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RISK ASSESSMENT - COVID 19 (Whole School – V9) 

Hazards Control measures 

Working with 
members of 
staff in the 
school. 

When working with members of staff in the school, the following applies: 

- Every member of staff will be fully briefed to ensure that they are aware of the hazards and 
risks and understand the rules and procedures put in place. 

- It is essential that people do not attend school if symptomatic. Everyone who develops 
symptoms of COVID-19 – a new, continuous cough; fever or loss of, or change in, sense of 
smell or taste - should self- isolate straight away, stay at home and arrange a test.  

- People who live in the same household as a person with symptoms should also self-isolate 
straight away and stay at home. Only those developing symptoms should be tested. There is 
no need for other members of the household to have a test, unless they are also symptomatic. 
If the test result for the symptomatic person is negative, and they are not already isolating as 
a ‘close contact’ of a confirmed case, they can end isolation and return to work or school 
when they are well enough and have not had a fever for 48 hours assuming also that they 
are not quarantining for foreign travel reasons. The rest of their household can end isolation 
straight away.  

- School staff who opt to undertake asymptomatic testing do not need to self-isolate while 
awaiting results.  

- Please see LFD asymptomatic testing section of this Risk Assessment.  
- If the test is positive, the symptomatic person must remain in isolation until 10 days from 

symptom onset, or longer if symptoms persist. They must otherwise be well and remain fever-
free for 48 hours without medication. The rest of the household should remain in isolation for 
10 days from symptom onset in the symptomatic person, even if they don’t have symptoms 
themselves.  

- Everyone who tests positive for COVID-19 will be put in touch with the local contact tracing 
team so that other close contacts can be identified. All close contacts who are in the same 
household as confirmed cases will be asked by Test and Protect to self-isolate for 10 days 
from symptom onset in the symptomatic person. Contacts from outside the household of the 
confirmed case will be asked to self-isolate at home for 10 days from the date of last exposure 
to the case.  

- Everyone who has been asked to self-isolate by Test and Protect as close contacts of 
confirmed cases must continue to self-isolate for 10 days, even if they have a negative test 
result. From February the 18th, Test and Protect will ask those identified as close contacts to 
book a test. You are still required to isolate for 10 days regardless of result.  

- Unless otherwise advised by Test and Protect or local Incident Management Teams, where 
children, young people or staff do not have symptoms but are self-isolating as a close contact 
of person who is a confirmed case, other people in their household will not be asked to self-
isolate along with them.  

- If symptoms start to develop over the working day, staff will be sent home immediately and 
told to self-isolate. Their work area will be isolated and a sign displayed to prevent anyone 
using it, until there has been a special clean.  

- Cleaning / janitorial staff will regularly clean the door handles and sink taps within the building. 
- Teaching / assistant staff / pupils will maintain good hygiene standards, use sanitiser provided 

and wipe over surfaces where required, e.g. shared equipment, kettles, fridge, microwaves 
etc.  

- 2 metre physical distancing between adults and young people should be marinated at all 
times. This includes non-staff adult visitors to the school eg contractors, deliveries etc. 

- Medical grade masks, while not compulsory are highly recommended and are available upon 
request.  

- All staff and senior pupils should wear a face covering when in school, other than to dine.  
- BGE pupils will be encouraged to wear face coverings however this is not compulsory in 

classrooms. Please note this is a requirement when moving around the school in corridors, 
office and admin areas, canteens (except when dining) and other confined communal areas, 
(including staff rooms and toilets) and where ever they cannot keep 2m distance with others. 

- Where required transparent / see through face coverings may be used, i.e. to improve 
communications. 

- ‘Wear a face covering in this area’ signs will be displayed. 
- It is noted that some individuals are exempt from wearing face coverings and this will have 

been agreed with the Head Teacher. 
- Communication has been made to staff on how to put on, remove, store and dispose of 

face coverings in all of the circumstances above, to avoid inadvertently increasing the risks 
of transmission.  

