
 

 

Medina House Special School – Main Site 

COVID 19  

Risk Procedures and Risk Assessment 

                    Progression of restrictions / Staged Response (updated August 2021) 
 

Response 

Stage 
Trigger Key Actions Who Notes 

STAGE 1 – 

General  

(everyday 

hygiene and 

procedures) 

None 

- General reminders for hygiene 

- Effective handwashing facilities and soap available 

- Provision of aprons, gloves, tissues, soap, hand gel and access to 

hot running water throughout the school 

- Follow usual absence periods for sickness 

All ongoing 

STAGE 2 – 

Prevention  

 

Where an increased risk is 

present 

 

- Increased absence rates of 

pupils or staff 

- Local increases in sickness e.g. 

flu, gastric, and particularly CV19  

- Public health alerts 

- Suspected cases of specific 

illness in school or within the 

community (eg.coronavirus / 

gastric) 

Increase hygiene procedure 

- Hand washing 

- Respiratory (‘catch it, bin it, kill it’) 

- PPE available as necessary (see additional PPE Guidance 

document) 

Maintain appropriate cleaning regimes 

- Including regular cleaning of areas and equipment, with a 

particular focus on frequently touched surfaces 

Keep occupied spaces well ventilated 

- All efforts made to improve fresh air flow including having 

windows and doors open where appropriate and mechanical 

ventilation where available (mechanical ventilation should only 

be used if the ‘re-circulation’ function can be turned off). 

Follow Public Health advice on testing, self-isolation and managing 

confirmed cases of Covid 19 

- This will include the need for self-isolation and testing, 

including asymptomatic testing  

The school keeps up-to-date with advice issued by, but not limited to, 

the following: 

DfE 

NHS 

Children’s services 

PHE 

All 
Stage as of 

16/8/21 



 

H+S Team 

 

STAGE 3 – 

Mitigate/ Delay 

Where a significant risk is 

present 

 

- Direct case or increased 

likelihood of cases 

- Public health advice and 

government for restrictions not 

being followed 

- Vulnerable pupils and staff at 

high risk with heart, respiratory, 

life limiting conditions etc 

Consider reducing contact situations: 

- Assemblies and other school events involving parents/outside 

visitors (see ‘Medina House School Visitor Protocol’ for detailed 

control measures for visitors to the school site) 

- School visits, social skills offsite learning 

Consider: 

- Any screening measures e.g. use of a thermometer in school, school 

nurse, paediatric first aiders. 

- Increase time of exclusion from school for those with symptoms 

(14 days) 

- Sending home any children or staff with any symptoms listed on 

the WHO sheet or advice from NHS and reminding of the 10 day 

absence period 

- Additional Cleaning  

- Deep clean as necessary if we have a confirmed case 

- Rearranging classes into ‘bubbles’; rearranging staffing where 

possible to ensure safe supervision of all pupils in school 

- The reactivation of a previous Covid-19 risk assessment may be 

required at this stage 

- Risk assessments of staff to identify at risk groups and signpost 

to government guidance 

- Short term visitors / students who are not essential to pupils’ 

education will not be permitted to come in to school 

SMT 

Teachers 

As of March 

8th 2021  

STAGE 4 –  

Containment 

  

Where specific and/or significant 

changes or restrictions need to be 

in place. 

- High levels of sickness 

- High rates of absence 

- Lack of specialist provision for 

first aid, medical support, 

oxygen etc 

AS ABOVE AND INCLUDING : 

-  

- Part / full closures of site / classes 

- Deep cleans 

- Closure of building use 

- Reduction or exclusion of visitors 

- Social distancing 

LMT/HT 

/ Chair of 

Governors 

Potential 

closure of the 

school, or 

parts of the 

school, as 

directed by 

government or 

IWC 



 

- Significant risk of danger of 

disease or illness 

 



 

Coronavirus Key Actions (as situation escalates) 

 
Specific Issue Actions including messages Who Notes  

Suspected case in school 

(staff or pupil) : How to 

react if a child starts to 

present with symptoms 

 

- Isolate pupil immediately and call parents/carers to ask them to collect children 

from school :  

