
Updated 11/06/2020 

following Trust virtual walk 

through

Reviewed for September 2020  (KBA). To be read alongside the September 

Opening Plans Document. Reviewed in October for HSE visit 14/10/20. 

Reviewed January 2021. Reviewed end Feb 2021 for March 8th return. 

Where no purple additions are made, measures remain the same. 

Risk
DfE Recommended Control

Risk assessment RAG Keyworker lockdown procedures

Organise small class groups (classes should normally be split in half, with 

no more than 15 pupils per small group)

2. Some challenges but able to sufficiently reduce risk

2

KCA classrooms measured for adequate 

social distancing

Organise classrooms to maintain space between seats and desks where 

possible
1. Control is already in place or can easily be 

implemented
1

Furniture cleared from A Block classrooms. 

Enterprise Centre is a large space 

(Keyworker classroom)

Consider which lessons or activities could take place outdoors

2. Some challenges but able to sufficiently reduce risk
Keyworker classroom is next to tennis 

courts - minimal travel.

Ensure children are in the same small groups at all times, and different 

groups are not mixed during the day, or on subsequent days 2. Some challenges but able to sufficiently reduce risk
2

Timetabling and planning will mitigate this - 

Keyworker group is on the opposite side of 

site to intended 10 and 12 blocks.

Ensure that the same teacher(s) and other staff are assigned to each 

group and, as far as possible, these stay the same during the day and on 

subsequent days, recognising for secondary and college settings there 

will be some subject specialist rotation of staff
2. Some challenges but able to sufficiently reduce risk

2

Dependent on staff able to safely return. 

Timetabling will minimise risks. Some 

challenges for options subjects.

Ensure that wherever possible children and young people use the same 

classroom or area of a setting throughout the day. In schools and 

colleges, you may want to consider seating students at the same desk 

each day if they attend on consecutive days

2. Some challenges but able to sufficiently reduce risk

Timetabling and planning will mitigate this. 

Cleaner and materials on hand to sanitise 

after every lesson. Plan for students to have 

own desk in own room, with staff rotating.

Reduce the use of shared resources such as stationery. Practical lessons 

can go ahead if equipment is cleaned thoroughly between groups. 

2. Some challenges but able to sufficiently reduce risk

Practical sessions for very small groups of 

Year 12 students could happen. DT have 

measured spaces to determine how work 

can safely go ahead. Use of exam pencil 

cases, one named per individual. Small 

groups = one desk per student, to be 

cleaned after each session.

Minimise contact in school corridors. Access rooms from outside where 

possible, and consider a one-way system
1. Control is already in place or can easily be implemented

1
One way system mapped out. Keyworker 

group uses different entry and exit routes.

Use outside space for exercise and breaks

1. Control is already in place or can easily be implemented
1

Stagger assembly groups
1. Control is already in place or can easily be implemented

1
There will be no large gatherings or 

assemblies

KCA

KCA

Risk that the Academy is 

unable to enforce social 

distancing during lesson time

Risk that the Academy is 

unable to enforce social 

distancing outside of the 

classroom



Stagger break and lunch times.

2. Some challenges but able to sufficiently reduce risk

Only applies to KW children who are 

bringing their own lunch. When larger 

numbers come in, timetable will be done so 

students are not outside at the same time. 

At lunch times, keep groups apart and tables should be cleaned between 

each group. Use dining areas at half capacity; the areas can be shared 

as long as different groups do not mix. If this is not possible, children 

should be brought their lunch in their classroom.

2. Some challenges but able to sufficiently reduce risk
Keyworker group bring their own lunch and 

eat in their designated area.

Ensure toilets are not crowded by limiting the number of people who use 

the toilet facilities at one time 2. Some challenges but able to sufficiently reduce risk

2

Only use outdoor play equipment if it is appropriately cleaned between 

groups of children using it, and ensure multiple groups do not use it 

simultaneously 2. Some challenges but able to sufficiently reduce risk

Keyworker group supervisor and staff to 

have cleaning materials on hand if 

equipment is used.

Fire Evacuation procedure to be updated to take account of social 

distancing and staff and students mixing.
Some challenges but able to sufficiently reduce risk

Use timetable and selection of classroom or other learning environments 

to reduce movement around the school or building

2. Some challenges but able to sufficiently reduce risk

2

Named blocks for Years 10 and 12. 

