
COVID-19 Response:  Phased Return to School Action Plan    
 

1 
Cazz Colmer / Katie Epps  based on MK document  

Contents 
 

A. Reducing the risk of transmission through contact  
B. Reducing the risk of transmission through enhanced cleaning routines  
C. Helping pupils, parents and staff to understand the importance of good hygiene and how infection is transmitted 
D. Ensuring appropriate staffing levels, staff work and social spaces 
E. Conducting site safety checks prior to wider opening 
F. Behaviour and safeguarding.   

 
Key links and references 
 
Here are quick links to some of the key guidance: 
 
Actions for schools during the coronavirus outbreak 
Actions for educational and childcare settings to prepare for wider opening from 1 June 2020 
Planning guide for primary schools 
Coronavirus (COVID-19): implementing protective measures in education and childcare settings 
Coronavirus (COVID-19): safeguarding in schools, colleges and other providers 
Supporting vulnerable children and young people during the coronavirus (COVID-19) outbreak 
Decontamination in non-healthcare settings  
Safe working in education, childcare and children’s social care settings, including the use of PPE 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/covid-19-school-closures
https://www.gov.uk/government/publications/covid-19-school-closures
https://www.gov.uk/government/publications/actions-for-educational-and-childcare-settings-to-prepare-for-wider-opening-from-1-june-2020
https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-schools-from-1-june?utm_source=91737d92-b868-4b52-a314-d1bd0fa76ba5&utm_medium=email&utm_campaign=govuk-notifications&utm_content=daily
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-vulnerable-children-and-young-people
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
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Section A Have we ensured that… 
 

RAG Notes 

Reducing the 
risk of 
transmission 
through contact 
 
 
 
 
 
 

Teaching spaces, activities, movement around the school, toilets 

 All teaching groups have a maximum of 15 pupils 

 Groups of pupils remain in the same classrooms to avoid different groups using the same 
spaces 

 We have reduced contact as much as possible between different (consistent) groups of pupils 
and adults; (everyone keeps to their own bubbles) 

 We will make use of outdoor spaces for learning, where possible (see timetables for available 
areas) 

 Classroom desks/tables have been spaced out as far apart as possible.  Place desks and chairs 
at 2m distance with a clear walkway to the front and back of the classroom.  

 We have limited the movement of pupils within classrooms, where possible. (Pupils will have 
two books, to be kept on their desk at all times). 

 We continue to reinforce the 2m spacing rule when asking the children to line up at the door 
and when waiting to wash their hands at the classroom sinks. They will use the taped 2m box 
around the sink area to ensure there is only one child in the box at a time.  

 Where carpet space is used in KS1, taped 2m markings should be adhered to.  

 Movement around the school building is carefully managed, for example by using a one-way 
system where possible and practical?  

 Each class ‘bubble’ will enter and exit the school during their allocated door and a specific time 
slot.  

 We have reviewed teaching activities to take social distancing into account and to avoid contact 
– for example in subjects such as PE – sports coach has been briefed. 

 Outdoor learning spaces will be limited to each class ‘bubble’ and timetabled across the school.  

 We have reviewed arrangements for assemblies so that these are delivered within each 
classroom ‘bubble’. 

 We have limited the number of pupils who use toilet facilities at one time? Staff to ensure that 
only one child goes to the toilet at a time. Consider using tags / names on the board. Children 
to be encouraged to wash their hands a second time when re-entering the classroom. 

 Children to have access to their own set of resources on the desk. Equipment should not be 
shared. Pencil cases not allowed.  

 Children will not have access to their regular cloakroom areas or lunch trolleys.  
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 Once children have finished with their current reading books, they should be placed into a 
marked carrier bag (with the corresponding day on it) and then left until the following week for 
decontamination. 

 Children should keep to a 2m distance when walking through the corridors.  

 Attendance registers will be collected twice each day by a member of the office team 

Equipment/resources 

 We have reviewed the layout and equipment in all rooms that pupils will be using and removed 
unnecessary equipment 

 Any areas that we do not wish pupils or staff to use are suitably cordoned off (i.e library, jungle 
gym, writing huts) 

 We have limited the number of shared resources and resources that are taken home by staff 
and pupils. Where possible equipment is not shared 

 Any shared materials and surfaces are cleaned and disinfected frequently 

 Pupils are not permitted to bring stationery from home into school and the school has provided 
pupils with their own personal stationery to avoid this being shared (placed in a named plastic 
wallet). These should be kept neatly under the desk at the end of the day so the classroom 
space can be thoroughly cleaned.  

