	ROCHDALE METROPOLITAN BOROUGH COUNCIL
RISK ASSESSMENT
September 2020

	Area/task:  September Re-opening of The Annex (Before & After School Club) during Covid-19 Pandemic - Effective Infection Protection and Control
	School: St Thomas More RC Primary School

	Current situation
	School was open from 19th March 2020 to 17th July, except for 2 weeks at the end of May as recommended by PHE.

	People who might be harmed: staff, pupils, visitors
	Assessment date: July2020 

	Considerations for school:
· Caretaker who has been shielding – Shielding to be paused from 1st August 2020
· BAME Teaching Assistant 
	Review date: October 2020



	In line with the Department for Education’s instruction, it is our plan that all pupils, in all year groups, will return to school full-time from the beginning of the autumn term - Wednesday 2nd September 2020 (1st Sept/Staff INSET).
Our planning is underpinned by the Department for Education’s advice on effective infection protection and control which states the following:
“We are asking schools to prepare for all pupils to return full-time from the start of the autumn term, including those in school-based nurseries. Schools should not put in place rotas.
Schools must comply with health and safety law, which requires them to assess risks and put in place proportionate control measures. Schools should thoroughly review their health and safety risk assessments and draw up plans for the autumn term that address the risks identified using the system of controls set out below. These are an adapted form of the system of protective measures that will be familiar from the summer term. Essential measures include:
1. a requirement that people who are ill stay at home
2. robust hand and respiratory hygiene
3. enhanced cleaning arrangements
4. active engagement with NHS Test and Trace
5. formal consideration of how to reduce contacts and maximise distancing between those in school wherever possible and minimise potential for contamination so far as is reasonably practicable
How contacts are reduced will depend on the school’s circumstances and will (as much as possible) include:
· grouping children together
· avoiding contact between groups
· arranging classrooms with forward facing desks
· staff maintaining distance from pupils and other staff as much as possible”

Many of the protocols and procedures that were implemented during the summer term will remain the same in the autumn term with the expectation that they will further embed so that children who did not attend in the summer term will themselves adopt the measures also. 
All protocol and procedures are aligned to the Risk Assessment of Schools document (appendix 1) that has been produced using a LA-approved template following ‘Guidance for full opening: schools’ (https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#introduction). It is a legal requirement to review and update the previous risk assessment.
“The following plan outlines relevant detail from the government’s guidance with further detail about how St Thomas More R.C. Primary School will adopt measures and ensure compliance to the statutory elements within. The aim of this plan is to minimise the risks, whilst acknowledging that we can’t negate them entirely.”
	Initial Risk Assessment took place May 2020


	Reporting structure:
Agreed

	Names of all involved in assessment process: Mrs J Butterworth, Head teacher, Mrs A Quigg Deputy Head teacher, Miss S Dodd, Assistant Head teacher, Ms Kathy Kennedy & Ms Louise Williams, Co Chairs of Governors, Mrs J McBride, School Business Manager and Mr S Dixon, Caretaker.
Weekly update with co-chairs Louise Williams & Kathy Kennedy each Friday
Staff to inform SLT if any systems are not effective or need to report concerns/ illness/wellbeing issues 
Regular updates on Governor hub to keep all governors informed of school situation

	Head teacher authentication: Y

	Considerations for reopening to staff

	Open door policy for all staff to discuss concerns, worries – personal mental health issues 
WhatsApp STM team group to inform staff about bereavements (relations of staff & important information e.g. Positive staff member) – Set up 7th April 2020
All staff are expected to return to school September 1st for teachers & Teaching Assistants, 2nd September for lunch time staff 

	Considerations for reopening to children

	 “System of controls
This is the set of actions schools must take. They are grouped into ‘prevention’ and ‘response to any infection’ and are outlined in more detail in the sections below.
Prevention:
1) minimise contact with individuals who are unwell by ensuring that those who have coronavirus (COVID-19) symptoms, or who have someone in their household who does, do not attend school
2) clean hands thoroughly more often than usual
3) ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach
4) introduce enhanced cleaning, including cleaning frequently touched surfaces often, using standard products such as detergents and bleach
5) minimise contact between individuals and maintain social distancing wherever possible
6) where necessary, wear appropriate personal protective equipment (PPE)
Numbers 1 to 4 must be in place in all schools, all the time.
Number 5 must be properly considered and schools must put in place measures that suit their particular circumstances.
Number 6 applies in specific circumstances.
Response to any infection:
7) engage with the NHS Test and Trace process
8) manage confirmed cases of coronavirus (COVID-19) amongst the school community
9) contain any outbreak by following local health protection team advice
Numbers 7 to 9 must be followed in every case where they are relevant.”

Numbers 7-9 above may require school to share pupil/parent contact information with public health officials. This sharing of information is permissible under current law and is in line with data protection guidance covering schools.










Section 1: public health advice to minimise coronavirus (Covid-19) risks.
	Systems of control
	Action

	Prevention

1. Minimise contact with individuals who are unwell by ensuring that those who have coronavirus (COVID-19) symptoms, or who have someone in their household who does, do not attend school
	

If a member of staff, pupil, parent or any other adult show symptoms of Coronavirus or they have tested positive within the last 10 days, they are not to attend school (10 day isolation from positive test or symptoms. The symptoms have been communicated with all members of the school community on multiple occasions and will be shared again before the autumn term.

If an adult becomes unwell, they are to remove themselves from the setting as soon as possible.

If a child in the setting becomes unwell, the existing guidelines will be followed i.e. the child will be removed to a designated isolated space where they can be monitored and supported until they are collected by their parents or carers. The room that the child utilised will be immediately cleaned with Protect+ solution (or bleach) and the children/adults will wash their hands thoroughly for 20 seconds.

In terms of PPE, a fluid-resistant surgical face mask should be worn by the supervising adult if a distance of 2 metres cannot be maintained. If contact with the child or young person is necessary, then disposable gloves, a disposable apron and a fluid-resistant surgical face mask should be worn by the supervising adult. If a risk assessment determines that there is a risk of splashing to the eyes, for example from coughing, spitting, or vomiting, then eye protection should also be worn. The member of staff supporting the symptomatic child does not need to go home to self-isolate unless they develop symptoms themselves or if the symptomatic child subsequently tests positive or they have been requested to do so by NHS Test and Trace.

The disabled toilet is the designated toilet assigned to children who fall ill. Once the child is collected, both rooms (waiting and toilet if used) will be thoroughly cleaned by a member of staff wearing both gloves and a mask. 

The waiting room by the Main Entrance is the designated isolation space.

The child should then be tested for coronavirus. If the test is negative the child can return to the setting assuming they are well enough. If the test is positive, all children and adults within that group should self-isolate for 14 days and not attend the setting. This is why it is so important to not mix with other children and adults outside of your group – it is a protective mechanism. This guidance also applies if an adult presents as unwell and is subsequently tested as positive. 

Whether or not the whole bubble will close is dependent on the conditions of the day, rather than waiting for a test result.

