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Introduction 

This booklet is designed to sit alongside operating procedures which reflect the changing response 

to the Covid 19 pandemic depending on the number of cases within the school or the community. 

The operating procedures are organised into Green/Amber/Red and reflect the risk level present at 

any time. The information contained in this booklet is additional general information that applies at 

all times. 

Following the outbreak of Covid 19 this guidance has been created for the safety of all our pupils and 

staff so far is reasonably practicable and in line with s.2 of the H&S at Work Act 1974. We would like 

to take this opportunity to thank you in advance for adhering to this booklet and the guidance that 

goes along with this booklet. Only following these guidelines can we open our School safely 

providing you with the protection that you are entitled to and deserve.  

Deliberate breaches of this guidance putting yourself and others at risk will be classed as 

misconduct. 

As a SMLT we strongly encourage taking part in the CV-19 vaccination programme but where this is 

not taken up, you will be asked to meet with the Executive Head Teacher/HR Manager and 

thereafter we will risk assess both the impact on the individual and the wider school community.  As 

a result of that, you are likely to be asked to commit to enhanced health and safety measures which 

could include daily testing/mask wearing at all times while onsite/any other reasonable 

management request in an effort to maintain a reduced risk for all of us. 

 
Staff close contact information, LFT and self-isolation.  

• If you have: 

o temperature of 37.8°C or above   

o or a persistent dry cough 

o loss or change to your sense of smell or taste 

• You should do a LFT as soon as possible. School will be able to provide one. 

 

Then follow the Attendance at Work Absence procedures. Do not attend your Campus.  

A copy of the Attendance at Work Absence procedures is set out at the end of this 

document. 

 

• Please ensure you inform HR of the result of your test. 



All close contacts are asked to take a LFT daily for 6 days and to isolate only if a positive result is 

received.  

Close contacts are asked to continue to LFT test daily. (LFT testing should be carried out regardless of 

any previous infection in the last 90 days* this is a significant change to previous guidance. If pupils 

cannot carry out LFT themselves then LFT should be sent home so that parents not staff may assist. 

If it is still not possible to LFT the pupil may come into school providing they have no symptoms.) 

 

LFT – Lateral Flow Tests are available for staff so that they may test twice weekly. LFTs produce a 

result in 30 minutes and do not require a laboratory to process the result. Campuses do not make it 

a requirement to have been tested in order to attend their setting, testing is voluntary.  

 

If you are symptomatic - 

 

If your day 5 LFD test result is positive, you can continue taking LFD tests until you receive 2 

consecutive negative test results. 

For unvaccinated staff, there is no longer a requirement to self-isolate if you are a close contact.  If 
you choose to do so, this will be unpaid. 
Absences, should you choose to self-isolate, will be recorded as either dependents leave if you are 
looking after a dependent as defined in employment legislation or sickness absence if for yourself. 
You will be paid your usual sickness entitlement if you test positive for Covid.  
 
If you are unvaccinated the above rules apply, (you will be required to self-isolate for 5 days and you may 

return to work if you have a negative LFT on days 5 and 6.  If you still test positive thereafter you should test 
daily and only return to work once you have received 2 negative LFTs on consecutive days, taken 24 hours 
apart.) 
 



You can self-certify for Covid sickness absences for up to 7 calendar days.  Thereafter you will be 
required to provide a medical certificate in line with usual expectations. 
 

Passenger Assistants 

• No Driver or Passenger Assistant will be allowed into School buildings for any reason. This 

will be agreed with all transport authorities prior to opening. 

 

Home time – Please ensure that each pupil washes /sanitizes their hands before leaving the 

building. 

