	Company Name: The Haven School LTD

	Forms 



	Risk Assessment


	Subject of Assessment 
	Coronavirus (COVID-19)

	Task/Activity 
	Managing the risk of Coronavirus (COVID-19) exposure whilst undertaking all work activities

	Assessor
	Tom Morris
	Location of Assessment
	


	Risk Rating Matrix (RR) 
	Likelihood (L) 

	Consequence (C) 
	Certain or near certain to occur (High) 
	Reasonably likely to occur (Medium) 
	Unlikely to occur (Low) 

	Fatality; major injury or illness causing long term disability (High) 
	HIGH (H) 
	HIGH (H) 
	MEDIUM (M) 

	Injury or illness causing short term disability (Medium) 
	HIGH (H) 
	MEDIUM (M) 
	LOW (L) 

	Other injury or illness (Low) 
	MEDIUM (M) 
	LOW (L) 
	LOW (L) 


	Ref
	Hazards 
(Unsafe Condition)
	Who is at risk?

(and how)
	Controls in place
	L
	C
	RR
	Adequately controlled?

	1
	COVID-19

(Someone infected entering the workplace)
	Employees, Pupils
(A visitor or employee enters the workplace and passes the virus onto employees)
	· An information poster highlighting the symptoms and the risk of COVID-19 is placed on entry/sign in point. Symptomatic individuals will not be allowed entry.
· COVID-19 information posters are placed in designated locations within the workplace (toilets, notice boards etc.) for all employees & visitors.
· Best practice Hygiene requirements (handwashing etc.) are being enforced and included in all inductions. Employees have been instructed to wash their hands frequently for at least 20 seconds duration. No handshaking.
· Visitors are not permitted until further notice.

· All phones used on loud speaker and cleaned after use.
	M
	M
	M
	Yes

	2
	COVID-19

(Someone becomes ill in the workplace)
	Employees Pupils & Visitors

(Contract COVID-19 in workplace)
	· UK Government guidance to be followed

· A designated safe area has been identified away from other staff and pupils.  Persons showing signs of COVID-19 infection will be removed from the School to the 6th Form room, away from staff/pupils and sent home with support required. The person will be advised to follow NHS Guidance online.

· If the person is a visitor their organisation will be informed.

· The workplace will be decontaminated following governmental guidance.
· Best practice Hygiene requirements (handwashing etc.) are being enforced and included in all inductions. Employees and pupils have been instructed to wash their hands frequently for at least 20 seconds duration. No handshaking.

· This information has been passed onto all employees.
Ref appendix 3 Cleaning Guidance
	M
	M
	M
	Yes

	3
	COVID-19

(Contaminated Workplace)
	Employees Pupils & visitors

(Contract COVID-19 in workplace)
	· UK Government guidance is being followed.
· Hand sanitisers and Soap have been placed in the workplace and employees are encouraged to carry their own sanitary wipes.
· Pupils will be supervised washing hands to ensure Government guidance is followed.
· Extra hygiene requirement (handwashing etc.) in place. Multi-use handtowels are not used to dry hands.

· Employees are encouraged to implement increased cleaning regime. Equipment such as keyboards, work surfaces etc. to be regularly cleaned. 
· This information has been passed onto all employees.
· Certain areas of the school will be closed.

· Windows will be left open
· The school communal areas and open room will be cleaned daily in line with best practice. 
Ref appendix 1 Daily Procedure
Ref appendix 3 Cleaning Guidance
	M
	M
	M
	Yes

	4
	COVID-19

(proximity, workplace gatherings)
	Employees Pupils & visitors

(A person catches COVID-19 due to working closely with an infected person)
	· UK Government guidance to be followed.

· Only 3 people are allowed in KS3 & the Hub.
· Students will be supervised by a member of staff moving between areas in the school
· A social distancing policy has been implemented. 

· All employees have been asked to work from home where possible.

· Only staff required to attend the building are those supervising pupils that are still entitled to attend school. 
· Lessons and meetings to be ran remotely by phone or video where possible. 

· No handshaking or attendance at large meetings.

