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COVID RE-OPENING OF COLLEGE        RISK ASSESSMENT 
 
Location: Winstanley College        Assessor: CE CJS LTI 
 
Signed: Conor Edwards….   Date of Assessment: 3 January 2022   Review Date: OPEN 
 
Activity: Full Opening of College in light of Covid Pandemic         [This may include Mass Testing –(see separate RA) or may include 5050 step to full reopen] 
 

 
 
Hazard 

 
Risk 

 
Individuals 
at risk 

 
Risk –  
L/M/H 

 
Control Measures 
(Current) 

  
Control Measures 
(Additional – Proposed) 

 The college community, staff students parents and governors worked really well to keep everyone as safe as we could during the 
period since the first national lockdown March 2020.  We have worked well with Wigan Public Health and the DFE to bring education 
back safely.  We have operated the college fully with all students on site since April 2021 
 
This risk assessment is set against the Ending of the Road map and the desire for the country to return to normal.  Whilst this is 
pleasing aspiration, the virus does not operate with regard to roadmaps.  As the Delta & Omicron variants have shown the virus can 
mutate and then spread quickly.  This risk assessment has to carefully return the college to normal in such a way that if we do have to 
re-introduce local measures in response to a new wave, or national measures such as a “plan B” then we can do this in a managed 
way. 
 
For the start of term in January 2022 all staff and students are expected to take a Lateral Flow test before returning to their education 
setting, and to continue to undertake tests twice weekly. 
This is voluntary but is strongly encouraged.   
The college regularly will write to parents ahead of each term starting to remind them of the need to take part in testing plans.   
Many students will have already been home testing or testing in high school. 
Staff and students should continue to test at least twice per week at 3-4 day intervals 
The college will continue to distribute stocks of LFT home test kits. 
It is good practice to take LFT tests regularly ,as new waves force us to adapt, close contacts can still attend college if they test daily. 
Given that staff and students may be returning from holidays and Christmas and new year celebrations then it is sensible to test 
regularly to protect the entire community. 
Mass Testing will therefore make the college community safer but it cannot replace other controls such as, getting a test and not 
attending college if you are unwell,  good hygiene (hands and coughing/sneezing), wearing a mask on transport, and good ventilation.  
It is possible that in response to local outbreak measures optional testing may be stepped up (ie made compulsory for a period) or 
down. 
Parents and visitors should be encouraged to take a LFT test before attending college. “You should encourage parents and other 
visitors to take an LFD test at home before attending your setting.” 
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https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1044534/Further_education_COVI
D-19_operational_guidance.pdf   (page 17)  
 
 
Social Distance in an education has been withdrawn via the roadmap.  Desks in rooms can return to their normal layout, teachers can 
circulate freely during lessons if they are comfortable to do so.     In January 2022 Government advice is that in class Masks must be 
worn by students however teachers keeping their distance at the front of the classroom do not need to wear a face covering “We 
would not ordinarily expect teachers to wear a face covering in the classroom if they are at the front of the class, to support education 
delivery, although settings should be sensitive to the needs of individual teachers.”  

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1044534/Further_e
ducation_COVID-19_operational_guidance.pdf 
 
 
There are no bubbles any more – This continues to be the case in the January 2022 guidance. 
 
All students and staff are encouraged to take part in regular home testing twice a week.  As part of local outbreak plans Public Health 
may impose a mass testing regime. 
 
This risk assessment follows the pattern of previous Covid assessments but has been updated to reflect January 2022 Plan B 
guidance from DFE/Gov to schools and FE providers. 
 
A separate RA document gives additional measures to address the potential higher risk to BAME staff and students which should be 
read in conjunction with this document.    BAME or vulnerable students may still wish to wear face masks in and around college even 
when it is no longer government guidance, and this wish should be respected by everyone. 
 
This assessment is undertaken in compliance with the College Health, Safety and Welfare Policy to aid the planning and monitoring of 
a safe reintroduction of the staff and students of the college.  
 

 There will be greater back to back use of classrooms and study areas than was the case when the college operated on a 
50/50 rota model of part remote education, and so good ventilation must be maintained – (CO2 monitors have been provided 
for up to 50% of college classrooms and will be rotated around classes targetting those with poor ventilation – eg rooms on B 
corridor with no outside windows, C5) 

 Sanitising at the start/ end of lessons will be of heightened importance. 
 
Dialogue with Wigan/ GM PHE continues and should help us respond if there is a rise in infections above the levels we have already 
experienced as we come out of the Christmas – New Year holiday period.   The college has a number of proven delivery models 
which can work in a number of different scenarios depending upon the infection rates if we need to reintroduce further measures-  
however return to mass online learning has to be agreed with local health and education authority Directors. 
 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1044534/Further_education_COVID-19_operational_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1044534/Further_education_COVID-19_operational_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1044534/Further_education_COVID-19_operational_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1044534/Further_education_COVID-19_operational_guidance.pdf


 

 

3 

WE ARE THEREFORE CONTINUING WITH SAFE EDUCATION DELIVERY ON SITE in line with DFE and Government advice in 
January 2022.   The priority remains delivery of face to face high quality education for all pupils. 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1044534/Further_education_COVI
D-19_operational_guidance.pdf 
 
 
Conor Edwards Director of Finance & Resources 4-1-2022 
 
 
Please note there are separate risk assessments for:- 
Mass Testing 
BAME 
Teaching departments such as Sport / Performing Arts / Science / Art have undertaken additional risk assessments.  However 
January 2022 guidance is still that education should carry on as normal as much as possible. 
Use of IT drop in areas and the Library  
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1044534/Further_education_COVID-
19_operational_guidance.pdf 
 
 

FACE 
MASKS 

PPE All building 
users 
Students 
Staff 

Low Staff* and Students* must wear a mask on 
Public transport at all times until further 
notice 
 
From 4 January Goverment recommend that 
face coverings should be worn by staff and 
students when moving around the 
premises, in corridors and communal areas 
and in classrooms or workshops. Face 
coverings do not need to be worn by staff or 
students when outdoors on the premises 
 
As part of January 2022 Plan B  
  
Staff may wear masks in lessons if either -
they feel this will be safer for their medical 
condition or concerns over shielding 
relatives at home or because of their 
ethnicity or religion and risks from 
vaccination take up.  
 

“We would not ordinarily expect teachers to 

wear a face covering whilst teaching 
students if they are at the front of the class, 
to support education delivery, although 

 *Note that mask wearing is exempted for certain students 
who have notified college of the reasons for not wearing a 
mask and who therefore wear a sunflower lanyard to avoid 
being challenged.  This will therefore be useful to wear on 
the bus to avoid challenge from the driver.* 
 
 
*FE providers, as employers, have a duty to comply with the 
Equality Act 2010 which includes making reasonable 
adjustments for disabled staff. They also have a duty to 
make reasonable adjustments for disabled students, to 
support them to access education successfully. No student 
should be denied education on the grounds that they are not 
wearing a face covering. 
 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1044534/Further_education_COVID-19_operational_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1044534/Further_education_COVID-19_operational_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1044534/Further_education_COVID-19_operational_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1044534/Further_education_COVID-19_operational_guidance.pdf
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settings should be sensitive to the needs of 
individual teachers.” 
 
 
Mask wearing is required on public 
transport and college bus services. 
 
 

Building 
Safety 

Legionella  
Management 

Complianc
e with HSG 
274 

All Building 
Users 

Low Domestic hot and cold water services 

The requirements for the management of your 
buildings water system must be completed to 
the requirements of HSG 274 and your 
Legionella maintenance schedule. This 
includes calorifiers/direct fired water 
heaters/sinks/ basins/ showers / thermostatic 
mixing valves. (blended hot water) 
 
Water temperatures must be kept within limits 
recommended for the control of legionella 
bacteria in water systems. For reference, use 
the Approved Code of Practice and HSG 274. 

 We expect the college to be in regular use daily and so 
unless we return to full lockdown additional flushing of 
systems will not be necessary. 
 

Asbestos 
Management 

Complianc
e with 
Asbestos 
Reg 12 &  
HSG 264 

All Building 
Users 

Low Inspect the building and if any damage to 
rooms containing or suspected asbestos 
material, contact your asbestos consultant for 
further advice. 

 Estates to tour and check the areas have not been 
damaged. 
 
Staff should continue to report any damage to plaster walls 
around college to the estates team. 
 

Statutory 
Requirement 
for Servicing 
of plant and 
Equipment. 
Pressure 
systems 
Passenger 
Lifts 
Lifting 
equipment 

Complianc
e with 
PSSR 00 
LOLAR 98 

All Building 
Users 

Low Thorough Examination & Test is a critical 
component of a management process to 
ensure the safe operation of equipment whose 
failure through deterioration can create 
dangerous situations, physical harm and 
business disruption. The statutory obligations to 
TE&T remain in place and the HSE expects 
dutyholders to make all reasonable efforts to 
arrange for TE&T to be carried out within the 
statutory time limits. The HSE strongly 
recommend that TE&T are completed. If a 
failure occurs due to a safety related fault, 
enforcement action may be taken. 
 
 

 Lift servicing and insurance checks can continue unless we 
return to full national lockdown. 
 