- Child and supporting adult to remain in a well-ventilated space e.g. outside where 

possible, and away from other children and staff 

- Staff supporting the child should wear gloves, apron, face mask and visor 

- Avoid public transport wherever possible 

- Parents will be  advised to arrange for a PCR test and to inform school of the 

result as soon as they get it 

- Member of staff to leave school immediately and arrange to have a PCR test  

- A member of LMT will contact them to complete their Risk Management Record  

- Inform staff; staff are to have high vigilance of other students  

- No other action is necessary at this stage 

- Continue with normal cleaning regime 

- Core reminders of hygiene 

 

LMT 

All Staff 

and pupils 

 

Confirmed case in school 

- The affected person will need to remain at home for 10 days minimum 

- There is no requirement for anyone else in the same household, or a close 

contact, to self-isolate 

- They should arrange to have a PCR test 

- LMT should be informed and will monitor the situation (see Contingency Plan) 

- Inform staff 

- Core reminders of hygiene 

- Keep regular contact with parents and provide remote learning 

LMT 

All staff 

and pupils; 

Site 

 

Confirmed case in a family 

Or 

Member of family showing 

symptoms (high 

temperature or persistent 

cough) 

- Pupil can attend school as usual 

- Encourage parents to use LFD tests on a regular basis 

- Continue close monitoring of pupils for symptoms 

-  

LMT   

Close contacts of PCR 

positive individuals 

New guidance 

August 2021 

All children and those staff who are fully vaccinated (or not able to get vaccinated 

for medical reasons) : 

All staff, 

pupils and 

families 

 



 

Individuals are not required to self-isolate if they live in the same household as someone 

with COVID-19, or are a close contact of someone with COVID-19, and any of the 

following apply: 

- they are fully vaccinated 

- they are below the age of 18 years and 6 months 

- they have taken part in or are currently part of an approved COVID-19 vaccine 

trial 

- they are not able to get vaccinated for medical reasons 

Instead, they will be contacted by NHS Test and Trace, informed they have been in 

close contact with a positive case and advised to take a PCR test. We would encourage 

all individuals to take a PCR test if advised to do so. 

- Staff who do not need to isolate, and children and young people aged under 18 

years 6 months who usually attend school, and have been identified as a close 

contact, should continue to attend school as normal. They do not need to wear a 

face covering within the school 

 

All adults who are not fully vaccinated : 

Staff will be required to self-isolate straightaway and get a PCR test 

If they test positive, their self-isolation period includes the day their symptoms 

started (or the day they had the test, if they did not have symptoms) and they will be 

required to self-isolate for 10 days. 

Teacher shortage  

- Provide supply cover or collapse / merge classes where possible 

-  LMT cover where possible 

- classes will be organised on a part-time rota basis if necessary to ensure safe 

levels of staffing to pupil ratios : consult with LA before taking this decision! 

- Where too many – partial closure for certain classes or cohorts of vulnerable 

children  

- Keep parents informed of staff absence 

LMT  

Support staff shortage 

- LMT/HT support classes with remaining staff and supply cover where possible 

- Rearrange staffing across the school as necessary  

- Liaise with Public Health and the LA if concerns about staff shortage are 

impacting on safety and may require a class or classes to close.  (This would only 

be as a last resort and for the shortest time possible.) 

LMT  

Protection for most 

vulnerable children  

- Identify who these vulnerable children are e.g. underlying health conditions that 

may be affected by the current threat 

- These children are expected to attend school 

HT/ LMT 

 

 

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


 

- Maintain regular contact with all families to ensure they feel happy about the 

measures in school  

- Liaise closely with social care on a regular basis 

- Parents will be contacted immediately if the child’s health seems to have 

changed or is showing any deterioration and they will be advised to come in and 

take their children home 

LMT 

/Families 

Clinically Extremely 

Vulnerable Children 

- Shielding advice is no longer in place so all children are able to attend school.  

- LMT will communicate closely with families of CEV children to ensure that there 

is a risk assessment in place and to reassure them that everything possible will 

be done to keep their child safe in school 

- Children who live with someone who is clinically extremely vulnerable, but who 

are not clinically extremely vulnerable themselves, should attend school. 