Keyworker group based on the other side of 

site. Maximum number of students has 

been calculated. Only ground floor 

classrooms will be used to avoid use of 

stairwells.
Stagger drop-off and collection times 1. Control is already in place or can easily be implemented1 Detailed schedule in place

Ensure students wash hands upon arrival and before leaving at the end 

of the day.

2. Some challenges but able to sufficiently reduce risk

Plan parents' drop off and pick-up protocols that minimise adult to adult 

contact 2. Some challenges but able to sufficiently reduce risk
2

Lay-bys by main school entrance to be used 

for drop off. Back gate, (pedestrian access,) 

to be closed to ensure entry/exit 

Encourage students, parents and staff to follow the "COVID 19 safer 

travel guidance" when planning their travel; encouraging them to walk or 

cycle where possible.
2. Some challenges but able to sufficiently reduce risk

2

Ensure that Year 10/12 sessions do not coincide with Keyworker Cover 

students exiting site.
Timetable to mitigate risk

Complete individual risk assessments for children whose particular needs 

might mean there are higher or more nuanced risk (e.g. those with 

EHCPs).
2. Some challenges but able to sufficiently reduce risk

SLT presence on site at all times. EHCP 

risk assessments in place. Timetabling to 

take account of student's needs.

Have a procedure in place to ensure no student 'slips through the net' by 

not attending timetabled sessions. 2. Some challenges but able to sufficiently reduce risk
Regular phone calls home by pastoral staff/ 

safeguarding team.

Continue to support medically vulnerable students who are not expected 

to return to school/

2. Some challenges but able to sufficiently reduce risk

Have a procedure in place to ensure the Academy follows "COVID-19: 

cleaning of non-healthcare settings" guidance 2. Some challenges but able to sufficiently reduce risk

One way system designed to ensure students pass toilets on way to designated 

classrooms. Hand sanitiser in rooms - needs auditing after every visit by member of 

staff/cleaning staff

Notices to be placed on website. Parentmail - email guidance to parents.

Regular phone calls home by pastoral staff/ safeguarding team.

On site cleaning staff to be present whilst students and staff are in.

At KCA children taught in blocks will only access those toilets. Cleaner rotaed to be on 

hand to clean regularly.

Covid Fire Evacuation procedure' written by HoS

Risk that the Academy is 

unable to enforce social 

distancing outside of the 

classroom

Risk that the Academy is 

unable to enforce social 

distancing at the beginning 

and end of the school day

Risk that the Academy has 

not considered the particular 

risks relating to children with 

complex needs

Risk that the Academy site is 

not effectively cleaned to 

minimise risk of indirect 

transmission



Remove soft furnishings, soft toys, and toys that are hard to clean

N/A
N/A

Remove unnecessary items from classrooms where there is space to 

store it elsewhere
1. Control is already in place or can easily be implemented

1

Discuss with cleaning contractors /staff the additional cleaning 

requirements and allow additional hours to allow for this
1. Control is already in place or can easily be implemented

1

Ensure all classrooms are thoroughly cleaned at the end of the day 2. Some challenges but able to sufficiently reduce risk 2

Ensure frequent cleaning of regularly touched areas (desks, bannisters, 

door handles, toilets etc) 2. Some challenges but able to sufficiently reduce risk

2

Ensure bins are emptied regularly 1. Control is already in place or can easily be implemented1

Ensure all spaces are well ventilated were possible

1. Control is already in place or can easily be implemented

1

A1 - 5 large windows, A2 - 6 large windows - 

all can open to ventilate.

Prop doors open where safe to do so to limit use of door handles and aid 

ventilation (subject to fire safety and safeguarding requirements)
1. Control is already in place or can easily be implemented

1

Ensure sufficient handwashing facilities are available. Where a sink is not 

nearby, provide hand sanitiser

2. Some challenges but able to sufficiently reduce risk

2

Both A Block. 6th Form Centre and 

Enterprise Centre have sinks and toilets. 

Anti-bac soap in wall dispensers, but hand 

sanitiser also to be provided. Toilet/sink 

areas to be sprayed with disinfectant on 

regular basis by on duty cleaning staff.

