
Risk Assessment for the opening of 
The Littlehampton Academy during COVID-19 Lockdown 

February 2021
This risk assessment provides the key steps which must be considered and factored into the planning whilst the academy remains 
open. The academy has remained open during the entire pandemic so as with previous iterations of this RA, it will be amended as 
appropriate in the context of any changes to government and/or Public Health England (PHE) guidance.

The risk assessment contains a number of worksheets: KEY: Levels
1. Introduction & Information (this sheet) C Severity of consequence 1 (min) to 5 (max)

Li
ke

lih
oo

d

5 5 10 15 20 25
2. Operations L Likelihood 1 (min) to 5 (max) 4 4 8 12 16 20
3. Curriculum R Risk Rating 1 (min) to 25 (max) 3 3 6 9 12 15
4. Premises RR Residual Risk Rating 1 (min) to 25 (max) 2 2 4 6 8 10
5. Wellbeing (students & staff) 1 1 2 3 4 5
6. Staffing - specific measures 1 2 3 4 5

Score: Low 1 - 8 Consequences

Useful Government / DfE guidance: - Med 9 - 15

Latest Gov.UK guidance for Education and childcare settings High 16 - 25

Latest DfE guidance for Education and childcare settings

Actions for schools during the coronavirus outbreak - last updated 14 Jan 2021

Guidance for School Leaders - updated 18 Dec 2020

This risk assessment is a system of controls that when implemented, creates an inherently safer system, where the risk of 
transmission of infection is substantially reduced. These include (but are not limited to): -

1) Minimising contact with individuals who are unwell by ensuring that those who have coronavirus (Covid-19) symptoms, or who 
have someone in their household who does, do not attend school.
2) Cleaning hands thoroughly and more often than usual, either using soap and water or using alcohol hand rub / sanitiser 
ensuring that all parts of the hands are covered.
3) Ensuring good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach.
4) Introducing enhanced cleaning regimes, including the cleaning of frequently touched surfaces using appropriate products, such 
as viricidal agents, detergents and bleach.
5) Minimising contact and mixing between individuals by altering, as much as possible, the environment (such as classroom 
layout) and timetables (such as staggered start, break and end times)
6) Maintaining social distancing wherever possible
7) Where necessary, wear appropriate personal protective equipment (PPE) - mandatory in communal areas.

This document is currently being reviewed and updated by MBa in the light of new guidance 
published by the DfE & Government.



Operational actions to be taken by TLA during Covid-19 lockdown February 2021.

Hazards - What can cause harm? Persons at risk? Who might be 
harmed How might people be harmed

Risk 
rating 

with no 
controls

Control measures Existing Measures
Residual 

Risk rating Additional measures to be implemented Action / 
Monitored by

Date 
Completed

C L R C L R

Risk of transmission of 
Covid-19 coronavirus - 
prevention of infection - 
see relevant part of 
Government guidance, section 
1 PHE guidance

Students, staff, any visitors to the 
academy including parents and 

contractors

Transmission of the Covid-19 virus 
leading to local outbreak, school closure, 

etc.
5 4 H

Minimising contact with individuals who are 
unwell by ensuring that those who have 
coronavirus (COVID-19) symptoms, or who 
have someone in their household who does, 
do not attend school

All staff and students aware that they should 
not attend school if they are showing 
symptoms

5 2 M

UK Govt. poster
'Staying Covid Secure' poster now signed by 
Principal and is displayed at entrances and on 
the H&S noticeboard in the staffroom

Cleaning hands thoroughly and more often 
than usual.

Hand washing facilities available and guidance 
issued to staff and students that regular hand 
washing should occur - at least at the start 
and end of day, when changing classrooms, 
and before and after eating.
Regular reinforcement of the need for 
handwashing
Hand sanitisers around the academy for use

Site Team and Cleaning Team to work 
together to ensure that there is soap in all 
available toilets, paper towels are available for 
drying hands, and that hand sanitising 
stations are regularly topped up. 

Ensuring good respiratory hygiene by 
promoting the ‘catch it, bin it, kill it’ approach. Flip top bins to be provided in each classroom

Introducing enhanced cleaning, including 
cleaning frequently touched surfaces often 
using standard products, such as detergents 
and bleach

Additional cleaning staff during the day, 
enhanced cleaning at the end of the day. 
Limits on community use reduce risk and 
allow rescheduling of cleaning time

Close monitoring of cleaning schedule and 
levels to ensure that sufficient resource is being 
applied

Students provided with cleaning wipes to use 
on flat surfaces before beginning lessons

Monitor usage to ensure supplies of wipes in 
each classroom are maintained

Minimising contact between individuals and 
maintaining social distancing wherever 
possible: -