This information has been passed onto all employees.
Ref to appendix 1 Daily Procedure 
	M
	M
	M
	Yes

	5
	COVID-19

(Vulnerable employees)
	Employees/ Pupils with underlying health conditions. Reduced immunity, pregnancy, over 70, etc. 

(Contract COVID-19 in workplace)
	· UK Government guidance to be followed

· Employees/ pupils have been instructed to self-isolate if they have had either a high temperature (37.8 centigrade or greater) or a continuous dry cough in the last 14 days – there have been no instances of either of these to date.

· Any vulnerable employees are required to work from home.
· Where home working is not possible arrangements are made to isolate employee at work if symptom free.

· Pregnant workers may be asked to commence maternity leave early if practicable.
· The company will arrange for meetings with clients/customers/pupils to be completed by video or audio conferencing where possible.
Ref appendix 1 Daily Procedure
	M
	M
	M
	Yes

	6
	COVID-19

(Employees who have contracted COVID-19)
	Employees, Pupils, visitors, members of the Public, Family members (Contract COVID-19 in workplace)
	· Colleagues who have had contact with a symptomatic employee will be made aware of the symptoms and advised to follow NHS Online Guidance.

· The workplace will be decontaminated following governmental guidance.
· This information has been passed onto all employees. (all documents available on myconcern and staff are to indicate when it has been read)
	M
	M
	M
	Yes

	7
	COVID-19

(Presenteeism. Symptomatic or exposed employees remaining in workplace.)
	Employees, Pupils, members of the Public, Family members (Employees who are symptomatic or have been in contact o with someone with COVID-19 but continue to work despite being unwell)
	· UK Government guidance to be followed

· Employees are advised to follow NHS Guidance online.

· Symptomatic employees, Pupils will be instructed to go home.
· The reflection room to be used for isolating staff/pupils who become symptomatic until they can be collected.

· Government guidance on track and trace to be followed Government guidance(Track&Trace) 

· Colleagues who have had contact with a symptomatic employee will be made aware of the symptoms and advised to contact NHS Guidance online. 
	M
	M
	M
	Yes

	8
	COVID-19

(Self-Isolation and wellbeing)
	Employees, Pupils
(Employees not aware of the need to or how self-isolate. Wellbeing/Loneliness issues from self-isolation )
	· NHS 111 online provides advice on when to self-isolate and access to an online interactive and personal checklist (Stay at Home Advice)

· A homeworkers risk assessment – either general or specific depending on risk levels – will be completed

· Managers are to ensure that all employees now required to work from home have the necessary equipment to do their jobs safely.

· Managers & Colleagues are advised to keep in regular contact with home workers with regular individual, team calls or by Zoom/ google meet.
· This information has been passed onto all employees. (all documents available on myconcern and staff are to indicate when it has been read)
	M
	M
	M
	Yes

	9
	COVID-19

(Travelling/ home visits to pupils)
	Employees, Pupils & visitors

(A person catches COVID-19 due to travelling abroad/ visiting a pupils at home)
	· UK Government guidance to be followed
The Haven School should require staff to make Doorstep visits only: 
-To fulfil a statutory duty/well-being check which cannot be fulfilled in any other way and/or  
-When risk assessment deems it necessary to protect a pupils emotional wellbeing and reduce risk of deterioration of mental health and/or 
-when risks of infection to staff and pupils visited have been mitigated in accordance with this guidance and national protocols.   
Organisations should optimise use of digital technologies and telephone contacts wherever possible to maintain contact, assess and review.
Please see appendix 2

Haven School - Doorstep Visit- Risk Assessment 

	M
	M
	M
	Yes

	10
	COVID-19

(Information failure)
	Employees, Pupils & visitors

(Escalation/de-escalation of Pandemic)
	· The company has a designated COVID-19 Appointed Persons (SLT) whose responsibilities include;

· Signing up to relevant websites to receive timely updates
· Monitoring relevant websites & news outlets
	M
	M
	M
	Yes


	Hazard Ref
	Additional control
	Assigned to
	Date Completed
	L
	C
	RR

	1,2,3,4,5,6,7,8,10
	New daily procedure document created for pupils and parents
(Appendix 1)
	TM
	20/4/20
	M
	M
	M