 Pupils have their own water bottles which they take home at the end of the day for washing 

 Soft toys, dressing up clothes, soft furnishings and toys that are hard to clean have been 
removed 

 Malleable resources such as play dough have been removed 

 Teachers wash their hands and surfaces before and after handling pupils’ books. We are 
encouraging staff to do little physical marking and to concentrate more on ways to feedback 
verbally. 

 Painting/sticking/cutting/small world toys are washed before and after use 

 We are avoiding congestion and limiting congestion by the photocopier.  Class labelled trays 
will be placed in the entrance lobby area for completed photocopies 

 Staff will bring in their own laptops to use with their class 

  

At the start and finish of the day 

 Only one parent can deliver or pick up a child to/from school  

 All year groups will have a parent to drop off and pick up. 
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 Times are staggered to reduce the number of pupils and parents arriving or leaving the school 
at one time. Parents hand over children to teachers at the designated classroom entry and exit 
points and staggered times have been implemented to ensure appropriate social distancing. 

 Parents are encouraged to support their children in walking or cycling to school. No cars will be 
permitted on the school site. 

 We have taken all reasonable steps to support social distancing by making sure that parents do 
not gather on the playground or outside the school gate 

 Social distancing protocols for the start and end of the school day have been shared with 
parents, pupils and staff; 2m distanced lines have been marked on the playground at collection 
and drop off points.  

 Pupils and staff wash their hands on arrival at school 

 Hand sanitizer is provided at the main school entrance and in classrooms. 

 Children should wear clean uniform each day and trainers to avoid bring PE kit into school. (We 
have a relaxed uniform code for this period as children may have grown out of their uniform). 

 It is recommended that children change out of their clothes once home. 

During play and lunch times 

 Pupils do not mix with pupils outside of their normal class bubble on the playground and/or 
while eating their lunch. 

 Lunch time arrangements have been staggered.  Children to eat in their class bubble, 
supervised by the teacher. MDS will bring packed lunches from Fresh Start (no hot meals being 
provided), hall out of use. 

 Classteachers and MDS  are briefed on allergens relating to their designated class. 

 Wet lunch breaks are held within the classroom areas. 

 MDS supervise the same year group each day on the playground. 

 Contact games are not permitted 

 We have considered a list of playground games to encourage social distancing 

 Outdoor equipment has been assigned to each class for its own use.  Any additional equipment 
is appropriately cleaned between usage by groups of pupils. Multiple groups do not use 
equipment simultaneously. 

 Parents have been informed that children can bring their own scooters into schools. They must 
be clearly labelled with the child’s name and class and stored directly outside the classroom. 
Helmets should be  brought into school and kept with the scooter. 

  



COVID-19 Response:  Phased Return to School Action Plan    
 

5 
Cazz Colmer / Katie Epps  based on MK document  

Visitors 

 Any visitors to the school during the school day are limited and by appointment only. 

 No contractors will be in school while children are in. Contractors and suppliers adhere to the 
school’s COVID-19 procedures 

 No parents are allowed in school; contact is via class dojo messaging, phone or email. 

 Any essential visitors follow the school’s hygiene and social distancing measures 

 Parents, visitors and contractors know that they are not to enter the premises if they have 
COVID-19 symptoms. 
 

  

Personal, protective equipment (PPE) 

 Used PPE and any disposable face coverings that staff or pupils arrive wearing are placed in a 
refuse bag and disposed of appropriately * 

 Any homemade, non-disposable face coverings that staff or pupils are wearing when they 
arrive at school are removed by the wearer and placed in a plastic bag to be taken home (The 
wearer must then wash their hands*). 

 PPE is available for staff and worn where pupils’ care routinely involves the use of PPE due to 
their intimate care needs 

 PPE, including a mask, is worn by staff if a distance of at least 2 metres cannot be maintained 
from any pupil who is displaying symptoms of coronavirus while the pupil is awaiting collection 
by their parent 

 PPE is worn for the administration of first aid – see first aid risk assessment 

 Guidance is clearly displayed for the correct use and disposal of PPE. 
 

