
 
ORCHARD HOUSE SCHOOL 

Risk Assessment – Novel Coronavirus (COVID-19) 
 

Updated 29 November 2021 
 

GENERAL INFORMATION 
A coronavirus is a type of virus, which as a group, is common across the world. Typical symptoms of coronavirus include fever 
and a cough that may progress to a severe pneumonia causing shortness of breath and breathing difficulties. 
 
Generally, coronavirus can cause more severe symptoms in people with weakened immune systems, older people, and those 
with long-term conditions like diabetes, cancer and chronic lung disease. Novel coronavirus (COVID-19) is a new strain of 
coronavirus first identified in Wuhan City, China. The NHS website has more information about how coronavirus is spread and 
answers common questions about the virus. 
  
Based on the World Health Organization’s announcement that this is a public health emergency of international concern, the 
UK Chief Medical Officers have raised the risk to the UK from low to moderate. 
 
 
On 29 November the Government issued the following guidance relevant to the discovery of a new variant of the virus. The 
changes to the guidance are small and so previous guidance listed below, and therefore our risks assessments, remain in place. 
However, there were some changes to the guidance and which we have followed and are incorporated in this letter to parents 
and staff:  
 
  
Updated schools COVID- 19 operational guidance 
  
We are continuing to monitor our risk assessment and protective measures. The operational guidance to schools has been updated 
and it’s important to highlight that a lot of the guidance hasn’t changed. The updated measures are monitored carefully in line with 
our risk assessment which is a live working document.   
  
It is now strongly advised that face coverings should be worn in communal areas, in all settings by staff and visitors, 
unless they are exempt. You will see staff adhering to this update from Tuesday 30th November and I politely request and 
remind parents/carers/visitors that face coverings are worn when entering and moving around Reflections. Face coverings 
are not required outside.  
  
Close contacts in schools continue to be identified by NHS test and trace.  Any individuals who have been identified as a close 
contact of a suspected or confirmed case of the Omicron variant of COVID -19, irrespective of vaccination status and age, will be 
contacted directly and asked to book a PCR test. They will be informed by the local health protection team or NHS Test and Trace 
if they fall into this category and provided details about self-isolation.  
  
It is important to clarify that for everyone else, isolation rules are unchanged. Individuals are not required to self- isolate if they live 
in the same household as someone with COVID-19 who is not a suspected or confirmed case of the Omicron variant, or are a close 
contact of someone with COVID-19 who is not suspected or a confirmed case of the Omicron variant, 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 that they have been in close contact with a positive case and 
advised to take a PCR test. We would respectively encourage all individuals to take a PCR test if advised to do so.  
  
There is not a move to return to consistent groups (bubbles) although as part of our contingency planning, we would consider 
reintroducing this for a temporary period to reduce mixing between groups following a confirmed cluster of cases within the setting. 
It has been highlighted in the guidance that the decision for the reintroduction of ‘bubbles’ would not be taken. I will write to you 
immediately following any further update. 
 
The following shall remain in place: 
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On 19 July 2021 the Government moved the country to Step 4 on the Covid Roadmap, which has resulted in most - but not all 
- anti-COVID measures in schools being lifted. As has been our practice throughout the pandemic, Orchard House will continue 
to act in line with the advice from the Department for Education, the over-riding message of which is now that schools should 
minimize disruption to children’s education. 
 
The school will no longer be operating in ‘bubbles’.  
 
We will continue to ensure the school is well ventilated, and pupils, staff and visitors regularly wash/sanitise their hands. All 
children will be required to wash their hands, or have hand sanitiser applied when they arrive at school. The school has portable 
CO2 monitors and regular checks will be made of the readings in classrooms. Natural ventilation continues to be one of the best 
ways to reduce the risks of transmission and classrooms windows and doors will be open during the school day. 
 
PREVENTING A LOCAL OUTBREAK OF COVID-19 
 HAZARDS DEGREE 

OF RISK RESPONSIBILITY REQUIRED SAFETY MEASURES 

 

Members of the public / 
external staff visiting 
● Club leaders 
● Workshop leaders 
● Prospective parents 

and children 
● Professional visitors 
● Sports coaches 
● Peripatetic music 

staff 

Low ED, PW, ZP 

 
 
All staff to be sent a checklist for visitors and all 
visitors emailed prior to arrival. 
 