Guidance on use of face covering at the 
Academy has been issued to staff, pupils and 
parents. Masks are to be worn at all times in 
communal areas. The academy is maintaining 
a supply of face coverings to be provided if 
necessary
Each year group to be maintain separation 
into individual "bubbles" to minimise risk of 
cross year
Compass Centre to set up rooms to ensure 
social distancing maintained between year 
groups, to allow students to operate on hybrid 
timetable and integrate with their year group 
while maintaining protocols and 
Start and end times of the school day for each 
year group top be staggered to allow each 
year group to enter the school building 
separately

School to be closed to students and non-
cleaning staff by 4.00

Year group timetables to be staggered to 
ensure only one year group is moving around 
the school at any one time

"Keep left" instructions to be made clear Instructions to be included on social distance 
labels to be stuck to floor

Classrooms to be rearranged to ensure all 
desks face forward, and that space is provided 
for teachers to maintain social distancing 
wherever possible
Care to be taken to esnure good ventialtion i 
all rooms. Windows to be opened where 
possible, and doors to be held open if this can 
be done without compromising fire safety. 
During cold weather this will necessitate the 
relaxing of rules around e.g. wearing of 
external coats in the classoroom
The staggered school day allows for breaks 
and lunchtime to also be staggered
Specific areas designated for each year group 
to use during break times, maintaining 
separation
Timings established for lunch service at the 
school canteen to maintain separation of year 
groups



Risk of transmission of 
Covid-19 coronavirus - 
prevention of infection - 
see relevant part of 
Government guidance, section 
1 PHE guidance

Students, staff, any visitors to the 
academy including parents and 

contractors

Transmission of the Covid-19 virus 
leading to local outbreak, school closure, 

etc.
5 4 H

Minimising contact between individuals and 
maintaining social distancing wherever 
possible: -

Assemblies will be done remotely to avoid 
large numbers gathering together

5 2 M

Breaks and lunch to be staggered. Specific 
times for year groups to attend/purchase from 
canteen. Allocated seating areas for lunch, to 
be cleaned between use by different year 
groups
General rule of no more than two adults in any 
one room, subject to specific exceptions (e.g. 
estates office, reprographics) where social 
distancing can be maintained. 
Specific guidance on multi-occupancy rooms 
produced

Specific details relating to the use of common 
areas produced

Combination of visitor/teacher guidance
Visitors will be asked to wear masks while on 
site

Lanyards/cards to be boxed and quarantined for 
72 hours between use

Contractors will be asked to wear masks while 
on site

Lanyards/cards to be boxed and quarantined for 
72 hours between use

For individual and very frequently used 
equipment, such as pencils and pens, staff 
and pupils should have their own items that 
are not shared. If a student does not have the 
equipment they need, please provide them 
with it and let them keep the equipment.
Classroom based resources, such as 
textbooks, can be used and shared within the 
year group bubbles in each classroom; these 
should be cleaned regularly, along with all 
frequently touched surfaces. 
Resources that are shared between classes or 
year group bubbles, such as sports, art and 
science equipment, should be cleaned 
frequently and meticulously and always 
between bubbles, or rotated to allow them to 
be left unused and out of reach for a period of 
48 hours (72 hours for plastics) between use 
by different bubbles.
Students should have an exercise book for 
each teacher they have. These books can stay 
in the classroom or be taken home by the 
student. In order to mark work, teachers 
should collect books in and wait 24 hours 
before marking them. Plastic covers should 
not be used on exercise books. 

Where necessary, wear appropriate personal 
protective equipment (PPE)

Staff to be provided with (optional) PPE for 
personal use. There will be no compulsionin 
classes, visors will be used in preference to 
masks but the final choice will be for each 
teacher/staff member

Staff to retain and manage their own equipment 
once allocated

Asymptomatic spread of the 
virus

Students, staff, any visitors to the 
academy (eg contractors)

Transmission of virus from persons not 
currently displaying any symptoms (who 
do not realise that they are potentially 

infectious) within the academy

5 4 H
Use of 'Rapid Lateral Flow' 
testing as per government 

guidance

Current guidance is under review by DfE and 
will be published shortly, however they 
suggest that all staff should be tested twice 
weekly and all students will be tested twice on 
their return to the academy 

Response to infection - see 
relevant part of Government 
guidance, section 1 PHE 
Guidance

Students, staff, visitors, local community Transmission of virus within school and 
local community 5 3 H

Schools must ensure they understand the NHS 
Test and Trace process and how to contact 
their local Public Health England health 
protection team.

