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  risk assessment – COVID-19
	Risk assessment - topic/area covered

	Location(s):
	All Campus, weekend, evening, and School trip locations

	Department/staff:
	All staff

	Tasks/activities:
	All School

	Other information:
	This document is published as we return to Plan A and the easing of restrictions. Changes are highlighted in yellow.


	Risk assessment sign off

	Prepared by:
	Dean SIMPSON, BURSAR
	Signature:
	DS
	Date:
	01-Feb-2022

	Reviewed by:
	Yuichi KONO, GM
	Signature:
	YS
	Date:
	01-Feb-2022

	Date for review:
	This risk assessment should be reviewed if additional risks not covered are identified or if there is any reason to suggest that the control measures are deemed to be insufficient. 




	Risk matrix

	Risk rating guidance
	Likelihood (L)
	5
	5
	10
	15
	20
	25
	Likelihood (L) x Severity (S) =
Risk rating (RR).



	
	
	4
	4
	8
	12
	16
	20
	

	
	
	3
	3
	6
	9
	12
	15
	

	
	
	2
	2
	4
	6
	8
	10
	

	
	
	1
	1
	2
	3
	4
	5
	

	
	
	
	1
	2
	3
	4
	5
	

	
	
	Severity (S)
	

	Acceptability of risk guidance
	High risk:  15-25
	High-risk activities should cease immediately. 

Further effective control measures to mitigate risks must be introduced.

	
	Medium risk: 8-12
	Medium risks should only be tolerated for the short term and only whilst further control measures to mitigate the risks are being planned and introduced.

	
	Low risk:  1-6
	Low risks are largely acceptable. Where it is reasonable to do so, efforts should be made to reduce risks further.

	Guidance. When completing a risk assessment, you should:
	1. Identify the persons at risk and the significant hazards. 

2. Calculate an initial RR for the activity. 
3. Identify risk control measures that reduce the risks to an acceptable level. 
4. Calculate a revised RR - you should consider how much safer the task will be if the control measures are followed. Here, you should consider changing both the likelihood (L) and the severity (S) ratings. 

	Note. Ideally, you should look to reduce the risks so that the task can be classified as “low risk”.


	Personal protective equipment (PPE) assessment

	In many instances, you will be able to reduce risks further by asking staff/others to wear/use PPE. You should identify which items are required for the task here:

	Type of PPE:
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	Head
	Foot
	Eye
	Hand
	Hearing
	High-visibility vest
	RPE
	Fall arrest

	
	(
	(
	(
	(
	
	
	(
	

	Additional requirements
(list here):
	Face shields, masks, gowns, sanitisation wipes & foam, aprons, hair nets, gloves

	Note. PPE must only be considered as, when other control measures, such as guarding, local exhaust extraction, preventing noise at source, eliminating the need to work at height etc. are not possible. PPE should always be considered as a last resort option. PPE should only be worn when there is reasonable justification for doing so. 


	Risk assessment – Students and Staff

	Activity
	Persons at risk
	Significant hazards
	Initial 
	Risk control measures 
	Residual

	
	
	
	L
	S
	RR
	
	L
	S
	RR

	Policy documents
	All
	Lack of review, update of safeguarding, code or practice, and staff handbook policies.
	2
	2
	4
	Docs updated on advice from BSA, ISA, ISBA, GOV NHS.  New guidelines published for students, staff, and parents and all either emailed, given hard copies, or briefed.  This RA is based on the Omicron Plan A Government guidelines.  
	1
	2
	2

	Inset
	Teachers and duty staff
	Lack of review, update or sharing of safeguarding, code of practice, and staff handbook/policy changes.
	2
	3
	6
	01-Feb-2022: new guidelines in English and Japanese emailed to staff.  Face-to-face briefing and handouts given to Support Staff.
	1
	3
	3

	Safeguarding
	All
	DSL’s not easily contacted and their contact information not known to all.
	2
	4
	8
	All staff given online CP training and induction on who is and roles of DSL staff.  DSL and Welfare Officer in contact with parents about child wellbeing at the end of term and in preparation for the new term.
	1
	4
	4

	Fire Safety
	All
	Revised fire drills, registers, routes, and assembly points not rehearsed.
	2
	5
	10
	Daytime and night-time evacuations conducted during the autumn term.  New drills will continue in the spring term.
	1
	5
	5

	Social distance
	Teachers and students
	Staff moving between classes and year groups not maintaining distance from students and other staff (ideally 2M between adults). 
	2
	4
	8
	The 2M distance no longer a School rule, but guidance given about keeping a sensible space and not crowding.  One-way systems no longer required.  Staff will continue to observe and advise on student movements.
	1
	4
	4

	Social distance
	Staff and students
	Complacency.  As we have moved out of lockdown students and staff do not need to social distance.
	2
	4
	8
	- Updated Staff and Student Guidelines are briefed to all.
- Staff and student conduct to be observed and restrictions may be re-introduced if necessary.

