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Covid-19 RISK ASSESSMENT: Main School Reception

Hazard Who is at Risk? Control Measures

LOVID-15 oﬁ”:ﬂ““ﬂ:m e The School Business Manager and Office Assistant will work in the school office

R P — during the day. PPE and cleaning equipment will be provided to the reception and can
Visitors be used as they see fit. Children will not be allowed to enter the school office. Other
Contractars staff should not enter the school office. Office staff have permission to lock the door

Children to ensure that others do not enter the office. Fans will not to be used in the school
Staff office.
Parents/Carers/Families

We will be asking parents not to use the office except if they have no other option. In

this situation, parents will be expected to maintain social distance measures and the
office assistant will not open the office window until this happens. Parents/carers are
expected to provide their children with packed lunches, kits and equipment at the
start of the day — this will not be accepted during the school day at the main
reception. If parents/carers have questions or concerns, these should be directed to
school via the various parent apps, telephone or email.

The office assistants will administer medicines to children but will be provided with
the necessary PPE to be able to do this safely.

Visitors will not be allowed into school at this time. The only exceptions to this would
be essential visitors agreed in advance with SLT. Contractors will only be booked as
necessary and will be organised outside of school hours. They will be greeted by the
school caretaker who will be responsible for ensuring that they do not contaminate




areas of school. Risk Assessments will be completed by all visitors.

Delivery drivers will be asked to leave parcels and mail at the front of Reception.
Office staff will wear gloves when handling packages and only bring them inside when
there is no-one in Reception. Office staff will liaise with each other to determine who
the delivery is for. The package will be put on the front desk in school with the staff
member’s name on it for them to collect. The area will be cleaned regularly.
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