	9
	Additional risk assessment for home visits created

(Appendix 2)
	ROG
	20/4/20
	M
	M
	M

	3,4
	COVID-19: cleaning in non-healthcare settings
(Appendix 3)

	TM
	21/04/20
	M
	M
	M


	Date of Assessment
	20.04.2020
	Signature
	

	Review date
	Currently daily, to ensure Government Guidance is being followed


Appendix 1
Haven School Covid-19 Daily Procedure and Health and Safety- Student Parent Agreement

Please read and sign to say you agree to follow these procedures when in school so that we keep everyone safe.

Haven School Covid-19 Daily Procedure and Health and Safety 
 
This Procedure has been created in accordance with the risk assessment for managing the risk of Coronavirus (COVID-19) exposure whilst undertaking all work activities.  
 
As a result of the COVID-19 pandemic it is important that students who will be attending The Haven School know that the school day and procedures will be very different. This is in line with Government guidance for reducing the risk of catching or spreading the COVID-19 virus. Failure to follow these procedures will result in students being sent home immediately for the safety of the school community. All parents and carers should go through this document with their child to ensure that they understand the COVID-19 daily procedure and that parents/carers and pupils can meet the requirements set out. 
 
Arrival to School 
Pupils arrival times will be staggered to avoid congestion in the entrance and allow time for each pupil to get settled ready for their lessons. Pupils are asked to be vigilant on arrival that if they do arrive at the same time as another pupil, they ensure they maintain social distancing.   
 
Social Distancing  
Students are to maintain 2M distance from all other people in the building and will be supervised when moving around the building, to ensure compliance with this is upheld. Pupils and staff are not directly to talk/breathe with anyone face-to-face and should perform side-by-side breathing/ talking, maintaining a 2m social distance. 
 
School Building 
Large portions of the school will now be closed to students, the only areas that will be in use are: The Hub (3 people max), KS3 (3 people max), 6th form room (3 people max) toilets and handwashing facilities (1 person at a time). All doors to the building and classrooms will be propped open at the start of the day to reduce the number of surfaces that are touched by students. Classroom windows will also be open whilst school is open.  
 
Equipment 
All communal equipment will no longer be in use, this includes the sports equipment such as the table tennis table, gym/exercise equipment, all board games and ICT equipment. 
Student will be issued with a tray which will contain a selection of stationery and work. They will also be assigned a desk in either the KS3 classroom, the Hub or 6th form room.    
 
Hand washing/ Hygiene  
Pupils will be expected to wash their hands with soap for 20 seconds; on arrival to school, after eating, if they cough or sneeze into their hand or tissue and when directed by staff and throughout the school day. Hand washing will be supervised to ensure good hand washing practice is followed.  
Hand sanitizer will also be available for use periodically throughout the day however this will not be used as an alternative to washing hands with soap and water. 
 
Illness or symptoms of COVID-19 
Should a student start to feel unwell or show symptoms of the COVID-19 Virus they will required to go to the reflection room and await collection. Parents and Carers of students that require a taxi should be aware that if a student starts to feel ill, the taxi firm will be called and informed, however it is possible the taxi firm will refuse to collect, in which case it will be the parents or carers responsibility to collect their child from school as soon as possible.   
 
 
Drinks, Snacks, Mobile phones and Personal Belongings 
The Haven will no longer be taking and securing any personal items such as back packs and coats that pupils bring into school or allowing the use of the refrigerator for the storage of lunch/drinks. All items brought into school must be kept in their tray. As a result of this we are asking that students do not bring in their mobile phones.  
Student will be expected to bring in their own bottle of water and a snack which must be kept in their tray whilst in school (water will be provided but where possible, eliminating the sharing of cups and glasses would be best practice).  
 
 
This procedure will be reviewed when any new guidance is issued by the Government. 
 
I apologise that many of these measures seem very strict and goes against the Havens’ ethos in how we normally support the young people and their families. However, as I am sure you understand due to the seriousness of this unprecedented time, our main priority is the health, safety and well-being of all the Haven pupils, staff and wider community.  
Signed Parents/carer ………………………….