Cases of COVID-19 should be reported to the Infection Control Duty Desk Infectioncontroldutydesk@Rochdale.Gov.Uk   01706 927081

Rochdale Borough Council, Floor 3, Number One Riverside, Smith Street, Rochdale, OL16 1XU



	Prevention

2. Clean hands thoroughly more often than usual.
	Adults and children are to wash their hands on the following occasions:
· Entry to school
· Before/after break times
· Before lunch
· When they change rooms
· Before leaving school
· Anytime that they visit the toilet or cough/sneeze in to their hands. 

Additional hand sanitisers pumps have been purchased and are stationed in each classroom as well as additional hand sanitisers at appropriate points in school i.e. the hall, the playground,  the reception desk for visitors and staff upon arrival and the photocopying areas for increased hygiene as a ‘pinch point’ in the school. 

Where children are struggling to wash independently they may receive support assuming the adult supporting is also washing their hands. Children may also use moisturiser supplied from home when required.

If a child cannot appropriately wash their hands, then skin friendly skin cleaning wipes can be used as an alternative. Where required, staff are to request these packs from the office.

Hand hygiene protocols are to be re-visited at the start of the year during the initial department assemblies in September and in class daily when the children will receive reminders about the expectations of practices and protocols in school. They will be established as part of our culture and behaviour expectations.


	Prevention

3. Ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach.
	

During the initial department assemblies in September and in class daily the children will be reminded of the posters around school that encourage them to catch it, bin it and kill it. Children will be reminded that if tissues are regularly disposed of throughout the day, they should be thrown in to the lidded bins in each classroom using the foot-pedal to open the bin and their hands must be cleaned afterwards. 

Where pupils struggle to maintain as good respiratory hygiene as their peers (spitting etc) they will need an individual risk assessment to ensure measures can be put in place to reduce the risks. This is not a reason to deny these pupils face-to-face education.


	Prevention

4. Introduce enhanced cleaning, including cleaning frequently touched surfaces often, using standard products such as detergents and bleach
	

At regular intervals (as per the cleaning schedule), adults will disinfect and clean tables, door handles and equipment. Each class will have their own allotted set of classroom cleaning equipment in a caddy. It will be stored appropriately within the classrooms. 

Children should be allowed to go to the toilet as they would do in a normal school day, however staff need to be very aware of how many other children are also using the toilet and ensure that children wash their hands afterwards. Toilets are to be cleaned regularly.

If we are required to clean an area after a positive case of coronavirus has been identified, we must follow the guidelines (https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings). This includes ensuring that all tissues, PPE, and cleaning materials are put in a separate disposal bag that is stored securely for 72 hours before being disposed of.


	Prevention

5. Minimise contact between individuals and maintain social distancing wherever possible. 
	

Grouping the Children

There has been recognition from the DfE that children cannot distance themselves from staff or from each other. Bubbles provide an additional protective measure and they make it quicker and easier to identify those who need to self-isolate as a result of a positive test result. 

The DfE guidance reads as follows:

“In this guidance for the autumn term, maintaining consistent groups remains important, but given the decrease in the prevalence of coronavirus (COVID-19) and the resumption of the full range of curriculum subjects, schools may need to change the emphasis on bubbles within their system of controls and increase the size of these groups.”

Many areas of St Thomas More R.C. Primary are ‘open plan’ or adjoined classrooms, therefore our bubbles will be in departments i.e year groups working as Nursery, Reception KS1 (y1/2), LKS2 (3/4), UKS2 (5/6). The Annex will be organised:

Morning 7:40-8:40am
· Resource room – EYFS & KS1
· Hall – KS2

Afternoon 3:10- 5:45pm
· Reception – Early Years (staff = Ann Marie & Michelle)
· Resource room – KS1 (Staff= Jean & Dave)
· Hall – KS2 (Vickie & Brad)
From 5pm any children left can remain in the hall.

A number of EHCP children attend and their needs must be met.


Within the government guidance, it recognises that younger children will not be able to maintain social distancing, and it is acceptable for them not to distance within their group. This has implications for NHS Test and Trace should there be the need to contact parents of children as a result of a positive case. The guidance also advises that siblings may be in different groups and encourages schools to use measures as best they can as it will still reduce the network of possible direct transmission. 

All teachers and other staff can operate across different classes and year groups in order to facilitate the delivery of the curriculum, however now that we are in department bubbles, the necessity for this to happen is very unlikely.

Measures within The Annex 

Adults are to encourage children to maintain a distance between one another whilst inside and reduce the amount of time that they are in face-to-face contact with one another. Where circumstances allow, adults are to try to distance from children and one another. 

Children with additional needs should receive as much support as normal but adults are to be extra vigilant and mindful of their face-to-face time with the children and reduce this where possible. 

Measures elsewhere

Food preparation is to take place in the staff room, thought to be given to the food to be given. Breakfast cereals will continue in the morning, but alternative evening food to be arranged to reduce any transmission. Strict social distancing must be in place and where possible. Staff are requested to clean and wipe the tables and equipment after use with Antibac wipes provided. It is important for your own wellbeing that you see colleagues and I encourage this, but please do not contravene social distancing measures otherwise multiple groups could be at risk of infection should anyone present with symptoms.

[bookmark: _GoBack]Measures for arriving at and leaving The Annex 

Entrance and Exit will be via the Reception door

Staff will not be available for discussions to take place.

Any homemade non-disposable face coverings that staff or children, young people or other learners are wearing when they arrive at their setting must be removed by the wearer and placed into a plastic bag that the wearer has brought with them in order to take it home. Disposable face-coverings must be placed in a lidded bin. The wearer must then clean their hands.



	Prevention

6. Where necessary, wear appropriate personal protective equipment (PPE).
	


PPE should only be used for two reasons; where an individual is presenting with coronavirus symptoms and/or when a child is receiving intimate care (toileting/relevant first aid support).

The PPE available in school for dealing with cleaning of potentially infected zones and supporting ill children or adults is as follows:

· Face masks
· Aprons
· Gloves of various sizes
· Face shields (limited quantities)

Children need to know that some adults might be wearing PPE and that it is ‘ok’.

	Response to any infection

7. Engage with NHS Test and Trace.
	

Parents and staff will be informed that they are expected to engage in the NHS Test and Trace process if required to do so. 

They will be required to book a test and provide details of anyone that they have been in close contact with. They will then be obliged to follow the ‘stay at home’ regulations.

Anyone who displays symptoms of coronavirus can and should get a test following the flowchart response.

Contact with the symptomatic family will be maintained so that we can respond appropriately to either a positive or a negative result. 

If the test result is negative, the child can return to school assuming they would do so under normal circumstances. 

If the test result is positive, the child and family need to follow the ‘stay at home’ guidelines. 

	Response to any infection

8. Manage confirmed cases of coronavirus (Covid-19) amongst the school community.


	

School should contact the local health protection team:

Cases of COVID-19 should be reported to the Infection Control Duty Desk Infectioncontroldutydesk@Rochdale.Gov.Uk   01706 927081

Rochdale Borough Council, Floor 3, Number One Riverside, Smith Street, Rochdale, OL16 1XU

School must provide the details of those children/adults that have been in direct close contact with the child/adult (face-to-face contact for any length of time); proximity contacts (extended close contact – within 1m-2m for more than 15 minutes); travelling in a small vehicle with the infected person. 

