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Coronavirus (COVID-19) Annex

Awareness
of policies

and
procedures

H

● Visits to school are carried out in line with all relevant statutory
guidance and legislation, including, but not limited to:

- Public Health England (PHE) (2017) ‘Health protection in
schools and other childcare facilities’

- DfE (2020) ‘Guidance for full opening: schools’
- DfE (2020) ‘Actions for early years and childcare settings

during the coronavirus (COVID-19) outbreak’
● All visitors act in accordance with the following school policies and

documents:
- Coronavirus (COVID-19): Full Opening Plan
- Coronavirus (COVID-19): Risk Assessment for Full

Opening in September

Yes SLT Done L



● The Head of School ensures all visitors are aware of the school’s
infection control and social distancing measures. *

● Prior to the visit, the member of staff when booking the visit will
inform the visitor of the need to take a LFT ideally the day before the
visit but as a minimum upto 3 days prior to the visit.

● Visitors receive any necessary training on measures that have been
implemented that are relevant to their role, e.g. infection control
while working.

● Visitors are advised to avoid non-essential visits to allow the school
to minimise the number of visitors.

● Visitors sign a self-declaration form to confirm they understand the
infection control and social distancing measures in place and confirm
that they have not experienced coronavirus (COVID-19) symptoms,
or been in contact with somebody who is experiencing symptoms, in
the last 14 days.

● Visitors who do not, or are unable to, sign the self-declaration form
must delay their visit for another time.

● Large group visits are not undertaken at this time, e.g. open days,
induction days and sports days.

Infection
control H

● Regular staff visitors ie Executive Head or external agencies; LA or
VNET involved in school improvement who move between schools
within the federation will be required to take a Lateral Flow Device
test before each day of a planned visit or as a minimum within a 3
day window before the visit.

● Visitors do not enter the site if they are displaying symptoms of
coronavirus or have tested positive within the last 10 days – where a
visit has been scheduled, they must inform the Head of School that
they will be unable to attend.*

● The school refuses to admit visitors who are displaying symptoms of
coronavirus.

● The Head of School reserves the right to ask visitors to leave the
premises if they are not practising infection control measures
adequately.

● Posters are displayed around the school to remind visitors to practice
good hand and respiratory hygiene.

Yes SLT Done M



● The number of contacts a visitor encounters while on the school
premises is minimised.

● Visitors wash their hands or use hand sanitiser provided upon
entering and exiting the school, and when changing rooms.

● Where required, visitors are designated their own toilets, washing
areas and rest areas to minimise social mixing – these areas are
disinfected before and after use.

● All areas designated for visitors’ use, including any separate toilets,
have adequate amounts of soap, hand sanitiser, tissues and lidded
bins.

● Visitors who are required to provide care to pupils showing
symptoms of coronavirus where a distance of two metres cannot be
maintained, are provided with adequate PPE.

● Visitors will follow local guidelines and the school’s own procedures
for wearing face coverings on site.

Managing
cases of

coronavirus
H

● Visitors who become unwell with coronavirus symptoms while on-site
are asked to go home immediately.

● Where visitors who are displaying symptoms cannot go home
immediately, they are asked to self-isolate in a designated area of
the school and go home as soon as possible.

● Areas that have been occupied by a symptomatic visitor are cleaned
and disinfected as soon as possible.

● Staff and pupils who have come into contact with a symptomatic
visitor are encouraged to wash their hands immediately and report if
they become unwell with symptoms.

● Visitors who become unwell with coronavirus symptoms while on the
school premises are encouraged to get tested – the visitor informs
the school of the result as soon as possible.

● Where a visitor’s result is positive for coronavirus, the school follows
national guidance and the advice provided by the DfE’s coronavirus
helpline, e.g. those who came into contact with the visitor are asked
to self-isolate for 14 days if they become symptomatic.

Yes SLT Done M

Social
distancing H

● Visitors must adhere to the school’s policies and practices at all times
ensuring stringent social distancing measures are in place to protect
visitors who:

Yes
SLT &
Staff Done M



- Were identified as clinically vulnerable or clinically extremely
vulnerable during the period of lockdown.

- Are from groups considered at high risk of complications as a
result of coronavirus infection, e.g. visitors from Black, Asian
and minority ethnic (BAME) backgrounds.

- Are pregnant.
● Visits happen outside of school hours, where possible.
● Visitors arrive at the school outside of pupils’ arrival and departure

times to mitigate the risk of mixing with pupils and parents.
● Arrangements to minimise mixing are put in place for visitors who

are scheduled to deliver educational material, e.g. staggering session
times and assigning them a smaller cohort of pupils.

● The Head of School communicates with visitors who deliver more
regular educational sessions regarding what procedures they must
follow, in line with the guidelines set for other members of teaching
staff, e.g. staggered break times.

● Where visitors must be in groups during the visit, group size is
limited to minimise the risk of spreading potential infection, where it
is safe to do so.

● Having multiple parties of visitors on site at the same time is avoided
where possible.