Date ……………….

Signed student …………………………

Date ……………….
Appendix 2
Haven School - Doorstep Visit- Risk Assessment 

The Haven School should require staff to make Doorstep visits only: 

-To fulfil a statutory duty/well-being check which cannot be fulfilled in any other way and/or  

-When risk assessment deems it necessary to protect a pupils emotional wellbeing and reduce risk of deterioration of mental health and/or 
When risks of infection to staff and pupils visited have been mitigated in accordance with this guidance and national protocols.   

Organisations should optimise use of digital technologies and telephone contacts wherever possible to maintain contact, assess and review. 

1.  Contact before the visit 

Contact the Child/family/Carer before the visit: 

Ensure the pupil or their family/carer understands the purpose of the visit and the plan for the visit 

Explain about coronavirus and why special precautions are needed at this time: to protect them, to protect visiting professionals and protect the community. (see checklist) 

Call Checklist (prior to visit) 

Do they or anyone in the household have confirmed Covid-19? 

Do they or anyone in the household have any Covid-19 symptoms? (a dry persistent cough; raised temperature; sore throat; loss of smell and taste or other symptoms) 

Are they or anyone in the household in a higher risk group/shielding (e.g. have cancer or an immune-suppressing condition) 

Are they or anyone else in the household in self isolation due to exposure to COVID-19? 

Seek their agreement to maintain a distance of at least 2 metres and explain the benefits for them. 

Seek their agreement to thoroughly wash their hands before and after the visit and explain the benefits to them 

Provide an opportunity for the person to challenge the organisation’s decision if needed and possible. 

At this point, weigh up again  the benefits and risk of doing/not doing a visit. Seek advice and endorsement of your approach from SLT as needed. 

2.  During the visit 

Before doing your doorstep visit, check your information (step 1)  

Follow public health guidance during the visit. 

Call on arrival -Confirm who is in the house and the health status of the person you are visiting and any other household members.  

Ask the student to wait on the doorstep (so you don't have to touch the door) 

Ask the pupil to wash their hands immediately before and after your visit. 

Try not to touch your face during the visit. 

Both pupils and staff must NOT have their mobile phone out during the visit. 

keep at least 2 metres  away from the pupil at all times and follow any other public health guidance about minimising infection.  

Keep the visit focused and as concise as possible. If you consider that the risks are not proportionate or being managed, explain why you need to end the visit and how you will plan to follow up. 

3.  After the visit 

Follow public health guidance immediately after the visit. 

Wash your hands in line with public health guidance before touching other items, for example using hand sanitiser. 

Wash your hands before going into another building for 20 seconds with soap in line with public health guidance or sanitise them. 

At the end of the day, remove and wash clothes that may have been exposed to the virus. 

Inform your organisation of any concerns or risks that you have identified.
Appendix 3
Daily Cleaning Procedure- the Haven School April 2020 (COVID 19 response)

Cleaning and disinfection

Public areas where students or members of staff have passed through and spent minimal time, such as corridors, but which are not visibly contaminated with body fluids to be cleaned thoroughly as normal.

All surfaces that students or members of staff may have come into contact with must be cleaned and disinfected, including:

· objects which are visibly contaminated with body fluids

· all potentially contaminated high-contact areas such as bathrooms, door handles, telephones, grab-rails in corridors and stairwells

Use disposable cloths or paper roll and if possible disposable mop heads, to clean all hard surfaces, floors, chairs, door handles and sanitary fittings, following one of the options below:

· use either a combined detergent disinfectant solution at a dilution of 1,000 parts per million available chlorine

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

· if an alternative disinfectant is used within the organisation, this should be checked and ensure that it is effective against enveloped viruses

Minimalising the Risk to Staff
Staff to wear gloves and a plastic apron at all time when cleaning the building.

To have access to clean cloths so they can be re-placed more regularly.

When finishes gloves and apron to be disposed of in the outside bins along with the rubbish. Staff advised to wash her hands thoroughly before leaving and to lauder her clothes when she gets home.