- twice weekly testing to continue.
	1
	4
	4

	Social Distance
	Households 
	Contact between groups or bubbles is not minimised or distance between individuals maintained and properly supervised.
	2
	4
	8
	As above.
	1
	4
	4

	Social Distance
	Support staff
	Shared staff spaces are not set up or used to allow staff to distance from each other.
	2
	4
	8
	As above.
	1
	4
	4

	Transport
	Students and drivers
	Insufficient controls for those students allowed to mix into wider groups for transport.  Government guidelines relaxed.
	2
	4
	8
	- Sneeze curtains remain in all School vehicles.

- Masks to be worn by staff and students when in School vehicles.
- Sanitisation protocols to remain.

- Day students to wear mask on public transport enroute to pick-up points.
	1
	4
	4

	Classrooms
	
	Classrooms do not have side-by-side seating or forward-facing desks.  Some teaching not taught face to face, to reduce risks.
	2
	4
	8
	Classrooms remain set up for face-to-face teaching.  Classrooms are spacious enough to prevent close contact.  Teachers & students will continue to wear masks in the classroom
	1
	4
	4

	Recruitment
	Students
	Recruitment process and pre-appointment checks not following legal requirements.
	2
	5
	10
	Have appointed three staff during lockdown and all recruitment checks and training followed.  Recent interviews conducted initially by Zoom.  Stringent in following recruitment checklists.
	0
	5
	0

	SCR
	Management
	Single Central Register not updated with DBS related issues and required documents not properly verified or recorded.
	2
	4
	8
	Dedicated resource maintains SCR.  Also adding in notes about absences of more than three months on the register.
	0
	4
	0

	Sport and activities
	Staff and students
	Physical education, sport and physical activities not following the measures in their system of controls.
	2
	4
	8
	- Controls to be eased to allow curriculum-based sport and activities to resume for the benefit of the students.
- All activities supervised by teaching or duty staff.

- Footballers continue to train at Bisham Abbey.

- Coaches will have lateral flow tests.
	1
	4
	4

	Sport and activities
	Staff and students
	Sports equipment not sufficiently cleaned between each use by different individual groups.
	2
	4
	8
	- Supervising staff responsible for sanitisation of equipment.
- Housekeeping staff sanitise equipment and rooms on regular rota.

- Users of weights, benches, etc. are guided to sanitise equipment.

- Facilities Manager keeps rooms stocked with wipes and gel.
	1
	4
	4

	Visitors
	All
	Parents, students, staff, contractors, visitor drop-off and pick-up procedures, in and out routes not shared, understood, or applied.
	2
	3
	6
	- All described in the School C-19 Guidelines.
- On site security control all entry and exits from School grounds.

- Delivery drivers will still not be allowed access inside School buildings.
- Face coverings a personal choice whilst on Campus but still mandatory in some areas – notably dining.
	1
	3
	3

	Hygiene
	All
	Insufficient hygiene stations at entrances, exits, toilets, classrooms, play areas, common rooms, staff areas etc.
	2
	4
	8
	Hygiene stations identified by Welfare Officer and installed by Facilities Manager.

	1
	4
	4

	Hygiene
	All
	Hygiene stations (including bins) not stocked, checked, emptied, and cleaned regularly.
	2
	4
	8
	- All bins replaced with pedal bins.
- Sanitisation programme followed by Housekeeping staff.

- School wide cleaning rota.


	1
	4
	4

	Self-Isolation


	Staff
	Failure to meet Health Protection Regulations 2020.
Inability to provide services due to staff isolation.
	2
	5
	10
	- Teikyo will not knowingly permit any staff to attend work if they are self-isolating.
- No staff will attend work if tested positive or a member of their household has tested positive until quarantine is completed.

- All staff have an obligation to inform Teikyo if they or a member of their domestic household has tested positive.

- 7-day isolation introduced.
- High proportion of staff double/triple vaccinated.

- All staff return to work on site but continue twice weekly LFT.
	1
	6
	6

	Spreading infection


	All
	Staff and students spreading the virus around Campus.
Risk of infection when contractors come to site.
	3
	5
	15
	All staff and students take LFT twice per week.  Contractors will be tested before they commence work on first day of work and will be tested a second time if they work for the duration of the week.
	2
	5
	10

	Face Masks
	All
	The Government has requested that secondary school students no longer must wear face coverings in the classroom.
	2
	5
	10
	TFUK will continue the practice of face coverings for staff and students in the classroom.
	1
	5
	5

	School Trips & Evening Activities
	All
	Trips to areas where infection is high or lack of safety measures.
	2
	5
	10
	All School trips will be risk assessed and will only commence if approved.  Evening activities will commence but will be risk assessed and will have to be approved by the SMT.  The trips RA has been updated.
	1
	5
	5


	Risk assessment – Medical

	Activity
	Persons at risk
	Significant hazards
	Initial 
	Risk control measures 
	Residual

	
	
	
	L
	S
	RR
	
	L
	S
	RR

	Sickness
	All
	Staff not understanding to stay away from School if they are ill.
	2
	4
	8
	- All staff have been again briefed about symptoms.