Visiting engineers will be expected to take a LFT test prior to 
attending site, wear a face covering at all times and observe 
good hygiene and ventilation measures. 

https://www.hse.gov.uk/pubns/books/l8.htm
https://www.hse.gov.uk/pubns/books/hsg274.htm


 

 

5 

Fixed wiring 
Testing 

NICEIC All building 
users 

Low A major replacement programme for 
distribution boards has taken place in summer 
2021. 

 Any defects to wiring on the new boards will be addressed 
during the replacement programme. 

Building 
Hygiene 

 
Deep Clean 
of all areas 
of the college 

Complianc
e with 
current 
hygiene 
standards 
published 
by the UK 
Governme
nt. 

All Building 
Users – ie 
everyone 
has a part to 
play here - 
not just the 
cleaners. 

Low – if all help  It is important that arrangements remain in 
place to ensure that students and staff are in 
safe. 
 
DFE guidance for FE colleges continues to 
recommend additional cleaning to high contact 
surfaces and so day time cleaning rota will 
continue in the autumn term 2021 subject to 
further review. 
 
Inhouse staff to revise/plan cleaning schedules, 
additional hours of work. 
Cleaning team will undertake annual deep 
clean over summer working in pairs.  Soap and 
cleaning fluids will kill any virus.   
The virus does not live for a long period on 
surfaces and for shorter periods when subject 
to ultra violet light. 
 
 
Continue to provide anti-bacterial hand gels to 
be located in the college reception foyer for a 
visitor to use before they are allowed into the 
secure area of the college.  
 
All staff and students to be reminded that 
any cleaning is immediately nul and void if 
they infect surfaces through poor Hygiene.   
Continue to repeat Government Message = 
 
Do not attend college if symptomatic.  
 
Wash hands/ use Gel on arrival and 
departure and at regular intervals through 
day. Eg when moving rooms/ eating/ using 
toilet/ before and after using IT resource. 
 
React if contacted via track and trace and 
self isolate. 
 

J The standard to be followed will be the GOV-UK guidance 
COVID-19: cleaning of non-healthcare settings guidance* 
 
Cleaning at nights will focus on desks chairs toilets and high 
contact areas such as door handles bannisters toilet flush / 
taps/sinks. 
 
Gel dispensers in all corridor areas near to toilets and 
entrance foyers have been supplemented with dispensers in 
all classrooms.  To be topped up each evening by property 
technician on site. 
 
Additional day cleaning will focus on high contact areas eg 
toilets bannisters door handles, light switches. 
 
Gel in each room so students /staff can sanitise hands on 
entry to exit to each room. 
 
Spray is provided with paper towels so students staff can 
wipe chairs and desks at lesson change. 
 
Wipes are provided for IT drop in areas so students can 
wipe their PC prior to use. 
 
Lidded bins are provided in each classroom for disposal of 
paper towels and food waste. 
 
All in place.  Staff to alert Estates team if supplies need 
restocking. 
 
Full return of all students with no other controls such as 
masks or bubbles, will mean that hygiene and cleaning 
remain a high priority – students and staff need to take 
greater responsibility for their own hygiene as there will be 
more students on site with a full return.     
 
Stocks of gel or wipes may run down more quickly so staff 
may need to alert property more frequently. 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
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Catch it /bin it approach to sneezes and 
coughs 
 

 

Building 
Users. 
Ventilation. 

HSWA 74 
W(HSW)R
92 
DoE 
BB103. 
Building 
Regulation
s 

Students, 
staff and 
visitors. 

L 
 
 if wedges 
removed in event 
of fire or lockdown 

Ventilation of the building and classrooms is 
important to reduce natural pollutants, provide 
fresh air to enable students and staff to stay 
alert and potentially with other hygiene 
measures reduce the life cycle of the 
coronavirus. 

 Open windows and doors in classrooms to 
promote through ventilation. 

 If the door has to be wedged open, ensure 
the Building Fire Plan is amended to state 
that if the room is left unoccupied, that the 
door is closed. On evacuation the wedge 
must be removed.  

 Air Conditioning Units do not bring in fresh 
air as they tend to chill the existing air in a 
room and recirculate it.  Therefore it is 
better to run fans to bring in fresh air from 
outside or open the window.   CO2 
monitors will help 

 Where rooms have no outside windows 
then fans should still be set to run 
bringing fresh air IN  

 CO2 monitors have been provided by 
DFE for c50% of all classrooms.  These 
will be distributed so that staff can work 
out how to balance ventilation to keep 
CO2 levels closer to 800 and below 
1500.  Rooms with poor ventilation eg 
no windows will be given priority 

 

 
J 

Government guidance. 
 
DoE BB101 Ventilation in colleges. 
 
Do Not Use the fire extinguishers as a door wedge. Use of a 

Dorgard Hold Open Door Retainer should be used, 
Compliant to BS7273-4 2007.  If wood wedges are used 
these MUST be taken out if the fire alarm or lockdown 
sounds 
 
Doors at mid A corridor have been fitted with détente linked 
to fire alarm. 
 
B Corridor inner rooms may be used as long as ventilation 
fans are turned on to bring in fresh air to the room. 
IT zone outside business may be used if the air handling 
system is set to on. 
 
Staff to continue to keep windows open in classrooms 
and door onto corridors even as weather gets colder. 

(we can now use CO2 monitors to check levels of CO2 in 
rooms as a proxy to test how well ventilated they are)   
 
Good ventilation remains important when rooms are used 
back to back by both lower and upper sixth groups under full 
occupancy and normal full return.  – If the fan is too loud 
during lessons then set it going during the changeover 
period. 
 
Social science upper study area has had new ventilation 
installed in November 2021 – this should be set to run during 
the day by either property staff or the Social Science 
teachers. 
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Fire 
Management 

Complianc
e with the 
RR(FS)O 
 
BB100 

All Building 
Users 

Low Review and if necessary, update your building 
fire management plan to ensure any changes 
to fire escape routes are clearly identified and 
communicated to staff and students 
 
#There are no changes- Fire Risk > Covid 
Risk – do not leave wedges in any door – 
then evacuate by the normal route  

 

 Complete a planned Fire evacuation within 
7 days or the start of the new term. This is 
normal practice for the start of term we will 
also test the lockdown sirens as normal 

 

 Carry out weekly checks of alarms 
systems, call points and emergency 
lighting. (Property Staff test the alarms and 
call points each Tuesday when there are 
no exams) 

 

 Carry out regular hazard spotting to 
identify escape route obstructions.   Staff 
only evacuation is held in inset prior to 
induction days to help new staff to 
orientate 

 

 Check that all fire doors are operational.  
 

 Review, update and test individual named 
PEEP’s as normal 
 

  
 
 
 
 
 
 
 
 
Record details of maintenance and equipment tests in the 
building Fire Log-Book/Management file at reception 
 
No change 

Catering 
service 

HSW 74 Students, 
Staff and 
Visitors 

Low  Discuss with the catering contractor any 
changes in lunch sittings, method of 
serving lunch, etc. 

 Students may also return to classrooms 
with their food or eat outside. Especially if 
vulnerable group / BAME etc. – but most 
families should have been vaccinated if 
household has vulnerable person. 

 Continue to sanitise hands before and after 
eating. 

 Ventilate the areas 

 Encourage use of outdoor tables in good 
weather. 

 Heat & ventilate garden room when cold to 
encourage use. 

 

J The college SMT to provide specific management details 
 
See # items below each bullet point to left hand box. 
 
Students may return to a free classroom to eat if the canteen 
is too busy. 
 
All students and staff to sanitise hands prior to and after 
eating. 
 
Canteen seating area to be ventilated. 
 
Cashless payment system has been introduced to take out 
risk of virus on Cash coins and bank notes. 
 
Sneeze guards at till points. 
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 Cashless catering system rolled out in 
summer 2020 will remain in operation as 
the preferred payment method to avoid 
cash handling risks for catering staff. 

 

 
Canteen areas more crowded at break times with full 
occupation so use of classrooms. 
 
Good hand hygiene before and after eating in classrooms.  
Wipe desk after eating in classrooms. 
 
Day cleaners need to monitor bins in classrooms and around 
site during day for overflow once all students return to site. 
 

Communicat
e with 
Contractors 

HSWA 74 Students, 
Staff and 
visitors. 

Low 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Opportunity from 
mass testing 

Maintenance or remedial work may be 
undertaken. Contact your contractors and 
impress on them that where possible such work 
must be completed before the start of the new 
college term. Work includes cleaning, catering, 
adaptations, inspection and maintenance of 
equipment. 
 
Inform contractors and your suppliers, not to 
enter the college if they are displaying any 
symptoms of coronavirus (following the COVID-
19: guidance for households with possible 
coronavirus infection) 

 Take a LFT test before attending college 

 Observe good hygiene practice. 

 Wear a face covering at all times indoors 

 Contractors to sign in and out as is normal 
practice 

 Consider times when contractors can 
complete work either before or after the 
college day. 

 

 Managing College Premises guide for FE refers to  
https://www.gov.uk/guidance/working-safely-during-covid-19 
 
 
Code of conduct and Risk assessment in place for all 
contractors.   Masks to be worn indoors at all times.  Test 
before attending site.  Not to attend site if symptomatic.  
College has thermometers to test temperature of visitors. 
Visitor login protocol has been changed so visitors add 
contact details for Test and Trace with their name  
 
Wide availability of  LFT testing kits may mean that college 
can insist upon visitors taking a LFT test as a pre-requisite of 
entry to site.  Certainly visitors should not attend if they are 

showing symptoms. “You should encourage parents and 
other visitors to take an LFT test at home before 
attending your setting.” 