● Where there are multiple parties of visitors on site, the Head of
School and site manager ensure that all parties can adhere to
social distancing and infection control measures, and that adequate
infection control provision is in place.

● Visits to school are rearranged or staggered if it is deemed unsafe
for multiple parties to be on-site at the same time, e.g. social
distancing is not feasible or adequate infection control provision
cannot be put in place.

NHS Test
and Trace

● The school actively engages with the NHS Test and Trace process
and staff are instructed when the service should be used, e.g. if a
visitor becomes unwell with coronavirus symptoms while on site.

● Visitors are informed that they may need to engage with the NHS
Test and Trace programme, meaning they need to be ready and
willing to:

- Book a test if they display symptoms.



- Provide details of anyone they have been in close contact with
if they were to test positive for coronavirus or are asked by
NHS Test and Trace.

- Self-isolate if they have been in close contact with someone
who develops coronavirus symptoms or someone who tests
positive.

● The school keeps a record of all visitors for the purpose of using the
NHS Test and Trace process where required.

● The school contacts the DfE’s coronavirus helpline and uses the NHS
Test and Trace process in the event that a visitor becomes unwell
with coronavirus symptoms while on site.

● Where necessary, the school escalates their request for advice to the
local health protection team (HPT).

● Visitors are informed that, if they receive notification via the NHS
COVID-19 app that they have been in close contact with a positive
case, they must inform the school immediately.

● Visitors who test positive are encouraged to report this on the NHS
Test and Trace app.

Face
coverings

● In line with current government guidance and school practices, face
coverings are  required to be worn on the premises.

● The school does not require face coverings to be worn by those
exempt from doing so, e.g. visitors with certain health conditions.

● The school has a contingency supply of face coverings.
● Where necessary, visitors struggling to access a face covering, or

unable to use their face covering because it has been forgotten or
soiled, are provided with one from the school’s contingency supply.

Implementa
tion of Risk

controls
H

● The School office staff who are responsible for booking and
co-ordinating visits will provide a copy of the Regular and
Occasional Visitors’ Risk Assessment to visitors prior to the visit.

● Visitors will be required to read, complete, and return a signed
copy of the Visitors Declaration prior to their visit.

● Completed declarations must be approved by the Executive Head
or Head of School before a visit occurs.

Yes SLT Done L



* Authority is delegated to the school office who coordinate visits to the school.



Regular and Occasional Visitors’ Risk Assessment 2021

Visitor Declaration

Thank you for requesting to visit our school.  You have already been provided with a copy of the Regular and Occasional Visitors’ Risk
Assessment 2021, and we now require you to complete the information below.  Once completed, please email a copy to
office-mijs@coastalfederation.com (amend as necessary with school email).  We will then confirm details of your visit if it has been
approved.

Name:  _____________________________________________________________________________________________

Company:  __________________________________________________________________________________________

Date of Visit: ________________________________________________________________________________________

Purpose:

mailto:office-mijs@coastalfederation.com


Visitor Declaration:

Please initial to confirm you have read and understood each item.  I understand that: Initial

Visitors are advised to avoid non-essential visits to allow the school to minimise the number of visitors.

Visitors sign a self-declaration form to confirm they understand the infection control and social distancing measures in place
and confirm that they have not experienced coronavirus (COVID-19) symptoms, or been in contact with somebody who is
experiencing symptoms, in the last 14 days.

Visitors who do not, or are unable to, sign the self-declaration form must delay their visit for another time.

Regular staff visitors i.e. Executive Head or external agencies, LA or VNET involved in school improvement who move
between schools within the federation will be required to take a Lateral Flow Device test ideally the day before each day of a
planned visit or as a minimum upto 3 days before the planned visit.

Visitors do not enter the site if they are displaying symptoms of coronavirus or have tested positive within the last 10 days –
where a visit has been scheduled, they must inform the Head of School that they will be unable to attend.

Visitors will follow local guidelines and the school’s own procedures for wearing face coverings on site.

Visitors who become unwell with coronavirus symptoms while on the school premises are encouraged to get tested – the
visitor informs the school of the result as soon as possible.

Visitors who test positive for Coronavirus less than 14 days after their visit will notify the school as soon as practicable
of their test result.  The school will then follow all national guidance and the advice provided by the DfE’s coronavirus
helpline.

I confirm I have read and understood the above information.

Signed: ___________________________________________________________ Print Name: _________________________________________

Date:  ___________________________________

Thank you.  Now email this signed copy to Office-mijs@coastalfederation.com



Following review of the visitor declaration form and this risk assessment, the Head of School has determined that :

Name/occupation or company

may visit the school site (mark as appropriate):

Supervised or escorted at all times Unsupervised

To work one-to-one with pupils To address a class or large group of pupils

To address an assembly

Additional comments:

School Name: __________________________________________________________________________________________________________

Signed: (Head of School/Executive Head) _________________________________________________________________________________

Date: _________________________________________________________________________________________________________________


