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Introduction 
Chorus Trust takes the health, safety and welfare of its pupils, staff, governors and visitors seriously. 
These procedures have been created in conjunction with government advice and guidance. 

These procedures are designed to ensure that all those on Chorus Trust sites are safe whilst 
undertaking their duties.  

 

Information and Responsibilities 
Communication between Headteachers and Governors is clear and understood. 

The Trust Board and Governors are clear on their role in providing support to leaders in the current 
situation and the planning, re-opening and running of the school. 

Heads of School provide Governors with information they need to know and how frequently they need 
to provide this information. 

Staff, students and visitors are regularly reminded of their responsibilities and behaviours whilst on 
Trust sites. 

Staffing numbers and rotas required for different scenarios have been determined including support 
staff such as facilities, IT, midday and office/admin staff, First Aiders, Fire Wardens. 

Regular communications with staff are carried out to inform them of any changes. 

Communications are kept with parents for: 

 planning re-opening, changes to procedures and daily arrangements. 

 wellbeing/pastoral support/support and acknowledgement to parents of home 
learning. 

 

Ongoing communications (posters, emails, inductions, briefing, toolbox talks) are available/ provided 
to all staff and students, which includes: 

 Risks and symptoms of COVID-19 

 Advice regarding self-isolation of those showing signs or symptoms 

 Social distancing measures 

 Changes to timetable 

 Emergency procedures (i.e. first aid, fire) 

 Effective infection control including hygiene measures including modelling of 
appropriate hand washing and hygiene techniques (including catch it, bin it, kill it) 

 Recommendations on transport to and from school including encouraging students 
to walk or cycle to school where possible 

 Expectations when in school and at home 
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Social Distancing 

General 
All staff, students and visitors on trust sites will be expected to follow social distancing rules.  

It is however understood that it is not always possible to maintain 2m distance from others at all times 
but when the distance between people is less that 2m this should only be for a limited time. 

Each schools behaviour policy is updated to include expectations and sanctions for students not 
observing social distancing. 

Appropriate signage is in place encouraging social distancing and identifying work spaces. 

Numbers of students attending each day is limited to 25% of the year group. Class sizes are limited to 
15 students to ensure social distancing can be maintained. 

Timetables will be adjusted to limit movement around school. 

Meetings, as a minimum, should be conducted whilst observing social distancing rules and wherever 
possible meetings should be undertaken remotely. 

There is the expectation that all staff will model social distancing for pupils, there is an open culture 
in which staff are able to challenge colleagues and politely request “two metres please” where they 
feel uncomfortable with the proximity of colleagues. 

 

Classrooms 
In order to maintain social distancing the number of people in each classroom must be reduced. There 
must be a 2m distance between workspaces for students and the teacher. 

The capacity of each classroom should be determined through accurate measurement of the room 
and distances between workspaces. This should be publicised to staff and if possible indicated outside 
the room. 

Each workspace should be clearly defined through the use of signage, floor markings or barriers. 

Spare furniture in each room should be removed and stored to reduce the temptation to increase the 
number of people in each room. If there is not sufficient separate storage available spare furniture 
should be stacked safely in each room. 

Students should not be permitted to walk round the room during lessons unless directly instructed to 
do so by a member of staff.  

Students should enter and exit the room one by one whilst maintaining social distance (2 metres). 

 

Offices 
As with classrooms each office will be assessed to determine the maximum capacity for occupants 
whilst maintaining a 2m distance. 
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Where possible furniture will be relocated to ensure that there are 2m between workstations. 

Clear identification of which workspaces are to be used at any one time. 

A staff rota should be implemented to ensure that sufficient workspaces are available to those staff 
on site at anyone time. Those staff who can work from home should do so as much as possible to 
reduce the workspaces required   

 

Corridors 
Appropriate signage will be put up around trust sites to ensure that all occupants are informed about 
any one way system in place. 

If more than one group has to move at any one time there will be a staggered/phased process so that 
not all groups are moving around together. 

 

Dining Room 
The maximum capacity of a dining room is calculated to ensure that social distancing can be 
maintained at all times. 

Clear signage and demarcation of a seating position should be provided. 

Students should sit at identified seating positions and must not move around unless permitted or 
asked to by a member of staff. 

If students are to use the dining room lunchtimes should be staggered. 

 

Reception 
Reception staff should be behind a protective screen which is a barrier between visitors and the 
receptionist, signage should ask visitors to maintain a safe distance and stand as far back from the 
screen as possible. 

The number of visitors permitted into the reception area/lobby at any one time should be limited. 
Appropriate waiting and queuing areas should be identified and signage should be displayed 
accordingly. 

Visitors are informed/asked to use their own pen to sign in at reception (no school pens are kept with 
the sign in book/register). 

Contact between staff and delivery staff/drivers must be minimised and where possible there should 
be designated drop off and pick up zones.  