Surrey & Sussex HPT (South East) at: -
 Public Health England
 County Hall North (Parkside)
 Chart Way
 Horsham
 RH12 1XA
 Email - PHE.sshpu@nhs.net 
 Telephone - 0344 225 3861 (option 1 to 4 
depending on area). Out of hours advice - 
0844 967 0069

5 2 M

Guidance issued by central and local 
government to be implemented

Anyone presenting with symptoms will be 
refused entry to the school and told to return 
to their home and self isolate
Anyone presenting with symptoms, or not 
attending due to suffering symptoms will need 
to book a test
All staff use ID card to record their entry and 
exit from the school. Registers will be taken of 
pupils. Details to be provided to the Track and 
Trace service as per guidance current at the 
time
The school has been supplied with testing kits 
by the DFE
Specific responses to notification of potential 
infection are updated within the Academy's 
"Covid-19 Urgent Response" document



Response to infection - see 
relevant part of Government 
guidance, section 1 PHE 
Guidance

Students, staff, visitors, local community Transmission of virus within school and 
local community 5 3 H

Guidance issued by central and local 
government to be implemented

Staff have been issued with guidance on the 
approach to take when aware of Covid-19 
related symptom and absences

5 2 M

Manage confirmed cases of COVID-19 
amongst the school community

Contain any outbreak by following local Health 
Protection Team advice

School transport see section 
2 of the government guidance 
'School Operations'

Students Exposure to possibility of Covid-19 
transmission 5 2 M

Guidance to be given on methods of transport 
to the school and precautions, such as face 
coverings, to be used

Locality means that few students use public 
transport to get to the school. Any that do 
encouraged to find alternatives, if possible

5 1 L

Staggered start times to assist in different 
year group bubble arriving separately
Face coverings to be worn on public transport, 
as per government guidance
Face coverings - bins available for disposal of 
masks if necessary on arrival

Attendance for pupils see 
section 2 of the government 
guidance 'School operations'

Students
Low attendance has a direct correlation 
with low attainment, affecting the future 

life chances of the child
5 3 H

Arrangements for pupils who are following 
clinical and/or public health advice

Shielding has been paused so all children 
should be attending school

5 2 M

Attendance at school is compulsory from the  
Autumn term

Registers to be taken and non attendance to 
be dealt with using normal procedures

New attendance and punctuality strategy to be 
implemented

Arrangements to reassure pupils and parents 
who are anxious about the return to school See "Wellbeing" sheet

Attendance for staff see 
section 2 of the government 
guidance 'School operations'

Staff
Physical and mental Aspects of perceived 
and actual risk of exposure to possibility 

of virus transmission 
5 3 H

School staff who are clinically vulnerable or 
extremely clinically vulnerable must have 
individual risk assessments performed 

For details see "Staffing" tab

5 2 M

The staggered timetable will result in some 
changes to the school day and may impact on 
individual working hours

Staff may be asked to work flexibly. In some 
circumstances staff will be asked to 
temporarily alter their hours of employment to 
ensure adequate coverage

This will be monitored on an ongoing basis to 
ensure both adequate coverage is provided and 
that we are not adversely impacting on the 
wellbeing of staff affected

Arrangements for Supply Teachers and other 
temporary or peripatetic teachers

Any supply teacher will be given a full 
induction, including details of all Covid-19 
prevention actions taken by the school and 
will be required to sign a declaration that they 
have read and understood those actions

Catering see section 2 of the 
government guidance 'School 
operations'

Staff, students

If catering arrangements are not in place, 
some pupils may not be fed 4 4 H

Arrangements to comply with guidance for 
food businesses on coronavirus (COVID-19).

The canteen will operate with a reduced 
offering to minimise time taken in buying food

4 1 LA fully cashless process will be enforced. 
Arrangements will be made to ensure pupils 
who, for any reason, are unable to access the 
cashless system are still fed

Use of the canteen by all year groups 
poses a risk of virus transmission to 

pupils and staff transmission 
4 4 H

PPE appropriate to their environment will be 
provided to all kitchen and canteen staff. 
Screens will be put in place at tills

4 2 LPupils will be segregated by year group 
bubble, for queuing and eating. All relevant 
surfaces, e.g. screen, tables, etc.  will be 
cleaned between use by each bubble

Estates see section 2 of 
government guidance 'School 
operations'

See Premises section

Educational visits The 
Government currently advise 
against any educational visits at 
this time.

5 3 H

Trip arrangements that are in line with 
protective measures, such as keeping children 
within their consistent group, and the COVID-
secure measures in place at the destination.

When trips resume they will be subject to 
individual risk assessment and, if undertaken, 
appropriate precautions will be taken

5 2

Minibius Use Covid Protocols - https://docs.
google.
com/document/d/1ZFhgVUqJOHXXuSdRY39bMt
KZp3Gnn-YI1UMNyMvIYuA/edit

RHA



Co-curricular Provision see 
section 2 of government 
guidance 'School operations'

4 4 H
Arrangements for resuming any breakfast and 
after school provision, or extra-curricular 
activities

Not currently being resumed, unless specific 
assessment of proposals carried out 4 1 L

Additonal guidance for the resumption of Co-
curricular clubs - https://docs.google.
com/document/d/1-
_Xs_Dwf0zwYcugMb6eGCqToDbExdWAFQ1Mg8-
M6b-s/edit

RHA

Pupil wellbeing and 
support see section 3 of the 
government guidance - 
Curriculum and pastoral care

See Wellbeing tab

Contingency planning for 
outbreaks see section 5 of 
government guidance 
'Contingency planning for the 
outbreak'

5 3 H
The school will follow the guidance issued by 
central government and local authorities as 
appropriate

5 2

Fire – Insufficient fire marshals – unable 
to ensure building has been cleared in an 
emergency Students, staff, any visitors to the 

academy including parents and 
contractors

Physical harm from burning due to people 
not leaving the building in a timely and 

orderly manner due to a lack of 
organisation or information

5 3 H

Ensure there are sufficient fire marshals to 
operate the school  safely.