Management 
of Access 
Control to 
and from the 
building. 
 
General 
principles. 

HSWA 74 Students, 
staff and 
visitors 

Low if observe 
distances 
 
 
 
Low for student 
bubbles if other 
controls are 
observed 

The social distancing 2 metre rule has gone but 
we will still adopt this protocol for enrolment in 
August 2021 as staff and prospective students 
may be untested and asymptomatic. 
 
Note that social distance staff to staff and staff 
to student has gone so meetings may be held 
eg morning orders in the staff room – however 
face coverings would be required – if staff feel 
comfortable with this – vulnerable staff may not 
wish to attend and may be updated by 
colleagues / or could attend and wear a face 
covering. 
 

J Use signs, posters and regular reminders to raise 
awareness.  Signs and Stickers for mask wearing and 
good hygiene to remain in place 
 

One way direction arrows & social distance etc have been 
removed. 
 
Where a member of staff lip reads then additional classroom 
space is being provided to allow students and the teacher 
not to have to wear face coverings in lesson. 
 

 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/guidance/working-safely-during-covid-19
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Note that students in class may return to 
previous seating arrangements as there is no 
need to space desks apart by any distance. 
 
(We may have to revert to spaced desks if 
there is a local outbreak in autumn 2021) 
 
(we may have to revert to test and trace so 
keeping a seating plan remains important 
for the start of term – even on a revised 
room layout) 

 
 
 

Test and 
Trace 
 
Maintaining 
records of 
staff and 
visitors to 
support the 
NHS Test 
and Trace 

Support the 
manageme
nt of 
COVID-19 

Staff and all 
visitors 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Staff and 
Students 
 

Low if contact 
details are 
recorded on 
visitor log 

The college already operate an electronic 
signing in/out system of recording visitors.  
 
The following information would be required by 
the Test and trace operators and therefore 
must be made available if requested by the 
NHS: 
Staff  

 the names of staff who work at the 
premises, 

 a contact phone number for each member 
of staff, 

 the dates and times that staff are at work. 
 

Visitors. 

 the name of the visitor. If there is more 
than one person, then you can record the 
name of the ‘lead member’ of the group 
and the number of people in the group 

 a contact phone number for each visitor, or 
for the lead member of a group. 

 date of visit, arrival time and departure 
time 

 the name of the member of staff who they 
are meeting, or activity being delivered on 
behalf of the college. 

 
Staff & Students 
 

 College will work with PHE in the 
event that there is a rise in infections 

J Test and trace will be undertaken by NHS test and trace and 
the college may only be called upon to help with contact 
tracing if we have a serious outbreak 
 
https://www.gov.uk/government/publications/coronavirus-
covid-19-maintaining-further-education-provision/further-
education-covid-19-operational-guidance 
 
 
(Personal details for staff and students are held by the 
college) 
 
Recorded on the signing in system  
 
Help contain any outbreak by following local health 
protection team advice. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
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in the area and controls have to be 
reintroduced.  

 If a teacher wishes to maintain a 2m 
distance in their class then they may 
do so but may need to check if other 
staff also teach in the same room 

 Classrooms can be reset to old layout 
without distance between desks. 

 Onsite mass testing has its own Risk 
Assessment prepared by NHS 
England for the testing process. 

 Mass testing of students and staff 
should be encouraged when college 
has returned to full occupancy to 
protect the entire community 

 Mass testing uses a lateral flow test 
and so positive tests will still need to 
be followed up with the NHS 119 
service and students or staff will need 
to take a PCR test to confirm the 
outcome. 
 

 
 
 
 
 
 
 
Mass testing H&S and correct procedures PPE are covered 
by separate Mass Test (NHS) risk assessment and online 
training resources from DFE/NHS and ARMY. 
 
Mass testing records data protection will be addressed by 
NHS risk assessment and government Mass Testing 
guidance for the protection of life. 
 
Mass test team to be recruited/ assembled, dBS checked, 
trained and deployed safely. 

Entering 
College Site   

Spread of 
Virus/failur
e to comply 
with social 
distancing 
rules 

Staff/Visitors Low if students 
staff do not attend 
with symptoms 
 
 
Low if students 
staff use outside 
routes on full 
return to reduce 
pressure off main 
corridor areas 
 
Low if students 
and staff continue 
to wear masks 
when walking 
around corridors 
to reach lesson or 
workspace 

o Do not attend college if you are 
unwell or have symptoms similar to 
Covid. 

o  
o Have you had a persistent cough, 

high temperature or loss of taste 
and smell in last 14 days? 

o Has anyone in your household had 
any of these symptoms in the last 14 
days? 

 Anyone answering YES to either of the 
above questions will be asked to leave site 
and follow the COVID-19: guidance for 
households with possible coronavirus 
infection guidance, and self-isolate 
themselves and their household for the 
appropriate number of days. 

 Staff and students area strongly 
encouraged to take LFT tests twice each 
week at  3-4 day intervals. 

 Visitors and other contractors should 
therefore also expect to be encouraged to 
take a LFT test before attending college. 

J GOV.UK Guidance. 
https://www.gov.uk/government/publications/coronavirus-
covid-19-maintaining-further-education-provision/further-
education-covid-19-operational-guidance 
 
Don’t visit if you have symptoms 
Test at regular intervals every 3-4 days 
Good hygiene 
Ventilate 
Follow PHE Wigan advice 
Encourage vaccination 
Encourage regular LFT home testing 
 
 
Sanitiser points remain in all classrooms over summer 
period and on corridors and foyer areas. 
 
2m painted lines marked outside main entrance and D block 
entrance for enrolment in August 2021 will remain in place 
 
 
 
 
 
 

https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
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 The college has a small area set aside to 
help students who are having problems 
taking a regular LFT test at home. 

 All students and staff are expected to take 
a LFT test before the start of term when 
they return to college. 

 
 
 
 
 

 Hand sanitiser stations have been 
positioned on the entrance(s) to the 
building(s) and must be used by all 
students, staff and visitors.  (Also 
dispensers on corridors outside toilets – 
and to be placed in each classroom) 

 One-way system in operation on some 
staircases. 

 Parents are advised to make an 
appointment if they wish to speak to a 
member of staff before visiting the college. 

 Keep to the left when entering the site and 
along corridors. 

 Sanitise or wash your hands as soon as 
you arrive. 

 Sanitise or wash your hands regularly 
through the day 

 Sanitise your hands on leaving 

 Wear a mask on public transport  

 Wipe down your PC keyboard before you 
use it. 

 Sanitise your hands on changing 
classrooms 

 Spray and paper towels will be available in 
classrooms if you wish to wipe your desk/ 
chair at lesson change.  

 
 
Don’t forget your mask – YOU NEED IT FOR THE BUS! * 
You need a mask in busy areas* 
You need a mask classrooms from January 2022* 

 
‘*exempt students will have arranged with college to wear a 
sunflower lanyard. 
 
 
 
 

Leaving 
College Site  

Spread of 
Virus/failur
e to comply 
with social 
distancing 
rules 

Staff/Visitors/ 
Students 

Low 
 
If staggered times 
of bus loading 
 
If masks are worn 
on college 
transport  

 Visitors to Sign out before leaving the 
college site. 

 Hand sanitiser station will be available on 
exit to the building. / or wash your hands 
with soap in the bathrooms before you go 
home. 

 Wear a mask at all times on public 
transport. 

J GOV.UK Guidance. 
 
Use signs, posters and regular reminders to maintain good 
standards and awareness 
 
Reminder to Parents and Students to insist up on masks 
upon buses as buses will be full– so do not forget your 
mask in the morning!! 
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 Know who your close contacts are on the 
bus so they may be traced if necessary. 

 In wet weather students will wait in the 
canteen area or the theatre until called for 
their bus 

Know who your close contacts are on the bus.  Masks 
should be worn to reduce the risk of spread on the bus.  
Windows should be opened where possible. 

Communicati
ng with 
parents on 
changes 

Safety of 
others. 

Students, 
staff and 
parents. 

Low 
 
Good 
communication 
will help everyone 
to observe good 
practice and keep 
risk down 

Plan B good practice advice applies. 

 Inform students and their, parents/carer’s, 
not to enter the college if they are 
displaying any symptoms of coronavirus. 
(following the COVID-19: guidance for 
households with possible coronavirus 
infection) 

 Encourage regular LFT test and visitors 
and parents to take LFT test prior to 
visiting college. 

 The use of public transport to travel to and 
from the college is encouraged to reduce 
traffic –  wear a face mask on the bus or 
train.  Try to sit in the same seat with the 
same people around you so that other 
students can be traced if you fall ill. 

 Open the windows if the bus or train has 
this option to ensure good air flow. 

 Inform parents that if their student needs to 
be accompanied into college, only one 
parent should attend. 

 Staff and students to remember to wear 
their ID badge at entry to college.    

 If a Student is taken Ill with covid-19 
Symptoms during the day then Parents will 
be expected to collect them and take them 
home as soon as possible to self isolate. 