When placing orders for delivery, the person placing the order must ensure the company is informed 
of the school’s protocol for accepting deliveries. 

Staff must not let delivery staff/drivers come into the school building unless it is essential for the 
delivery or for them to use a toilet whereby, they use hand sanitiser before entering the building. 
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Deliveries are kept to a minimum where possible. 

Staff DO NOT sign for deliveries unless its essential (then staff would immediately follow 20 second 
hand washing routine). 

 

Contractors 
Only contractors carrying out essential maintenance work are allowed on the school site. 

Staff and contractors are to maintain a safe distance between themselves and others (2 metres). 

All contractors are to wash their hands/use hand sanitiser upon entering the site. 

Site briefing carried out explaining social distancing rules and hygiene including washing hands or use 
alcohol-based hand sanitiser on entry into individual work areas. 

 

Emergency Evacuations 
Fire Risk Assessments should be reviewed and updated to ensure they are still appropriate. 

It must be ensured that there are sufficient staff on site to conduct a full, safe emergency evacuation. 
Role, such as fire marshals are allocated to specific staff on each day and these staff are trained 
appropriately. 

During an evacuation social distancing must be observed.  

Assembly points are assessed to determine any amendments needed to ensure that social distancing 
can be maintained. If necessary additional areas may be used to ensure sufficient space if available 
for all building occupants. 

 All staff and students are informed about any changes to the emergency evacuation procedures. 

 

Cleaning/Hygiene 

General 
All staff, students and visitors will be expected to wash their hands with soap and water for a minimum 
of 20 seconds upon entry to any trust site. If soap and water is not readily available hand sanitiser will 
be provided. 

Hand sanitiser will be provided at all key entrances and exits to a premises. Also, at high contact points 
and shared equipment. 

Tissues will be provided in all teaching spaces and offices. The ‘catch it, bin it, kill it’ procedure will be 
promoted throughout trust sites. 
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Staff and students will be encouraged to wash their hands prior to eating, after going to the toilet and 
after every teaching session or break time. 

Staff are encouraged to wash their hands for at least 20 seconds after handling students work and 
books. Staff should not take students books/work home. 

All equipment (including office computers) is wiped down prior to use and after use by that person. 
Wipes or cleaning solution will be provided for this purpose. 

Any equipment or furniture which is not required should be stored away separately or if space does 
not allow this should be pout to one side and clearly identified as not to be used. 

Students will be expected to bring in from home and use their own equipment. There will strictly be 
no sharing of equipment. Should students require an additional piece of equipment they do not 
possess this will be provided by the teacher and appropriately cleaned after use. 

School uniform requirements are reviewed to ensure that clothes worn to school can be washed on a 
daily basis. 

Food and drink only consumed in dedicated areas. 

 

Cleaning 
Cleaning of areas used will be conducted after each session or at the end of the day. 

Cleaning of high contact areas such as door handles, stair rails, touch screens etc. will be conducted 
on a regular basis throughout the day and all of these items will be cleaned with an appropriate 
disinfectant at least one a day. 

First Aid and medical rooms will be cleaned regularly.  

All areas used for eating are thoroughly cleaned at the end of each sitting/break, including chairs, 
door handles, and payment devices. 

Additional cleaning will be undertaken where a confirmed case of covid-19 has been 
reported/identified. Specific cleaning products will be made available for this purpose. 

Adequate cleaning supplies are in place including longer term arrangement for continual supply. 
Where necessary this is confirmed with FM provider. 

 

First Aid 
PPE appropriate to the circumstances e.g. gloves, face masks and eye protection (if necessary) should 
be provided. 

Training will be provided to all staff who will be required to use PPE. The training will show them how 
to put it on and take it off safely. 

Staff will wash their hands and ensure the affected area is cleaned upon completion of the treatment. 
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All first aid waste and PPE should be disposed of by double bagging and put in the clinical / external 
waste. 

 

PPE 
It is not advised that everyone on a school site should be provided with or wearing PPE for the entire 
time they are on site. 

Each school should ensure that they have a supply of PPE as there are some specific circumstances 
and tasks which require employees to wear PPE and where required with will be provided by the Trust. 

PPE to be provided will include where necessary disposable gloves, disposable aprons, disposable 
masks and face shields. 

The table on the next page details exactly what PPE is required in what circumstances. 

PPE will be disposed of in a controlled way and a specific bag/bin.  

The below Public Health England guide shows those who have to use PPE should safely put it on and 
take it off. 
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SEND 
Risk assessments are carried out for 

 students who have not previously been required to be risk assessed but in the new 
circumstances may pose a risk;  

 students who need specific care, which cannot be delivered whilst ensuring social 
distancing, including those requiring daily or emergency medication 

 potentially violent pupils, especially those with a known risk of spitting and/or 
requiring physical restraint 

An assessment of the availability of school transport for students with special needs has been 
carried out. 