Estates team will continue to be used as fire 
marshals

5 1 L

Additional staff to be designated as fire 
marshals and any changes required as a result 
of Covid-19 procedures will be communicated ILI/SHA

Fire – Staff and pupils not knowing what 
to do in an emergency

Evacuation procedures communicated across 
all school users Regular fire drills carried out

As per usual academy practice, a fire drill will 
be conducted early in the new term to test the 
emergency evacuation procedures.

First Aid - Insufficient number of 1st 
aiders - Unable to provide 1st aid to staff

Staff, students and anyone visiting the 
academy

Minor injuries becoming more major 
without adequate first aid intervention 5 2 M Check the school has sufficient number of 1st 

aid trained staff to operate safely.
Duty 1st aiders (and back-ups are aware of 
current guidance 5 1 L

WAT have prepared protocols and guidance for 
when staff or students develop symptoms of 
Coronavirus and these are available to 1st 
aiders

First Aid - possible transmission of the 
virus through emergency CPR

Staff, students and anyone visiting the 
academy

The delivery of 'rescue breaths' as part of 
emergency CPR could inadvertently 
transmit the virus

5 3 H Current advice from HSE is to use chest 
compressions ONLY

Duty 1st aiders (and back-ups are aware of 
current guidance 5 1 L



Curriculum actions to be taken by TLA before re-opening in February 2021.

Hazards - What can cause harm? Persons at risk? Who might be 
harmed How might people be harmed

Risk 
rating 

with no 
controls

Control measures Existing Measures
Residual 

Risk rating Additional measures to be implemented Action / 
Monitored by

Date 
Completed

C L R C L R

Curriculum risk see section 3 
of government guidance 

'Curriculum, behaviour and 
pastoral support'

Pupils, staff

Pupils and staff physically via exposure to 
Covid-19.  Pupils educationally due to 
reduced access to a full and balanced 

curriculum

5 3 H

Guidance currently requires that the school 
should "Teach an ambitious and broad 
curriculum in all subjects from the start of the 
autumn term" and "Aim to return to the 
school’s normal curriculum in all subjects by 
summer term 2021"!

Consideration has been given to the 
competing priorities of Covid-19 prevention 
and providing a full and balanced curriculum 
for pupils. This has informed all decisions 
around the school re-opening. It has been 
decided that lessons will continue to be held in 
specialist classrooms, with the consequence 
that there will be movement around the 
school. The staggering of timetables between 
year groups will minimise the overlap of year 
group bubbles and it has been concluded that 
this provides the optimum balance

5 2 M

The  situation will continue to be monitored to 
ensure that the correct balance has been 
achieved and that risks are managed 
appropriately

The timetable has been revised from a two 
week to four week basis to reduce the number 
of movements between lessons. Teaching staff 
will fully plan these longer lessons

Ongoing review of effectiveness of longer 
lessons while the four week timetable is in place

Consideration needs to be given to practical 
subjects (DT, Science etc.) where hands on 
learning could increase the risk of virus 
transmission

Practical subjects will be taught following the 
guidance given in the  CLEAPPS document  
GL343 - Guide to doing practical work during 
the COVID-19
pandemic Ver 2.10 updated 27/01/21

Teaching in the Creative Arts Faculty will 
follow the guidance given in the document 
"Creative Arts teaching Risk assessment covid 
19"

Music, dance and drama will be taught 
following the latest guidance given in "Actions 
for schools during the coronavirus outbreak: 
Guidance-for-full-opening-schools:music-
dance-and-drama-in-school

Arrangements to manage C19 risks during 
physical education, sport and physical activity

The PE curriculum is being managed to 
provide socially distanced activity as much 
possible, ensuring all hygiene standards, of 
pupils, staff and equipment are maintained. 
Pupils are to attend school in PE kit on das 
they have PE to avoid use of changing room 
For full details see "Covid 19 - Physical 
Education Implications at TLA"

All curriculum actvities will be considered and 
developed in light of the latest guidance 
issued

Additional guidance has been given in the 
document" Education and childcare settings:
new national restrictions from 5 November 
2020

All activities are looked at in the light of current 
guidance including  the document issue din 
Janaury 2021 “Restricting attendance during 
the National Lockdown: Schools”.