- Staff will be encouraged to: 

https://www.google.com/url?sa=i&url=https%3A%2F%2Fdalkeith.mgfl.net%2F&psig=AOvVaw3j-RqNd7QqaIjDbZg80_Nm&ust=1592484726682000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCJiulofyiOoCFQAAAAAdAAAAABAD
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o Speak up / report - “Say if it’s Not Okay”. Staff should also say if they feel measures 
are not effective or working as planned as the risk assessment is fluid and can be 
changed to support better ways of working or to take into consideration updated 
public health advice.  

o Prepare food at home so that they can avoid the need to visit takeaways / shops at 
lunch breaks and risk the potential exposure to infection.  

- The following are key COVID-secure personal hygiene measures that all staff should follow: 
o Frequent washing / sanitising of hands for 20 seconds and drying thoroughly, and 

always when entering / leaving the building, before / after eating and after using the 
toilet. 

o Avoid touching their faces including mouth, eyes and nose. 
o Using a tissue or elbow to cough or sneeze, and use bins that are emptied regularly 

for tissue waste. 
- The Health Protection (Coronavirus) (International Travel) (Scotland) Regulations 2020 

require all those returning to Scotland from non-exempt countries to self-isolate at home or 
another appropriate location for 10 days. Those self-isolating should not go out to work or 
school or visit public areas.  

- Given the nature of the role of learning assistants, specific guidance has been developed by 
SfL. This can be found in the department specific risk assessment for SfL.  

  

 

Pupil 
displaying 
symptoms. 

 It is essential that people do not attend school if symptomatic. Everyone who develops symptoms 
of COVID-19 – a new, continuous cough; fever or loss of, or change in, sense of smell or taste - 
should self- isolate straight away, stay at home and arrange a test via the appropriate method 
(see below).  

 People who live in the same household as a person with symptoms should also self-isolate 
straight away and stay at home. Only those developing symptoms should be tested. There is no 
need for other members of the household to have a test, unless they are also symptomatic. If the 
test result for the symptomatic person is negative, and they are not already isolating as a ‘close 
contact’ of a confirmed case, they can end isolation and return to work or school when they are 
well enough and have not had a fever for 48 hours assuming also that they are not quarantining 
for foreign travel reasons. The rest of their household can end isolation straight away.  

 If the test is positive, the symptomatic person must remain in isolation until 10 days from symptom 
onset, or longer if symptoms persist. They must otherwise be well and remain fever-free for 48 
hours without medication. The rest of the household should remain in isolation for 10 days from 
symptom onset in the symptomatic person, even if they don’t have symptoms themselves.  

 Everyone who tests positive for COVID-19 will be put in touch with the local contact tracing team 
so that other close contacts can be identified. All close contacts who are in the same household 
as confirmed cases will be asked by Test and Protect to self-isolate for 10 days from symptom 
onset in the symptomatic person. Contacts from outside the household of the confirmed case will 
be asked to self-isolate at home for 10 days from the date of last exposure to the case.  

 Everyone who has been asked to self-isolate by Test and Protect as close contacts of confirmed 
cases must continue to self-isolate for 10 days, even if they have a negative test result. From 
February the 18th, Test and Protect will ask those identified as close contacts to book a test. You 
are still required to isolate for 10 days regardless of result. 

 Unless otherwise advised by Test and Protect or local Incident Management Teams, where 
children, young people or staff do not have symptoms but are self-isolating as a close contact of 
person who is a confirmed case, other people in their household will not be asked to self-isolate 
along with them.  

 If pupils are found on arrival, or if signs of continuous coughing, high temperature, loss of taste / 
smell develop during the working day, the following applies. If the affected person has mild 
symptoms, and is over the age of 16 and able to do so, they should go home as soon as they 
notice symptoms and follow the guidance for households with possible coronavirus infection 
including testing and self-isolation.  If the individual affected is a child or young person below 
the age of 16 (or unable to leave alone), parents/carers should be contacted and asked to make 
arrangements to pick the child or young person from school (preferably this should be another 
adult member of their household and not a grandparent) and follow the national guidance for 
households with possible COVID-19 infection including testing and self-isolation.  