The admin team will prepare a report that shows the contact details of each member of the department bubbles to support the contact tracers. 

School will inform parents of the infection, according to the flowchart, but we will not reveal the name of the infected child/adult. 

Those contacted or sent home must self-isolate for 14 days but those living in the household do not have to unless the child shows symptoms. At that point the household will need to go in to full isolation following stay at home guidance and have the test. If the symptomatic child’s test is negative, they must continue to isolate for the remainder of the 14 days. If the result is positive, they must inform school immediately and isolate for at least 10 days from the onset of symptoms. 

St Thomas More R.C. Primary will not (as per the DfE instruction) be able to ask for evidence of negative test results or other medical evidence before admitting children back after a period of self-isolation. 


	Response to any infection

9. Contain any outbreak by following local health protection team advice.
	

Keep in contact with our health protection team. 

If school has 2 or more confirmed cases within a 14 day period, this could be considered an outbreak and greater measures would need to be put in place. The health protection team would advise throughout. 

This could result in a phase bubble lockdown, a school closure or/and a mobile testing station being established in school.

Testing will focus on the affected classes, then their year groups and then the remainder of school if required. 
















Section 2: School operations
	Aspect of school
	Action

	
Transport
There is a distinction between dedicated school transport and wider public transport:
· by dedicated school transport, we mean services that are used only to carry pupils to school. This includes statutory home to school transport, but may also include some existing or new commercial travel routes, where they carry school pupils only
· by public transport services, we mean routes which are also used by the general public
	
Dedicated school transport

Pupils on dedicated school services do not mix with the general public on those journeys and tend to be consistent. This means that the advice for passengers on public transport to adopt a social distance of two metres from people outside their household or support bubble, or a ‘one metre plus’ approach where this is not possible, will not apply from the autumn term on dedicated transport. Therefore, school trips using coaches can still occur as long as the children travel in their consistent bubbles. 

If children are travelling via coach to a trip, for example, they are expected to adhere to the systems of control still i.e. good hand hygiene and distancing where possible.

School will only use travel companies who can share a policy that outlines their commitment to thoroughly cleaning coaches between use.

Wider public transport

Children should not attend trips or visits if they are required to use public transport to get there. This seems like an unnecessary risk for St Thomas More R.C. Primary to instigate. 

	
Attendance

Now the circumstances have changed and it is vital for all children to return to school to minimise as far as possible the longer-term impact of the pandemic on children’s education, wellbeing and wider development. 

School attendance will therefore be mandatory again from the beginning of the autumn term.



	

Attendance expectations

Places will be booked and confirmed via the office, Mrs McBride to oversee the booking and invoicing. See the Parent booklet link 

Pupils who are shielding or self-isolating

If rates of infection in the local area rise, then some parents who have children who were once shielding due to medical advice may wish to isolate their children again. St Thomas More R.C. Primary School will support those parents through dialogue with the school nurse team so that appropriate advice can be offered and leeway afforded. 

Where children can’t attend school as parents are following clinical and/or public health advice, absence will not be penalised.

Pupils and families who are anxious about return to school

If parents of pupils with significant risk factors are concerned, we will provide opportunity to discuss the safety at school and the procedures in place in an attempt to provide reassurance – this could be via a Zoom meeting.

These pupils are to be identified by school. Anna Quigg and and Vickie Ryder will support those children identified as anxious or who have not been engaging or who are considered vulnerable.


	
School Workforce


	
Staff who are clinically vulnerable or extremely clinically vulnerable 

St Thomas More R.C. Primary School has planned to follow the full measures within the guidance, therefore most staff will return to the workplace as normal.

Those members of staff that received a letter to say that they were extremely vulnerable and advising them to shield can also return as normal given that shielding is being paused on 1st August. However, those adults will be encouraged to maintain social distancing measures as much as possible when in attendance.

People who live with those who are clinically extremely vulnerable or clinically vulnerable can attend school as normal also.

Deploying support staff and accommodating visiting specialists

As per government guidance, teaching assistants may be deployed to lead groups or cover lessons under the direction and supervision of a qualified, or nominated, teacher. This will become an important measure to reduce the necessity of bringing in agency staff and compromising the integrity of bubbles, should there be a need to arrange cover for any reason. 

Supply teachers and other temporary or peripatetic teachers

Supply teachers will be used as a last resort to cover classes, however if required they will need to maintain stringent distancing. 

These will need to be consistent people, not changing week-to-week. 

Staff taking leave

The government has set a requirement that people returning from some countries will be required to quarantine for 14 days. 

Where staff are required to quarantine after returning from holidays, they need to understand that any period of absence is not authorised given that they are knowingly becoming absent from work. No home-working role is available to those adults therefore staff would be determined as being absent without leave. All staff have been informed via email in summer term. 


	
Safeguarding
	
All existing pre-covid safeguarding measures will return as normal, however Joanne, Anna, Sarah and Vickie will organise additional time to ‘catch-up’ with those children requiring additional pastoral support as a result of prolonged absence from school.

	
Estates


	
Frances, Joanne and Julie McBride will conduct the normal pre-term building checks as per the existing schedule of work. 

Teachers need to ensure that classrooms have good ventilation (open windows and doors).


	
Educational Visits
	
School trips are permitted to resume however the risk of compromising the integrity of bubbles by mixing with other schools attending venues or using coaches that have also been used by other schools, does not seem conducive with guidance.
 



Section 3: Curriculum, behaviour and pastoral support
	Aspect of school
	Action

	
Activities


	
Morning
Hall & Resource room to be used.
Hall for food, Resource room for quiet morning activities
Afternoon
Each Annex bubble will have a box of activities available for their designated room

Equipment used must be wiped at the end of each session.


	
Outdoor Activities

	
The Annex bubbles will be able to play outside using the Adventure equipment & a range of activities.
Equipment must be wiped/sprayed at the end of each play session


	
Pastoral support
	
The pastoral team will ensure that appropriate materials are on hand to support children’s wellbeing. PSHE sessions will need to provide children with the opportunity to rebuild friendships and social engagement and address issues linked to coronavirus. 

Where issues arise, Vickie Ryder is to be informed so that specific interventions can take place. Vickie Ryder will need to ensure that she distances appropriately during meetings (outside preferably) given that she will be required to work across department bubbles. 


	
Behaviour expectations
	
The current approved behaviour policy coronavirus amendment will still apply. 

During September, children will be reminded about the expectations of behaviour and The Good to be Green Behaviour Policy, this will be revisited during the Autumn Term. The Behaviour Policy will be widely discussed so that the ethos of the school does not change. The climate and culture needs to remain one of high expectations and respect for one another.




Section 4: Contingency planning for outbreaks 
	Aspect of school
	Action

	
A local outbreak


	
If school is made aware of a local outbreak, the PHE health protection team or the local authority may advise school to close. Preparations will be made by way of a contingency plan so that learning can still continue and the community can remain safe. 
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		COVID 19 SCOOLS - SAFETY RISK ASSESSMENT



		Directorate: Neighbourhoods

		Section/Team:   Facilities Management



		Job role/s: Site Managers / Caretakers / Cleaning staff – Schools & Public Buildings

Cleaning of all internal premises when a positive Covid test has been identified.. 