 
 

 

Visiting public spaces, 
local museums, etc. 
Including Swimming  Low KT, EB, CW, SF 

● These can return as normal. 
● However, the School will mitigate risk by making 

decisions on all trips on a case-by-case basis, 
through the individual trip risk assessments 

 

 

Trips abroad 

Medium CW 

● The school to follow the advice of the LHP / PHE 
and FCO: Travel advice: coronavirus (COVID-
19) 
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Transmission of 
COVID-19 from person 
to person 

Medium All staff, parents and 
pupils 

Key actions 
Adhering to advice of the NHS and sharing this 
advice with parents and pupils: Coronavirus 
(COVID-19) 
● cover mouth and nose with a tissue or your 

sleeve (not hands) when coughing or sneezing 
● put used tissues in the bin immediately 
● wash hands with soap and water often – use 

hand sanitiser gel if soap and water are not 
available 

● try to avoid close contact with people who are 
unwell 

 
As of 30 November we shall be following 
the latest guidance and asking all staff and 
visitors to wear masks in corridors and 
other communal areas. Face masks are 
not required for teaching.We shall be 
following the Step 4 guidance that face 
coverings are no longer required for staff, 
pupils or visitors in classrooms or 
communal areas. However, we continue 
to respect the right of individuals to wear 
these if they wish. 
 
● Parents: 

● Monitor your child’s health closely and if 
she or he is feeling unwell please consider 
keeping your child at home, especially if 
they have a temperature, headache, runny 
nose or sore throat. 
  

● Do regular lateral flow tests with your 
child, and get a PCR test if you are at all 
unsure. 
      

● If another member of your household 
tests positive, all members of the 
household should consider self-isolating 
until you have the result of a PCR test. 

Close contacts in schools continue to be 
identified by NHS test and trace.  Any individuals 
who have been identified as a close contact of a 
suspected or confirmed case of the Omicron 
variant of COVID -19, irrespective of vaccination 
status and age, will be contacted directly and 
asked to book a PCR test. They will be informed 
by the local health protection team or NHS Test 



 
ORCHARD HOUSE SCHOOL 

Risk Assessment – Novel Coronavirus (COVID-19) 
 

Updated 29 November 2021 
and Trace if they fall into this category and 
provided details about self-isolation.  
  
It is important to clarify that for everyone else, 
isolation rules are unchanged. Individuals are 
not required to self- isolate if they live in the 
same household as someone with COVID-19 
who is not a suspected or confirmed case of the 
Omicron variant, or are a close contact of 
someone with COVID-19 who is not suspected 
or a confirmed case of the Omicron variant, 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 that they have been in close 
contact with a positive case and advised to take 
a PCR test. We would respectively encourage 
all individuals to take a PCR test if advised to do 
so. 

 

Staff travelling to and 
from school on public 
transport 

Medium All staff 

Staff should wear masks when using 
public transport, unless exempt and in 
retail outlets. 
 
When taking public transport, staff to use gel on 
entry to the school and then wash hands or use 
sanitiser and to avoid touching objects in public 
spaces. 
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MANAGING A LOCAL CASE OF COVID-19 
 HAZARDS DEGREE 

OF RISK RESPONSIBILITY REQUIRED SAFETY MEASURES 

1. 

A member of the 
school community 
contracting COVID-19  

Medium KT,EB 

The school would adhere to advice issued by PHE:  
https://www.gov.uk/government/publications/actio
ns-for-schools-during-the-coronavirus-outbreak 
 
https://www.gov.uk/government/collections/guida
nce-for-schools-coronavirus-covid-19 
 

Weekend / out-of-
hours diagnosis: 
reporting closure to 
parents and staff 

Low KT,EB 

The school office to contact parents out-of-hours, 
authorised by KT. 
  

2. 

Members of the school 
community with 
compromised immunity 
to COVID-19 

Medium KT 

The school would adhere to advice issued by PHE:  
https://www.gov.uk/government/publications/actio
ns-for-schools-during-the-coronavirus-outbreak 
 
https://www.gov.uk/government/collections/guida
nce-for-schools-coronavirus-covid-19 
 
Asthmatics, diabetics, pregnant women 
and persons with weakened immunity are 
considered to be vulnerable in relation to COVID-
19. 
 
Separate Risk assessment for at risk individuals. 

 
MANAGING TEACHING AND LEARNING 
 CONSIDERATION

S 
DEGREE 
OF RISK RESPONSIBILITY REQUIRED SAFETY MEASURES 

1. 

Pupil(s) required to self-
isolate 

Medium All staff 

Teaching and learning activities prepared and 
emailed home / shared via Google Drive 
 
Pupil marked on the register as X as per DFE 
guidance. 
 
Cf Appendix II - plan for distance 
teaching and learning in the event of a 
COVID-19 pandemic 
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2. 

Parent(s) opting to self-
isolate their children to 
reduce risk of them 
being infected 

Medium All staff 

Parent(s) inform the school office of absence in the 
usual way. 
 