Parents collecting their children will do so at 3.15pm  

Pupils on transport will be taken to the minibuses by the TAs for 3.25pm as normal  

Procedure to be followed if a suspected or a confirmed case occurs in School or School is notified 

of a suspected or a confirmed case 

If a pupil arrives with symptoms then the Teacher on duty at the door must immediately isolate in 

them nearest quarantine room. Then follow the below procedures: 

What to do if a child becomes ill during the day   If a pupil develops symptoms compatible with 

coronavirus.- temperature of 37.8°C or above, or a persistent dry cough, loss or change to your 

sense of smell or taste or any other symptoms of a new variant according to the NHS website.  

• Take the pupil to the Quarantine Room or isolate them within the a familiar place if this is 

more suitable for the child/young person.  

• Contact the Parent/Carer and ask them to collect. If they cannot do this promptly, arrange 

that a member of staff will take the pupil home immediately providing there is transport 

available and inform the Parent/Carer whether this will be done.  

• Remove the other children from the classroom to an outside area and arrange for a 

caretaker to fog the room - this should only take a few minutes once the Fogger reaches 

site. (see below for information on Fogger) 

Quarantine Rooms 

The member of staff supporting the child/young person in the quarantine room should wear a mask, 

apron and gloves while supporting them. 

Designated Quarantine Rooms: 

Linwood will have three rooms: 

The Turner meeting room, a breakout room in the Steve Brown Building & DSL office in the MH 

building. 

Springwood – Family / Parent room 

Littlewood – Sensory room 

Summerwood – Sensory room 



CHI Bargates – Meeting room  

Woodford - will use Twynham Primary’s Quarantine room.  

Fogger Machine 

After any suspected case Caretakers will use this to disinfect both the classroom and the minibus.  

This will enable the campus to continue to operate without undue interruption. 

What happens if a staff member in a class shows signs of coronavirus during the school day 

• The staff member should immediately be asked to carry out a LFT test if this proves positive 

they should be sent home.  

              Please notify HR of the result of the test whether positive or negative 

• Remove the children from the classroom to an outside area and arrange for a caretaker to 

fog the classroom.  

Staff who test positive = a confirmed case: follow current Covid guidance  

https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-

isolate-and-what-to- 

Staff who test negative: 

• If there was a temperature (37.8°C or above) you must remain at home for 48 hours after 

the temperature has stopped. 

• If you were sick (bilious) then you must remain at home for 48 hours after you stop being 

sick. 

• Please contact HR to inform them of when you will be returning to work. 

 

People at high risk 

Children and young people at high risk 

Some children and young people aged 5 to 17 are considered at high risk from COVID-19 if 
either: 

• they live with someone who has a weakened immune system (such as someone who 
has HIV, has had a transplant or is having certain treatments for cancer, lupus or 
rheumatoid arthritis) 

• they have a condition that means they're at high risk of getting seriously ill from 
COVID-19 

Conditions that mean they may be at high risk include: 

• a severe problem with the brain or nerves, such as cerebral palsy 

• Down's syndrome 



• severe or multiple learning disabilities (or they're on the learning disability register) 

• a condition that means they're more likely to get infections (such as some genetic 
conditions or types of cancer) 

All children and young people who are at high risk can get a 1st and 2nd dose of the COVID-
19 vaccine. 

Children and young people aged 12 to 17 can also get booster dose. 

Pregnancy and your risk 

If you’re pregnant your chance of getting COVID-19 is not higher than anyone else and it’s very 
unlikely you’ll get seriously ill with it. Pregnant women are in the moderate risk (clinically vulnerable) 
group as a precaution. This is because you can sometimes be more at risk from viruses like flu if 
you're pregnant. t's not clear if this happens with COVID-19. But because it's a new virus, it's safer to 
include pregnant women in the moderate risk group 

People aged 16 and over with a health condition that puts them at high risk of getting 
seriously ill from COVID-19 are eligible for a booster dose of the vaccine. 