J GOV.UK Advice:- 
https://www.gov.uk/government/publications/coronavirus-
covid-19-maintaining-further-education-provision/further-
education-covid-19-operational-guidance 
 

“Staff and students should continue to test twice weekly 
at home, with lateral flow device (LFD) test kits, 3 to 4 
days apart. Testing remains voluntary but is strongly 
encouraged. FE providers, except ITPs/ACLPs, should also 
retain a small Asymptomatic Testing Site (ATS) on-site until 
further notice so they can offer testing to students who are 
unable to test themselves at home. You should encourage 
parents and other visitors to take an LFD test at home 
before attending your setting.” 
 
 
Do not attend if ill or feeling symptomatic – don’t spread the 
virus on the bus. 
 
Wear your Mask at all times unless exempt with a lanyard. 
 
Good hygiene at all times as contact is greater than was the 
case during periods of off site remote learning. 
 
Space will be less – go outside if weather is good.   
 
 

Communicati
on with Staff 
 
Protection 
against 
infection 
 

Personal 
safety 

Staff Low 
 
Good 
communication 
will help everyone 
to observe good 
practice and keep 
risk down 
 
 
Low if staff do not 
lower their guard 

Communication and training for staff is 
essential to update and carryout new 
procedures during this challenging situation. 
Inform staff about room allocations, the college 
plan for delivering lessons, safeguarding 
measures, timetable changes, the daily routine. 

 Avoiding contact with anyone with 
symptoms of COVID-19 

 Staff should not attend college if 
symptomatic 

 Continue frequent hand cleaning and good 
respiratory hygiene practices. 

J GOV.UK Guidance. 
COVID-19 Actions for Colleges Guidance for Full Opening – 
Colleges Jan 2022 update 
https://www.gov.uk/government/publications/coronavirus-
covid-19-maintaining-further-education-provision/further-
education-covid-19-operational-guidance 
 
 
 
 
Reminder to consider your distance in staff base rooms and 
staff room areas as you do not want to catch covid even if 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
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over social 
distance in staff 
base rooms or 
staff rest areas 

 Using soap and water or hand sanitizer get 
students to clean their hands regularly, 

o On arriving at college. 
o Return from breaks. 
o When changing classrooms. 
o Before and after eating 
o On leaving the college 

 Paper towels and spray to wipe desks will 
be provided in classrooms if needed.   
Wipes will be provided to wipe keyboards 
in IT or computing classrooms where 
needed.   Dispose into lidded bins in each 
room. 

 Night time cleaners will wipe all room hard 
surfaces –desks and chairs. 

 Night time property will fill up alcohol gel 
dispensers and classroom spray bottles. 

 Regular day cleaners will attend to high 
Frequency area cleaning of toilets, taps, 
flushes, door handles, hand driers.  Hand 
rails, frequently touched corridor door push 
plates etc. To check Gel is topped up and 
empty classroom lidded bins. 

 Ensuring good respiratory hygiene - 
promote the ‘catch it, bin it, kill it’ 

approach. 

 Daily orders may be virtual or live with or 
without masks. 

 Ventilate your rooms.  But pull any 

wedges in the event of a fire evacuation or 
practice. 

 This College Risk assessment -  to be 
published on the College Intranet for 
access to all staff and the college Union 
representatives. 

 Note: Supply teachers can move between 
colleges.  Wigan Music service can return 
to normal operation but may continue to 
use perspex shields or face masks.  
Regular LFT testing is encouraged for all 
visitors and staff moving between sites 

 Recommend staff and students have their 
own items and do not share with others. 

 Staff will be issued with a docking Laptop 
so they do not have to share keyboards 
and can switch to online working easily if 

you have been vaccinated?   - keep the base room well 
ventilated – wear a face covering in busy rooms. 
 
 
Staff will be able to get weekly flow tests and should aim to 
use these at least twice each week or test if they feel unwell. 
 
Staff should wear face coverings around college at all times 
but may remove them if teaching at the front of the class, 
 
 or working in an office that is well ventilated if they are able 
to maintain distances.     
 
 
. 
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there is a further outbreak or local 
lockdown. 

 
Staff must also inform the SMT of incidents of 
non-compliance e.g.hand washing, suspected 
illness, medical support given or less likely 
violence by students, including restraint if you 
have had to go closer to a student than 1+m 
distance. 
 
If a student is suspected as falling ill with 
Covid-19 symptoms during the day they must 
immediately be isolated to the hygiene suite 
and then be taken home by a parent. 
Put on mask – keep 2m distance –wait in 
designated area to be picked up by parent   
(designated areas would be sick room / 
hygiene suite / outside front of college – 
maintain 2m distance at all times. Wear mask 
at all times when you are symptomatic and 
leave site as soon as possible picked up by 
a parent/guardian. 

 

Personal 
Protective 
Equipment 

Personal 
protection 

Students and 
Staff 

L  
if observe 
recommendation 
 
Face covering 
must be worn as 
advised  

Jan 2022 Plan B measures:- 

From 4 January we recommend that face 
coverings should be worn by staff and 
students when moving around the premises, 
in corridors and communal areas and in 
classrooms or workshops. Face coverings do 
not need to be worn by staff or students 
when outdoors on the premises. 
 
Except PPE that they would normally need for 
their topic work or to provide pupil personal 
support. 
 
However:- 
 
Staff should continue to wear masks in busy 
corridors or student social areas if they feel this 
will give them protection against airborne virus 
droplets. 
 
Staff may wear a plastic visor if they feel this 
will be safer for them in lessons – however they 
are less effective than a face covering. 

 Students who do not wear a mask for health reasons on 
public transport must wear a lanyard to this effect if they do 
not wish to be challenged by the bus driver,  and must 
consider the distance they keep to other students as they 
have no mask. 
 
PPE for Mass testing is on NHS risk assessment for mass 
testing 
 
Parents/Students to be reminded that mask is essential 
equipment to be worn every day on the bus unless 
displaying an exempt lanyard. 
 
Mask wearing may need to be re-introduced more widely 
if there is a local outbreak.  Eg Plan B December -Jan 
2022. 
. 
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Students and staff will be expected to provide 
their own masks.  These must be worn on 
public transport. 
A small number of Spare masks are available 
from main reception but you are expected to 
bring your own from home - please dispose of 
these in a responsible manner do not drop litter 
– love where you live.  
 
See guidance link for further information. 

First Aid Support to 
others 

Students, 
staff and 
Visitors 

L 
 
If students staff 
with covid 
symptoms do not 
attend college 
and extra PPE 
and distance 
maintained 

 If a student becomes unwell with 
symptoms of coronavirus while in the 
college and needs direct personal care 
until they can return home. Isolate the 
student/person in a separate room and 
open the window for ventilation ( Hygiene 
suite is first option former Nurse room 
behind student services if hygiene suite 
already in use) and supervised by a 
member of staff using the 2m rule. If a 
distance of 2 metres cannot be maintained. 
A fluid-resistant surgical face mask should 
be worn by the supervising adult,  

 If contact with the student/person is 
necessary, then gloves, an apron and a 
fluid-resistant surgical face mask should be 
worn by the supervising adult.  

 If the situation 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- visors 
are available from the Estates Manager 

 Staff who have helped anyone with 
suspected symptoms do not need to go 
home and self-isolate for 14 days unless 
they develop the symptoms themselves or 
the symptomatic person tests positive. 
Contact PHE for advice. 

 The area around the person with 
symptoms must be cleaned with normal 
household disinfectant after they have left 
to reduce the risk of passing on any 
infection. 

 Any cleaning waste should be double 
bagged for disposal after 72 hours 

 “What to do if a student is displaying symptoms of 
coronavirus” - DFE 
 
Note: as of the 18 05 20, the list of symptoms now includes; 

 High Temperature 37.8°C 

 Continuous Cough 

 Loss of taste and smell 
 
Contact Public Health (01942 404240) for further advice on 
a Positive COVID test result. 
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Staying Alert, 
Staying Safe 

Working 
environme
nt 

Students and 
Staff 

L if all hygiene 
principles 
adhered to  

 Inform students, parents and visitors not to 
enter the college if they are displaying any 
symptoms of coronavirus. 

 A seating plan in lesson to be recorded 
by teachers once the room is settled so 
that if there is an outbreak in the 
autumn term we can return to Test and 
trace.  – it is educationally sound to have a 

lesson and seating plan for differentiation 
too. 

 A teacher may if they prefer still maintain a 
2m distance at the front of the class or a 
sneeze screen on the desk especially if 
they wish to teach without a face mask at 
the front of class. 

 Classrooms that are free are advertised on 
the screen in the main canteen area and 
other screens around college. 

 Some students timetables will have a free 
lesson at the start or end of the day and 
may then be able to make their own way to 
college if not using the bus. 

 Clean frequently touched surfaces using 
standard detergents products.  Spray 
bottle to be located in each classroom for 
use in the day at lesson change if desk 
chair needs attention.  Desks and chairs 
will be cleaned overnight.  

 Wipes will be available to clean keyboards 
in IT Drop in areas/ LRC / IT and computer 
based classrooms such as graphics / 
Music Tech/ Computing/ H&S Care. 

 Student and Teachers can take books and 
other shared resources home but should 
observe good hand hygiene before and 
after handling shared items. 

 Sanitise hands before and after marking 
students work.  Sanitise hands before 
touching shared library books.  Wipe the 
cover if you sneeze over it. 