HT / LMT  

Clinically Extremely 

Vulnerable Staff 

- Shielding advice is no longer in place so all staff are able to attend school.  

- Staff in this category should also have their own individual risk assessment in 

place. Generally speaking it will duplicate many of the control measures 

outlined in this RA, but still needs to be based on the individuals requirements, 

while being balanced against the schools need. 

- Ask them to share their concerns and make sure they are informed of the 

school’s control measures to ensure we are safe 

 

HT / LMT 

Staff 

 

Staff with health issues 

(e.g. vulnerable groups as 

identified by government 

guidelines) 

- All staff who are in a clinically vulnerable group are able to attend work 

-  

- Ask them to contact their consultants to seek advice on their condition if they 

have concerns and share government advice with them 

- Ask them to share their concerns and make sure they are informed of the 

school’s control measures to ensure we are safe 

 

 

Staff  

 

Staff with symptoms  

- Stay at home; follow NHS 111 advice; discuss with HT 

- Arrange to have a PCR test for Covid 19 and inform HT of results as soon as 

they are received 

- Current guidance is that the person with symptoms should isolate for 10 days 

from the onset of their symptoms or, if the temperature lasts longer than a 

week, until they are temperature free for 48 hours.   

Staff/ HT  

Staff living with someone 

who has symptoms 

- There is no requirement to self-isolate.   



 

- Staff may continue to come to work, as long as they are fully vaccinated (or 

unable to get vaccinated due to medical reasons) 

- Staff should arrange to take a PCR test. 

- They should inform the HT and let them know the result of that test. 

- If they test positive, they will then need to stay home and self-isolate for 10 

days. 

Pregnant staff 

- Are able to come in to work ; discuss concerns with HT 

- Individual Risk Assessment written with HT and regular review meetings held 

monthly 

- Ask them to contact their midwife to seek advice; 

 

Staff/ 

LMT 

 

Kitchen shut down 

- If kitchen staff become unwell and are not able to continue to provide meals : 

Contact Chartwells immediately who will supply a relief cook to come to school 

and cover.   

LMT; 

Chartwells 

 

Fire safety / emergency 

evacuation of the site 

- Follow the school’s emergency evacuation procedure. 

 

All staff 

Anyone 

using the 

building 

 

Site team shortage - All staff to ensure cleaning takes place on a regular basis Site/Staff  

Admin shortage 
- Cover with LMT/ SLT 

- Inform parents not to phone unless emergency 

LMT 

/Staff 

 

Other school users  

- Specialists, therapists and other professionals who support children and young 

people will be welcomed in school and enabled to provide their interventions as 

usual. 

- Inform of control measures, including the possibility that a suspension of usage 

may occur. 

- Essential visitors will be able to enter school.  They will be required to read 

guidance to inform them of our control measures and expected to follow them 

whilst in the school building.  They are expected to adhere to our ‘Visitor 

Protocol’ at all times 

-  

Site 

manager / 

Admin 

See ‘Visitor Protocol’ 

attached 

Long period shut down 

- Class teachers to send home packs of learning ideas for families to action at 

home if needed 

- Parents to be kept informed of length of process (weekly update via website, 

text and email; Headteacher’s weekly newsletters; weekly welfare phone calls 

from class staff) 

- Contact plans for all teams to be drawn up 

LMT; 

Staff  

Need to clarify staff 

expectation when 

school is closed to 

pupils. – Teachers given 

a list of tasks and 

responsible for giving 



 

- Emergency closure procedures shared with all teaching staff, including contact 

numbers  

TAs tasks and 

managing this process.  

Well-being negatively 

impacted upon through 

isolation 

- Phone call and email system in place for all staff to have regular contact with 

their Line Manager to check they are okay 

- Staff to text, call or email their Line Manger to confirm how they are so we can 

pick up on anyone needing support 

- Julie to share wellbeing support systems available to staff via regular staff e-

briefings and emails. 

 

All staff 

LMT 

 

Arriving and leaving 

school 

- Parents will be informed of staggered entry and exit times 

 

All staff 

and pupils 

 

Lack of capacity due to 

leadership team being 

unwell 

- Senior / experienced staff in each team to pick up leadership roles if HT or 

AHT are unwell 

- If having to self-isolate, leaders will be contactable via email or phone. 