		People who might be harmed i.e.pupils, teaching staff, members of the public, officers, cleaners, cleaners in charge, caretakers, site managers.

		Assessment date: 17.06.20



		Are there any special considerations needed for new & expectant mothers or persons under 18, etc.   Yes . New and expectant mothers and any staff over 70 must self isolate.

		Review date: 18.09.20



		Names of all involved in assessment process: (e.g. Manager, Union rep, etc.):

Peter Gurney

		Manager authentication: Peter Gurney



		Hazard / risk identified

 Task/ activity / process / stressor

		Current precautions in place

		Improvement action needed

following incidents, changes, etc. Place these on an action plan.



		Contact with colleagues/pupils/staff/contractors/officers/public.

		· The area or areas that have been contaminated MUST be sealed off immediately. 

· Your line manager MUST be informed immediately.

· You must keep 2 meters distance from other team members, pupils, teaching staff, members of the public, officers, cleaners, cleaners in charge, caretakers, site managers.

· Should you need additional trained staff to support you must speak to your line manager.

		· The appropriate signage to be displayed in the cleaners and caretakers rooms.

· Use tape to cordon off if required.





		PPE

		· You must wear and disposable gloves, aprons and face masks at all times. This PPE MUST be disposed of following the procedure detailed below. 

· Uniform MUST not be taken home unless for washing..



		· Additional PPE in particular disposable aprons and disposable gloves and face masks will be issued and must be worn

· Ensure you have enough stock of PPE and materials at all times.









		Cleaning

		.

· PPE, including gloves, aprons and face masks must be worn at all times.

· The priority is cleaning all surfaces using a disinfectant. These areas include door handles, surfaces, toilets, internal glass and all other hard surfaces including floors

· Disposable cloths must be used when cleaning. These along with aprons, face masks and disposable gloves must be double bagged at the end of the clean, and kept safe.. After 3 days these bags can go out following normal procedures.

· Any soft furnishings or carpets can be cleaned by either using a carpet extraction machine, steam cleaner OR spray the affected area with disinfectant.

All surfaces that the symptomatic person has come into contact with must be cleaned and disinfected, including:

· objects which are visibly contaminated with body fluids

· all potentially contaminated high-contact areas such as bathrooms, door handles, telephones, grab-rails in corridors and stairwells

Use disposable cloths or paper roll and disposable mop heads, to clean all hard surfaces, floors, chairs, door handles and sanitary fittings, following one of the options below:

· use either a combined detergent disinfectant solution at a dilution of 1,000 parts per million available chlorine, OR

· a household detergent followed by disinfection (1000 ppm av.cl.). Follow manufacturer’s instructions for dilution, application and contact times for all detergents and disinfectants, OR

· if an alternative disinfectant is used within the organisation, this should be checked and ensure that it is effective against enveloped viruses

Avoid creating splashes and spray when cleaning.

Any cloths and mop heads used must be disposed of and should be put into waste bags as outlined above.

Any items that are heavily contaminated with body fluids and cannot be cleaned by washing should be disposed of.

		Ensure you have enough cleaning materials at all times



Ensure you follow the governments guidelines at all times following the link, 

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





		Waste

		Waste from possible cases and cleaning of areas where possible cases have been (including disposable cloths and tissues):

1. Should be put in a plastic rubbish bag and tied when full.

2. The plastic bag should then be placed in a second bin bag and tied.

3. It should be put in a suitable and secure place and marked for storage until the individual’s test results are known.

Waste should be stored safely and kept away from children. You should not put your waste in communal waste areas until negative test results are known or the waste has been stored for at least 72 hours.

· if the individual tests negative, this can be put in with the normal waste

· if the individual tests positive, then store it for at least 72 hours and put in with the normal waste

If storage for at least 72 hours is not appropriate, arrange for collection as a Category B infectious waste either by your local waste collection authority if they currently collect your waste or otherwise by a specialist clinical waste contractor. They will supply you with orange clinical waste bags for you to place your bags into so the waste can be sent for appropriate treatment.









		



		Personal Hygiene

		· Ensure hands are washed regularly and thoroughly with neutral detergent and water for 20 seconds or more using the 7 point approach

· Step 1: Wet Hands. Wet your hands and apply enough liquid soap to create a good lather. ... 

· Step 2: Rub Palms Together. ... 

· Step 3: Rub the Back of Hands. ... 

· Step 4: Interlink Your Fingers. ... 

· Step 5: Cup Your Fingers. ... 

· Step 6: Clean the Thumbs. ... 

· Step 7: Rub Palms with Your Fingers.



· Use a hand sanitizer after washing your hands.





		



		Personal Health



		· If anyone shows signs of having a high temperature or ongoing cough you MUST immediately self-isolate and inform management. 

· You will be informed of any changes in relation to Covid. Latest updates can be found at  https://www.gov.uk/coronavirus https://www.nhs.uk/conditions/coronavirus-covid-19/ 



		· Once management have been informed this will be reported to the Covid19 team and you will be requested to attend testing at an agreed time and date.

· Once management receive the test results if this is positive follow the appropriate guidelines if negative please speak to your area manager.



		Communication

		Any updates to this RA will be forwarded to yourselves ASAP.
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This assessment should be reviewed following significant changes, the introduction of new machinery, equipment, substances or procedures & following incidents, or at least annually.

Risk assessment form / Central Safety Unit / May ‘13
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Health and Safety
Your child will participate in fire drills at least once a term. All accidents and incidents will be rec-

orded and a head count will be undertaken routinely.

Child Protection

School has a policy for Safeguarding Children, this policy will also apply to the Annex Club, a
copy of which is available for your inspection. The club recognises the need for confidentiality
and this will be observed at all times, the exception being in cases involving child protection
when relevant agencies will be notified.

Partnership with Parents

At St Thomas More Annex Club we value our relationship with parents/carers and the communi-

ty.

We aim to work in partnership to provide the best childcare possible by:

- Understanding the need for confidentiality.

- Welcoming ideas and suggestions.

- Ensuring parents/carers can feel they can discuss any aspect of our service and join
in activities.

- Keeping parents/carers and the community informed of any special events or changes
via letters, notices and staff-parent contact.

- Ensuring individual children’s files are regularly updated.

- Ensuring consistence and reliability of staff and our service.

- Sharing and discussing children’s achievements, friendships and experiences.

- Promoting an ‘open door’ approach encouraging good communication between staff,
children and parents.

Complaints Procedure

If you are in anyway unhappy with the St Thomas More Annex Club and/or staff, please raise
your concerns in the first instance, with a member of staff. We guarantee that we will treat your
concerns with the respect and confidentiality they deserve. If following this, your complaint is not
resolved to your satisfaction please refer to the schools complaints policy which will apply to the
Annex club.

Waiting list and Admissions
All places will be issued an a first come, first served basis and if we are over subscribed a wait-

ing list will be kept. All registration forms must be returned to the office staff.

Contractual Statement

Once your child has been offered a place and attends the club, it is deemed that all parties have
read, understood and agreed to abide by all policies and procedures outlines.