Current risk assessments for individual students have been reviewed to 

 ensure they are appropriate and adequate 

 identify any updates needed to take into account the change in the nature of the 
provision being made under COVID-19 guidance. 

Vulnerable People 
All Clinically Extremely Vulnerable employees/students who have received a letter from the NHS/GP 
are required to shield and must not attend work/school.  They will be supported to work from home 
where possible.  

All employees/students who live with a person who is Clinically Extremely Vulnerable are able to 
attend work/school only if stringent social distancing can be adhered too.  

All Clinically Vulnerable employees and students who have not received a letter but are listed on the 
government’s clinically vulnerable list should work/stay at home where possible. However, these 
employees/students are able to attend the work place/school in the safest available roles 
maintaining the safety measures issued by the government.  

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-
and-safe-social-distancing#clinically-vulnerable-people 

If an employee/student lives with someone who is on the clinically vulnerable list they can attend the 
workplace/school maintaining the safety measures issued by the government. 

All employees/students, themselves or persons within their household have COVID-19 symptoms, 
should not attend work/school and self-isolate as per the Government/NHS guidance.  

We regularly contact/keep in touch with colleagues and students who are self-isolating/working 
from home and monitor/support both their Physical and Mental Health & Wellbeing. 

We provide suitable information and equipment to work at home safely and effectively including 
those staff who require additional aids and adaptations.  
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There should be provision of on-line/distance learning materials for all students who are unable to 
attend school. 

Home visits are only undertaken if it is absolutely necessary. 

Staff will use their own vehicle to get to the visit and once they arrive, they will knock on the door 
and step back to maintain social distancing. 

Staff will consider whether it is possible to have a conversation with parents and pupils via an open 
window. 

Lone working risk assessments/procedures are adhered to at all times when undertaking home visits 
e.g. buddy systems, regular telephone contact with school.
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HR and Absence Procedures 

Coronavirus Symptoms 
Do not leave your home if you have either: 

 high temperature – this means you feel hot to touch on your chest or back (you do 
not need to measure your temperature) 

 a new, continuous cough – this means coughing a lot for more than an hour, or 3 
or more coughing episodes in 24 hours (if you usually have a cough, it may be 
worse than usual) 

To protect others, do not go to places like a GP surgery, pharmacy or hospital. Stay at home. 

 Loss of/change in normal sense of taste or smell (anosmia) Use the 111 online 
coronavirus service to find out what to do. 

https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms-and-what-to-do/  

If you are within the first 3 days of symptoms or a member of your household is, you can request a 
C19 test appointment for yourself or household member with the help of the Governments Employer 
portal for national testing.  

Employer Portal - Coronavirus National Testing Programme  

We have now got access to the employer portal to enable us to refer colleagues for testing 
appointments. This test is for staff who have coronavirus symptoms or if a member of staff does not 
have symptoms but members of their house hold do. The testing will be done via driving to a 
regional test site or the request of a home testing kit.  

Important: you should get tested within the first 3 days of showing symptoms, although testing is 
effective until day 5. 

Steps to follow to request a test via the employer portal:  

Email Carly Braid cbraid@chorustrust.org and cc your School HR team with the following 
information:  

 Full name  

 Mobile phone number (you will be sent a unique code via text)  

 Vehicle registration (that you will use to drive to the test site)  

 NHS number (if known)  

 

Once this information has been uploaded to the employer portal, the NHS team will contact you via 
text with a unique code to enable you to book an appointment using the following link test-for-
coronavirus.service.gov.uk/appointment 



  Coronavirus Operating Procedures 
 
 
 

   
 Page 14 of 14 

There is an employee guide which contains further details & frequently asked questions regarding 
the testing programme, this is available from your HR team. 

Self-isolation 
Do not leave your home if you have symptoms of coronavirus (COVID-19) or live with someone who 
does. This is called self-isolation. Click the link for further details on self-isolating and how to do this 
effectively. 

https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-advice/  

Sickness Pay for School Employees with COVID 19 Symptoms & those Self 
Isolating 
Under the rules of the Burgundy book for Teachers & the Green book for Support staff, employees are 
entitled to full pay for absence due to infectious illness. This absence doesn’t count against sick leave 
entitlements or sickness absence triggers. 

Sickness Absence Procedure 
Employees must continue to follow the normal sickness absence reporting procedures that are set in 
each school. Please refer to the staff handbook for your school for the specific details regarding your 
contact person and the relevant contact number/email address.  

Working from Home 
Please note employees working from home will be continued to be paid as normal as long as they are 
available to work as agreed with their line manager. If employees are unable to be available for work 
due to childcare issues, please follow the normal leave of absence policy guidance. 

Annual Leave Reminder for 52 Week Staff 
We would like to remind staff that we all need time off for our own health and wellbeing, so leave and 
time off work, even if at home is valuable. Employees need to take annual leave within the year to 
allow themselves rest time. 

 