 If a child or young person is awaiting collection they will sit 2 metres away from other people 
and placed in an isolation room. The isolation room is behind a closed door with appropriate 
adult supervision if required, depending on the age and needs of the child or young person. If it 
is possible to open a window, this will be done for ventilation. The individual should avoid 
touching people, surfaces and objects and be advised to cover their mouth and nose with a 
disposable tissue when they cough or sneeze, and then put the tissue in the bin. A separate 
bathroom will be designated for the individual to use. The symptomatic individual may also be 
asked to wear a face mask or face covering to reduce environmental contamination where this 
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can be tolerated. Staff working with pupils should follow the guidance on PPE guidance listed in 
the “Fire or other emergency” section of the risk assessment.   

 The area the pupil was working / isolation room will be isolated and a sign displayed to prevent 
anyone using it, until there has been a special clean. 

 If advised, the pupil will follow the requirements of ‘Test and Protect’ (Test, Trace, Isolate and 
Support). 

 Please see LFD asymptomatic testing section of this Risk Assessment.  

 Cleaning / janitorial staff will regularly clean the door handles and sink taps within the building. 

 Teaching / assistant staff / pupils will maintain good hygiene standards, use sanitiser provided, 
and wipe over surfaces where required, e.g. shared equipment, kettles, fridge, etc. 

 Hand sanitiser is flammable and risk of pupils setting light to this should be reduced. Small bottles 
of hand sanitiser have been removed and replaced with sanitising pods that cannot be removed. 
Staff should also ensure that sanitiser bottles are not removed from their classrooms.  

 Social distancing of 2M is now required at all times. If there are any issues, appropriate 
enforcement will be required. Posters showing 20 second hand washing guidance / Covid-19 
safety guidance will be displayed throughout the school area. 

 Medical grade masks, while not compulsory are highly recommended and are available upon 
request.  

 All staff and senior pupils should wear a face covering when in school, other than to dine.  

 BGE pupils will be encouraged to wear face coverings however this is not compulsory in 
classrooms. Please note this is a requirement however when moving around the school in 
corridors, office and admin areas, canteens (except when dining) and other confined communal 
areas, (including staff rooms and toilets) and where ever they cannot keep 2m distance with 
others. 

 Classroom assistants should wear face coverings at all times (except when dining). 

 Medical grade masks, while not compulsory are highly recommended and are available upon 
request.  

 Where required transparent / see through face coverings may be used, i.e. to improve 
communications. 

 ‘Wear a face covering in this area’ signs will be displayed. 

 It is noted that some individuals are exempt from wearing face coverings and this will have been 
agreed with the Head Teacher and issued with an exemption card.   

 Communication has been made to pupils on how to put on, remove, store and dispose of face 
coverings in all of the circumstances above, to avoid inadvertently increasing the risks of 
transmission.  

 The following are key COVID-secure personal hygiene measures that all young people should 
follow: 

o Frequent washing / sanitising of hands for 20 seconds and drying thoroughly, and always 
when entering / leaving the building, before/after eating and after using the toilet. 

o Avoid touching their faces including mouth, eyes and nose. 
o Using a tissue or elbow to cough or sneeze, and use bins that are emptied regularly for 

tissue waste. 

 The Health Protection (Coronavirus) (International Travel) (Scotland) Regulations 2020 require 
all those returning to Scotland from non-exempt countries to self-isolate at home or another 
appropriate location for 10 days. Those self-isolating should not go out to work or school or visit 
public areas.  

  

Maintaining 
social 
distancing 
within the 
school 

 All staff will maintain social distancing of two metres at all times for everyone within the school 
whenever possible. For social distancing to work, while Midlothian Council can set up social 
distancing measures to promote this, there is an individual responsibility for every staff member 
to make this work, this will include: 
 

1) Undertaking a ‘capacity assessment’ for the learning accommodation. This will include: 
- Utilising breakout spaces, dining space, libraries, community lets and indoor sports spaces 

as learning accommodation.  
 