- Staff with vomiting or diarrhea to stay away for 48 hours from last episode. 

- Protocols explained in Staff Covid-19 Guidelines.
	1
	4
	4

	Isolation
	All
	The procedure for isolating or sending staff and students home 

and arranging a COVID-19 test is not understood (if anyone becomes unwell in school).
	2
	4
	8
	- Procedures outlined in the Guidelines and have been read by staff.
- Isolation procedures managed by the Welfare Officer and the nursing team.

- Family households will isolate as a group if a member is unwell.
	1
	4
	4

	Isolation
	All
	Lack of isolation areas and separate toilet/was facilities and correct PPE for staff attending.
	2
	4
	8
	- Isolation areas set up in the boarding houses.
- All en suite accommodation.

- PPE ordered and in stock and medical waste bins for disposal in situ.
	1
	4
	4

	Isolation
	
	No separate area for temperature testing, holding and isolation of students/staff.  Areas not easily identified.
	2
	4
	8
	Tented area set up at front of School nearby Welfare Office
	1
	4
	4

	Infection procedures
	All
	Procedures not clear for staff who have helped someone with symptoms and students that have been in close contact.
	2
	4
	8
	- Staff Guidelines clearly state the procedures.
- Welfare Officer has briefed nursing staff on procedures.
	1
	4
	4

	Infection procedures
	All
	Procedures for reporting COVID-19 instances to external authorities not known or applied.
	2
	3
	6
	Welfare Officer and nursing staff follow government guidelines.
	1
	3
	3

	Staffing
	Students
	Insufficient medical staff to deal with temperature testing (if used), isolating and monitoring suspect COVID-19 cases, outside appointments and normal medical issues.
	2
	4
	8
	- Duty Staff assist in temperature testing.

- Extra nursing staff employed.

- Support Staff used for taking students to medical appointments.
	1
	4
	4

	Sanitisation
	All
	Procedure for cleaning, with normal household bleach, the area around a person with symptoms after they have left (to reduce the risk of infection) is not understood or applied.
	2
	3
	6
	- Bleach not used for cleaning areas.
- Use of anti-bacterial sanitisers EN1276 & EN13697 approved.
	1
	3
	3

	Information
	All
	Lack of information on how to react to coughing and sneezing using tissues (and their disposal), crock of arm and immediately cleaning hands with soap and water or hand sanitiser.
	2
	5
	10
	Information clearly stated in both student and staff guidelines.
	1
	5
	5

	Information
	All
	Lack of recording of which staff and students have been sent home with COVID-19 symptoms (a cough, high temperature or shortness of breath). Lack of recording of Covid test results.
	2
	3
	6
	Welfare Officer maintains records and is fed information from Nursing and Duty Staff.  Dedicated administrator records all covid tests for staff, students, contractors.
	1
	3
	3


	Risk assessment – Boarding

	Activity
	Persons at risk
	Significant hazards
	Initial 
	Risk control measures 
	Residual

	
	
	
	L
	S
	RR
	
	L
	S
	RR

	Procedures
	Students & Duty Staff
	Boarding policies and procedures not updated, regularly reviewed, and communicated.
	2
	3
	6
	- Child Protection Addendum Covid-19 issued.
- Student, Staff, and Parent Guidelines sent out and briefed.

- Review of policies and procedures before the Autumn term.
	1
	3
	3

	PPE
	Students & Duty Staff
	Boarding staff have inappropriate PPE, cleaning materials and training for tasks.
	2
	4
	8
	- All new equipment ordered and received.
- Staff training days completed.
	1
	4
	4

	Comms
	Students & Duty Staff
	Communication and procedures for welcoming back overseas students not applied.
	2
	3
	6
	- Parents and students issued with guidelines before their return.
- Student induction.
	1
	3
	3

	Travel
	Students & Duty Staff
	No plans or alternative arrangements for boarders to travel on dedicated School transport rather than public transport.
	2
	5
	10
	Boarders collected by private hire coaches ordered by the School.
Day students now permitted to use public transport but MUST wear masks.
	1
	5
	5