 *See final page of ‘Safe working in education, 
childcare and children’s social care settings, 
including the use of PPE’ 

Pupils or staff who become unwell during the school day  (See separate risk assessment) 

 If pupils develop symptoms of coronavirus during the school day, parents will be contacted 
immediately and asked to collect them 

 Those pupils awaiting collection by their parents wait in the KS1 Little Room with appropriate 
adult supervision (just outside the door).If a pupil needs to use the toilet while awaiting 
collection,  the ladies toilet (KS1 corridor) can be used but must be deep cleaned and 
disinfected before it is available for further use. 

 Staff who develop coronavirus symptoms during the school day should be sent home and 
advised to follow the relevant health guidance. 
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Minimising contact with individuals who are unwell and confirmed cases 

 Any pupils or members of staff showing symptoms of coronavirus are instructed not to attend 
school, to self-isolate for 7 days and to make sure that members of their household self-isolate 
for 14 days 

 We have clear procedures in place following any confirmed cases of coronavirus. In summary, 
following a confirmed case, the rest of the class/group and staff working directly with this 
group are sent home and advised to self-isolate for 14 days 

  

 
 

Section B Have we ensured that… 
 

RAG Notes 

Reducing the 
risk of 
transmission 
through 
enhanced 
cleaning 
routines and the 
provision of 
sanitiser and 
soap 
 
 
 
 
 
 

Handwashing/personal hygiene 

 Good personal hygiene and regular handwashing is given suitably high prominence in the 
school’s protective measures and daily routines 

 Pupils and staff wash their hands - on arrival, before and after eating, after using the toilet and 
after sneezing and coughing 

 Pupils and staff wash hands frequently with soap and water (for at least 20 seconds) and dry 
thoroughly or use alcohol hand rub or sanitizer ensuring all parts of the hand are covered 

 Staff wash their hands and surfaces if they handle pupils’ books (before and after); handling of 
books is kept to a minimum 

 Pupils and staff are encouraged not to touch their mouth, eyes and nose. 

 Staff and children are asked to use a tissue or elbow to cough or sneeze into and use bins for 
tissue waste  We have implemented, ‘catch it, bin it, kill it’ 

 Staff will monitor the handwashing of pupils (especially those who have difficulty with this). 

  

Cleaning and hygiene 

 There is an enhanced and more regular cleaning of surfaces that are touched such as toys, 
books, desks, table tops, chairs, doors, sinks, toilets, light switches. 

 Classrooms, toilets and all areas used are cleaned thoroughly at the end of the day 

 Spaces which may be used by different groups in the day are cleaned after each group has used 
these spaces 

 Outdoor equipment is washed between use by different groups of pupils 

 Sanitizing wipes are used regularly to wipe down equipment such as computers and phones 
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 Hot water and soap are available in every toilet for hand washing 

 Hot water and soap are available in each classroom/learning area for hand washing 

 Disposable tissues are supplied in each classroom and in other learning environments 

 Where a sink is not nearby, hand sanitize is available in classrooms and other learning 
environments 

 Bns for tissues are in classrooms and other key locations – these are emptied (double bagged) 
throughout the day. 

 Classrooms and other spaces are well ventilated Doors are propped open (not fire doors that 
must not be propped open) to increase ventilation and limit the use of door handles.  
 

Provision of supplies 

 We have adequate supplies of tissues, cleaning products, plastic bags, disposable cloths, soap 
and hand sanitiser, PPE -  Each classroom will be provided with a caddy of wipes, hand sanitiser, 
aprons and masks 

 Caretaking/cleaning staff keep supplies topped up each day 

 Each classroom has its own First aid and ‘Vomit ‘ kit ; children are not sent to reception 

  

Cleaning following a suspected or confirmed case of Coronavirus (COVID-19) 

 We have a clear procedure in place which follows the DfE guidance on the principles of cleaning 
as set out the in relevant DfE guidance:  

 
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-
settings/covid-19-decontamination-in-non-healthcare-settings 
 

 All cleaning staff have received guidance and instruction in implementing the school’s new 
procedures 

  

 
 

Section C Have we made sure that… 
 

RAG Notes 

Helping pupils, 
parents and staff 
to understand 
the importance 

 We have engaged with and informed the school community of our enhanced protective 
measures and hygiene routines 

 We have provided additional resources such as e-bug and PHE resources to help educate the 
school community about infection control and how to reduce and minimise risk 

  

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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of good hygiene 
and how 
infection is 
transmitted 

 Posters and reminders about good hygiene are displayed prominently around the school, in 
toilets and classrooms and at each point of entry to the school (E-bug, horrid hands, super 
sneezes, hand hygiene etc.) 