For full details see "Covid 19 - Physical 
Education Implications at TLA"

Students needing to self isolate are 
unable to access teaching and learning 5 3 H Arrangements made to provide online and 

remote learning

The response to this builds on experience 
during the lockdown period and is detailed in 
the document "Guidance for Remote Education 
Support"

5 2 M

Pupils, staff and parents
Staff and parents unable to discuss pupil 

progress and communicate relevant 
information

5 3 H Alternative arrangements to the normal 
parents evening/progress evening to be made

A virtual Academy progress day has been 
developed, with guidance for teachers and 
parents. Details are in the document 
"Academic Progress Day - 01/10/20"

5 2 M



Ongoing opening of TLA in February 2021
This detailed H&S assessment needs completing prior to re-opening,

then the summary assessment field in the 'Health & Safety' worksheet can be completed

Hazards - What can cause harm? Persons at risk? Who might be 
harmed How might people be harmed

Risk 
rating 

with no 
controls

Required control measures
Residual 

Risk rating

C L R C L R
Asbestos – Asbestos elements in 
unsafe condition - People exposed to 
fibres (pre-2000 buildings)

Students, staff, any visitors to the 
academy including parents and 

contractors

Danger of contracting asbestosis 5 1 L There is no asbestos on site - no additional measures 
required 5 1 L

Fire – Fire detection / alarm systems 
not working – People not warned of 
fire

Physical harm due to people not leaving 
the building in a timely and orderly 

manner due to a lack of organisation or 
information

5 3 M

Fire detection / alarm systems to be checked for correct 
operation (may involve informing or consulting with 
external providers / alarm receiving centres).  Checks 
should include detector / alarm heads, manual alarm 
activation points and alarm sounders / beacons.

5 1 L

Fire – Not enough portable fire 
extinguishers or not in place – People 
unable to fight minor fire

Check all portable firefighting appliances are in place as 
designed.

Fire – Fixed firefighting installations 
faulty or decommissioned – Fire not 
suppressed automatically

Check any installed, fixed firefighting systems are 
available, as designed.

Fire – Fire doors faulty – Fire not 
contained

All fire doors must be checked as operating correctly, as 
designed, including hold-back devices.

Fire – Fire safety signage missing – 
People not given fire safety 
information

Check all necessary fire safety signage is in place, as 
designed.

Fire – Emergency escape appliances 
missing – Affected people unable to 
exit upper stories

Check all emergency escape appliances (e.g. evacuation 
chairs) are in place as designed.

Fire – Emergency escape routes are 
blocked – People unable to exit 
building safely

Check all emergency escape routes are clear and lead to 
a safe place away from buildings.

Fire – Muster points no longer 
available – People unable to muster 
after emergency exit

Check all school emergency muster points are still 
accessible / available.

Fire – Flammable materials kept in an 
unsafe condition – Increased fire risk

Check all flammable and combustible materials, e.g. 
flammable gases / liquids etc, are stored in a safe 
condition (i.e. secure stowage, in sealed containers, 
correctly labelled.

Fire – External waste bins incorrectly 
stored – Available to arsonists

Check external waste bins are stored in secure storages, 
away from buildings.

Electricity – No supply to premises – 
Fire alarms, lighting etc inoperative 

Building becomes unsafe due to electrical 
equipment not operating leading to 

specific physical risks, non-operation of 
alarms and non-operation of other critical 

building systems

4 2 L

Check electricity supply is connected to the school.  
Check fixed wiring checks have been completed 
according to maintenance schedules.  

4 1 L

Electricity – Lighting not working – 
People unable to see to work or 
circulate safely

Check all lighting, both within buildings and externally, is 
working as designed.  Includes all internal and exterior 
emergency lighting.

Electricity – Ventilation not working – 
Air quality is poor within buildings

Check all powered ventilation systems and installations 
are working as designed.  Includes extractor fans set into 
windows and ceilings (e.g. in WCs).  See also current 
HSE guidance

Electricity – Electrical equipment 
unsafe – Electrical shocks / burns and 
fire

Staff to conduct user-checks on all items of electrical 
equipment used in buildings.  Re-establish Portable 
Appliance Testing and inspection routines.  Some 
equipment (e.g. printers) may require servicing.

Electricity - Alarm systems - Intruder 
/ panic / accessible toilet alarms not 
working

Alarm systems to be checked for correct operation (may 
involve informing or consulting with external providers / 
alarm receiving centres).  Checks should include detector 
/ sensors, manual alarm activation points and alarm 
sounders / beacons.

Gas safety – Gas supply disconnected 
– Unable to heat the building etc

5 3 M

Check gas supply is safely connected, especially that 
which is needed for heating the school or cooking.

5 1 LGas safety – Gas appliance annual 
check has lapsed during vacancy – 
Gas appliance is unsafe

Check all gas appliances are in-date for annual statutory 
service / examination / inspection.

Water supply and drains – Water 
supply not connected – Toilets unable 
to be flushed, sinks and showers not 
available for washing, sprinkler 
systems unavailable Health risk associated with unhygienic 

conditions and possibility of infection 5 3 M

Check hot and cold water systems (and drainage systems 
if applicable) are connected and available, especially if 
the school has a sprinkler system.