 IT drop in areas will log & record the 
student working at a given PC so that the 
adjacent users can be traced.    

 Note that Test and Trace is undertaken by 
the NHS telephone or online service. 
 

 GOV.UK Guidance. 
Follow the guidance for FE colleges 
 
 
The college SMT to include specific detailed information for 
the management of the college day 
 
 
 
 
Face coverings:- re-introduced in response to a local 
outbreak or plan B. See above guidance from Jan 2022 
 
For enrolment days where a large number of parents 
students will be on site who they would not normally meet in 
a crowded place then we will strongly encourage mask 
wearing and LFT testing of parents.  Wigan PHE also advise 
that this is a sensible precaution although not a legal 
requirement. 
 
 
 
 
Good hygiene remains important and students should 
sanitise their hands before& after using shared resources 
such as library books. 
 
 
 
 
 
 
 
Use signs, posters and regular reminders to raise 
awareness. 
 
 
(See Science and Art and sport) 
 
Students may need to be collected by parents during the day 
if they become identified as a close contact. 
 
Parents must promptly report positive cases to covid19 
email address so that the college may advise Wigan PHE if 
positive case numbers are increasing.  They should also 
contact NHS test and trace directly. 
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Staff should implement the above measures as 
far as they are able, whilst ensuring students 
are kept safe and well.  

 

Classroom 
Management 

Staffing Students and 
staff 

Low  
 
if good hygiene is 
observed and 
traceable student 
seating plan 

 Staff may wish to maintain their distance 
from the students by staying at the front of 
the class especially if they wish to remove 
their face covering.   

 Circulation within class for good teaching 
may take place however the teacher (and 
all students) should then wear a mask. 

 Staff may still  use a sneeze screen if front 
student desk is too close to teacher desk 
(<2m) or if staff feel worried. 

 For students with complex needs or close 
care, support should be provided as 
normal. 

 Staff may now relax the classroom 
arrangement so that students no longer 
need to be seated side to side and facing 
forward where possible.  (this could be 
reintroduced as a contingency)  

 Please keep to a set seating plan and 
share this to Deputy Principal PA  in case 
Test & Trace is reintroduced by Wigan for 
an outbreak or in case NHS test and trace 
need close contact information for a 
student who does not know who their class 
mates were. 

 Ensure seating plan is kept up to date if 
students leave or join class late.  

 Ensure seating plan is shared to DP PA 

 Students may still need to know who they 
were with on the bus or at break times if 
they need to inform NHS test and trace. 

 Good hygiene is still very important and 
regular washing of hands/ use of Gel / 
Catch-bin-kill it message. 

 Ventilate your classroom well.  Wear extra 
layer if it is cold so this can still take place 
– ask for a CO2 monitor if you want to see 
how well ventilated your room is. 

 Wedge the door open but remove the 
wedge if fire alarm or lockdown alarms 
sound 

 If a student becomes unwell or shows 
symptoms of COVID-19, removed them 

  COVID-19 Actions for Colleges Guidance for Full Opening – 
Colleges  
 
https://www.gov.uk/government/publications/coronavirus-
covid-19-maintaining-further-education-provision/further-
education-covid-19-operational-guidance 
 
 
The college SMT to include specific detailed information for 
the management of the college day…. See controls listed in 
column to left << 
 
Where safety and/or management concerns remain, these 
should be discussed with the college management/ unions 
committee and options identified for further discussion with 
the local authority Wigan PHE. 
 
 
 
Students will need to remain aware of their close contacts 
outside of lesson times for NHS contact tracing. During free 
lessons at break times and on the bus. 

https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance
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from the group immediately, isolate to 
hygiene suite/  sick room at student 
reception and inform the parents to pick up 
the student. 

 Bacterial spray and paper towels are 
available in each room to sanitise desks or 
chairs between classes.  Wipes are 
available in IT classrooms.  However  
Students and staff should sanitize or wash 
hands at each lesson/ room change and 
provided they then do not touch desk and 
then put hands to their face they should 
remain at low risk of infection from hard 
surfaces 
 

 

Humanities  Students and 
staff 

Low 
 
If hand hygiene 
applied to shared 
resources 

 Classroom based – see guidance above 

 Maintain good ventilation at all times 

 Consider whether to rearrange desk layout 
as no longer in rows forward – but keep a 
seating plan on the revised layout in case 
of return to contact tracing. 

 Wipe down desktops and chairs over night 

 Spray and hand towels available for use 
between lessons at changeover. 

 Gel dispenser in each classroom so 
students can sanitize hands on entry to the 
room and on leaving.   Thus desks and 
chairs should remain virus free during the 
day. 

 Insist upon good hand hygiene prior to use 
of classroom resources 

 Where IT workstations face each other in a 
classroom setting then Perspex sneeze 
screens remain in place between the 
machines. 

  
Specific detailed information for the curriculum:- 
 
EG STRESS NEED FOR GOOD HAND HYGIENE BEFORE 
AND AFTER PRACTICAL WORK - if rock samples are used 
in Geology. 
Microscopes will need to be wiped and laptops if in use in 
History or Ipads – will need gel wipes from Estates if being 
used. 
Good hand hygiene must be observed to reduce risk of 
above. 

(Eg if you sanitise hands before and after handling rocks and 
do not touch face then risk is low) 
Ensure microscope eyepiece is carefully wiped with antiviral 
wipe 

Drama  Students and 
Staff 

Low 
 
If hand hygiene 
applied to shared 
resources 

 Review your risk assessment in light of 
new guidance from professional bodies re 
aerosol and breathing / airborne droplets. 

 Advice for strenuous physical exercise is 
that masks should not be worn – but 
therefore consider space between groups 
and wear masks when not strenuous. 

 Work in up to class groups.   

 If groups are working together on a project 
ensure students know who they are with in 

 The college SMT to include specific detailed information for 
the curriculum programme.  (see separate risk assessment 
for performing Arts) 
 
Stress importance of good hand hygiene at all times 
 
Use of props & Shared musical instruments should be 
reduced where possible but good hand hygiene before and 
after will compensate. 
 
Ensure good hand hygiene at all times. 
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case of NHS test and trace close contact 
tracing. 
 

Wipe down hard surfaces and equipment after 
use.  Cleaning over night 
 
Wipes for IT drop in area use & for WTV control 
room use.  Ensure any small groups know who 
they were working with in case of NHS test and 
trace. 
 
Insist upon good hand hygiene before using 
props or shared instruments/ equipment. 
 

 Students dancing in bare feet should 
observe good hand hygiene before 
and after lesson. 

 If students are to dance with face to 
the floor then they must wipe the area 
with an antibacterial wipe prior to 
rehearsing on that space. 

 
 
See above right for special measures for 
audiences at shows -> 

 
A separate RA has been developed by the department to 
cover group work dance drama and instrumental music 
which should be observed at all times. 
 

 Auditorium should be well ventilated. 

 Audience in theatre must either use the NHS App and 
scan in to the venue with QR code or there has to be a 
pre-booked seating plan so that contacts can be traced 
by NHS test and trace later on.  Audience and front of 
house staff to be encouraged to wear face coverings in 
crowded and enclosed settings. Face coverings are no 
longer required by law, but the government expects 
and recommends that people should continue to 
wear them in crowded and enclosed settings, to 
protect themselves and others. Where worn correctly, 

this can reduce the risk of transmission. 

 https://www.gov.uk/guidance/working-safely-during-
covid-19/events-and-attractions 

 
 
Students will no longer need to maintain 2m distance when 
presenting dramatic monologues without a mask. 
 
However distance between audience and performers may 
need to be considered. 
 
Keep Venue e.g. theatre well ventilated  (use windows to 
bus area side) consider keeping inner exit door toward D 
block open but with fire marshall to keep corridor quiet 
during show. 
 
. 

Specialist 
Rooms 
Science 

 Students and 
Staff 

Low 
 
If hand hygiene 
applied to shared 
resources 

 Stress message on good hand hygiene 
& face coverings – important for future 
work in Biology Labs / Pathology / To 
avoid errors in results 

 Review the educational topic and the 
information provided by CLEAPSS. 

 Ventilation of the Labs and Prep Room to 
be maintained by opening windows. 

 Consider the requirements for students 
needing 1:1 support, how this can be 
maintained. 

 Equipment to be cleaned regularly but 
good hand hygiene at start and end of 

 CLEAPSS Science Guidance 
www.cleapss.org.uk * 
 
Stress importance of good hygiene and H&S as relevant to 
all science related jobs in future. 
 
CLEAPSS risk asessments to be used.  Following 
discussion with insurers and H&S advice taken washing 
glassware in a dishwasher on the hot setting is deemed to 
be sufficient to clean virus from practical equipment prior to 
re-use. 
Microscope eye pieces to be carefully wiped with 
antibacterial wipe before and after any practical. 
Other contact points eg balances to be wiped as necessary. 

https://www.gov.uk/guidance/working-safely-during-covid-19/events-and-attractions
https://www.gov.uk/guidance/working-safely-during-covid-19/events-and-attractions
http://www.cleapss.org.uk/
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each lesson should mitigate any 
transmission risk.  