Ensure sufficient stocks of soap, anti bacterial gel and cleansing products

2. Some challenges but able to sufficiently reduce risk

Stock dependant. Currently enough in stock 

but will need to keep under consistent 

review

Remind all staff and students of basic practices (following guidance on 

hand cleaning; not touching mouth, eyes or nose; 'catch it, bin it, kill it')
1. Control is already in place or can easily be implemented

1

Ensure help is available for children and young people who have trouble 

cleaning their hands independently N/A

N/A

Consider how to encourage young children to learn and practice these 

habits (through songs, games and repetition) N/A

N/A

Keyworker Cover students are in a routine and may become complacent

Signage and briefing materials to staff to 

remind students regularly on key 

expectations. Drop ins by SLT to ensure 

compliance.

In all rooms, additional furtniture removed. Soft chairs taken away from the reception 

area. Staff room out of use all soft furnishings/chairs removed.

Daily meetings with Senior Deputy Head and site team. Orders for extra materials 

placed on a cycle.

Embedding new contract to cover.

On site cleaning staff on constant patrol where students work and walk. Spray 

sanitisers ordered. Robust metal hand sanitiser dispensers at every entrance.

Embedding new contract to cover.

Signage created in-house ready to be displayed. Reminder 'crib sheet' to be given to 

students on entry with key reminders and details of toilets/one way system.

Risk that the Academy site is 

not effectively cleaned to 

minimise risk of indirect 

transmission

Risk that hygiene practices 

are not adhered to



Make arrangements for PPE where required (e.g. where a child requires 

intimate care, or where a child falls ill with coronavirus symptoms and 

needs direct personal care).

3. High risk that the control cannot be implemented

Access to PPE may be an issue. Order 

placed 18.5.20 - but availability of stock 

issues. Awaiting delivery. Office staff are 

calling other suppliers. Staff training in 

test adminstration has taken place and 

the availability of PPE has increased as a 

result.

Risk of failing to limit the 

spread of the virus in 

confirmed or suspected 

cases.

Ensure there is a clear procedure to follow in case of:

- A student or staff member (or a member of their household) displaying 

COVID symptoms

- A student or staff member (or a member of their household) testing 

positive for COVID

2. Some challenges but able to sufficiently reduce risk

Isolation spaces now identified and included 

in behaviour policy. Procedures for when 

this is reported to us already in place.

Plan a walk-through of controls in advance of reopening. The walk-

through can be physical or virtual, but must include an independent 

individual (Governor, CMAT Executive or Trustee).
1. Control is already in place or can easily be implemented

1

Trustee walkthrough 11/06. Governor 

walkthrough 12/06

Plan to review the effectiveness of controls and make refinements as 

necessary (daily in week 1, weekly once procedures are embedded). 1. Control is already in place or can easily be implemented

1

Will be done as required. Head of School 

and HoL Year 7 have Spectator and Venue 

safety qualifications/experience.

Review new DfE guidance daily and refine procedures accordingly.

1. Control is already in place or can easily be implemented

1

Already happening - guidance from DfE, 

Bedford Borough and via Trust. Head of 

School is a member of a Head's forum 

where information is shared.

Make clear that no person (including staff, children, visitors, suppliers 

etc.) should enter the site if they are displaying any coronavirus 

symptoms
2. Some challenges but able to sufficiently reduce risk

2

Communicate to parents:

- that only one parent should accompany their child to school (if 

necessary)

- they cannot gather at entrance gates or enter the site (unless by prior 

appointment)

1. Control is already in place or can easily be implemented

1

Parentmail/website to be used to 

communicate. Communications sent home 

with instructions upon widening to more 

students - including a general letter for all 

year groups and a letter with specific 

guidance for Year 10s/Year 12s.

Make clear to parents and students:

- drop off/collection times, and protocols to reduce contact

- GOV.uk recommendations on transport (including avoiding peak times)

- protocols for handwashing and general hygiene (using e-bug and PHE 

schools resources if appropriate)

1. Control is already in place or can easily be implemented1

See above

Risk that controls are not 

current, practical, and 

comprehensive.