- Good communication via phone and email systems in place; Chair of Governors 

kept informed at all times 

 

LMT and 

all staff 

 

 

Core Control Measures 

 
Control Measure Notes / Action Who Review 

Avoiding cross 

contamination 

 All rooms being used to be cleaned thoroughly each day  

 All play equipment, including sensory circuit equipment, to be wiped down after 

each use. 

 Staff collecting resources from cupboards around the school should wash their 

hands before accessing the cupboard and wipe down any resources before 

presenting them to pupils. 

 Staff using public transport are able to take 2 masks at the end of the day, one 

for their journey home and the other for the journey in the next day they are 

working. 

 Parents / carers will be reminded that their child will need their own labelled 

water bottle and lunch box – no sharing. 

 Doors handles and touch screen sign in are cleaned frequently throughout the day. 

 On arrival there is Alcohol gel for staff to wipe their hands 

 Before starting any work, staff go and wash their hands, handwashing guidance 

available in all hand washing places 

All staff  



 

Control Measure Notes / Action Who Review 
- If a child appears to seem unwell, first aiders in their class will take the 

child’s temperature.  If it shows 37.8’ or above then the school nurse will be 

called to take the temperature with her NHS calibrated machine. If the 

school nurse is not available, this machine will be available for staff to use, 

kept in the nurse’s room. 

- If the reading is still high on the calibrated machine then the child will be 

kept in isolation and parents will be called to come and collect them.   

Reducing spread of 

infection 

Ensure good hygiene for everyone : 

 Staff will support pupils to wash their hands on arrival at school and between 

activities – lessons- snack times – break times, whenever they use the toilet and 

before going home. 

 Children will be encouraged to wash their hands regularly, making it fun and 

pleasurable.  Handwashing will be displayed as part of the daily visual timetable. 

 Symbolised posters will be displayed to reinforce this in each classroom and 

around the school.  Social stories will also be shared to reinforce the message. 

 Staff will actively model and teach good handwashing as part of their daily PHSE 

with children. 

 All staff are responsible for reminding their colleagues about hand washing and 

also ensure pupils wash their hands as required. 

Maintain appropriate cleaning regimes: 

 All staff are responsible for regular cleaning of their working areas and 

equipment throughout the day – with a particular focus on frequently touched 

surfaces.  All staff have responsibility for ensuring all resources and tables etc 

are wiped down after each use. 

Promote ‘Catch it, Bin it, Kill it’ approach ;  

 staff to model using a tissue to sneeze / wipe their nose or mouth, then put it 

straight into a lidded bin.   

 Symbolised posters will be displayed to reinforce this in each classroom and 

around the school.   

 Staff will actively teach this approach as part of their daily PHSE with 

children. 

Maintain good ventilation in classrooms at all times  

 by opening external windows and doors for fresh air as much as possible. 

Maintain adequate ventilation in classrooms by partially opening windows and 

doors for circulation of fresh air whilst maintaining a comfortable 

temperature for staff and children in the class. 

All staff  



 

Control Measure Notes / Action Who Review 
 Airing the room as frequently as possible will help improve ventilation : when the 

room is unoccupied between uses (e.g. when children are playing outside) then open 

all doors and windows to maximise ventilation in the room. 

Reducing spread of 

infection: 

Asymptomatic testing of 

adults in the school 

community 

 See separate risk assessment 

 

All staff  

Reducing spread of 

infection – general hygiene 

 Handwashing on arrival in school 

 Handwashing each time a staff member enters a classroom – all classes have hand 

washing facilities. 

 Handwashing each time a staff member leaves a classroom. 

 Handwashing whenever visiting the toilet or before and after having a drink or 

something to eat. 

 The office staff will clean down the sign in screen before the start of the day, 

before break times and lunch times and before staff leave. 

 Staff will use alcohol gel before signing in or out on the sign in screen. 

 Staff will use alcohol gel before using the photocopier / printer screen  

 Staff will use alcohol gel before using the communal telephones  

 Staff will use their id badges NOT touching key pads to access the school.  

