
Risk Assessment Form                                   

Department Whole school 

Source of information eg 

HSE, NSGB, CLEAPSS  

 
Daily update emails from the DfE: the latest advice from these and from the 
Government will be followed with procedures adapted and amended as required. 
Staff & pupils will be notified of any changes as soon as possible.  
This RA follows ‘Schools Covid-19 Operational Guidance’ (updated January 2022), 
which highlights actions that school leaders should take to reduce the risk of 
transmission of Covid-19 in their school and includes public health advice endorsed by 
UKHSA. 
Up to date information will be passed on to staff and pupils using emails, links to the 
relevant files on sharepoint and/or daily/weekly bulletins as appropriate.  
 

 

Name of assessor (if not completed by HoD should be 

authorised by HoD – authorisation initials must be added) 

and  full date 

 

Simon Bee (Academic H&S officer) 

 

Approved by Jonnie Besley (Headmaster) 

Date January 2022 

Signed 

 
 

Activity or area  
Whole school. 
 

What are the 

hazards? 

 

Covid-19 contraction and spread 

 

Persons who 

might be harmed 
Staff, pupils, parents, visitors and contractors 

How might the 

harm occur – the 

‘’risk’’ 

Current risk controls Further action necessary to control risk  and action 

plan – add  employee responsible, target date and 

completion date 

Staff member 
classed as a 
vulnerable 
worker  
 

ABBERLEY HALL SCHOOL has a legal duty 
to protect vulnerable workers from harm 
and must consider the risk to those staff 
who are vulnerable to Covid-19. 
 
From 19.7.21 social distancing guidance 
will not apply and the UK Government are 
no longer instructing people to work from 
home. 

  

There are currently no expectations of additional 
controls specifically for vulnerable workers. 
However, our existing controls identified by this Risk 
Assessment e.g., adequate ventilation, good 
hygiene and enhanced cleaning etc will be applied 
strictly.  

ABBERLEY HALL SCHOOL will do their utmost to 
support these individuals by ensuring that we: 



Overall the system of controls that are 
in place should be sufficient to protect 
everyone, including those who were 
identified as clinically vulnerable, thus 
giving equal universal protection to all 
staff and pupils. 
 
As previously, Staff who were designated 
as clinically vulnerable should discuss the 
measures in place to protect them with 
their line manager.  In addition, if you 
would like to speak to Kate Tripp or Jonnie 
Besley, please do so.  

 
 

• Emphasise the importance of individual and 
wider workforce engagement, buy-in and 
cooperation to ensure controls are applied 
stringently. 

• Conduct individual discussions with their 
HODs or line-managers around their 
particular concerns. 

• Clearly outline the risk management 
measures we have put in place to minimise 
transmission and keep them, and others, 
safe. 

• Discuss and agree the controls that 
ABBERLEY HALL SCHOOL will put/already 
have in place to protect them and other 
workers. 

• These members of staff must be especially 
careful and diligent about social distancing 
and hand hygiene 

Poor hand & 
respiratory 
hygiene  
 

Frequent and thorough hand cleaning 
should now be regular practice.  

 

Staff and Pupils should continue to ensure 
that they clean their hands regularly. This 
can be done with soap and water or hand 
sanitiser. 
 

With regard to Respiratory hygiene the 
‘catch it, bin it, kill it’ approach continues 
to be very important and should be 
maintained.. 

 
 
 

Achieved through signage and briefings plus staff & 
pupil meetings etc. 
 
Pupils should be reminded about safe protocols.  
 

As a minimum, handwashing should take place: 
- when arriving at the school 
- when returning from breaks 
- when changing rooms 
- before and after eating 

 

Pupils and staff have been reminded about this in 
regular briefings and Headmaster’s Assemblies 
 

 

Face Coverings From January 2022, because of the arrival 
of the latest (Omicron) variant, the 
government have reintroduced the 
requirement for pupils in Y7 and above to 
wear face masks when in communal 
areas, including the classroom. 

In line with Government Guidance all 
pupils should also continue to wear face 
coverings on public transport and 
dedicated transport to and from school. 

Teachers may wish to continue to use a 
face covering as they circulate classrooms, 
boarding houses and corridors and will be 
supported in this approach, although they 
are not required to wear masks when 
they are teaching. 

Staff & Pupils travelling on educational visits or for 

matches should  wear face coverings.  

 
 
Teachers & Pupils in Y7 & 8 should, therefore, have 
a face covering in their possession for when they 
are required to wear one.  
 
If staff or pupils are using disposable face coverings 
then when removing them they must be disposed of 
correctly using a plastic bag and placing in a lidded 
waste bin. 
 