Pupil absence to be marked as unauthorised in 
absence of definitive guidance from PHE. 

3. 
Maintaining educational 
provision in the event 
of school closure 

Low All staff 

Cf Appendix II - plan for distance 
teaching and learning in the event of a 
COVID-19 pandemic 

4. 

Staff at risk 

medium KT 

Staff who are more susceptible because 
of asthma, age or pregnancy. Please be 
extra careful when cleaning, washing 
hands. 
 
Separate Risk assessment. 
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ORCHARD HOUSE SCHOOL 
 Disinfection routine and responsibilities SO AS TO REDUCE 
PROBABILITY OF COVID-19 INFECTION 

1.  Until further notice during the pandemic, hard surface disinfection 
should take place daily. 

2.  The surface at the school that had been identified for disinfection, 
together with the frequency of disinfection each day and the persons 
responsible for disinfection are shown in the table below 

Location Frequency Name of Person 
responsible 

Method of disinfection 

Entry keypads, 
door handles and 

push plates 

Twice daily (mid morning and 
mid afternoon) 

Sheryl Burton (16NG) 

Angie Gordon (2RR) 

Wipe down with cloth steeped in 
antiviral agent (e.g. disinfectant 
or 5% bleach with water) 

Door handles 
inside classrooms 

Twice daily (mid morning and 
mid afternoon) 

Sheryl Burton (16NG) 

Angie Gordon (2RR) 

Wipe down with cloth steeped in 
antiviral agent (e.g. disinfectant 
or 5% bleach with water) 

Bannisters Twice daily (mid morning and 
mid afternoon) 

Sheryl Burton (16NG) 

Angie Gordon (2RR) 

Wipe down with cloth steeped in 
antiviral agent (e.g. disinfectant 
or 5% bleach with water) 

Children’s play 
equipment handles 

(playground) 

Twice daily (mid morning and 
mid afternoon) 

Sheryl Burton (16NG) 

Angie Gordon (2RR) 

Wipe down with cloth steeped in 
antiviral agent (e.g. disinfectant 
or 5% bleach with water) 

Keyboards (music) Twice daily (mid morning and 
mid afternoon) 

Peripatetic music 
teachers / Music 

teachers 

Wipe down with anti-septic anti-
viral wipe 

Keyboards (IT) Twice daily (mid morning and 
mid afternoon) 

All staff Wipe down with anti-septic anti-
viral wipe or soap and water 

  
3. If the person responsible is away, the head will determine who should 

replace him or her temporarily to carry out these essential duties. 
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APPENDIX 1I 
PLAN FOR DISTANCE TEACHING AND LEARNING IN 

THE EVENT OF A COVID-19 PANDEMIC 

Provision Action(s) 
Remote online access to teaching 
and learning resources for staff and 
parents. 
 
A more detailed document will be 
sent out. 

Preparation 
● TE to establish a shared ‘Distance Teaching and Learning’ folder on 

Google Drive that may be securely accessed by staff (with editing rights) 
and parents (view only); 

● TE to share link to shared ‘Distance Teaching and Learning’ folder on 
Google Drive with staff; 

● KC / TE/ to ensure all staff have access to a computer at home and that 
as many as possible have access to a laptop or computer with a user-facing 
camera to enable video-conference lessons; 

○ KC’s technical team to ensure all laptops for use at home are 
encrypted. 

 
During closure 
● TE via ED to email parents with guidance on using ‘Distance Teaching and 

Learning’ folder on Google Drive, along with link; 
● Staff to upload daily activities in all subjects, with a particular focus on 

English and mathematics, into relevant folder(s); 
● TE to email staff with guidance on using and communicating use of 

‘Distance Teaching and Learning’ folder with pupils and parents. 
○ GDPR considerations: no reference to pupil names on any 

differentiated work. 

Video-conference lessons 
 
 
 
 
 
 
 
 
 
 

Preparation 
● KC / TE to ensure all staff have access to a computer at home and that as 

many as possible have access to a laptop or computer with a user-facing 
camera to enable video-conference lessons; 

● KC to determine whether paid subscription to ‘Zoom Video 
Communications is required for effective use by staff. 

 
If there is a future closure 
● TE to instruct staff on how to sign in to ‘Zoom Video Communications’ - 

www.zoom.us using their Google Apps email address to enable 
daily video-conference lessons; 

● TE to email staff with guidance on using and communicating use of 
‘Zoom Video Communications’ with pupils and parents; 
○ GDPR considerations: no reference to pupil names during video-

conference lessons, given that they will be broadcast into homes. 

Google classroom and iPad use - 
Form 5 and Form 6 only 

During closure 
● To be used more extensively during a closure, following normal practices. 

 