Where key pads have to be used (e.g. staffroom) then use alcohol gel after 

touching. 

 

  

Additional support for 

pupils who are more likely to 

spread saliva and bodily 

fluids due to their 

developmental level or 

behaviour needs  

 Many of our pupils may heighten the risk of spreading infection by their 

developmental need to mouth objects, to have fingers in their mouths or other 

parts of their body. 

 Some of our pupils may be more at risk of spitting due to their behaviour and / or 

sensory needs. 

 All staff must be alert to the needs of each individual child and all children who 

fall into this category will require enhanced supervision.  Staff will need to offer 

more frequent cleaning and hand washing; they should be alert to the child’s 

behaviour and activity so that they are able to respond by constant cleaning of 

the environment and increased use of hand gel / hand washing. 

 Staff will wear PPE when supervising these children and cleaning saliva from the 

child themselves as well as the environment and resources as needed.  This will 

All staff  



 

Control Measure Notes / Action Who Review 
include the use of gloves, aprons, face masks and face shields as necessary and as 

long as it is safe to do so (i.e. some children may increase the risk by grabbing at 

PPE etc) 

Tissues for Each Class - Ensure adequate stock levels of tissues for each class / office 

- Replenish as needed 

- Staff to also self-replenish from stock  

Site manager; 

Staff 
 

Hand sanitiser  - Dispensers in reception and classroom 

- Ensure dispensers are full/replenished if empty during the day 

- Ensure adequate stock levels  

Site; Staff; 

Lunch Staff 

Admin staff 

 

Spread of infection in the 

staff room 

- Maintain good ventilation in the staffroom by opening windows for fresh air 

circulation. 

- Alcohol gel is placed in the drinks preparation area for staff to use before 

starting to prepare any drinks so they have used this before touching any 

communal use items such as coffee tea etc 

 

  

Spread of infection in 

classrooms 

- Maintain good ventilation in classrooms by opening windows and doors for 

fresh air. 

- Air conditioning systems will be set for full fresh air and maintained 

within guidelines 

- Promote ‘catch it, bin it, kill it’ at all times 

- PPE is available for all personal care routines : aprons, gloves and face masks 

- Staff to clean any equipment that is shared between children  

- Store resources such as playdough / sensory toys in named Ziploc bags and 

keep these solely for use by the named pupil 

- Sensory resources (e.g. pasta) should be emptied out daily and thrown away. 

- Staff to wipe down all ‘high contact’ areas such as tables and door handles 

regularly throughout the day as children come in and out of the class for 

breaks, visits to the toilet etc. 

- Children’s specialist chairs are to be cleaned and disinfected on a daily basis 

by the daily cleaning monitor. 

- Toys to be soaked in Milton solution at the end of the day : staff teams to 

make it part of their daily routine to collect together toys and resources and 

All staff and 

children 
 



 

Control Measure Notes / Action Who Review 
leave them in sterilising solution at the end of the day, then remove and dry 

ready for children to use the next morning. 

- Each class will allocate a member of the team on a rota system to be 

responsible for these cleaning routines each day 

- Shared Attention toys should only be touched by the staff presenting the 

session and then cleaned as soon as they are finished with and before being 

returned to the SALT room. 

 

Spread of infection in 

playgrounds 

- Cleaning spray and wipes will be stored in the bike shed : one member of staff 

to stay back and wipe down equipment that has been used after their class 

have had play time outside. 

- Play is an essential aspect of the pupils’ learning and where children are 

attempting to initiate play with another child and the other child would be 

potentially responsive to this, it will be permitted, both for the developmental 

needs of the children as well as their emotional well-being, this may also be 

the case in class with activities that are part of supporting a child to develop 

communication and play with their peers. 

All staff  

Spread of infection in the 

offices 

 

 

 

 

 

 

- If staff borrow equipment from the office, then they must clean and sanitise 

it before returning it. 

- Maintain good ventilation in offices by opening windows and skylights for 

fresh air. 

  

Physical activity - It is very important that pupils are enabled to have physical activity whilst 

they are at school. 