NB Visitors to the school have the same guidelines 
as Staff & Pupils. 

 

Asymptomatic 
Testing 
 
 
 

As pupils will potentially mix with lots of 
other people during the holidays, all Y7 & 
8 pupils should receive 2 on-site lateral 
flow device tests, 3 to 5 days apart, on 
their return.  

Staff and day Pupils in Y7 & 8 should continue to use 
home LFTs provided by the Government and are 
responsible for administering their own tests twice 
each week until the end of September.  
 



  
Pupils should then continue to test twice 
weekly at home, or if boarding at school, 
until further notice. 

Staff should also continue to undertake 
twice weekly home tests. 

As previously, If you suspect that you have 
COVID 19, you must not come to school. 
Contact your Line Manager or Head of 
Department (Teachers) or 
Housemaster/Mistress (Pupils) in the 
usual way and follow the latest guidance. 
NB. If you feel able to you should continue 
to teach your classes on-line through 
TEAMS or set work as you would for a 
routine absence. 
 

Most recent advice is that 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 

 

Boarding pupils in Y7 & 8 will be tested on site by 
the medical matron 
   
Two home tests are required each week and staff 
must report the result  
  
 
 
 
 

The main symptoms of coronavirus (COVID-19) are: 

- a high temperature – this means you feel 

hot to touch on your chest or back (you do 

not need to measure your temperature) 

- a 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) 

- a 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 
 

 

Maintain 
appropriate 
Cleaning 
regimes. 

Cleaning staff have robust H&S 
procedures in place for decontamination 
daily.  
Appropriate strength COSHH compliant 
cleaning products are used.  
Cleaning priority of surfaces and areas to 
clean every day, e.g. surfaces, door 
handles, toilets, sinks, bannisters, desks, 
etc. Site staff and additional cleaning staff 
will carry out cleans in the toilets / sink 
surfaces / handles at regular intervals 
throughout the school day.  
 

Quality of cleaning should be monitored by all staff 
and Andrew Bretherton informed if it is thought to 
be not up to standard. 
 
Relevant staff should refer to specific cleaning 
guidance from the Estates Department 
 
 
Teachers to monitor daily levels of cleaning 
equipment (wipes and sanitiser) and notify Andrew 
Bretherton if more is required. 

 

Staff & Pupil 
Equipment 
 

Pupils and staff SHOULD continue to use 
their own resources where possible 
(books, stationery) and not share them 
with others.  
 
Staff SHOULD continue to have individual 
board markers and board eraser etc for 
their sole use that they carry with them if 

A few minutes prior to the start of the lesson 
classrooms should be opened to facilitate pupil flow 
(see Teacher guide).  
 
 
This necessitates that Teachers must be punctual 
and arrive at lessons early in order to facilitate this 
and thereby reduce congestion. 



they do not have their own classroom or 
teach in more than one classroom.  
 

 

 
 

 

Keep occupied 
spaces well 
ventilated 

It is important to ensure that classrooms 
are well ventilated and that a comfortable 
teaching environment is maintained. 

Opening external windows can improve 
natural ventilation, and in addition, 
opening internal doors can also assist with 
creating a throughput of air. If necessary, 
external opening doors may also be used 
(if they are not fire doors and where safe 
to do so). 

Of course, staff should balance the need 
for increased ventilation against 
maintaining a comfortable temperature. 

If you should identify any poorly ventilated 
spaces/rooms please ensure that you highlight this 
to the Estates Department asap and take what steps 
you can to improve fresh air flow in these areas. 
 
When classrooms are not in use doors should be left 
open (except in Science) but should be closed and 
locked up and windows shut when the final lesson 
in that room has occurred each day. 
 
Doors may be propped open whilst people are in 
the room. 
 
NB Ensure that Fire Doors (other than 
classroom/kitchen doors) remain closed at all times. 
 
Pupils may need to wear more layers to 
accommodate lower temperatures in classrooms 
and teaching areas.  
 
Open windows during break/ lunch times, high 
levels windows open to some degree during lessons 
to facilitate ventilation and reduce draughts, 
wearing of more layers to accommodate lower 
classroom temperatures. 
 

Particular consideration should be given to 
ventilation when holding events where visitors such 
as parents are on site, for example, school plays or 
when large groups are assembled in the same place 
e.g., assembly or chapel  

Movement 
around the 
school and 
lesson 
transitions. 
 

Teachers and pupils SHOULD continue to 
wash hands / use hand sanitiser when 
they arrive at the school, when they 
return from breaks, when they enter and 
leave a classroom and before and after 
eating 

 

 

Start and end of 
lessons. 
 