The school requires two weeks notice if you no longer require a place at the club.

This agreement forms a contract.

St Thomas More R.C. Primary School
Evesham Rd
Middleton
M24 1PY
Tel: 0161 643 7132

St Thomas More R.C

Primary School

Annex Club

% e i 1%
e o i o
: g ~

Yoglber (» “\\\‘,JU) >

<

y\w\h l(}mn’,,u)‘ . & ..
e W

Mg Ui

' / %%M ks

Opening Times (Term Time Only)
Breakfast Club- 7:40am - 8.40am
After School Club- 3.15pm - 5.45pm

Charges
£4.00 per morning per child
£4.00 up to 4p.m. per evening per child
£6.00 up to 5pm per evening per child
£8 up to 5.45pm per evening
(Discounts are available for siblings)





Welcome
Welcome to our information booklet for parent/carers. We aim to provide as much infor-
mation as possible, but if there is anything else you need to know please contact us at
school.
We aim to offer children stimulating, creative and fun opportunities where they can play
with friends and make new friends in a comfortable and safe environment. A variety of
activities are available, including, arts and crafts, games, sports, drama and music, read-
ing, storytelling, quiet and imaginative play. We aim to provide a happy, caring and stimu-
lating environment where children can;
- Have fun
- Develop their confidence and self esteem
- Form positive relationships with peers and adults
- Share, respect and learn from each others cultures, experiences and traditions
- Take part in both planned and spontaneous play activities.

Fees

Parents are expected to pay the cost of all places a month in advance using the school
money system, you will receive a text with amount due. If you experience any difficulties
with payments, please do not hesitate to bring it to the attention of the staff or contact Mrs
McBride, our school Business Manager, in the school office to avoid any official action.
We can accept childcare vouchers , once you have informed us of your voucher scheme.
If arrears are incurred a letter will be sent to you to remind you that payment is
overdue. Failure to contact the school within one weeks of receipt of this letter will
result in the place at the club being withdrawn whilst the matter is resolved.

Registration
All applications will be considered, however as we are providing a Care service we have

no capacity to offer 1-1 support for children attending. Once your application has been
considered for a place at the club you will receive a registration form for completion. This
form must be read, fully completed and returned to school before we can offer your child
a place.

Non-Attendance/Absence

If a child is absent for one complete week or longer because of sickness then there will
be no charge however all other absences without prior notification will be charged at the
full rate. Parents/guardians will be expected to inform the staff by telephone if their
child is ill or will not be attending for some reason.

Signing In & Out
Parents/carers will be asked to sign their children in each morning and out again at the

end of the day.

Collection of children

Children should only be collected by the adults named on the registration form. If an alter-
native adult is picking up a child/children the school office should be informed on the day.
If parents/carers are consistently late collecting their children, they will be asked to
pay to the next hourly rate.

Staff
The children will be in the care of a Playleader and Playworkers, all who have been
routinely checked and cleared prior to employment.

Behaviour Management

St Thomas More Annex Club operates a behaviour management policy that aims to
reinforce positive behaviour. Unacceptable behaviour by any child will be brought to
their attention and if it persists will be recorded in an incident book. This will be brought
to the attention of the parent/carer, who will be requested to sign the book acknowl-
edging the information. If the behaviour of a child is persistently unacceptable, the
parent/carer will be invited to meet with the staff and discuss a behaviour plan.

By working in partnership the club hopes any behavioural difficulties can be overcome
without having to withdraw a child’s place.

Equal opportunities

We recognise that children and families using the service, and the staff involved, come
from many backgrounds with different experiences and needs. This statement seeks to
ensure that no-one receives less favourable treatment because of race, ethnic origin,
nationality, religion, cultural background, disability, gender, sexuality or circumstances
of age. We aim to offer quality to all who use the service. It intends to promote positive
images and attitudes towards differences. Wherever possible festivals and celebra-
tions from around the world will be included in the planning of activities. Stereotypes
that may arise will be confronted and amended positively to the best of our knowledge
and ability. The individual needs of every child and family are of the utmost im-
portance. They will be respected and attended to using the best of our abilities. The
opinions and suggestions of children and their parents/carers are welcomed and ap-
preciated, and will be acted upon whenever and wherever this is possible.

Anti Bullying Policy
Bullying is unacceptable behaviour. The staff at St Thomas More are committed to

creating a safe environment where children can play freely and without intimidation,
where they can talk freely about their worries with the confidence that staff will listen,
offer help, support or guidance. The school has an anti bullying policy and this will ap-
ply to the Annex Club. When bullying does occur we will work with children, staff and
parents to help those being bullied and to work towards amending the behaviour of
the perpetrators. In this way the club will make every effort to ensure the safety of the
victim and support the improvement in the behaviour of the bully.

Medicines

If a child requires medicine during either of the sessions at the club, a parent or nomi-
nated person is requested to come into school and administer the medicine them-
selves. Life preserving medication is an exception to the rule and children will be re-
sponsible for the administration of their own.
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COVID 19 SWP 1 - DAMP MOP SPOTS & SPILLS





Personal Protective Equipment / Clothing

All employees will be provided with the following:



Safety Footwear

Overalls, Tabards, Jackets, Trousers           

Disposable gloves / aprons (face masks can be worn if required)

Risk / Hazard Analysis

Significant risks may include:



· slips caused by spillage / wet surfaces

· muscle strains caused by repetitive movements



Method of Work

1. Set out wet floor type warning signs.

2. Damp mop all spots & spills using a solution of warm water and disinfectant diluted to manufacturers recommendations.

3. Mopped area(s) must be left as dry as possible to prevent any persons from slipping.

4. Ensure all equipment is cleaned and stored in a safe manner.



COSHH - Precautions / Information

For all products used applicable to the tasks, please refer to your COSHH sheets.



Plant & Equipment

· Mopping units, wringers and buckets need to be checked to ensure that handles etc. are secure.










 

COVID 19  - SWP 4 - CLEAN MATS & WELLS





Personal Protective Equipment / Clothing

All employees will be provided with the following:



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers           

· Disposable gloves / aprons (face masks can be worn if required)





Risk / Hazard Analysis  

No significant risks known



Method of Work

1. Set out wet floor type warning signs.

2. Remove mat from well and thoroughly brush & vacuum clean the well (including the inside edges).

3. Loosen all residual dirt from mat with hand scraper & vacuum clean the mat.

4. Return mat to its normal location, ensuring it does not represent a trip hazard.

5. Ensure all equipment is cleaned & stored in a safe manner. 



COSHH - Precautions / Information



For all products used applicable to the tasks, please refer to your COSHH sheets.

.



Plant & Equipment

· Brushes and brush stales need to be checked for cracks/splinters and that the brush head is secure.








COVID 19 -SWP 5 - CLEAN & WASH WASTE BINS





Personal Protective Equipment / Clothing

All employees will be provided with the following:



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers           

· Disposable gloves / aprons (face masks should be worn when carrying out this task))                                 



Risk Hazard Analysis      

No significant risks known



Method of Work

1. All litter from the bins shall be disposed collected and kept double bagged for 3 days in a safe area.. After 3 days the waste to be removed the designated waste disposal point on site.