Risk the Academy is unable 

to effectively communicate re-

opening plans

Signage on main doors and at gates. Front gate staff on duty. Cleaning and site staff to 

be briefed on monitoring student routes.

Risk that hygiene practices 

are not adhered to



Communicate early with contractors and suppliers that will need to 

prepare to support opening plans (e.g. cleaning, catering, food supplies, 

hygiene supplies)

1. Control is already in place or can easily be implemented1

Develop staffing plan which accounts for:

- staff childcare issues

- staff who are extremely medically vulnerable and have been advised to 

strictly follow shielding measures

- contingency for staff who temporarily self isolate (due to symptoms)

Consider posts such as SLT, DSLs and first-aiders 1. Control is already in place or can easily be implemented1

Undertake risk assessments for clinically vulnerable staff who might be 

expected to come to work (only if the risk level is acceptable).

1. Control is already in place or can easily be implemented1

Been ongoing throughout the lockdown - 

see above

Ensure action planning considers the disproportionate risk faced by 

BAME staff.

2. Some challenges but able to sufficiently reduce risk 2

Covered by individual risk assessments

Communicate absence procedures

2. Some challenges but able to sufficiently reduce risk Staff to contact HoS in the normal way.

Communicate with staff and ensure their concerns are considered in 

action planning

1. Control is already in place or can easily be implemented1

Been ongoing throughout the lockdown

Put measures in place to check on staff wellbeing

1. Control is already in place or can easily be implemented1

Been ongoing throughout the lockdown

Detailed spreadsheet in place following weekly monitoring calls and emails by SLT. 

Weekly bulleting asks staff to inform HoS of any issues - these are recorded, support 

offered and taken account of in future planning.

Risk the Academy is unable 

to effectively communicate re-

opening plans

Risk that staffing issues are 

not addressed

Site team and office staff are briefed by HoS each day.











































September Review / March Review 

2021 January 2021 Review. TRUE = still in place, no changes

2 metre tape for staff at front or where 

most appropriate in the teaching space. 

Windows open at all times. New non- 

negotiables to be displayed in 

classrooms. Face masks to be worn by 

ALL staff and students unless exempt 

on medical grounds. 

Keyworker timetable in place weeks 1 and 2. Year 11 and 13 

return week 2 - tested before back in lessons. Rest of school 

returns week 3 - tested at the end of the previous week before 

return. Potential rota for staff / students to reduce class sizes. 

SCHOOLS CLOSURE ANNOUNCEMENT FROM 6TH JAN

All desks facing forward in rows. Practical 

rooms, desks removed to create space.
TRUE

PE team arranging outdoor activities - all 

students wearing kit on days they have 

PE to avoid changing rooms. TRUE

One way systems, outdoor walkways 

between lessons, one way in, one way out 

of each block.

Keyworker students for January are all KS3 (Yr 7 and 8). 

Exam groups for BTECs in January - small numbers split in 

classrooms

In practical subjects the lessons are being 

arranged so that equipment is left for 72 

hours between groups. Additional 

cleaning and the purchase of additional 

resources has been made.

TRUE

One way system outdoors, separate KS3 

and KS4 entrances. TRUE

All students zoned on the tennis courts in 

dry weather. Separate zones in wet or 

colder weather. TRUE

No assemblies taking place - these are all 

virtual. TRUE

KCA

Subject timetabling and rooming to 

mitigate the risk as far as possible. A 

review of the timetable will look at 

capacity to reduce class sizes.

TRUE



Zoned break and lunchtimes using 

separate canteens. Low numbers using 

the canteen spaces makes this even 

easier to manage.
TRUE

Capacity is not an issue as small numbers 

of students using the canteens. Additional staffing added to duty rotas and zones changed to 

ensure high levels of supervision.

TRUE

No outdoor play equipment - students 

bringing own balls etc. PE staff cleaning 

equipment and leaving some equipment 

for 72 hours as per sports association 

guidelines. TRUE

TRUE

Timetable and staff movement reduced. 

Double lessons and zoned areas for KS4 

and KS3 bubbles. Small cohort sizes at 

KS4 make this more manageable.

A review of groups and the timetable will be needed if we have 

a full return from 18th January. It will be necessary to stagger 

the return for year groups longer than the current planning 

suggests.