 Wipe down hard surfaces and equipment 
after use 

 Students may share lab coats if they 
sanitise hands after putting them on/ taking 
off 

Discuss how hygiene is relevant to lab work in Biology  
Maintain good ventilation 
 
sealed labs 
 

Specialist 
Rooms 
Design and 
Technology 
 
Wood/Metal 
Workshops 
 
Graphics 
 
Art. 
 
Textiles 
 
 
 

 Students and 
Staff 

Low 
 
If hand hygiene 
applied to shared 
resources 

 Review your risk assessment and 
guidance provided via CLEAPSS regarding 
the activity and use of equipment. 

 Student class groups or less subject to the 
type of activity and equipment in use. 

 Consider the requirements for students 
needing 1:1 support, how this can be 
maintained 

 Workbench spaced out to provide 
maximum distancing between students 
facing forward if teacher prefers this but no 
longer mandatory. 

 Perspex screens have been installed 
where computers face each other eg 
Photography room – these will remain in 
place.  

 Fixed equipment annual inspection 
completed. Retain documentation and 
make available upon request. 

 Art Equipment to be cleaned frequently 
and meticulously where possible but good 
hand hygiene before and after use will 
mitigate risk of transmission via touching 
shared resources. 

 Wipes to be provided for IT keyboards and 
mice and or other equipment such as 
sewing machines. 

 Stress that students MUST sanitize or 
wash hands at start and end of session 
and do not touch face then risk will be 
lower from eg touching a sewing 
machine. 

 
Extraction systems fixed to machinery to be 
operable 
 
Open windows for ventilation 
 
 

 CLEAPSS guidance for workshops www.cleapss.org.uk * 
 
The college SMT to include specific detailed information for 
the curriculum programme 
 
Stress importance of good hygiene. 
 
Maintain good ventilation especially in spaces with no 
windows eg Dark Room. 
 
 
 

http://www.cleapss.org.uk/
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Music Fit for 
purpose 

Student and 
staff 

Low 
 
If hand hygiene 
applied to shared 
resources 

 Student class group or less subject to the 
type of activity and equipment in use. 

 Consider the requirements for students 
needing 1:1 support, how this can be 
maintained 

 Instruments and Equipment to be cleaned 
frequently and meticulously - good hand 
hygiene before and after using shared 
equipment will help mitigate any risk of 
transmission 

 Wipe down desktops and computer 
equipment after use 

Wipe down piano keyboards with gel wipes. 
Students to bring own instrument / drumsticks 
to rehearse on. 
Face coverings still advised in enclosed 
settings such as practice rooms. 
 
Consider closure of 1:1 practice rooms and or 
limit on occupancy of recording studios if used. 
Wipe down recording studio desks after use 
Only use small rooms if air handling system is 
fully operational  

 The college SMT to include specific detailed information for 
the curriculum programme – See Drama 
 
 
A separate RA has been developed by the department to 
cover group work dance drama and instrumental music 
which should be observed at all times.  This is in line with 
sector good practice. 
 
Ensure good hand hygiene – eg before playing piano etc. 
 
music teachers will still bring own portable sneeze screens 
for lessons and may choose or be advised to wear a face 
covering in enclosed settings such as practice rooms. 
 
Ensure ventilation systems are operating in rooms with no 
windows. However 

ITC Fit for 
purpose 

Students and 
Staff 

Low 
 
If hand hygiene 
applied to shared 
resources 

 Student class group or less subject to the 
type of activity and equipment in use. 

 Consider the requirements for students 
needing 1:1 support, how this can be 
maintained 

 Insist upon good hand hygiene at start and 
end of every lesson where resource 
/keyboard in use. 

 Sneeze screens have been installed where 
computers face towards each other across 
the desk. 

Wipe down desktops and computer equipment 
after use use Gel wipes. 

 The college SMT to include specific detailed information for 
the curriculum programme 
 
See measures to the left – good hygiene, ventilation, sneeze 
screens, wiping of keyboards and mice or other shared 
equipment at start of each lesson.  Gel hands at start and 
end of lessons. 
 

LRC Fit for 
purpose 

Students and 
Staff 

Low 
 
If hand hygiene 
applied to shared 
resources 

 Good hygiene – sanitise or wash 
hands on entry to and exit from Library 

 Use Gel wipe to wipe down keyboard. 

 IT system will log who was using which 
computer at what time. 

 
Wipe down hard surfaces and equipment after 
use 
 
There is no longer a requirement to quarantine 
books and magazines.   

 https://www.librariesconnected.org.uk/resource/service-
recovery-toolkit-word 
may inform some guidance on operation of libraries post 
July 2021 Step 4  for example many restrictions including 
those related to singing and dancing in libraries were lifted. 
 
Staff and students should wear face coverings at all times as 
per Plan B guidance Jan 2022 unless exempt  
 
Keep the library well ventilated  
 

https://www.librariesconnected.org.uk/resource/service-recovery-toolkit-word
https://www.librariesconnected.org.uk/resource/service-recovery-toolkit-word
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Students and staff should be able to access 
resources. 

Encourage good hand hygiene / wiping of computers. 
 
 
 

Sports 
 
Indoor/outdo
or courts. 
 
Gyms 
facilities 

 Students and 
Staff 

Low 
 
If hand hygiene 
applied to shared 
resources 

 Education advice is to keep sport 
running as normal where possible.  
Face coverings should not be worn 
during strenuous exercise. 

 Sport may go back to non contact version 
if needed as contingency plan for outbreak. 

 Sport hall may be closed to keep clean 

 Equipment eg Gym equipment must be 
cleaned frequently but good hand hygiene 
before and after use will help mitigate this 
risk 

 Outdoor sports should be prioritised to 
maximize distance between players. Social 
distancing no longer applies. 

 No shared use of table tennis bats – good 
hand hygiene frequently at start and end of 
session if shared table tennis ball – ball to 
be washed frequently 

 Students may need to remember their 
close contacts for NHS contact tracing. 
 

 
Ensure fans ventilating building are tested and 
running.   
Open windows to activity room and gym for 
ventilation 
 
 

 Coronavirus Guidance on a Phased Return of Sport and 
Recreation in England 07 07 20 
https://www.gov.uk/guidance/guidance-on-coronavirus-
covid-19-measures-for-grassroots-sport-participants-
providers-and-facility-operators may be relevant * 
 
Association for Physical Education. 
https://www.sportandrecreation.org.uk/news/covid-19/latest-
government-guidance 
 
 
Separate risk assessment for PE practical and enrichment in 
place. 
 
Note that non contact policy has been relaxed at stage 4 
unless Wigan PHE reintroduce for local outbreak. 
Face coverings are not to be worn during strenuous 
sport.  However spectators in an enclosed space should 
wear a face covering unless exempt. 
 
Check that ventilation fans to changing rooms are 
running before using these for team sport. 

 
Fans for main sport hall should be turned on when sport hall 
is in use (eg for mass testing) to create air flow. 

Post-16  Students and 
Staff 

Low if good 
hygiene practice 
is adopted and 
masks worn on 
transport  

Consider the above points and the specific 
education and support requirements of the KS 
group/College students 

 Bubbles no longer in force – consider need to reintroduce if 
there is a further outbreak in the Wigan area – but advice 
from government is that bubbles should be a last resort. 

Remote 
Education 
Support for - 
Students 
unable to 
return to 
college or 
self isolating 

  Very low Provision of educational resources for 
individuals or groups of students unable to 
return to college  

 Use of established on-line learning and 
support materials 

 Safeguarding online protocols and contact 
with vulnerable students to be maintained 

 Separate risk assessment for online 
teaching on teams 

 Teaching staff may wish to record voice over for powerpoint 
slides used in lessons and work so that students who are 
self isolated at home can continue to be working remotely. 
 
There may be a small number of ill students / self isolating / 
shielding students who need to attend online – they must 
have doctors letter to state that the risk from covid in college 
is greater than the risk of not attending on site education as 
vaccination programme  may reduce the risk to close 
contacts at home. 

https://www.gov.uk/guidance/guidance-on-coronavirus-covid-19-measures-for-grassroots-sport-participants-providers-and-facility-operators
https://www.gov.uk/guidance/guidance-on-coronavirus-covid-19-measures-for-grassroots-sport-participants-providers-and-facility-operators
https://www.gov.uk/guidance/guidance-on-coronavirus-covid-19-measures-for-grassroots-sport-participants-providers-and-facility-operators
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Encourage take up of vaccination in 16-18 age group 
 

SEND 
Support 
 
Support to 
named 
Students 

 Students and 
Staff 

Low 
 
If hand hygiene 
applied prior to 
use of shared 
resources 

SENCO to review the 
EHCP/PSP/PHP/IEP/PEEP for named students 
and provide advice to the senior management 
and LA of any concerns.  
 
(See link  for government guidance for working 
in education and the use of PPE) 
 
Library rooms to be well ventilated for SEN 
group work or ILLA meetings. 
Staff and students may still use sneeze screens 
if felt useful- especially if working with students 
who are exempt.  
Staff should wear face coverings in enclosed or 
busy spaces unless exempt. 
 
 

 Safe Working in Education, Childcare and Children’s Social 
Care including the use of PPE. 20-7-2021 
 
https://www.gov.uk/government/publications/safe-working-in-
education-childcare-and-childrens-social-care/the-use-of-
personal-protective-equipment-ppe-in-education-childcare-
and-childrens-social-care-settings-including-for-aerosol-
generating-procedure 
 
Keep rooms well ventilated 
 
Good hygiene 
 
Masks should be worn if staff or students unless exempt. 