2) To aid in the management of pupils with social distancing:  
- The junior and senior school will be kept separate. This includes during break / lunch and 

during timetabled classes. Year groups within the junior school (S1 to S3) will be kept 
separate. The senior school (S4-S6) will be considered as one group.  
 

3) To minimise the need for large number of pupil transits and manage social distancing within the 
school: 
- Agreed staggering of period times by not using the “school bell” which would allow a degree 

of flexibility on class start / finish times and avoid large numbers of pupils in corridors. It also 
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provides a calm and managed experience which better prepares staff and pupils for the next 
block of learning. 

- External areas will be used to move between some parts of the school building.  
- The one way system will be utilised to support reduced traffic in corridors. 
- Use of one direction stair cases. 
- Use of 2 metre markers on the floor.  
- Some social seating areas removed. 
- Social distancing posters will be displayed at the entrance and throughout the school. 
- All lifts in the school will have posters indicating that only 1 person should be in the lift at any 

one time.  
- School staff and pupils will be provided with a school plan detailing entry / exit points and new 

circulation patterns.  
- Where staff need to move between classes and year groups, they should keep 2m distancing 

from learners and other staff. 
 

4) To manage social distancing in learning accommodation: 
- All non-essential items in the learning accommodation will be removed into storage to 

maximise capacity and decrease the number of items requiring cleaning.  
- Where young people need to move about within the classroom to perform activities (for 

example to access a shared resource) this should be organised to prevent congregation 
around the point of access to the shared resource. 

- There will be no pupil ‘hot desking’ and pupils will sit at their designated desk. When the 
lesson / class starts and finishes, pupils will wipe clean the desk surface and chair with the 
sanitising material supplied. 

- Shelves will be cleared if possible or cordoned off with hazard tape.  
- Staff will ensure 3 metres between the front teaching area and the first pupil 
- Pupils must be seated 2M apart at all times.  
- Please note that all staff should maintain 2M social distancing from pupils at all times.  
- Bookcases or other unnecessary storage will be turned around to face the wall.  

 
5) To manage social distancing during breaks / in the dining area / in toilets: 

- Young people will be encouraged to maintain 2M distancing at all times. Young people 
should not crowd together or touch their peers. 

- Social physical contact will be discouraged (hand to hand greeting/hugs). 
- Junior and senior pupils will be kept separate at break and lunch time.   
- Pupils are advised to remain on campus for lunch.  
- Large bins provided in all classrooms with no bin lids to reduce contact with dirty surfaces. 
- Pupils will bring packed lunches to school to prevent the risk of infection in dining areas. 

Vending machines will also be unavailable. 
- If young people go offsite for lunch, they should follow the rules in place for 

wider society and wear a face covering when entering a shop. They should also use sanitising 
product when coming back into the school building.   

- Signage will be displayed on the outer toilet wall stating that a designated number of pupils 
can be in the toilet block at any one time. 

- Some sinks will be taped off with hazard tape to allow social distancing. 
- Hand dryers to be taped off with hazard tape and replaced with paper towels. 
- Hand washing posters will be displayed at sink areas. 
- Paper towels and soap will be provided and filled up at regular points throughout the school 

day.  
 

6) To manage social distancing in the staff room / kitchen area: 
- Staff will have lunch in smaller groups to maintain social distancing.  
- All non-essential items will be removed into storage to maximise capacity and decrease the 

number of items requiring cleaning. Tables / chairs will be repositioned or removed into 
storage. 

- Staff will bring lunch into school premade. Mugs, cutlery etc. should be washed with warm 
general purpose detergent, dried thoroughly and taken home at the end of the school day.  

- Social distancing will be maintained in the staff kitchen areas.   
- The above also applies to staff bases. 