5 1 L



Water supply – Legionella bacteria – 
People at risk of infection

Students, staff, any visitors to the 
academy including parents and 

contractors

Health risk associated with unhygienic 
conditions and possibility of infection 5 3 M Check all water systems (testing / maintenance) 

according to school's legionella risk assessment, 
especially aerosol-generating systems (e.g. showers) 
where aerosol-free flushing will be required prior to use.  
Consider pasteurising and flushing hot water systems.

5 1 L

Lifting equipment – Equipment 
statutory examination and servicing 
has expired – Equipment is unsafe to 
use

Risk of injury through using equipment 
that has not been properly maintained 4 3 M

Check all lifting equipment (e.g. hoists, changing tables 
etc) are in-date for service / examination / inspection if 
their statutory examination / maintenance date has 
expired during the vacancy.

4 1 L

Lifting equipment – Equipment not 
functioning correctly

Check all lifting equipment to ensure that it is functioning 
as designed.

Passenger, goods and wheelchair 
lifts - Lift statutory examination and 
servicing has expired – Lift is unsafe 
to use

Check all lifts are in-date for service / examination / 
inspection if their statutory examination / maintenance 
date has expired during the vacancy.

Passenger, goods and wheelchair 
lifts - Lift not functioning correctly

Check all lifts to ensure that they are functioning as 
designed, including lift failure devices and procedures.

Workplace - Classrooms, offices, 
corridors, stairs etc, unclean and 
defective

Health risk associated with unhygienic 
conditions 4 3 L

Check all classrooms, offices, corridors, stairs etc, are 
clean and free from defects.  Thoroughly clean all 
touchable surfaces.

4 1 L

Workplace - Doors, windows and 
skylights etc are defective and 
affecting circulation and ventilation

Check all doors (inc. manual, powered, revolving, roller 
shutter etc), windows and skylights etc, to ensure that 
they open and close as designed and are free from 
defects. 

Workplace - WCs and washing 
facilities are unclean – people unable 
to practise personal hygiene

Check all WCs and washing facilities are clean, free from 
defects and stocked with relevant essential items (e.g. 
toilet rolls, soap, towels etc).

Workplace - Classrooms, offices, 
corridors, stairs, toilets etc, unclean 
and unclean surfaces

Check all classrooms, offices, corridors, stairs, toilets etc, 
are clean.  Thoroughly clean all touchable surfaces.  If 
there has been cases of COVID 19 on the premises 
during lockdown, a deep clean should be undertaken in 
the affected area.

First Aid - 1st aid kits missing or 
poorly stocked – People not having 
access to 1st aid Risk of minor injuries becoming more 

serious if inadequate first aid available 5 3 M

Check all 1st aid kits are in place as designed and the 
kits are fully stocked. 5 1 L

First Aid – 1st aid signage missing – 
People not given 1st aid information

Check all necessary 1st aid signage is in place, as 
designed.

‘Sharps’ - Broken glass, discarded 
needles etc left in the premises 
grounds – pupils at risk of cuts etc

Risk of cuts and possible infection 5 3 M Check the grounds for any ‘sharps’ that may have been 
left by trespassers to site, etc. 5 1 L

Gates – Not operating correctly – 
People unable to circulate 3 2 L

Check all gates (manual and powered) to ensure that 
they open and close as they are designed to do.  
Includes pedestrian gates and vehicle gates.

3 1 L

Rodent / pest infestations – 
Infestations have occurred during 
vacancy - Health hazard to pupils and 
staff

Health risk associated with unhygienic 
conditions 4 2 L

Inspect premises for any signs of infestation (e.g. 
rodents, insects).  Local Authority Pest Control may be 
able to advise.

4 1 L



Wellbeing actions to be taken by TLA for ongoing opening in February 2021.

Hazards - What can cause harm? Persons at risk? Who might be 
harmed How might people be harmed

Risk 
rating 

with no 
controls

Is this risk 
applicable?
Yes / Not 
Applicable Required control measures

Residual 
Risk 

rating

Control 
measures in 

place? 
Yes / No

Comments

C L R Yes / Not 
Applicable C L R

Individual risk assessments for children 
with EHCPs, those at are deemed 
“vulnerable” and those receiving SEN 
support

Students
Students do not receive a level of 

education that allows the to reach their 
full potential

5 3 M

YES

Discuss changes in child’s wellbeing with 
parents before their return to school allow a 
personalised approach. Revisit assessment 
tools such as Boxhall profiles, Strengths and 
Difficulties Questionnaire or with advice from 
specialist teams (ASCT, LBAT. EPS and others) 
to help identify pupils health and wellbeing 
needs which have changed due to experiences 
both at home or, if they have been in school, 
with the increase of children returning to 
school. 
Discuss with family how recent global 
discussions about race have impacted on 
pupil's mental health and emotional wellbeing.

