staff, parents, 
pupils 

Insufficient approved 
chemical to clean the school 
by the cleaning contractor at 
the start/end of day could 
have catastrophic 
consequences on the spread 
of COVID-19 within the 
school, resulting in closed 
classrooms or schools in the 
extreme cases 

4 3 12 M 

Antiviral cleaner is used throughout the trust which conforms 
with BS EN 14476:2013+A2:2019 proven to kill COVID-19 
 
Increase focus cleaning on touch points and tables, cleaners will 
be redirected from other jobs if necessary, with possible 
increase of hours to cover all aspects 
 
Closure or reduction in room usage e.g. staff rooms, shower and 
toilet facilities, staff have staggered breaks due to school 
timetable, and will sanitize the areas they have touched after 
use. 
 
Staff to reintroduce disinfection procedures throughout the 
school e.g. staffroom and classroom to ensure they are followed 
by them, they must contact the appropriate member of site staff 
for additional guidance where needed 

2 3 6 M 
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16 Working from home Staff 

Exposure to attention from 
unwanted person, IT viruses, 
online hacking. 
Risk of mental ill health due 
to issues around isolation 
and lack of contact with 
others 

3 2 6 M 

Remote learning for classes is arranged and posted via  Seesaw 
and/or Tapestry. Information about the remote learning content 
will also be available on the school website. Class year groups 
teams will coordinate the content to have a mixture of directed 
activities, recorded video links and directed independent 
activities. Content will be devised and shared within year group 
teams and made available to pupils as the need arises. 
 
What safeguarding measures are or will be in place? 
 
Individual risk assessments have been conducted with identified 
staff to support staff working from home.  
 
Virtual meetings with parent are recorded as a safeguarding 
measure 
 
 
Most school-based roles are not ideally suited to home working 
and the school must expect most staff to return to work in 
settings. Some roles, such as some administrative roles, may be 
conducive to home working, and school leaders will decide what 
is feasible and appropriate  
 
All staff care plans to be reviewed and updated where applicable 
 
Ensure staff with medical conditions that were not declared 
previously is recorded and a care plan prepared on their return 
to school 

2 2 4 L 
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17 SEND pupils Staff, pupils 

Poor behaviour and not 
following hygiene 
procedures (share saliva), 
biting etc. 

5 3 15 M 

How are you dealing with pupils with SEND? 
 
Care plans for vulnerable or at risk pupils must be updated 
where applicable and made available for select member of staff 
 
Use of ICE ‘in case of emergency’ mobile numbers for parents 
and carers to be checked and updated 
 
ICE database to be readily accessible to all staff 
 
Individual risk assessments on need and vulnerability take place 
and pupils are offered support through attendance or support 
work at home.  
 
The number of days in the week or the amount of hours per day 
in school attendance is considered 
 
 

3 3 9 M 

18 
Contractors and 
maintenance 

Staff, pupils, 
contractor 

Unsolicited visits could 
increase the risk of passing 
on COVID-19 around the 
school 

4 3 12 M 

All contractors who attend any of the premises will have been 
pre-approved by the site contact at the school or by the 
Facilities Manager. Due to the nature of school work most work 
will need to be completed either before the pupils start or at the 
end of the school day 
 
All contractors will be expected to understand and abide by the 
school’s procedures on hygiene and work being carried out 
during their time at the school 
 
Servicing work and project work to be completed during the 
holiday periods where possible 

2 2 4 L 
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19 
Suspected case whilst 
working at school 

Staff, parents, 
pupils 

Increased risk of infection to 
the person dealing with the 
potential COVID-19 case, 
along with the class in which 
the COVID-19 case was 
discovered 

5 4 20 H 

If a pupil or employee develops symptoms or COVID-19 while at 
work, they must:  
 
Present themselves to staff, and the Office team will be 
contacted so that they can be directed to the dedicated COVID-
19 room, which has been identified as Allsorts Room, this is 
where the case will wait until picked up for parent or carer. 
 
If possible, pupil may be better suited sitting outside with a 
member of staff 
 
PPE will be made available for staff dealing with pupils in close 
proximity with masks, visors, gloves and aprons while treating 
first aid and for intimate care  
 
Pupils will be direct to avoid touching anything and anything 
touched must be binned or sanitised before reuse 
 
Cough or sneeze into a tissue and put it in a bin, or if they do not 
have tissues, cough and sneeze into the crook of their elbow. 
 