 
7) To manage social distancing in offices and meeting spaces in the school: 

- A clear desk policy will be enforced to allow high quality cleaning at the end of the school 
day.  

- Some furniture may be removed to allow for social distancing.  
- Floor markings will be used where appropriate.  
- Sanitation stations will be set up in office / meeting spaces. 

 
8) To aid in the management of pupils social distancing during arrival and departure:  
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- No school bell will be used to reduce traffic. 
- Use of emergency exits at start of the school day. These fire exits will be supervised by staff 

when pupils enter the building at the start of the school day.  
- On arrival, pupils will head immediately on to their period 1 class. 
- Parents / carers provided with details of on arrangements on car drop off / pick up: 

o Parking further away and walking children to the school. 
o Using active travel routes where feasible.  
o Where practicable, do not undertake car sharing with children and young people of 

other households  
- It is now necessary to maintain distance between children and young people of all ages on 

school transport of 2M. This requirement also applies to secondary age learners who are 
transported to school via taxi or private hire vehicle. In this case we recommend that learners 
from only one household travel in a taxi/private hire vehicle. Where dedicated transport is 
provided for secondary age learners with additional support needs there is a requirement to 
balance the wellbeing needs of the learner. 

- Children, young people and adults must not board dedicated school or public transport if they, 
or a member of their household, have symptoms of COVID-19. If a child or young person 
develops symptoms while at school they will be sent home. They must not travel on regular 
home-to-school transport. The school should contact the parent/carer who should make 
appropriate and safe arrangements to collect the child or young person. In this situation, the 
wearing of a face covering by the child or young person on the journey home is strongly 
advised. 

- Where public transport is required for school-aged children to attend school, the general 
advice and guidance from the Scottish Government and Transport Scotland should be 
followed. This currently includes the mandatory use of face coverings unless exemptions 
apply and physical distancing where possible.  

- The same guidance also applies to pupils leaving school for college, work placements, 
appointments etc.  

 

Touching 
desks, 
cabinets, 
equipment, 
and fixtures / 
fittings, e.g. 
door handles, 
taps. 

 Cleaning / janitorial staff will provide enhanced cleaning using detergent which is active against 
bacteria and viruses, with regularly cleaning of the door handles, light switches, doorframes, taps 
and toilets within the school (touch points). Teaching resources and books used by children 
should be wiped clean between use, by the relevant staff / pupils with the sanitising material 
supplied.  

 Textbooks should be wiped down and put away for 72 hours before being used again.  

 Other resources / equipment such as those used in practical subjects will cleaned between uses 
and this will be further considered in specific departmental risk assessments. 

 Should there be an incident where a member of staff / pupil show signs of COVID-19 and are 
sent home, their work area will be isolated and sign displayed to prevent anyone using it, until 
there has been a special clean.  

 Washing your hands posters will be placed near the sinks and staff advised to wipe down kitchen 
equipment, e.g. kettles, taps, microwave, after use. 

 Everyone within the school will be encouraged to regularly wash their hands with soap and warm 
water, for at least 20 seconds, especially before eating or drinking. In addition, it will be 
recommend that cuts be covered with Elastoplast’s.  

 ‘Cleaning stations’ signs will be prominently displayed at the school entrances / exits and 
throughout the building, with antibacterial hand gel. These will be replenished, as necessary.   

 Pupils will be asked to bring their own stationery and forbidden from sharing. 

 A clear desk policy will be implemented so that high quality cleaning can take place at the end of 
each school day.  

 Clothing worn to should be washed. Staff should also change clothing when they return home 
with clothing then being washed.  

 Pupils should come to school wearing PE kit on days that they are timetabled for this subject. 

 Posters will be present for IT rooms indicating that computers should be wiped down with 
appropriate cleaning materials provided.  

 Pupils will be required to use a school bag so that they can keep all personal items on their 
person. This should be safely stowed, for example under a desk and not on a seat. The contents 
of any such bag should not be left on school premises, but go home with the pupil at the end of 
the day. 