5 1 L

YES 

Pupils externalising and using anti-social 
behaviour YES

Updated policies understood and consistently 
applied. Review and update existing individual 
behaviour plans in line with how you are going 
to manage physical interventions if needed. 
Are there proactive measures that can be put 
in place (timetabling, environmental, social 
load, academic expectation, sensory arousal) 
to reduce the need for physical interventions. 
Be aware that pupils who have previously not 
used challenging behaviour to signal distress 
may respond differently after their 
experiences over lockdown.

YES 

Pupils internalising anxieties YES

Maintained regular contact with parents 
through tutors, year leaders, DSL, SENCO. All 
staff and parents can share any form of 
concern quickly. Be alert to any changes in 
behaviour and smaller signs such as a change 
in eating or digestive habits, sleep, repetitive 
behaviours such as hair twiddling or picking of 
cuticles - all staff to utilise CPOMs for 
concerns.
Be aware that pupils who have previously not 
used challenging behaviour to signal distress 
may respond differently after their 
experiences over lockdown.

YES 

Consider approach to social distancing for 
individuals who will need to access 
positive touch as a form of reassurance 
or to help them exhibit prosocial 
behaviours

YES

Ensure all teams are aware of this and that is 
applies consistently - plan staff training being 
aware that some pupils with SEND are not 
able to socially distance, how will this risk be 
mitigated by good hygiene practices. 

YES 

Pupil anxiety about return to school: YES

Plan transition support for those returning to 
school, explain how school will be safe and 
how the team is ensuring everyone’s safety 
and how social and emotional needs are being 
met through a progressive, inclusive and 
diverse curriculum.

YES 

Parental anxiety about children allocated 
a place going back to school- YES

Clear transparent communication with parents 
about how the risks have been managed and 
how they’ll be regularly reviewed

YES 

Bereavement support for staff and pupils YES

Access online resources e.g. Winston's Wish; 
ensure that staff supporting children 
(including DSLs, Pastoral leads, SENCOs and 
TAs) have additional informal support from 
SLT and others and that they are personally 
resilient enough to provide this support to the 
pupils. Contact the EPS if significant level of 
concern remains. 

YES 



Staff anxieties or diagnosed conditions 
preventing returning to school 

Students
Students do not receive a level of 

education that allows the to reach their 
full potential

5 3 M

YES

Use ideas outlined in the framework to 
support staff on their return to school. Liaise 
with HR as usual and plan group ratios to be 
safe. Maintain open communication with all 
staff and refer to EAP and Occupational Health 
if appropriate. Use ESWelfare box for specific 
and additional questions.

5 1 L

YES 

Anxieties from staff and pupils escalate 
rather than reduce YES

Ensuring all measures are regularly reviewed 
to ensure wellbeing of the school community 
is sustained, alert appropriate bodies of 
support and guidance proactively rather than 
reactively. 

YES 



Safeguarding actions to be taken by TLA for ongoing opening in February 2021.

Hazards - What can cause harm? Persons at risk? Who might be 
harmed How might people be harmed

Risk 
rating 

with no 
controls

Required 
control 
measures

Control measures in place

Risk 
rating 
after 

controls
C L R C L R

No DSL available to lead school safeguarding 
provision or lead response to a specific 
safeguarding situation 

Students

Unusual circumstances leading to 
situations not being managed properly, 
leading to risk of physical and/or mental 

harm

5 3 M

To have DSL or 
DDSL cover 

available at all 
times. 

The Littlehampton Academy school has a Designated 
Safeguarding Lead (DSL) and a Deputy DSL.

5 1 L

Non-compliance / not all staff being aware of 
existing statutory and C-19 safeguarding policies 
and guidance 

If a trained DSL (or deputy) is not on site, the principal will 
assume responsibility for coordinating safeguarding on 
site. 

Safeguarding risks to all children not attending 
school, including those the school have previously 
identified as vulnerable. Clear 

implementation 
plan shared with 

all staff and 
volunteers 

(where 
applicable) 

Staff briefed on ways of working as they return to work 
onsite, and as a key part of the pre-opening Inset Day

The potential increase of neglect and mental health 
related issues

Continued communication with identified 
parents/families and students
Promoting how to build resilience and good mental health
Pass any concerns raised on to the appropriate agency

Governors are not aware  of the Government's 
interim safeguarding guidance and how this has 
been included in school policy

Distribute the Addendum Safeguarding policy to Academy 
Council and update them with oversight of SG

Leaders may not be aware of any LA/Trust changes 
there may be for contacting the LADO?

Effective 
safeguarding 

activity to 
monitor children 

remotely, 
including with 

partner agencies 
where applicable. 

All information (including contact numbers) is on the 
Safeguarding Addendum distributed to all staff

Staff need to be aware that there are no changes 
for contacting social workers

All social workers details are held on SIMS

Children who are CLA/PCLA, may need to be 
contacted by their Virtual School Head

Any concerns with a student would be raised on CPOMS 
and the SENCo would action the concern with the virtual 
school in discussion with the DSL



Staffing actions to be taken by TLA for ongoing opening in February 2021.