Ensure first aid staff are fully supported emotionally as they may 
be anxious dealing with pupils and parents in close proximity on 
a daily basis 

3 3 9 M 
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20 

Suspected case whilst 
working at school 
COVID-19 cases 
(nursery) 

Staff, pupils 

Increased risk of infection 
to the person dealing 
with the potential COVID-
19 case, along with the 
class in which the COVID-
19 case was discovered 

5 4 20 H 

All schools with a nursery and reception class will notify 
the DfE and the Local Authority of any confirmed cases in 
the setting, whether a child or a staff member. This is a 
legal requirement and will be reported as soon as possible 
by the school, and in any case within 14 days. 
The school will follow the outcomes of the risk 
assessment that takes place as a result of the report. The 
information shared with the local authority will need to 
include (in a password protected document) 

1. Name of positive case  
2. Whether they are a staff member or a pupil  
3. Date of positive test  
4. Type of test (LFT or PCR) 
5. The number of staff now isolating as a result – pupils 

no longer need to isolate if close contacts  
6. End date of isolation  

 

3 3 9 M 

21 
Induction and training, 
including staff wellbeing 

Staff, pupils 

Staff unaware with the new 
procedures may have an 
increased risk of spreading 
the virus between different 
groups 

4 3 12 M 

Training for staff, pupils, parents on procedures/times for arrival 
at school and departure from school, and on correct use of 
masks where applicable (particularly difficult for very young 
children if applicable)  
 
Schools will ensure pupils are reminded of behaviour policy and 
expectations of their behaviour while they are at school.  
 
Review training needs of staff to carry out their role e.g. first aid 
 
The trust and schools have a duty of care to their employees 
wellbeing and this extends to their mental health 
 
Staff are free to visit MindED which is free to access, this 
contains materials on peer support, stress, fear, trauma and 
bereavement 

3 3 8 M 

https://www.minded.org.uk/
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22 Performance and events 
Staff, pupils, 
visitors 

Increased possible infection 
rates from shared, unclean 
instruments and large 
performances 

5 3 15 H 

There is an additional risk of infection in environments where 
you or others are singing, chanting, playing wind or brass 
instruments or shouting. If cases increase it may be advised that 
singing etc. will stop or revert to smaller groups. This will 
ultimately depend on local guidance from PHE Southend. All 
sharing of instruments should be avoided with items cleaned 
down either before or after use 

3 2 6 M 

Completed by: Debbie Morris Position: Deputy Headteacher Date: September 2021 

Authorised by: Lisa Clark Position: Headteacher Date: September 2021 

 
 
  



 
Risk Assessment 

 
What is a Risk Assessment (RA)? 
A risk assessment is simply a careful examination of what, in your work, could cause harm to people. 
 
Steps to RA 
There are 5 steps to a risk assessment, they are as follows: 
 

1. Identify the hazards 
2. Decide who might be harmed and how 
3. Evaluate the risks and decide on precautions 
4. Record your significant findings 
5. Review your assessment and update if necessary 

 
What is a hazard? 
A hazard is anything that may cause harm, the following could be examples of this: 
 

1. Chemicals 
2. Electricity 
3. Working from ladders 
4. An open drawer etc. 

 
What is the risk? 
The risk is the chance, high or low, that somebody could be harmed by these and other hazards, together with an indication of how serious the harm could be. 
 
Example 
 

No. 
Identified 
Hazards 

Who may be 
affected 

Risk Consequence 
(Resulting harm) 

Risk Level, before 
control measures, 

Severity x Likelihood = 
Risk Rating 

Control Measures 

Risk Level, after control 
measures, Severity x 

Likelihood = Risk Rating 

S L R RR S L R RR 

1 
Mechanical 
machinery 

User 

Cuts and abrasions 
to user, possible 
amputation of 
fingers if used 
incorrectly 

4 3 12 M 

Machine fitted with emergency stop buttons 
to ensure immediate stopping of blade or 
rotation of wheel. Users to be supervised 
when using the machinery at all times by 
either the teacher or technician on site 

2 1 2 L 



Risk Rating Form 
 
Risk Rating – Risks need to be prioritised to ensure the most serious risks are dealt with first. There are many methods of risk rating and the following is an example that can 
be used. Risk rating usually uses a formula to help prioritisation. The formula given below is based on an assessment of the consequences and likelihood of the hazard 
resulting in harm. 
 

Any hazard that has a rating of Medium or higher must be put into the ‘Action Plan’ for further investigation on how to reduce the 
risk further. 

 

Using the Risk Rating Formula 
 
Assign a rating from box 1 (extremely harmful to slightly harmful) to denote the probable severity of harm or consequences of the hazard. 
Assign a rating from box 2 (highly likely to unlikely) to denote the likelihood of the event occurring. 
Look up the combination in the risk-rating chart (table 1) and link it to the action phrase. 
 

Box 1 – Rate Severity 
 
1. Minor injury – Insignificant 
damage to property, equipment  
2. Non reportable injury – Minor 
loss of process, slight damage to 
property 
3. Reportable injury – Moderate 
loss of process, limited damage 
4. Major injury, single fatality – 
Critical loss of process/business 
5. Multiple fatalities – Catastrophic 
loss of business 

 Box 2 – Rate Likelihood 
 
1. Extremely unlikely 
2. Remote possibility 
3. Possible occurrence 
4. Will probably occur 
5. Almost certain 
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o
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5 5 10 15 20 25 

4 4 8 12 16 20 

3 3 6 9 12 15 

2 2 4 6 8 10 

1 1 2 3 4 5 

0 1 2 3 4 5 

 Severity 

 
Action Phrases: 
 
Red = High - high priority - urgent attention required to reduce severity and/or likelihood 
Orange = Medium - medium priority, must receive attention to reduce severity or likelihood 
Green = Low - lower priority, but must receive attention to verify if risk can be reduced 
 