For Cleaning after suspected contamination of COVID 19 ref to the following guidelines

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
(Copy of Guidance) 

Guidance

COVID-19: cleaning in non-healthcare settings

Updated 26 March 2020

What you need to know

· cleaning an area with normal household disinfectant after someone with suspected coronavirus (COVID-19) has left will reduce the risk of passing the infection on to other people

· wear disposable or washing-up gloves and aprons for cleaning. These should be double-bagged, then stored securely for 72 hours then thrown away in the regular rubbish after cleaning is finished

· using a disposable cloth, first clean hard surfaces with warm soapy water. Then disinfect these surfaces with the cleaning products you normally use. Pay particular attention to frequently touched areas and surfaces, such as bathrooms, grab-rails in corridors and stairwells and door handles

· if an area has been heavily contaminated, such as with visible bodily fluids, from a person with coronavirus (COVID-19), use protection for the eyes, mouth and nose, as well as wearing gloves and an apron

· wash hands regularly with soap and water for 20 seconds, and after removing gloves, aprons and other protection used while cleaning

Background
Experience of new coronaviruses (SARS-CoV and MERS-CoV) has been used to inform this guidance. The risk of infection depends on many factors, including:

· the type of surfaces contaminated

· the amount of virus shed from the individual

· the time the individual spent in the setting

· the time since the individual was last in the setting

The infection risk from coronavirus (COVID-19) following contamination of the environment decreases over time. It is not yet clear at what point there is no risk. However, studies of other viruses in the same family suggest that, in most circumstances, the risk is likely to be reduced significantly after 72 hours
Principles of cleaning after the case has left the setting or are
Personal protective equipment (PPE)

The minimum PPE to be worn for cleaning an area where a person with possible or confirmed coronavirus (COVID-19) is disposable gloves and an apron. Hands should be washed with soap and water for 20 seconds after all PPE has been removed.

If a risk assessment of the setting indicates that a higher level of virus may be present (for example, where unwell individuals have slept such as a hotel room or boarding school dormitory) or there is visible contamination with body fluids, then the need for additional PPE to protect the cleaner’s eyes, mouth and nose might be necessary. The local Public Health England (PHE) Health Protection Team (HPT) can advise on this.
Non-healthcare workers should be trained in the correct use of a surgical mask, to protect them against other people’s potentially infectious respiratory droplets when within 2 metres, and the mask use and supply of masks would need to be equivalent to that in healthcare environments.
Cleaning and disinfection
Public areas where a symptomatic individual has passed through and spent minimal time, such as corridors, but which are not visibly contaminated with body fluids can be cleaned thoroughly as normal.
All surfaces that the symptomatic person has come into contact with must be cleaned and disinfected, including:

· objects which are visibly contaminated with body fluids

· all potentially contaminated high-contact 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, following one of the options below:

· use either a combined detergent disinfectant solution at a dilution of 1,000 parts per million available chlorine

· 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

· if an alternative disinfectant is used within the organisation, this should be checked and ensure that it is effective against enveloped viruses

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.

Any items that are heavily contaminated with body fluids and cannot be cleaned by washing should be disposed of.
Laundry
Wash items in accordance with the manufacturer’s instructions. Use the warmest water setting and dry items completely. Dirty laundry that has been in contact with an unwell person can be washed with other people’s items.

Do not shake dirty laundry, this minimises the possibility of dispersing virus through the air.

Clean and disinfect anything used for transporting laundry with your usual products, in line with the cleaning guidance above.

Waste

Waste from possible cases and cleaning of areas where possible cases have been (including disposable cloths and 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. It should be put in a suitable and secure place and marked for storage until the individual’s test results are known.

Waste should be stored safely and kept away from children. You should not put your waste 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 put in with the normal waste

· if the individual tests positive, then store it for at least 72 hours and put in with the normal waste

If storage for at least 72 hours is not appropriate, arrange for collection as a Category B infectious waste either by your local waste collection authority if they currently collect your waste or otherwise by a specialist clinical waste contractor. They will supply you with orange clinical waste bags for you to place your bags into so the waste can be sent for appropriate treatment.