These conditions include: 

• long-term lung conditions (such as severe asthma, COPD, bronchiectasis and cystic 
fibrosis) 

• long-term conditions affecting the heart or blood vessels (such as congenital heart 
disease, heart failure and peripheral arterial disease) 

• long-term kidney disease 

• long-term liver conditions (such as cirrhosis and hepatitis) 

• conditions affecting the brain or nerves (such as dementia, Parkinson's disease, 
motor neurone disease, multiple sclerosis, epilepsy, cerebral palsy or stroke) 

• severe or multiple learning disabilities 

• Down's syndrome 

• diabetes 

• problems with the spleen or the spleen has been removed (splenectomy) 

• severe obesity (a BMI of 40 or above) 

• severe mental conditions (such as schizophrenia and bipolar disorder) 

• a condition or treatment that makes you more likely to get infections 

• a condition your doctor advises puts you at high risk 



 

People who have a severely weakened immune system 

A 3rd dose and booster (4th dose) of the COVID-19 vaccine is being offered to people aged 
12 and over who had a severely weakened immune system when they had their first 2 
doses. 

This includes people who had or have: 

• a blood cancer (such as leukaemia or lymphoma) 

• a weakened immune system due to a treatment (such as steroid medicine, biological 
therapy, chemotherapy or radiotherapy) 

• an organ or bone marrow transplant 

• a condition that means you have a very high risk of getting infections 

• a condition or treatment your specialist advises makes you eligible for a 3rd dose 
Find out more about the COVID-19 vaccine for people with a severely weakened immune 
system 

 
 
Cleaning 
 
Cleaning of Computer equipment 

Introduction 
In light of the current Coronavirus (Covid-19) outbreak and based on current advice as of 17th June 

2020 we are recommending the following for cleaning of ICT equipment. This advice and the 

products recommended may change as more information comes to light.  

Products to Use 

Current recommended product for cleaning of ICT equipment: 
These wipes conform to British Standard BS EN 14476 according to our suppliers who state this will 
kill bacteria and viruses. Please use these wipes for IT equipment cleaning.  

 

https://www.nhs.uk/conditions/coronavirus-covid-19/coronavirus-vaccination-old/coronavirus-vaccine-people-with-severely-weakened-immune-system/
https://www.nhs.uk/conditions/coronavirus-covid-19/coronavirus-vaccination-old/coronavirus-vaccine-people-with-severely-weakened-immune-system/


If after cleaning with the recommended wipes any residue is left you can use glass cleaner and a 

disposable paper\clean microfiber cloth to finish the surface. This must only be done after you have 

cleaned correctly.  

Cleaning Advice  

When cleaning any equipment only run the cloth or wipe over a surface area once, i.e. do not rub a 

wipe over and over a surface. This is to avoid transference of any potential infection from one area 

to another.  Dispose of all wipes in the lidded bins provided. 

The best advice still remains that hands should be cleaned before and after using IT equipment, 

especially keyboards or equipment that are in shared areas or used by multiple people. 

• All equipment should be turned off before cleaning whenever possible.  

• Use the recommended disposable wipes in a single stroke and then dispose after.  

• All food and drink should always be kept away from any computer.  

IPads 

The majority of our iPads are all contained within a protective case that includes a built in screen as 

shown below in figure 1.  These can be cleaned easily using the methods described in Section 1. 

IPads with “big grips” (as shown in Figure 2) will need more careful cleaning as the grip will need to 

be removed and cleaned separately.  

 

 

 

 

 

 

 

Laptops 

Wipes should be used across the laptop keyboard and monitor each time the laptop is used.  

If the wipes used leave any residue on the screen finish off with standard glass cleaner. Never spray 

glass cleaner directly onto the surface but use disposable paper towel AFTER using the 

recommended wipes.  

Desktop Computers 
(Remember to always shutdown and turn everything off before cleaning) 

Keyboards 
You can turn your keyboard upside down and gently tap to allow any debris to fall out. Then use the 
recommended wipes to clean remembering to use in one direction and one area only. 

Mice 
Simply wipe the surface of the mouse with a disposable wipe in a single direction. 