- Prioritise outdoor activities and PE lessons where possible 

- Sports equipment should be thoroughly cleaned after each use by different 

classes 

- Where it is not possible to teach PE outside, use large indoor spaces and make 

sure they are well ventilated (i.e. the gym with doors and windows open) 

- Pay scrupulous attention to cleaning and hygiene during and between lessons 

- Make break times and other lessons active to help pupils to be as physically 

active as possible 

 

  



 

Control Measure Notes / Action Who Review 
Other users of the building Contact every user and inform them of usage expectations: 

- Clean hands or use gel before using facilities 

- They will be required to read guidance to inform them of our control measures 

and expected to follow them whilst in the school building. 

 

Site manager 

/ admin 
 

monitoring daily any child or 

staff absence 

- Daily report to the HT of number of absences and symptoms 

- Registers to be taken each day as usual 

Admin; Class 

teams; HT 
 

Reducing contact point 

activities 

Ensuring extremely high hygiene for any 

- Food making / tasting / cooking / sensory play 

Other 

- Cease hand shaking of children and visitors 

- Cease any use of shared cups in class (e.g named bottles/cups for individuals) 

Staff  

Lack of access to Personal 

Protective Equipment (PPE) 

 Staff provided with health care advice for decontamination and cleaning 

 Staff reminded to follow existing practice in place to reduce cross contamination 

when undertaking personal care. 

 Staff provided with PPE to undertake personal care.  Staff must wear gloves, 

apron and face mask for intimate care. 

 If staff are nervous about any aspect of care and potential infection they must 

raise this, it is completely acceptable, just need to let Julie know. 

School have PPE with regular orders in place for supply. 

All staff  



 

Control Measure Notes / Action Who Review 
Good Personal Hygiene  

 

Newsletter:  

- All children to wash their hands before coming to school, before going home 

and when they get home. 

- Classes to teach children hand washing techniques, or supported in having 

their hands washed 

- Children to wash hands before snack (classroom) and before eating dinner 

(classrooms/ hall corridor toilets / hand sanitiser) 

Information: 

- Distribute key information posters for classrooms and main areas 

HT; Staff 

 
 

Communal use of equipment  Alcohol Gel is set up in the Staff Room Kitchen area to be used before handling 

any items – making a drink etc 

 Staff are to use their own exclusive-use equipment as much as possible, e.g. pens, 

stationery etc.  Where it is necessary to share equipment, staff are to clean with 

disinfectant / antibacterial cleaner after using it. 

Staff  

Review of cleaning  

 

- Inform cleaner to prioritise surface and handle cleaning 

- Increase focus cleaning on touch points and tables (redirect from vacuuming 

etc. if needed) or increase hours  

- Daily cleaning of classrooms (already in place) 

- Preparations for deep cleans if necessary, as advised by Public Health England 

Site; Class 

teams 
 

School visitors and site 

users 

- Compulsory handwashing / use of gel before entering school; 

- All visitors will be required to read guidance to inform them of our control 

measures and expected to follow them whilst in the school building. 

- If appropriate, visitors will be encouraged to take a LFD test and obtain a 

negative result before coming to school (April 21) 

Office; 

Site 
Read ‘Visitor 

Protocol’ – 

see appendix 

Absence policy - All children will be expected to attend school each day as long as they are well 

and not needing to self-isolate for any reason (see above). 

SMT  



 

Control Measure Notes / Action Who Review 
- Continue to maintain communication via welfare calls with those families of 

pupils who need to stay home to self-isolate and continue to maintain individual 

risk assessments 

- Continue to provide home learning planning and resources for those children 

who have to stay at home and self-isolate 

- Review time period of absence for ill children or staff and increase if 

necessary but at least to the minimum standard (e.g. 48 hrs clear of sickness 

/ diarrhoea and gov. guidance for any virus. For specifics for Coronavirus to 

follow the government/HCC/PH guidance. For individual staff with the 

identified medical conditions to send in medical note upon return to school 

-  

Support for families 

affected 

- Communicate to parents and staff to contact school if they require support;  

- Regular contact with affected families and staff – wellbeing checks. 

- Headteacher’s risk assessments will continue to be maintained and 

communication with support agencies will continue to be promoted 

SMT  

 

 