If different groups of pupils are coming to 
your lab / studio / specialist teaching area, 
ensure thorough cleaning of all hand 
contact surfaces, including desks / 
benches, chairs / stools and equipment 
between groups plus common touch 
points  eg; door handles, light 
switches/plug sockets etc. 
 
Lessons should end slightly earlier than 
normal in order to allow for pupils to wipe 
down their desk and chair top etc. 
 

 

Where possible the Teacher should ensure a clean 
using sanitising spray (obtained from the estates 
department).  
This should be done by spraying onto a cloth and 
not directly onto the surface. 
 
Ideally this should be done at the start and finish of 
each lesson with a particular class. 
 
The necessary equipment for this cleaning to take 
place will be provided and cleaning protocols have 
been covered at previous INSET sessions. 



Class routines 
 

Teachers should continue to allow pupils 
to enter as they arrive rather than line-up 
outside in order to minimise congestion in 
corridors. 
 
In lessons, teachers SHOULD maintain 
distance from pupils staying at the front 
of the class, and if they are less than 2 
metres away from the nearest pupil, they 
should wear a face covering. 
 
If there are circumstances where closer 
contact is required, staff may wish to put 
on a face covering or avoid face to face 
(F2F) contact. Ideally, teachers should 
minimise the time spent within 1m of 
anyone.  
It is no longer recommended that it is 
necessary to keep children in consistent 
groups or ‘bubbles’. This means that 
bubbles will not need to be used in 
schools from the autumn term. 
 
Pupils should, wherever possible, remain 
in their allocated seat for the duration of 
the lesson. 
 

 

Ideally if close contact is required it will be from a 
position behind the student and will be for the 
shortest time possible whilst wearing a face 
covering. 
 
Teachers MUST remember to wipe down their chair 
and desk when they vacate a room. 
All classroom windows and doors should be closed 
when a teacher vacates the room for the day.  
However, where possible high level windows should 
remain open and internal doors left open so as to 
continually ventilate rooms overnight. 

 
As a result seating plans can be drawn up according 
to educational needs alone and teachers are no 
longer required to keep a record of seating plans for 
their classes. 
 
Pupils should submit work to teachers as requested 
or instructed by individual teachers and it is no 
longer expected that all work is submitted and 
marked remotely. Teachers can now take work in 
physically and mark normally. 
N.B., If a department wishes to share or distribute 
materials in hard copy then pupils will need their 
own personal copy and ideally there should be no 
sharing of resources. 
 

 
Fire Emergency  
 
 

Fire evacuation procedures are in place 
and are as published for each building on 
site. 
 
There ceases to be the need to consider 
social distancing when evacuating.  
 
Direction signs showing the fire assembly 
points are displayed around the site, 
procedures are communicated to staff and 
pupils when they return to school. 

 

 

Lack of 
awareness of 
policies and 
procedures  
 

All staff should be familiar with the 
procedure for dealing with a suspected 
case of COVID-19 (Outlined to all staff at 
regular Staff Meetings and via email.  
 
All staff have regard to all relevant 
guidance and legislation including, DFE & 
UKHSA Covid-19 Guidance for educational 
settings. 
 
The relevant staff receive any necessary 
training that helps minimise the spread of 
infection, e.g. infection control training.  
 
Staff are made aware of the school’s 
infection control procedures in relation to 

Any changes or updates to the procedure will be 
notified to all staff by the academic H & S Officer. 
 
 
 
As a result, all staff and pupils are aware of the 
policies and procedures in place to keep themselves 
safe in school.  

 



coronavirus via the school’s Risk 
Assessment sent by email.  

 
Pupils are made aware of the school’s 
infection control procedures in relation to 
coronavirus via regular updates e.g., 
Headmaster assemblies and year group 
meetings. 
 
All pupils and staff are informed that they 
must tell a member of staff if they begin 
to feel unwell.  
As a result, all staff and pupils are aware 
of the policies and procedures in place to 
keep themselves safe in school.  
 
Parents are made aware of the school’s 
infection control procedures via iSAMS 
communication and they must contact 
the school as soon as possible if they 
believe their child has been exposed to 
coronavirus and MOST importantly NOT 
send them to school.  

 

 

Sharing of 
Keyboards 
and/or laptops.  
 

Laptops and devices shouldn’t be shared if 
at all possible. Pupils should ideally use 
their own device. 
 