Figure 1 – iPad in Otterbox Defender 
Case Figure 2 – iPad in Big Grip 

case 



Monitors 
The recommended wipes can be used on monitors. The areas to clean are the screen itself (if 
necessary) and the ON/OFF Button. Many of our students do touch screens even if they are not 
touch sensitive, so it is important the screens are regularly cleaned to avoid cross contamination.  

Switches 

If you use switches with your pupils these will need to be disconnected and wiped accordingly with 

the recommended wipes. 

 

Interactive Boards 

Turn off the Interactive Board.   

Wipe all parts of the touch screen with the disposable wipes in a single wipe and dispose. At this 

time please allow only staff to use the Interactive boards as directed in the “Linwood School Access 

to Campuses…” documents.  

Phones 

Desk\Office Phones 

Unplug your phone from the wall if possible to prevent any accidental dialling during cleaning. Most 

phones in the school have a single connector. If your phone has power also it is quite safe to turn 

this off at the wall before cleaning. If you are unsure please contact your ICT Team for advice on how 

to do this. 

Wipe the handpiece and keypad of your phone with a disposable wipe on a regular basis 

remembering to use a single wipe and dispose technique. Once cleaned reconnect the cable in the 

wall socket or turn the power back on (if applicable). 

Mobile Phones 

Mobile phones can be cleaned with the disposable wipes but can potentially damage the coating of 

the screen over long periods of time (different phones will have different coatings so it is 

recommended you check with the manufacturer). However, If your phone is water proof and has an 

IP68 rating it can be washed carefully with a paper towel gently moistened with some soap. Gently 

rinse off with water and dry with a clean paper towel. If you are unsure please contact ICT for advice. 

 

  



Wearing of PPE  

PPE equipment will be available across all sites. (Please see end of document for How to use PPE 

Equipment) 

Full PPE (apron, gloves, reusable mask, face shield) should be worn, in classes where it has been risk 

assessed that it is safe to do so e.g. the pupils will not attempt to remove it, when: 

• Undertaking personal care for any pupil 

• When feeding any pupil 

• Where pupils spit or display challenging behaviours e.g. bite, scratch 

• When taking pupils’ temperatures 

• When cleaning down surfaces and equipment (due to splashback)  

If pupils need to see staff faces, to aid communication, then the mask may be removed and the 

face shield only may be used. 

Full First Aid PPE with a disposable mask should be worn  

• If carrying out First Aid 

• If a child becomes ill during the school day and whilst escorting them to the Quarantine 

room 

When wearing full PPE a break of 30 minutes should be taken every 2 hours outside in fresh air to 

re-oxygenate. This time frame should be on an individual basis – some staff may find it more difficult 

than others to wear the full PPE and may need more regular breaks. This will need to be facilitated 

within the class team. 

PPE masks should be worn, where it has been risk assessed that it is safe to do so e.g. the pupils 

will not attempt to remove it, when: 

• Meeting pupils lining up outside prior to their temperatures being taken 

• In classes where pupils cannot socially distance and where pupils cannot remove the masks 

• When leaving your classroom to move around site masks must be worn 

• Admin / Support Staff / Catering Staff / Premises Staff should wear a mask when leaving 

their place of work and moving around campus 

In class- if pupils are able to socially distance themselves and there is good ventilation then staff may 

choose not to wear a mask.  

Outside- if pupils are able to socially distance themselves then staff may choose not to wear a mask. 

Whilst wearing PPE masks you will need to take regular breaks outside in the fresh air for up to 20 

minutes to re-oxygenate. A rota within your class team should be drawn up to accommodate this.   

All staff will be supplied with two washable masks to wear at school and out of school. We will also 

supply a plastic bags, please disinfect at home too to prevent excessive use.  After using the reusable 

mask place the mask in the bag by the elastic.  

Never touch a mask once worn by the front of the mask!! Only ever by the elastic. 

 

  



 

  



 

  



 