Learning and 
other 
specialist 
facilities 

Fit for 
purpose 

Students and 
Staff 

Low 
 
If hand hygiene 
applied prior to 
and after use of 
shared resources 
/ soft seating or 
carpet areas 

 Allocate timetable slots for using the 
resources. 

 Insist upon good hand hygiene before and 
after use of areas. 

Spray available for students to Wipe down 
desktops and wipes for computer equipment 
before use.  (LRC and IT drop in areas) 
Steamer available to clean down soft seating 
eg Theatre/ LRC carpet areas/ IT operator 
chairs if contaminated. 
 
Keep well ventilated 
Good hygiene 
Keep cleaning regularly 
 
 

 Government Guidance 
 
 
Return to full college may cause greater anxiety to some 
students-  ensure there is a calm refuge e.g. in G5 or library 
silent study area. 
24 Additional picnic tables have been purchased to allow 
extra outside seating in good weather for a further 100 
students. 
 
 

Off Site 
Visits. 
 
Day Visits 
Only 
 
 
 
 
 
 

Safety Students and 
Staff 
 
 
 
 
 
 
 
 
 

Low 
 
If hand hygiene 
applied and 
vehicle well 
ventilated and 
cleaned pre use 

Residential visits will be considered after 
Christmas 2021 – first priority is education 
catch up for the autumn term. 
Government DFE advice is still to consider 
carefully before booking trips and visits as there 
may be no cover for cancellation costs. 
 
Proposed adventurous activities assessments 
to be reviewed by the Deputy Principal and 
Approved by the Principal 
 

 Further advice on educational visits :- 
 
https://www.gov.uk/government/publications/coronavirus-
covid-19-maintaining-further-education-provision/further-
education-covid-19-operational-guidance 
 
 
 
Safe Working in Education, Childcare and Children’s Social 
Care Settings including the Use of Personal Protective 
Equipment  16 06 20 

https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/the-use-of-personal-protective-equipment-ppe-in-education-childcare-and-childrens-social-care-settings-including-for-aerosol-generating-procedure
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/the-use-of-personal-protective-equipment-ppe-in-education-childcare-and-childrens-social-care-settings-including-for-aerosol-generating-procedure
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/the-use-of-personal-protective-equipment-ppe-in-education-childcare-and-childrens-social-care-settings-including-for-aerosol-generating-procedure
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/the-use-of-personal-protective-equipment-ppe-in-education-childcare-and-childrens-social-care-settings-including-for-aerosol-generating-procedure
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/the-use-of-personal-protective-equipment-ppe-in-education-childcare-and-childrens-social-care-settings-including-for-aerosol-generating-procedure
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Transport 
 
 
 
 
 
 
 
 
 
 
 
Out of hours 
transport/ 
taxi 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Staff 

Vehicles are an enclosed space with a higher 
risk of transmission of the virus.  Therefore face 
coverings on minibus or coach or public 
transport. 
 
 
 
 

 Face mask for any car share must be Type 
2R standard- ventilate vehicle and sit apart 
as above – however any car share users 
will still be deemed close contacts and so 
would then need to take part in Mass Test 
follow up if a car user is positive 
 

 
 
 
Trips and visits may be reintroduced in Spring 2022 – be 
aware of insurance issues before booking all trips but 
especially 
international travel as added risk of changes to travel 
status of destination and cost of testing before and after 
trip – risk of quarantine on return etc. 
 
Do not book anything before talking to Deputy Principal. 

Reporting of 
injuries 

Complianc
e with 
RIDDOR 
13 and LA 
Policy 

Students, 
staff and 
Visitors 

L= no different to 
normal 

Injuries to students, staff and visitors must be 
recorded as usual in compliance to the College 
H&S Policy. Major injuries that are reportable 
under RIDDOR to be reported to the H& S Co-
ordinator/ Estates Manager immediately, who 
will support to the college with the notification to 
the HSE. 

 HSE - Employers Guidance – Incident Reporting in 
Colleges. https://www.hse.gov.uk/pubns/edis1.pdf*  

SEND 
Support 

 Students and 
Staff 

L SENCO to review the 
EHCP/PSP/PHP/IEP/PEEP for named students 
and provide advice to the senior management 
and LA of any concerns.  
 
(See link  for government guidance for working 
in education and the use of PPE) 
 

 Safe Working in Education, Childcare and Children’s Social 
Care including the use of PPE. 14 05 20 
https://www.gov.uk/government/publications/safe-working-in-
education-childcare-and-childrens-social-care/safe-working-
in-education-childcare-and-childrens-social-care-settings-
including-the-use-of-personal-protective-equipment-ppe* 

Out of Hours 
College 
Lettings 

 Children and 
Staff 

Suspended until 
further notice 
 
n/a 

Services in the evenings will cause the 
buildings cleaning regime to be ineffective as 
further cleaning will have to occur after the 
evening use has ended. We wish to see how 
the virus runs in the local area when the college 
returns in September before adding the extra 
worry of evening opening. 
 
Allocate a room(s) for the club use  that can be 
controlled by them and re-cleaned at the end of 
the session including cleaning any contact 
points and toilets etc. 

 COVID-19 Protective Measures for Holiday or After College 
Clubs and other Out-of-College Settings for Children during 
the Coronavirus Outbreak. 01 07 20 
https://www.gov.uk/government/publications/protective-
measures-for-holiday-or-after-school-clubs-and-other-out-of-
school-settings-for-children-during-the-coronavirus-covid-19-
outbreak/protective-measures-for-out-of-school-settings-
during-the-coronavirus-covid-19-outbreak * 
 
 
Use signs, posters and regular reminders to raise 
awareness. 

https://www.hse.gov.uk/pubns/edis1.pdf
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak/protective-measures-for-out-of-school-settings-during-the-coronavirus-covid-19-outbreak
https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak/protective-measures-for-out-of-school-settings-during-the-coronavirus-covid-19-outbreak
https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak/protective-measures-for-out-of-school-settings-during-the-coronavirus-covid-19-outbreak
https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak/protective-measures-for-out-of-school-settings-during-the-coronavirus-covid-19-outbreak
https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak/protective-measures-for-out-of-school-settings-during-the-coronavirus-covid-19-outbreak


 

 

25 

 Public should be encouraged to wear face 
masks if the area is busy and enclosed. 

 Equipment and materials for activities to be 
separate from college used equipment. 

 Where possible provide separate storage 
for club equipment from college 
equipment. 

 
List of items you should consider for supporting 
the club. 

 Posters, (for example, to encourage 
consistency on hygiene and keeping to 
their own group) 

 soap for sinks, and where there is no sink 
nearby, hand sanitiser in rooms/learning 
environments 

 cleaning products, 

 sanitising wipes for wiping some 
equipment 

 lidded bins, 

 
Reinforce good hygiene messages 
 
Ensure venues are well ventilated at night without 
compromise to night security. 
 
Ensure venues are cleaned before and at end of session 
ready for next day including frequent contact points. 
  
 
 
College is unlikely to run evening lettings until staff are 
recruited to manage the operation as the previous operating 
company failed in lockdown. 
 
College will keep evenings closed until additional cleaning is 
available or no longer required as night use will mean a 
further clean would be required at the end of any letting 
period. 

BAME Vulnerable 
to COVID-
19 

Individual 
staff and 
students 

L 
See separate RA 
document 

 See separate Risk Assessment 

 BAME staff and students may feel happier 
if continuing to wear face coverings the 
college community will respect this wish. 

 The college will continue to provide PPE to 
cleaning staff and work to ensure that rules 
over car sharing do not impact upon 
personal security. 

 Additional cleaning wipes and sanitiser are 
available close to the prayer and 
contemplation room. 

 Prayer room to be included in the day time 
cleaning of frequent contact points. 

 Prayer room to be well ventilated in use if 
door is not open to give privacy. 

 Larger room available for busy periods at 
times of religious festivals. 

 Staff able to pray in their own classroom if 
they feel safer doing so. 

 College tutors to reach out to BAME 
students to check that they are feeling ok 
as restrictions are lifted. 

 College staff to encourage and support 
vaccination programme for students. 

 GOV.UK Advice 
 
It is possible that the statistic related to higher mortality 
amongst BAME individuals related to the fact that the NHS 
frontline staff has a more diverse workforce. 
 
BAME students or staff may wish to continue to wear masks 
even when government guidance eases 
 
If an assessment is required of a named person contact the 
student welfare team or HR department for staff.  
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Return to 
work of 
Vulnerable 
named staff  

Clinically 
Vulnerable 
 

Named 
member of 
staff 

L/M  College HR and SMT have risk assessed 
all staff who have declared vulnerability. 

 The health and protection of a vulnerable 
member of staff is important. In support of 
a named person a Vulnerable Person risk 
assessment will be completed through the 
process of an informal 1:1 discussion, to 
explore the most appropriate options and 
offer reassurance for any concerns and 
support within the ability of the college. 
Consider use of visors and masks more 
extensively when circulating in college – 
consider if home working is possible.  
Consider retirement if close to retirement 
age. 

