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Managing risks in a hub school: checklist  
Use this to make sure you’re taking all the necessary steps to keep pupils and staff safe in your hub or cluster school.

[image: image8.png]



Follow procedures for accepting new pupils 
	
measure to take  
	
✓

	Collect essential information on each new child, including: 

· Their name and address 

· Emergency contact details

· Who will usually pick them up from school
· Details of any additional needs, e.g. medical or dietary needs, or if they have an education, health and care (EHC) plan 

· Entitlement to free school meals 
	

	Your DSL (or senior leader responsible for safeguarding) should collect the information in this section.  
For each vulnerable child: 

· Find out who their social worker is
· Find out why the child is vulnerable and what arrangements are in place to support them 
· Get access to their EHC plan/child in need plan/child protection plan from the previous school’s DSL or deputy 

For each looked after child (LAC): 

· Find out who their responsible virtual school head (VSH) is
· Get access to their personal education plan from the previous school’s DSL or deputy
	

	Get consent from parents for your school to provide first aid, seek emergency medical treatment and administer emergency pain relief. 
	

	Make sure you have a process in place for checking on the welfare of any child who doesn’t attend on any day.
	

	Make sure senior leaders know where you keep information about pupils. 
	

	Provide details of fire evacuation procedures for new pupils. 
	


Staffing arrangements 

	Measure to take 
	  ✓

	Make sure the right number of staff are in school every day to maintain an appropriate ratio with pupils and to cover essential staff roles (get help with identifying essential roles here) – try to keep class sizes as small as possible.
	

	Risk assess all new staff who’ve temporarily moved from another school – use the same risk assessment as you would for volunteers. Alternatively, seek assurance from their current employer to make sure they’ve got the relevant safeguarding checks.  
	

	Log everyone who’s working or volunteering at your hub school in your single central record (SCR).
Include any staff or volunteers “on loan” from other schools.
	

	Provide health and safety information to any staff on loan, including fire evacuation procedures, etc.  
	

	Make sure all staff have read the addendum to your child protection policy.
	

	Make sure all staff know they must not take any pictures of pupils.
	

	Appoint a senior leader responsible for any staff on loan.
	

	Keep a record of your staff rota. 
	


Put arrangements in place to reduce spread of virus 

If you haven’t set up the following arrangements yet, try to do them as soon as you can. 

	measure to take 
	  ✓

	Identify which parts of the school you’ll be using and close off unused parts, to reduce the amount of cleaning needed.
	

	Stagger the beginning and end of the school day, so not all pupils enter and leave school at the same time using the same entrances and exits.
	

	Discourage parents picking up their children from gathering at the school gates.
	

	If parents are coming to school to pick up free school meals:

· Stagger pick-up times so they’re not all coming in at once

· If there’ll be a queue, set out 2-metre markers on the ground for them to stand on – use tape or cones

· Make soap and water or alcohol-based hand sanitiser available to them as they pick up the meal

If you can, avoid letting parents into your school – consider whether you can deliver the meal packages or take them outside to parents.
	

	Identify a room that sick pupils can be kept in until parents come to collect them, ideally with:

· A door you can close

· A window you can open for ventilation

· A separate bathroom they can use (either attached to the room or nearby)
	

	Make sure staff in school know that they should:

· Move pupils to this room if they’re sick

· Wash their hands for 20 seconds after making contact with the ill pupil
	


Follow social distancing and hygiene guidance 
	MEASURE TO TAKE
	✓

	Keep pupils at their desks, away from each other, for as much of the school day as you can, ideally 2 metres (3 steps) apart – try to keep class sizes small so you can achieve this more easily.
	