Separate entrances KS3, KS4/5 TRUE

TRUE

Parents have to make appointments to be 

on site. Drop-off and pick up on Hill Rise 

rather than outside gates. TRUE

TRUE

N/A

Timetable to mitigate risk

On return to school EHCP and high risk 

students to have RAs reviewed.

Reviewed RAs for individuals requested.

Increase in pastoral staffing to provide a 

further layer of additional support. January Action Plan provides details of how safeguarding and 

monitoring will be achieved.

TRUE

TRUE

One way system designed to ensure students pass toilets on way to designated 

classrooms. Hand sanitiser in rooms - needs auditing after every visit by member of 

staff/cleaning staff

Notices to be placed on website. Parentmail - email guidance to parents.

Regular phone calls home by pastoral staff/ safeguarding team.

On site cleaning staff to be present whilst students and staff are in.

At KCA children taught in blocks will only access those toilets. Cleaner rotaed to be on 

hand to clean regularly.

Covid Fire Evacuation procedure' written by HoS



Staff room chairs out of use following guidance from HSE visit.

New contract and on site cleaner all day has improved staff 

confidence in site cleaning. 

TRUE

TRUE

TRUE

TRUE

Hand sanitiser and additional soap in toilet 

areas provided.

New metal wall dispensers on the entry to each block.

A regular order placed and additional 

sources being used to ensure stocks are 

kept high.

Continuing stock renewal and cost effective ordering.

Signage updated as required and new signage for testing in 

use.

The recovery curriculum in place in 

ensuring that students are being enabled 

to get back into good learning habits.

Remote learning site in place and used alongside the Google 

Classroom.

In all rooms, additional furtniture removed. Soft chairs taken away from the reception 

area. Staff room out of use all soft furnishings/chairs removed.

Daily meetings with Senior Deputy Head and site team. Orders for extra materials 

placed on a cycle.

Embedding new contract to cover.

On site cleaning staff on constant patrol where students work and walk. Spray 

sanitisers ordered. Robust metal hand sanitiser dispensers at every entrance.

Embedding new contract to cover.

All classroom windows are open and 

doors where possible. Students allowed to 

wear additional layers as the weather 

changes.

Signage created in-house ready to be displayed. Reminder 'crib sheet' to be given to 

students on entry with key reminders and details of toilets/one way system.



Stock from the DfE arrived - additional 

test kits have been made available.

Stock levels are now high.

First Aid reviewed, new spaces 

designated, PPE and stocks in place, 

Bedford Borough and PHE guidance 

sharted with staff, students and parents, 

log being kept for test and trace. Seating 

plans for all rooms shared so tracing 

possible. TRUE

Union walkthroughs on 2nd and 3rd 

September - upadtes and changes made 

in light of these. 

HSE inspecton 14/10/2020 - positive outcome

All staff spoken with at training days in 

terms of individual responsibilties around 

ensuring we follow the COVID plans.

Exec. Head rewrote a September opening 

document to include the new maps and 

updated COVID behaviour addendum. 

New March opening document reflects 

changes and links to the January 

Action Plan.

Exec. Head produced a January action plan in line with latest 

DfE guidance.

Updated signage and testing in place from 6th January for 

onsite staff and key worker students.

As previously but to wider school. Year 6 

into 7 transition linking and 

communication by the HoL Year 7.

TRUE

TRUE

Signage on main doors and at gates. Front gate staff on duty. Cleaning and site staff to 

be briefed on monitoring student routes.



TRUE

TRUE

Indivdual RAs undertaken and reviewed in 

light of changes in personal 

circumstances.Updated Ras reflect face 

coverings exemption and vaccines 

taken.

TRUE

TRUE

The flow chart for suspected COVID 

symptoms has been widely shared and 

TRUE

An on-going dialogue has taken place 

with Unions and the Exec. Head has held 

regular JCCs with unions and their school-

based representatives. TRUE

A new EAS is being set up through 

Bedford Borough to provide an additional 

layer of external support for staff.

TRUE

Detailed spreadsheet in place following weekly monitoring calls and emails by SLT. 

Weekly bulleting asks staff to inform HoS of any issues - these are recorded, support 

offered and taken account of in future planning.

Site team and office staff are briefed by HoS each day.




























































