 Younger pupils are helped to remember the hygiene rules for example through songs and 
games 

 
 

Section D Have we made sure that… 
 

RAG Notes 

Ensuring 
appropriate 
staffing levels 
and staff work 
and social 
spaces  
 
 
 

 In planning staffing levels, we have considered those staff who are available and those who are 
not required to ‘shield’ 

 We have built in capacity and have arrangements in place to cater for unexpected staff 
absences 

 We have appropriate levels of staffing throughout the day to ensure pupils’ safety and well-
being 

 We have appropriate numbers of first aiders including pediatric first aiders and staff with a ‘first 
aid at work’ certificate 

 A trained DSL is present while pupils are on site 

 Cleaning and caretaking staff are available during the school day 

 Staff leave the school building no later than 4pm each day so that cleaning staff can clean more 
safely and easily. 

 See ‘Implementing protective measures in 
education and childcare settings’: 
 

 Members of staff who are clinically extremely 
vulnerable are advised not to work outside the 
home 

 Members of staff who are clinically vulnerable 
have been advised to take extra care in 
observing social distancing and should work 
from home where possible 

 Any staff living in a household with someone 
who is extremely clinically vulnerable are 
advised to only attend work is stringent social 
distancing can be adhered to. If stringent 
social distancing cannot be adhered to these 
staff should be supported to work from home. 

 We have reduced the number of staff using each of the staff facilities such as the staff room, 
school offices and preparation rooms 

 We have reviewed the work and social spaces for staff to enable appropriate social distancing 
measures 

  

 
 

Section E Have we made sure that … 
 

RAG Notes 

Conducting site 
safety checks 
prior to wider 
opening  

 The school has been thoroughly cleaned prior to the wider opening of the school 

 We have undertaken a health and safety check of the building and school site 

 Leaders and governors need to take into account the 
different premises and site maintenance 
requirements of their unique setting. This aid-
memoire is not exhaustive but highlights the key 
aspects to be considered. 
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 Our fire evaluation procedures have been updated to reflect the new arrangements (planned 
practice is scheduled for the first week back at school with each group of staff present in 
school) We have informed children of changes to fire evacuation exits within the first week 
back to school and subsequent reminders if new children join after the initial 2 week period. 

 All staff have been briefed on sweeping the building and isolating the fire control panel in case 
HT or AHTs not in school 

 All staff  have been briefed on changes to lockdown procedure. 

 Statutory maintenance and compliance checks have been carried out. We have reviewed 
arrangements for building-related systems including hot and cold water, gas, fire safety, kitchen 
equipment, security and access control, intruder alarms, ventilation 

 Water systems are fully operational 

 We have followed the guidance in Managing school premises during coronavirus outbreak 

 
 

Section F Have we made sure that … 
 

RAG Notes 

Behaviour and 
safeguarding  
 

 Our behaviour policy has been updated with an additional annex to include the rules we are 
asking pupils to follow about social distancing and to reflect the current situation 

 We have taken account of the needs of pupils with SEMH and the potential impact of the school 
closure and emergency. Plans and risk assessments for these pupils have been reviewed and 
updated 

 We continue to follow the statutory guidance in ‘Keeping Children Safe in Education’, 2019 

 Our safeguarding policy has been updated with an additional annex to include the adjustments 
we have made to reflect the current situation, particularly regarding online learning and remote 
learning for pupils in year groups who have not yet returned to school 

 Staff have had up to date guidance about behaviour and safeguarding and are confident and 
knowledgeable about the procedures they should follow in the current situation 

 We have robust procedures in place to follow up non-attendance, particularly for pupils with 
SEND, vulnerable pupils and any pupils identified as being at risk 

 We are giving daily reminders about the need for respect and care for one another. We are 
emphasizing kindness and a positive ethos – THINK poster in each classroom; Yr 6 are producing a 
classroom charter of expectations. 

  

 

https://www.gov.uk/government/publications/managing-school-premises-during-the-coronavirus-outbreak