Persons at risk? All Staff 

Staff and students must only come to the Academy if they are fit and well.  If any student or staff member, or any member of their household, has any of the following symptoms, they MUST NOT come 
into the Academy:  High temperature; new, continuous cough; loss or change to sense of taste or smell.

Staff member's (or volunteer's) name

Job Role

Person completing form (i.e. line manager)

Date of assessment

Any Known Chronic (i.e. long-term) health conditions
Head teacher's decision - Can this staff member 
return to the workplace? Reason(s)?

Hazards - What can cause harm?

Is this a 
risk?

 Yes / No

If Yes, go 
to next 
column

If a risk, implement these required control measures
Additional control measures - Line manager may add 

further control measures if they consider it appropriate to 
further reduce the risk

Action owner Date 
implemented

Is this still a 
risk?

 Yes / No

If yes, review 
control 

measures!
Is the staff member showing symptoms 
of COVID-19?

Staff member must self-isolate for at least 10 days and should 
arrange to have a test to see if they have COVID-19.

Does staff member live with someone 
showing symptoms of COVID-19?

Staff member must stay / work at home for minimum 10 days from 
when the symptomatic person first had symptoms..

Is the staff member in the 'clinically 
extremely vulnerable' category?

Clinically Extremely Vulnerable members of staff will be informed 
by their GP or the NHS and advised to work from home
In exceptional circumstances, where an individual would refer to 
attend work, an individual risk assessment will be undertaken to 
ensure they can so so safely and in accordance with all guidance

Individual risk assessments are required to support staff 
returning to COVID-secure workplace, or working from home if 
this is agreed. They must be especially careful and be diligent 
about social distancing and hand hygiene by washing their hands 
regularly, avoiding touching their face and keeping 2m away 
from people outside of their household or bubble wherever 
possible and in any case at least 1m with protective measures in 
place (e.g. wearing a face covering, installing screens, making 
sure people face away from each other, providing extra 
handwashing or hand sanitising facilities).

Is the staff member in the 'clinically 
vulnerable' category? Guidance is that clinically vulnerable individuals may attend school

Individual risk assessments are required to support staff 
returning to COVID-secure workplace, or working from home if 
this is agreed. However they must be especially careful and be 
diligent about social distancing and hand hygiene.

Does the employee have any of the 
following protected or personal 
characteristics not covered by the 
previous questions and which increase 
the risk of poorer COVID-19 outcomes: 
 Black or Asian ethnicity
 Dementia?

Individual risk assessments are required to support staff returning 
to COVID-secure workplace, or working from home if this is 
agreed. They must be especially careful and be diligent about social 
distancing and hand hygiene by washing their hands regularly, 
avoiding touching their face and keeping 2m away from people 
outside of their household or bubble wherever possible and in any 
case at least 1m with protective measures in place (e.g. wearing a 
face covering, installing screens, making sure people face away 
from each other, providing extra handwashing or hand sanitising 
facilities).

Is the staff member able to travel to 
work safely?

Line manager and staff member must either explore options to stay 
safe during commute to work . Options for travelling to work 
control measures can be found in Govt. guidance.

Will the staff member require an 
induction or re-induction to the school 
(especially if school routines have 
changed)?

Line managers should arrange a re-orientation / re- induction to 
the school for the staff member if required

Does the staff member require a 
Personal Emergency Evacuation Plan 
(PEEP)? that details the escape plan for 
a staff member who may have 
difficulties being able to quickly reach a 
place of safety unaided in the event of 
an emergency

Line manager should review existing PEEP's / complete a PEEP with 
the staff member to consider the options. Refer to guidance on fire 
risk management for further information on completing a PEEP (if 
you have access to WSSfS - H&S pages).



Does the staff member have any genuine 
concerns about coming back into the 
workplace?

The line manager must discuss staff member's concerns and 
options and, if necessary, consult with head teacher on possible 
alternatives for remote working for that staff member. The staff 
member has a responsibility to identify any specific risks for any 
specific role or personal hazards that they believe require individual 
review and assessment for additional controls.

If the staff member is to work at home 
will they be properly supported?

Line managers must check-in with home working staff regularly to 
enquire about their wellbeing. Staff members must follow the 
guidance on Home Working, Lone Working and Display Screen 
Equipment (on WSSfS - H&S pages). 24 hour confidential support 
for managers and staff is available using the WSCC Employee 
Assistance Programme (EAP).

Does the line manager have concerns 
about the staff member's mental health?

Line manager and staff member should undertake a stress risk 
assessment. Refer to guidance on stress management on WSSfS - 
H&S pages.

Pregnancy
Any Individal risk assessment for a staff member who is pregnant 
must be reviewed regularly, and in particular in respect of 
additional risks after 28 weeks

Will staff member have to work with 
another employer's staff?

Line manager must consult with other employer to ensure that 
their infection control measures are either equal to or better than 
the school's infection control measures.