Cleaning Checklist
The Haven School Coronavirus health and safety checklist


Daily cleaning

	MEASURE TO TAKE- By School Cleaner Sara
	✓

	Use standard cleaning products to clean and disinfect frequently touched objects and surfaces, including:

Banisters

Classroom desks and tables 

Bathroom facilities (including taps and flush buttons)

Door and window handles 

Furniture 

Light switches

Kettle/appliance switches that are used regularly

Reception desks

Teaching and learning aids 

Computer equipment (including keyboards and mouse)

Window catches 

Telephones 

Soap dispensers to be replenished on a day-to-day basis and cleaned between refills (not simply topped up).
Measures to take by school staff
Mid-day cleaning of flush handles taps in toilets and any door handles that may have been touched (SLT in that day)
All staff to wipe down their work area before and after they start/finish work using HOLC disinfectant spray

	

	Remove rubbish daily and dispose of it safely.
	


Cleaning / Mop color coding

These are; 
 
	BLUE 
	Generally used when cleaning areas that are considered to present a low risk of infection. All equipment can be used to clean classrooms/offices/reception areas etc. 

	GREEN 
	All kitchen areas within the school/nursery should use green equipment.  

	RED 
	This is for high risk areas in relation to the spread of infection, such as toilets/washrooms/showers. Including all fixtures and fittings 

	YELLOW 
	Should be used in washroom areas for cleaning all fixtures and fittings and surfaces that are not considered critical in terms of infection. These include worktops/ doors/pipework/towel dispensers/sink and basins 


Cleaning if there’s been a suspected case in school- SLT to inform Cleaner (Sara) ASAP.

Use this list to make sure you’re following government guidance. If you’re looking for a checklist for deep cleans to share with your cleaners, go to the last section in our article on how to approach cleaning. 

	MEASURE TO TAKE
	✓

	Clean and disinfect surfaces the person has come into contact with, including:

Objects which are visibly contaminated with body fluids

All potentially contaminated high-contact areas (e.g. bathrooms, door handles, telephones, grab-rails in corridors and stairwells)

You don’t need to specially clean public areas they’ve passed through briefly (e.g. corridors) which aren’t visibly contaminated with body fluids
	

	When cleaning hard surfaces and sanitary fittings, use either:

Disposable cloths, or

Paper rolls and disposable mop heads
	

	When cleaning and disinfecting, use either:

A combined detergent/disinfectant solution at a dilution of 1,000 parts per million available chlorine

A household detergent, followed by a disinfectant with the same dilution as above

An alternative disinfectant, that’s effective against enveloped viruses
	

	Make sure all cleaning staff:

Wear disposable gloves and apron  
Wash their hands with soap and water once they remove their gloves and apron 
If there's a higher level of contamination (e.g. the individual has slept somewhere) or there's visible contamination with body fluids, you might need to provide cleaning staff with a surgical mask or full-face visor. The local health protection team's risk assessment will let you know if you need this equipment.
	

	Wash any possibly contaminated fabric items, like curtains and beddings, in a washing machine. Clean and disinfect anything used for transporting these items with standard cleaning products.
	

	Launder any possibly contaminated items on the hottest temperature the fabric will tolerate.
	

	If items can’t be cleaned using detergents or laundering (e.g. upholstered furniture), use steam cleaning.
	

	Dispose of any items that are heavily soiled or contaminated with body fluids.
	

	Keep any waste from possible cases and cleaning of those areas (e.g. tissues, disposable cloths and mop heads) in a plastic rubbish bag and tie when full.
	

	Place these bags in a suitable and secure place away from children and mark them for storage. 

Wait until you know the test results to take the waste out of storage.
	

	If the individual tests negative, put the bags in with the normal waste.

If the individual tests positive, then you'll need a safe and secure place (away from children) where you can store waste for 72 hours. 

If you don't have a secure place, you'll need to arrange for a collection for ‘category B’ infectious waste from either your: 

· Local waste collection authority (if they currently collect your waste) 

· Or, by a specialist clinical waste contractor
	


	Mentor