 Where practical, doors and windows will be opened to increase natural ventilation and reducing 
contact with door handles. Where windows are not present, rooms can be used with vent systems 
in place. These vent systems have been confirmed by BAM as being “air in systems”.  

 To aid good ventilation, the following applies:  
o Partially opening doors and windows to provide ventilation while reducing draughts. 
o Opening high level windows in preference to low level to reduce draughts. 
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o Opening windows, vents and external doors between classes, during break and lunch, 
when a room is unused, or at other suitable intervals if a space is occupied for long 
periods at a time. Allow for 2 air changes per hour.  

o Providing flexibility in permissible clothing while indoors. 

 Weights can also be used to keep doors open to prevent touching of door handles. These can be 
kicked away to close the door in the event of an emergency.  

 

 

Fire or other 
emergencies. 

 Fire action procedures have been reviewed for the school and staff are aware of what action to 
take should a fire break out or the fire alarm is activated. If contractors are on site undertaking 
emergency work, they will need to be made aware of what to do in case of fire. 

 Staff will make themselves aware of who are the designated first aiders. First aiders will wear 
suitable PPE when attending incidents. Should there be no trained first aiders due to illness, 
senior staff members will act as 'appointed persons' should there be a first aid emergency, i.e. 
they will take charge when someone falls ill or is injured at work, including calling an ambulance 
if needed; look after the first aid box and other first aid equipment, including restocking the box; 
and keep records.  

 Should CPR be required, a visual check for breaths only should be made looking for the rise and 
fall of the chest. 999 should be called, and an AED should be used with chest compressions only, 
no mouth to mouth should take place. 

 Normal first aid procedures should continue with use of appropriate PPE. The types of PPE 
required in specific circumstances are set out below: 
- Routine activities: No PPE is required when undertaking routine educational activities in 

classroom or school settings, however staff may choose to wear a mask particularly if 2m 
social distancing cannot be maintained.  

- Suspected COVID-19: A fluid-resistant surgical mask should be worn by staff if they are 
looking after a child or young person who has become unwell with symptoms of COVID-19 
and 2m distancing cannot be maintained while doing so. If the child or young person who has 
become unwell with symptoms of COVID-19 needs direct personal care, gloves, aprons and 
a fluid-resistant surgical mask should be worn by staff. Eye protection should also be worn if 
a risk assessment determines that there is a risk of splashing to the eyes such as from 
coughing, spitting, or vomiting. Gloves and aprons should be used when cleaning the areas 
where a person suspected of having COVID-19 has been. Individuals should wash their 
hands thoroughly for at least 20 seconds after any contact with someone who is unwell. 

 All staff will complete mandatory PPE training through Learn Pro when this becomes available.  

 Additional first aid guidance can be found at the following link. 
https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-
first-responders/interim-guidance-for-first-responders-and-others-in-close-contact-with-
symptomatic-people-with-potential-2019-ncov 
 
 
 

Customers/ 
Clients / 
Visitors and 
deliveries. 

 All non-essential visits will be stopped. Parents / guardians / delivery drivers / community let users 
will be made aware of the temporary arrangements in place for attending meetings, deliveries 
and collections.  

 Where practical, ‘Zoom’; ‘Microsoft Team’ or similar will be used for meetings and no face to face 
contact unless there is a two metre distance between both parties and this meeting is absolutely 
essential. 

 NO large gatherings should be held. Any physical meetings should be of no more than 6 people, 
socially distanced and with face coverings being worn. 

 Every effort should be made to ensure the support of visiting professionals through lower risk 

methods (e.g. digitally/outdoors). 

 Pupil progress meeting / parental meetings should be held over the phone. 

 All deliveries should we be wiping down with sanitising material, unless they will immediately go 
in to storage and not used for at least 72 hours. 

 

Visitor / 
intruders. 

 Security arrangements will be maintained at all times and no members of public are allowed into 
the school building. Only Council officials / PPP Management personnel that show their badge 
will be allowed entry. 