2. Transport the bin to the cleaning point for cleaning / washing purposes.

3. Wash the bin inside & out in a solution of warm water and disinfectant diluted to the manufacturers recommendations. Use disposable cloths if required.

4. Wipe the bin dry.

5. The bin should be left in a clean, grease & deposit free appearance with no evidence of smell.

6. Return the bin to its normal location (fit liner if appropriate).

7. Ensure all equipment is cleaned and stored in a safe manner.



COSHH - Precautions / Information



For all products used applicable to the tasks, please refer to your COSHH sheets

.



Plant & Equipment

Buckets need to be checked to ensure that handles etc. are secure.




 

COVID 19 - SWP 7 - CLEAN INTERIOR GLAZE





Personal Protective Equipment / Clothing

All employees will be provided with the following :



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers           

· Eye Protection  

· Disposable gloves / aprons (face masks can be worn if required) 

·                                              



Risk / Hazard Analysis

Significant risks may include :



· skin problems caused by cleaning agent

· slips caused by spillages



Method of Work

1. Set out wet floor type warning signs.

2. Using a solution of warm water & disinfectant diluted to manufacturer’s recommendations clean all internal glazing so it is free of all dirt, finger marks, grease, etc.

3. Polish all surfaces with a clean, disposable cloth.

4. All cloths shall be collected and kept double bagged for 3 days in a safe area.. After 3 days the waste to be removed the designated waste disposal point on site.

5. Care must be taken to avoid spillages on floor surfaces to prevent any persons from slipping.

6. Ensure all equipment is cleaned and stored in a safe manner.

 

COSHH - Precautions / Information



For all products used applicable to the tasks, please refer to your COSHH sheets





Plant & Equipment

Buckets need to be checked to ensure that handles etc. are secure.


 

COVID 19 SWP 9 - CLEAN WALLS – PAINTED





Personal Protective Equipment / Clothing

All employees will be provided with the following:



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers           

· Eye Protection     

· Disposable gloves / aprons (face masks can be worn  if required) 

· 

                                          



Risk / Hazard Analysis

Significant risks may include :



· eye injury from dust / debris

· muscle strains from repetitive movement



Method of Work

1. Set out wet floor type warning signs

2. Work to be carried out to a height of 2 metres only 

3. Before commencing work, ensure floors and furniture is protected & area is well ventilated

4. Vacuum clean or use a stiff bristled hand brush remove all dirt, dust .

5. Wash the wall down with a mixture of warm water and disinfectant using disposable cloths to the manufacturers recommendations (test a small area first for compatibility)

6. dry with a disposable cloth.

7. All non-removable stains must be reported to the supervising officer.

8. All cloths shall be collected and kept double bagged for 3 days in a safe area.. After 3 days the waste to be removed the designated waste disposal point on site.

9. Be aware of spillages and remove any immediately.

10. Clean and store all equipment in a safe manner



COSHH - Precautions / Information



For all products used applicable to the tasks, please refer to your COSHH sheets



Plant & Equipment

Brushes and brush stales need to be checked for cracks/splinters and that the brush head is secure.


 

COVID 19 SWP 11 - DRY POLISH (ALL POLISHED FURNITURE)



Whilst there should be no reason to dry polish during the COVID period it is included here.





Personal Protective Equipment / Clothing

All employees will be provided with the following:



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers           

· Rubber Gloves / Gauntlets (cloth type)      

· Disposable gloves / aprons (face masks can be worn if required) 

· 

·                                                                                            



Risk / Hazard Analysis          

No significant risks known



Method of Work

1. Set out wet floor type warning signs.

2. Using a mist of polish from the hand trigger spray, spray the surface, wipe all the area until the polish is dry.

3. Using a clean cloth, burnish the surface to present a uniform lustrous finish.

4. When spraying the polish, care must be taken not to allow polish to contaminate unaffected areas particularly polished hard floors thus preventing slippage problems.

5. Clean and store all equipment in a safe manner.



COSHH - Precautions / Information

. For all products used applicable to the tasks, please refer to your COSHH sheets





Plant & Equipment

None


COVID 19 SWP 12 - DAMP WIPE (FURNITURE, FIXTURES, FITTINGS & LEDGES)





Personal Protective Equipment / Clothing

All employees will be provided with the following:



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers           

· Disposable gloves / aprons (face masks can be worn if required) 

· 

                                                                                                  



Risk / Hazard Analysis       

No significant risks known



Method of Work

1. Set out wet floor type warning signs.

2. Using a damp cloth from a bucket of warm water which has been diluted with disinfectant or if using a direct spray from a disinfectant bottle and in line with manufacturer’s instructions, wipe all affected areas to remove dust, dirt and grease to present an even clean finish, dry wipe all surfaces with dry clean cloth

3. All cloths shall be collected and kept double bagged for 3 days in a safe area.. After 3 days the waste to be removed the designated waste disposal point on site.

4. Care shall be taken to avoid spillage's on all other areas which are not being cleaned particular attention must be paid when cleaning around any paperwork etc.

5. Clean and store all equipment in a safe manner.



COSHH - Precautions / Information

For all products used applicable to the tasks, please refer to your COSHH sheets





Plant & Equipment

Buckets need to be checked to ensure that handles etc. are secure.




SWP 13 - CARPETED FLOORS (HOT WATER EXTRACTION)





Whilst there should be no reason to use hot water extraction during the COVID period it is included here.







Personal Protective Equipment / Clothing

All employees will be provided with the following:





· Safety Footwear

· Overalls, Tabards, Jackets, Trousers           

· Disposable gloves / aprons (face masks can be worn if required)

                                                                                          



Training



Full training will be given by an appropriate manager before equipment is used.



Risk / Hazard Analysis

Significant risk may include:



· muscle strains



Method of Work

1. Set out wet floor type warning signs.

2. Remove all furniture from the surface; see manual handling and lifting, section 12, Health and Safety Manual.

3. Using a cloth which has been immersed in the appropriate cleaning solution, test edge of carpet for fastness.

4. Thoroughly vacuum carpet.

5. Using a carpet cleaning machine which contains a solution of hot water at the recommended temperature which has been diluted with Carpet Shampoo to the manufacturers instructions, begin at the far corner of the carpet and by making drawing overlapping motions spray and vacuum the surface until the required standard of cleanliness has been achieved.

6. Avoid over use of solution, ensure that as much residual solution is removed as possible to protect the carpet and provide early access.  Report all none removable stains to the Supervisory Officer.

7. Replace all furniture / Clean and store all equipment in a safe manner.



COSHH - Precautions / Information

.

For all products used applicable to the tasks, please refer to your COSHH sheets



Plant & Equipment

Refer to manufacturer’s instructions in relation to the use of the carpet machine.