	Isolation
	Students & Duty Staff
	Insufficient space and resources for isolating overseas students (for 10 days?) on their return.
	2
	5
	10
	Teikyo students will try and get double vaccinated before their return to the UK, and get PCR tested upon return.  It is planned that any isolation will be kept to a minimum.
Any returning staff or students needing to isolate will do so in their own rooms.
	1
	5
	5

	Separation
	Students & Duty Staff
	SD, separation, and socialising rules not adhered to in the boarding house.
	2
	5
	10
	No Household segregation required.  Testing continues.
	1
	5
	5

	Trips
	Students & Duty Staff
	Inadequate rules and procedures for trips, outside activities, and appointments.  
	2
	4
	8
	- Shopping trips and local trips now allowed with safety measures.
- Transport still sanitised.

- Appointments will be kept using School vehicles with sneeze curtains.
- Masks will continue to be worn.
	1
	4
	4

	Welfare facilities
	Students & Duty Staff
	Insufficient bathroom facilities if bed spaces have been reconfigured.
	2
	4
	8
	- Boys’ boarding all en suite.
- Girls’ boarding using every other room, so no shared bathrooms.
	0
	4
	0


	Risk assessment – Transport

	Activity
	Persons at risk
	Significant hazards
	Initial 
	Risk control measures 
	Residual

	
	
	
	L
	S
	RR
	
	L
	S
	RR

	On-board safety
	Drivers and passengers
	Drivers not protected by screens.
	2
	5
	10
	Sneeze curtains fitted to all School vehicles.
	1
	5
	5

	Household transport
	Drivers and passengers
	Students not grouped together on transport reflecting consistent bubbles or groups that are adopted within school.
	2
	5
	10
	Students no longer segregated, following Gov.uk advice.  Testing continues to monitor safety.
	1
	5
	5

	Cleaning
	Drivers and passengers
	No additional cleaning of vehicles (all touch points) before and after each journey.
	2
	5
	10
	- Drivers to wipe down touched areas after each journey, door handles, steering wheel, gear lever, indicators, seat belt clip, window controls, etc.
- Housekeeping to sanitise vehicles every morning (Monday to Friday).
- Duty Staff sanitise vehicles after weekend use.
	1
	5
	5

	Car Sharing
	Drivers and passengers
	Risk of cross infection.
	3
	5
	15
	Car sharing now allowed.  Teikyo will stop providing

a paid for taxi service at the end of July.  Staff advised of not sharing front of vehicles, face masks, and ventilation will reduce risks.
	2
	5
	10


	Risk assessment – Support Staff

	Activity
	Persons at risk
	Significant hazards
	Initial 
	Risk control measures 
	Residual

	
	
	
	L
	S
	RR
	
	L
	S
	RR

	Briefings
	Support Staff
	Support and contract staff not regularly briefed on changes.
	3
	3
	9
	- All changes are briefed/emailed to staff.  Guidelines are printed for staff.
	2
	3
	6

	Hygiene
	Support Staff
	Physical meetings recognise SD, hygiene arrangements including well-ventilated rooms or, if possible, outside.
	2
	3
	6
	As above.
	1
	3
	3

	PPE
	Support Staff
	Support staff have insufficient/inappropriate PPE, cleaning materials and training.
	2
	3
	6
	- PPE requirements recognised and purchased before the start of term.
- Re-ordering of items ongoing.

- Morning briefings used for training/knowledge/awareness updates.
	1
	3
	3

	Cleaning
	All
	Cleaning regimes not enhanced, regularly reviewed, inspected, or conforming to revised hygiene rules.
	3
	3
	9
	Managed by the Facilities Manager and supported by the Bursar.
	1
	3
	3


	Risk assessment – Data Protection

	Activity
	Persons at risk
	Significant hazards
	Initial 
	Risk control measures 
	Residual

	
	
	
	L
	S
	RR
	
	L
	S
	RR

	Recording of Covid-19 testing
	All
	Violation of data protection.
	4
	2
	8
	The School has a legitimate interest in the employment conditions of all staff and consideration must be given that Teikyo Campus is occupied by many households and visiting contractors.  Test results are only viewed on a need-to-know basis: Bursar, Administrators, School nurses.
	1
	2
	2

	Recording of Covid-19 immunisation
	All
	Violation of data protection – regarded by the ICO as special category data (SCD)
	4
	3
	12
	Data is personal to everyone, so access to it is strictly limited to Welfare/nursing staff, processing administrators, and TFUK GM, and Bursar.  This information would only be used in an emergency and only to official bodies.
	1
	3
	3


Risk Assessment in general won’t work unless all the relevant people are aware of the countermeasures, and this RA also needs to get reviewed and acknowledged by the School Management (and the relevant staff accordingly)








Covid-19 Risk Assessment v.7
2