 Encourage good hygiene 

 Encourage regular LFT testing 

 Cleaning regime has been 
adjusted in day time 

 Maintain good ventilation  

 Use of plastic sneeze screens 
around some desks to remain 
until pandemic is clearly not going 
to return 

 Ask visitors other staff to keep 
their mask on and maintain a 
distance 

 Vulnerable staff may consider 
working from home where 
appropriate- however this may 
have mental health issues and 
these should also be considered. 

 Vulnerable staff may consider 
moving round college to avoid 
busy periods such as lesson 
change 

 Vulnerable Person at Increased Risk  Assessment. For 
further advice contact HR.  
 

Employee 
Wellbeing 

Anxiety College Staff 
and their 
families 

M/L  Welfare and Pastoral Team have lots of 
resources to offer to students on wellbeing 
and anxiety management. 

 Counselling service available. 

 Consider possible use of sport hall for 
yoga / Tai Chi (e.g. in inset programme) 

 Consider enrichment outdoors e.g. walking 
around the playing field area – Natural 
Health Service. 
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 Employee Assistance Programme can help 
provide support, advice and information. 
Call your service provider. Insight on 0300 
555 0120 (calls charged at local rate). 
Open 24/7 

 Citizens Advice – offer free, independent, 
confidential and impartial advice on a 
range of financial issues. 

Contingency 
planning to 
provide 
continuity of 
education in 
the case of a 
local 
outbreak 
 

Spike in 
coronavirus 
and 
Anxiety 

College Staff, 
Students and 
Parents 

M Specific details will be provided to the colleges 
affected by the LA/ Greater Manchester Public 
Health England -  based on the Government 
advice and scientific evidence at that time. 
 
Onsite mass testing may help staff /students be 
reassured that they have not got covid.  This 
may help us to identify a-symptomatic carriers 
and make the whole community safer so giving 
consent to testing is to be strongly encouraged. 
 
Steps that may help rapidly with a further 
wave:- 
 
1 Reintroduce face coverings for students in 
busy areas such as canteen / study areas 
2 Reintroduce face coverings in classrooms 
3 Re space desks in lines forward 
4 Re-introduce bubble groups** 
5 Re-introduce home working for relevant 

support staff who are not student facing 
and who are vulnerable groups. 

6 Make LFT testing compulsory on a daily 
basis before leaving for college or daily for 
a period of up to 14 days. 

7 Reintroduce test and trace within college 
rather than NHS T&T 

8 Deep clean areas which may be linked to a 
high volume of cases 

9 Cancel major gatherings such as 
assemblies 

10 Cancel sport or reduce to non contact only 
11 Re designate Sport Hall back to second 

catering space for bubbles to be 
maintained 

12 Re-introduce social distance for staff 
13 Move to 50/50 on line and face to face 

operation- this must be a last resort with 
consultation with DFE and LA DPH 

  

Wigan PHE team may advise on steps to be taken in 
schools colleges across the LA area  - eg face coverings etc.  
depending upon what works 
 
Government priority is to keep students in face to face on 
site learning – therefore options 11-12  must be seen as a 
last resort. 
 

** government does not advise bubbles. 
 

http://thehub/MyEmployment/Working-life/Wellbeing/Employee-Assistance-Programme.aspx
https://www.cawb.org.uk/
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14 Consider fire break online learning fortnight 
or reading week to allow virus to work itself 
out without spreading via college close 
contacts or transport- again requires DPH 
approval to close on site learning. 

 Further Information: 
The guidance issued by the Government may change as we continue to move forward further scientific advice. Such new or amended 
guidance will be published on the GOV.UK web site. 

 

 
 
 
 
ADDITIONAL INFORMATION: 
 
Contact points. 

 College Main reception       01695 633244  

 Police, Fire and Rescue, Ambulance    999 

 Wigan LA Health and Wellbeing Team    01942 827857 

 PHE Greater Manchester     03442250562 

 Out of hours PHE      0151 434 4819 

 DFE coronavirus helpline     08000468687 

 Wigan Council       01942 244991 

 Wigan Civil Contingencies Team    01942 404240 
 
 
 
 
Fully revised and updated to reflect plan B January 2022 updates for Further Education 
 
 
Conor RL Edwards Director of Finance  4-1-2022 
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 The following were taken from the Government Guidance for Schools published on 2nd July 2020 
COVID-19 Actions for Colleges Guidance for Full Opening – Colleges 02 07 20 
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools * 
 
Annex A: Behaviour principles 
In light of the need for students to behave appropriately and with respect for others. The following behaviour guidance must be communicated to students, parents and 
staff. 
Rules of good behaviour are: 

 Do not attend college if unwell or symptomatic 

 Take part in LFT testing programmes and take a regular test twice each week at home. This is voluntary but strongly encouraged 

 Test before you return to college after a holiday period 

 Wear a Mask on public transport.  Sit on the same seat each day on the college bus so you can trace your near passengers.    

 Always follow  instructions on good hygiene, such as regular handwashing and sanitising – on arrival, departure, lesson changes, before and after 
eating before using IT resources.     

 Catch it bin it kill it & go home if you feel unwell. 

 Ensure your classroom is well ventilated and does not feel stuffy 

 Wear a Mask in college as advised as part of Plan B response – unless exempt in which case clearly wear a sunflower lanyard. 

 Wash or sanitise your hands before and after eating. 

 Pay cashless – top up your ID badge online or use card/ phone payment at the tills. 

 When moving around the premises follow the instructions given to you. (for example, one-way systems on stairs, out of bounds areas, queuing, where rooms 
are off limits) 

 tell a teacher immediately if you are experiencing symptoms of coronavirus and self isolate to sick room before going home with Parent – if well but suspect 
symptoms then keep social distance wear a mask and go home with parent – take a LFT test and PCR follow up as soon as possible.  Inform NHS test and 
trace and email to college so we know number of positive students. 

 follow the rules about sharing any equipment or other items in lessons and observe good hygiene before and after.  Do not drink directly from water fountain. 

 use of toilets – always wash your hands afterwards. Sanitiser Gel is available in the corridor if you have had to touch the door handles on the way out 

 Wipe down your keyboard and mouse.  Bin the wipe.  Sanitize your hands before and after using the IT drop in area or Library. 

 Coughing or spitting at or towards any other person will result in automatic exclusion.  

 Any rewards and sanction system where appropriate 
 

Identify any reasonable adjustments that need to be made for students with more challenging behaviour. 
 
 
Annex B: Principles for staff 
 

1. Do not come to work if you have coronavirus symptoms but go home as soon as these develop (informing your Team Manager) and access a test as soon as 
possible.  Take a flow test on a twice weekly basis or if you are worried – & more frequently if you are a close contact.   

2. Clean your hands more often than usual - with running water & soap and dry them thoroughly or use alcohol hand sanitiser ensuring that all parts of the hands 
are covered. 

3. Use the ‘catch it, bin it, kill it’ approach. 
4. Ensure your classroom or workplace is well ventilated – open the windows and doors turn any fans on to “IN” setting ensure ventilation systems are working in 

your room if eg LRC or D block Sport Hall etc.  But remove any wedges in event of fire or lockdown 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
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5. Clean frequently touched surfaces often using standard products, such as detergents and bleach.  Use an antiviral wipe for your keyboard mouse phone 

periodically. 
6. Consider wearing a mask in enclosed or busy areas. 
7. Re arrange your classroom if you no longer find rows forward is good for education but please keep a seating plan and share to PA to Deputy Principal so that if 

we need to return to college close contact identification we can do so. 
8. Use a sneeze screen if front row of class is <2m from your teachers desk / to separate work desks where you are facing each other if you feel this will offer you 

greater protection 
9. Consider maintaining social distance in staff base rooms as if you catch Covid even though you are vaccinated it will disrupt your work and may lead to your 

colleagues going into self isolation (or frequent testing?tbc). 
10. Help your group to follow the rules on hand cleaning, ‘catch it, bin it, kill it’ etc. including by updating your classrooms displays with posters.   . 
11. If your group will be sharing equipment and resources then good hand hygiene before and after. 
12. Keep your activity door and windows open  for air flow. Keep your rooms well ventilated. Set any ventilation fans to “in” and turn them on.  
13. Canteen payment will remain cashless consider topping up your ID badge balance or card payment. 

 
 
 
DFE Advice to Further Education in a nutshell:-    Now Wear a Mask unless exempt  
 
1 GOOD HYGIENE 
 
2 KEEP ON CLEANING 
 
3 VENTILATE 
 
4 DO WHAT WIGAN PHE SAY REGARDING SELF ISOLATION AND MANAGING CONFIRMED CASES 
 
5 DON’T COME TO COLLEGE IF YOU ARE ILL /SYMPTOMS = GO HOME AND GET A PCR TEST 
 
6 KEEP ON WITH REGULAR LFT TESTING at least twice a week  (more often if you are a close contact)  
 
7 Encourage as many students as you can to take part in Mass Testing, regular LFT home tests and Vaccination programmes 

 
 
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance 
 
 
You’ve all been amazing- it’s been a long drag since March 2020.  The new variant is spreading faster but symptoms seem to be less bad for your respiratory system.   
Be kind to yourself and to your colleagues and friends – keep on testing and wearing your face covering unless exempt.   Keep up with your regular vaccinations and 
boosters. 
 
 
 

https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/further-education-covid-19-operational-guidance