SWP 14 - CLEAN ALL SURFACES, TOILETS & FITTINGS





Personal Protective Equipment / Clothing

All employees will be provided with the following:



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers           

· Disposable gloves / aprons (face masks should be worn when carrying out this task) 

Risk / Hazard Analysis

Significant risks may include:



· cross - infection     

· skin problems caused by cleaning agent



Method of Work

1. Set out wet floor type warning signs.

2. Wear gloves at all times 

3. Flush all toilets.

4. Sweep and remove all litter from the floor.

5. Remove all deposits from the floor surface. 

6. Treat toilet bowls and urinals with acid de-scaler to remove all stains & flush away immediately .with closed lid

7. Damp wipe all surfaces with the appropriate disinfectant including toilet bowls, water cisterns, toilet seats, wash basins, pipework, tiled areas, wall partitions and doors.

8. Damp wipe and buff clean all mirrors and internal glaze.

9. All cloths shall be collected and kept double bagged for 3 days in a safe area.. After 3 days the waste to be removed the designated waste disposal point on site.

10. Replace consumables.

11. Sweep and mop the floor area.

12. Clean and store all equipment in a safe manner.


COSHH - Precautions / Information

For all products used applicable to the tasks, please refer to your COSHH sheets





Plant & Equipment

Mopping units, wringers and buckets need to be checked to ensure that handles etc. are secure.  Brushes and brush stales need to be checked for cracks/splinters and that the brush head is secure.






SWP 15 - VACUUM CLEAN ALL SOFT FLOORS





Personal Protective Equipment / Clothing

All employees will be provided with the following:



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers    

· Disposable gloves / aprons (face masks can be worn if required) 

· 

       



Risk / Hazard Analysis         

· No significant risks known

· RCD must be used



Method of Work

Check electrical appliance cable and plug

1. Set out wet floor type warning signs.

2. Remove all large pieces of litter and debris from the carpeted area, place in suitable receptacle and dispose of to the agreed disposal area.

3. Vacuum clean the whole area.

4. Use the crevice tool under radiators and pipework.

5. Clean and store all equipment in a safe manner.



COSHH - Precautions / Information



COSHH is not applicable to this task.



Plant & Equipment

Refer to manufacturer’s instructions in relation to use of the vacuum cleaner.




 

SWP 18 - MACHINE SCRUB HARD FLOORS



THIS TASK IS ONLY TO BE CARRIED OUT IF NECESSARY.





Personal Protective Equipment / Clothing

All employees will be provided with the following:



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers      

· Disposable gloves / aprons (face masks can be worn if required)

     



Risk / Hazard Analysis

Significant risks may include:



· electric shock

· muscle strains



Method of Work

· Check electrical appliance cable and plug -  RCD must be used

1. Set out wet floor type warning signs.

2. Remove all furniture from the area, 

3. With the use of a hand scraper, remove all deposits from the area, place in a suitable receptacle and dispose of to the agreed disposal area.

4. Use a standard speed scrubbing machine fitted with a black pad and solution tank containing a solution of warm water and neutral detergent diluted to manufacturer’s instructions 

5. Starting at the most innermost point of the room and working backwards to avoid slipping on the affected area, apply the solution from the solution tank and scrub the surface to the required standard.

6. When the whole of the area has been scrubbed satisfactorily, suck up all the slurry with the use of an S80 wet and dry vacuum cleaner.

7. Thoroughly rinse the area with the clean water.

8. Clean and store all equipment in a safe manner.



COSHH - Precautions / Information

For all products used applicable to the tasks, please refer to your COSHH sheets





Plant & Equipment

· Refer to manufacturer’s instructions for safe use of the floor/scrubber machine.

· Always use an RCD (Circuit Breaker).








SWP 20 - SPRAY CLEANING HARD FLOORS





Personal Protective Equipment / Clothing

All employees will be provided with the following:



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers     

· Disposable gloves / aprons (face masks can be worn  if required)

      



Risk / Hazard Analysis   

Significant risk may include:



· electric shock

· muscle strains 

· skin problems



Method of Work

· Check electrical appliance cable and plug -  RCD must be used

1. Set out warning signs (wet floor signs).

2. Where required remove furniture form the area, see manual handling and lifting, section 12, Health and Safety manual.

3. Remove all loose deposits from the surface and place in a suitable receptacle and dispose of at the designated disposal point.

4. Use a buffing machine and hand trigger spray containing a solution of water and neutral detergent diluted to manufacturers’ instructions and hand scraper.

5. Working in areas of 5 metres square, apply a fine mist from the trigger spray, then buff the surface to the required finish, treat all areas including under radiators and pipework where possible.

6. Replace furniture / Clean and store equipment in a safe manner.



COSHH - Precautions / Information

For all products used applicable to the tasks, please refer to your COSHH sheets





Plant & Equipment

· Ensure trigger spray is correctly labelled, and refer to manufactures instructions for safe use of buffing machine.

· Always use an RCD (Circuit Breaker).






SWP 21 - BUFFING & BURNISHING





Personal Protective Equipment / Clothing

All employees will be provided with the following:



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers 

· Disposable gloves / aprons (face masks can be worn if required)

·           



Risk / Hazard Analysis

Significant risks may include:



· electric shock

· muscle strains



Method of Work

With the aid of a buffing machine and hard scrapes:

· Check electrical appliance cable and plug -  RCD must be used

1. Set out wet floor type warning signs

2. Where required, remove furniture from the area, see manual handling and lifting, section 12, Health and Safety Manual.

3. Remove all deposits from the surface and place in suitable receptacle and disposal of in the agreed disposal area.

4. With the use of the buffing machine filtered with the appropriate pad, buff the whole of the area, all edges, and corners and under radiators and pipework where possible.

5. Where this task has been completed with the use of a machine which is not fitted with a suction unit, use the process of mop sweep - hard floors to remove all traces of dust etc.

6. Replace furniture.

7. Clean and store all equipment in a safe manner.



COSHH - Precautions / Information

.

For all products used applicable to the tasks, please refer to your COSHH sheets



COSHH is not applicable to this task.



Plant & Equipment

Refer to manufacturer’s instructions for safe use of machinery.  RCD to be used.


SWP 22 - DAMP MOP HARD FLOORS





Personal Protective Equipment / Clothing

All employees will be provided with the following:



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers         

·  Disposable gloves / aprons (face masks can be worn if required)





Risk / Hazard Analysis

Significant risks may include:



· muscle strains caused by repetitive movement



Method of Work

1. Set out wet floor type warning signs.

2. Cordon off the area where appropriate.

3. With the use of a Kentucky mopping system and a solution of warm water and disinfectant, diluted to the manufacturer’s instructions, use a figure of eight motion and with minimum amounts of water, treat the whole of the area to remove all types of dirt. 

4. After rinsing the area, remove as much residual water as possible to minimise any risk of slipping.

5. Change the water as frequently as required to prevent mopping with dirty water.

6. Clean and store all equipment in a safe manner.



COSHH - Precautions / Information

For all products used applicable to the tasks, please refer to your COSHH sheets





Plant & Equipment

Mop stales need to be checked for cracks/splinters and that the mop head is secure.



Mopping units, wringers and buckets need to be checked to ensure that handles etc. are secure.