	Avoid any group activities that requires pupils to be in close physical contact with each other, such as:

· Assemblies – you could deliver these online, even for pupils in school

· Certain sports and playground games
	

	When serving meals:

· Stagger lunch times so fewer children are eating in the same area at once

· If there’ll be a queue, set out 2-metre markers on the ground for them to stand on – use tape or cones
	

	Make sure everyone is washing their hands with soap and water for at least 20 seconds across the school day, particularly:

· After coming into school

· After sneezing or coughing

· Before and after handling or eating food

· After going to the toilet

· Before and after staff hand out food packages, if that’s how you’re organising free school meals
	

	If you can, place alcohol-based hand sanitisers at the entrance of each room you’re using, including toilets, classrooms and halls.
	

	Encourage pupils and staff to avoid touching their face with unwashed hands.
	

	Provide tissues in rooms that you’re using, and make sure pupils and staff are trying to catch. sneezes and coughs in these and binning them afterwards, or using their elbow if they don’t have a tissue available.
	

	When possible, open windows to increase air flow and ventilation.
	

	Follow guidance on cleaning for schools - see our health and safety checklist 
	


Daily cleaning

	MEASURE TO TAKE
	✓

	Use standard cleaning products to clean and disinfect frequently touched objects and surfaces, including:

· Banisters

· Classroom desks and tables 

· Bathroom facilities (including taps and flush buttons)

· Door and window handles 

· Furniture 

· Light switches 

· Reception desks

· Teaching and learning aids 

· Computer equipment (including keyboards and mouse)

· Sports equipment 

· Toys 

· Telephones 

· Fingerprint scanners 
	

	Remove rubbish daily and dispose of it safely.
	


Cleaning if there’s been a suspected case in school

Use this list to make sure you’re following government guidance. If you’re looking for a checklist for deep cleans to share with your cleaners, go to the last section in our article on how to approach cleaning. 
	MEASURE TO TAKE
	✓

	Clean and disinfect surfaces the person has come into contact with, including:

· Objects which are visibly contaminated with body fluids

· All potentially contaminated high-contact areas (e.g. bathrooms, door handles, telephones, grab-rails in corridors and stairwells)

You don’t need to specially clean public areas they’ve passed through briefly (e.g. corridors) which aren’t visibly contaminated with body fluids
	

	When cleaning hard surfaces and sanitary fittings, use either:

· Disposable cloths, or

· Paper rolls and disposable mop heads
	

	When cleaning and disinfecting, use either:

· A combined detergent/disinfectant solution at a dilution of 1,000 parts per million available chlorine

· A household detergent, followed by a disinfectant with the same dilution as above
· An alternative disinfectant, that’s effective against enveloped viruses
	

	Make sure all cleaning staff:

· Wear disposable gloves and apron  
· Wash their hands with soap and water once they remove their gloves and apron 
If there's a higher level of contamination (e.g. the individual has slept somewhere) or there's visible contamination with body fluids, you might need to provide cleaning staff with a surgical mask or full-face visor. The local health protection team's risk assessment will let you know if you need this equipment.
	

	Wash any possibly contaminated fabric items, like curtains and beddings, in a washing machine. Clean and disinfect anything used for transporting these items with standard cleaning products.
	

	Launder any possibly contaminated items on the hottest temperature the fabric will tolerate.
	

	If items can’t be cleaned using detergents or laundering (e.g. upholstered furniture), use steam cleaning.
	

	Dispose of any items that are heavily soiled or contaminated with body fluids.
	

	Keep any waste from possible cases and cleaning of those areas (e.g. tissues, disposable cloths and mop heads) in a plastic rubbish bag and tie when full.
	

	Place these bags in a suitable and secure place away from children and mark them for storage. 

Wait until you know the test results to take the waste out of storage.
	

	If the individual tests negative, put the bags in with the normal waste.

If the individual tests positive, then you'll need a safe and secure place (away from children) where you can store waste for 72 hours. 

If you don't have a secure place, you'll need to arrange for a collection for ‘category B’ infectious waste from either your: 
· Local waste collection authority (if they currently collect your waste) 

· Or, by a specialist clinical waste contractor
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	Get the knowledge you need to act at thekeysupport.com/sl
> Logins for all your leaders, at no extra cost
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