If this is not possible and laptops, desk top 
computers need to be shared they should 
be shared by the smallest possible 
number of pupils as possible. 
  
if they are to be shared then the last 
person who uses the laptop or computer 
should disconnect the keyboard (if a 
computer) and use a sanitising wipe to 
wipe down the keyboard and mouse, and 
do the same for any laptop being used. 

 

Where possible pupils should use the same device 
each time they visit the department and MUST be 
allocated a specific device for the lesson concerned. 
 
Pupils MUST not move from device to device within 

the same lesson. 
 
 
 
It is ESSENTIAL that all shared devices are cleaned 
down by pupils at the beginning and end of each 
lesson but they MUST as a minimum be cleaned 
down at the end and this should be supervised by 
the teacher. 

Face2Face 
Meetings 

All Staff & Departmental Meetings will 
take place Face to Face but if staff feel 
uncomfortable with attending in 
person they can speak to their line 
manager and arrange an alternative 
(Teams for instance) 
 
 
 
 

Hosts of the meeting should consider the size of 
the room and the numbers attending plus 
ensure adequate ventilation and seating etc. 
 
Staff who do not wish to attend in person and 
will access via Microsoft TEAMS must let the 
host know of their intention not to attend in 
person. 
 

Visitors to the 
school 

Visits to ABBERLEY HALL SCHOOL can now 
take place with fewer restrictions but 
must follow our on-site policy. Evidence of 
a negative LFT and Covid Passport to be 
supplied on arrival. 

 

The General Office MUST be informed by the host 
at least 24 hours in advance of the visit so that 
appropriate lanyards and name badges can be 
prepared in advance. On arrival and departure all 
visitors MUST sign in and out of the General Office. 
 



 
 
Any contractors who are required to be 
on-site will be managed by the Estates 
Office and appropriate protocols 
requested and followed. 
 
Deliveries will occur as normal with Covid-
19 protocols followed. 

 
 

 
NB Approved Contractors who will go through 
Andrew Bretherton (Estates Manager) 
 
Please refer to our On-site Policy plus Generic 
Visitors RA & Protocols. 

Educational 
Visits 

From April 12th 2021 off-site educational 
visits (non-residential) resumed. 
 
 
 
 
 
 
 
 
UK based Residential trips are now 
permitted 
 
 
 
 
 
 
 
 
 
 
International Residential Visits – should 
resume from September 2021 but at 
ABBERLEY HALL SCHOOL they will not be 
resuming until at least Jan 2022 and 
initially European destinations only. 
 

Applications to run a 1. non-residential Educational 
Visit should be made in the usual way by submitting 
a form to the Educational Visits Coordinator (SB) 
who will forward the application to SMT for 
consideration. 
 
If successful and the EV is approved then a Covid-19 
Risk Assessment must be completed by the leader 
along with a trip form and other relevant risk 
assessments and paperwork. 
 
To facilitate this process any applications should be 
made at least 7 days in advance of the intended 
visit date. 
 
Applications to run a 2. UK-based Residential 
Educational Visit should be made in the usual way 
by submitting a form to the Educational Visits 
Coordinator (SB) who will forward the application to 
SMT for consideration. 
 
If successful and the EV is approved then a Covid-19 
Risk Assessment must be completed by the leader 
along with a trip form and other relevant risk 
assessments and paperwork. 
 
To facilitate this process any applications should be 
made at least 14 days in advance of the intended 
visit date and ideally with a term’s notice. 
 
 
Applications to run 3. International Residential 
Visits should be made in the usual way by 
submitting the appropriate form to the Educational 
Visits Coordinator (SB) who will forward the 
application to SMT for consideration. 
 
To facilitate this process any applications should 
ideally be made 18 months in advance of the 
intended visit date (12 months minimum). 
 

Lack of 
supervision of 
pupils due to 
staff shortages. 

The main concern from January 2022 
onwards is not that members of the 
school community are at risk from serious 
illness resulting from COVID 19. Rather 
than that the concern centres around the 

The H & S Officer will monitor government advice 
and requirements and update this RA accordingly. 
 



highly contagious OMICRON variant, 
which may result in staff shortages due to 
the continued requirement to isolate.   
 
The government have now reduced the 
isolation requirement to 7 days (with 
confirmatory negative LFD tests on days 6 
& 7), with further reductions being 
considered.  Nevertherless, it may be the 
case that, if a sizeable amount of staff are 
absence, the headmaster and governors 
will have to consider: 
 

• merging classes 

• reducing the amount of lessons 
being offered 

• reducing the length of the school 
day 

• or other measures that will 
mitigate the risk to pupils’ proper 
supervision  

 
 

This RA and any other relevant material will be 
circulated to the staff body and placed on 
sharepoint for easy access/reference. 
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