SWP 23 - MOP SWEEP HARD FLOORS





Personal Protective Equipment / Clothing

All employees will be provided with the following:



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers           

·  Disposable gloves / aprons (face masks if required) 

                                                                                              



Risk / Hazard Analysis

Significant risk may include:



· muscle strains



Method of Work

1. Set out wet floor type warning signs.

2. Using a suitable dust control mop and with a figure of eight motion, remove all dust / debris and litter form the area, ensure that the dust mop is in contact with the floor at all times to minimise contamination of the atmosphere. This includes under radiators and pipework.

3. Upon completion of the task, place all dirt, dust, debris and litter including any attached to mop sweeper in a suitable receptacle and place at the designated disposal point.

4. Clean and store all equipment in a safe manner.


COSHH - Precautions / Information



COSHH is not applicable to this task.



Plant & Equipment

· The frame of the dust control mop needs to be checked to ensure that it is secure.










SWP 24 - BRUSH SWEEP HARD FLOORS





Personal Protective Equipment / Clothing

All employees will be provided with the following:



· Safety Footwear

· Overalls, Tabards, Jackets, Trousers   

· Disposable gloves / aprons (face masks can be worn  if required)   

 

Risk / Hazard Analysis        

· No significant risks known



Method of Work

1. Set out wet floor type warning signs.

2. Remove all dirt and debris from the area, including stairs, risers under radiators and all pipework.

3. Place any litter and debris in the designated receptacle and place at the agreed disposal point.

4. Clean and store all equipment in a safe manner.



COSHH - Precautions / Information



COSHH is not applicable to this task.



Plant & Equipment

· Brushes and brush stales need to be checked for cracks/splinters and that the brush head is secure.






PG COVID Cleaning process to follow if a potive test is found in a building.docx
		COVID 19 SCOOLS - SAFETY RISK ASSESSMENT



		Directorate: Neighbourhoods

		Section/Team:   Facilities Management



		Job role/s: Site Managers / Caretakers / Cleaning staff – Schools & Public Buildings

Cleaning of all internal premises when a positive Covid test has been identified.. 



		People who might be harmed i.e.pupils, teaching staff, members of the public, officers, cleaners, cleaners in charge, caretakers, site managers.

		Assessment date: 17.06.20



		Are there any special considerations needed for new & expectant mothers or persons under 18, etc.   Yes . New and expectant mothers and any staff over 70 must self isolate.

		Review date: 18.09.20



		Names of all involved in assessment process: (e.g. Manager, Union rep, etc.):

Peter Gurney

		Manager authentication: Peter Gurney



		Hazard / risk identified

 Task/ activity / process / stressor

		Current precautions in place

		Improvement action needed

following incidents, changes, etc. Place these on an action plan.



		Contact with colleagues/pupils/staff/contractors/officers/public.

		· The area or areas that have been contaminated MUST be sealed off immediately. 

· Your line manager MUST be informed immediately.

· You must keep 2 meters distance from other team members, pupils, teaching staff, members of the public, officers, cleaners, cleaners in charge, caretakers, site managers.

· Should you need additional trained staff to support you must speak to your line manager.

		· The appropriate signage to be displayed in the cleaners and caretakers rooms.

· Use tape to cordon off if required.





		PPE

		· You must wear and disposable gloves, aprons and face masks at all times. This PPE MUST be disposed of following the procedure detailed below. 

· Uniform MUST not be taken home unless for washing..



		· Additional PPE in particular disposable aprons and disposable gloves and face masks will be issued and must be worn

· Ensure you have enough stock of PPE and materials at all times.









		Cleaning

		.

· PPE, including gloves, aprons and face masks must be worn at all times.

· The priority is cleaning all surfaces using a disinfectant. These areas include door handles, surfaces, toilets, internal glass and all other hard surfaces including floors

· Disposable cloths must be used when cleaning. These along with aprons, face masks and disposable gloves must be double bagged at the end of the clean, and kept safe.. After 3 days these bags can go out following normal procedures.

· Any soft furnishings or carpets can be cleaned by either using a carpet extraction machine, steam cleaner OR spray the affected area with disinfectant.

All surfaces that the symptomatic person has come into contact with must be cleaned and disinfected, including:

· objects which are visibly contaminated with body fluids

· all potentially contaminated high-contact areas such as bathrooms, door handles, telephones, grab-rails in corridors and stairwells

Use disposable cloths or paper roll and disposable mop heads, to clean all hard surfaces, floors, chairs, door handles and sanitary fittings, following one of the options below:

· use either a combined detergent disinfectant solution at a dilution of 1,000 parts per million available chlorine, OR

· a household detergent followed by disinfection (1000 ppm av.cl.). Follow manufacturer’s instructions for dilution, application and contact times for all detergents and disinfectants, OR

· if an alternative disinfectant is used within the organisation, this should be checked and ensure that it is effective against enveloped viruses

Avoid creating splashes and spray when cleaning.

Any cloths and mop heads used must be disposed of and should be put into waste bags as outlined above.

Any items that are heavily contaminated with body fluids and cannot be cleaned by washing should be disposed of.

		Ensure you have enough cleaning materials at all times



Ensure you follow the governments guidelines at all times following the link, 

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





		Waste

		Waste from possible cases and cleaning of areas where possible cases have been (including disposable cloths and tissues):

1. Should be put in a plastic rubbish bag and tied when full.

2. The plastic bag should then be placed in a second bin bag and tied.

3. It should be put in a suitable and secure place and marked for storage until the individual’s test results are known.

Waste should be stored safely and kept away from children. You should not put your waste in communal waste areas until negative test results are known or the waste has been stored for at least 72 hours.

· if the individual tests negative, this can be put in with the normal waste

· if the individual tests positive, then store it for at least 72 hours and put in with the normal waste

If storage for at least 72 hours is not appropriate, arrange for collection as a Category B infectious waste either by your local waste collection authority if they currently collect your waste or otherwise by a specialist clinical waste contractor. They will supply you with orange clinical waste bags for you to place your bags into so the waste can be sent for appropriate treatment.









		



		Personal Hygiene

		· Ensure hands are washed regularly and thoroughly with neutral detergent and water for 20 seconds or more using the 7 point approach

· Step 1: Wet Hands. Wet your hands and apply enough liquid soap to create a good lather. ... 

· Step 2: Rub Palms Together. ... 

· Step 3: Rub the Back of Hands. ... 

· Step 4: Interlink Your Fingers. ... 

· Step 5: Cup Your Fingers. ... 

· Step 6: Clean the Thumbs. ... 

· Step 7: Rub Palms with Your Fingers.



· Use a hand sanitizer after washing your hands.





		



		Personal Health



		· If anyone shows signs of having a high temperature or ongoing cough you MUST immediately self-isolate and inform management. 

· You will be informed of any changes in relation to Covid. Latest updates can be found at  https://www.gov.uk/coronavirus https://www.nhs.uk/conditions/coronavirus-covid-19/ 



		· Once management have been informed this will be reported to the Covid19 team and you will be requested to attend testing at an agreed time and date.

· Once management receive the test results if this is positive follow the appropriate guidelines if negative please speak to your area manager.



		Communication

		Any updates to this RA will be forwarded to yourselves ASAP.
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This assessment should be reviewed following significant changes, the introduction of new machinery, equipment, substances or procedures & following incidents, or at least annually.
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