 A poster will be displayed at the office stating that there is no public / contractor access into the 
building unless prior arrangement had been made and agreed and that visitors should check in 
at the BAM / appropriate school office.  
 
 

https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-first-responders/interim-guidance-for-first-responders-and-others-in-close-contact-with-symptomatic-people-with-potential-2019-ncov
https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-first-responders/interim-guidance-for-first-responders-and-others-in-close-contact-with-symptomatic-people-with-potential-2019-ncov
https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-first-responders/interim-guidance-for-first-responders-and-others-in-close-contact-with-symptomatic-people-with-potential-2019-ncov
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Vulnerable 
staff / Pupils 

 Staff at the highest clinical risk (individuals on the shielding list) should work from home. This 
advice remains regardless of whether people have had 1 or 2 doses of the vaccination.  

 Those who are pregnant, breastfeeding, immunosuppressed and those not currently 
recommended for vaccination should seek advice before attending the workplace.   

 Individual risk assessments should be in place for clinically vulnerable staff. 

 Previously, staff who have an underlying health condition have been advised to discuss with their 
GP or clinician whether they should attend school. This advice remains.  

 Previously, parents / carers of children who have an underlying health condition have been 
advised to discuss with their GP or clinician whether they should attend school. This advice 
remains. 

 Children and young people at the highest clinical risk (individuals on the shielding list) have also 
been advised not to attend school. However, parents can consult with their child’s secondary care 
(hospital) clinical team who may advise that an individualised risk assessment could be 
undertaken.  

 

Staff travelling 
to work. 

1. Staff should consider the following options: 
- Walking is probably the safest method of travel, observing the 2 metre rule at all times and 

avoid pressing crossing patrol buttons with fingers, where possible (use a pen or similar). 
- Using their own bicycle, if they have access to one. The distance to be travelled of course 

may be too great or too arduous. Where a push bike is used, again the 2 metre rule must be 
observed when waiting at junctions, etc. and there are other pedestrians or cyclists in the 
vicinity. 

- When using their own car, it is advisable that they sanitise keys, boot and door handles, 
steering wheel, gear shift, handbrake, radio buttons and instruments used, including 
seatbelts, cup holders and mobile phone holders. When using fuel pumps, use the disposable 
gloves provided at the filling station or wipe the pump handle prior to use, with a sanitising 
wipe.  
 

2. Where car sharing is required, it is advised that it is only undertaken if: 
- There is only one passenger, both wear a face covering and there is no face to face contact. 

The passenger should sit in the rear of the vehicle on the opposite side to the driver, and the 
windows opened. 

- They have asked the other person if they are suffering from any COVID-19 symptoms or if 
anyone in their household has any symptoms.   

- No food or drink is consumed during the journey and avoid touching the face during the whole 
trip and refrain from touching / leaning over towards the other person. 
 

3. Where public transport has to be used, wear a face covering and ensure that the 2 metre social 
distancing rule is maintained and sit at least 2 metres away from other passengers. Where 
practicable, travel at off peak times, or wait for public transport to be less crowded. Contactless 
payment methods are preferable to cash. It is recognised that fellow passengers will be wishing 
to exercise similar precautions which will assist with social distancing. It is advised that they use 
their own supply of hand wipes to keep hands as clean as possible and avoid eating or drinking 
whilst on public transport.  

 

Lateral Flow 
Testing 

- LFD testing will be made available to all staff and senior phase pupils attending the school 
building from the 22nd February 2021.  

- Testing is voluntary and nobody should be required to undergo testing without consent, or 
excluded from school or work if they do not wish to test. We would encourage school staff 
and senior phase learners to participate.  

-  Any person who has had a PCR-confirmed COVID diagnosis in the previous 90 days is not 
expected to take a further test unless they develop symptoms, in which case they should stay 
at home and arrange a PCR test via the usual NHS inform route. 

- If staff or learners are working/learning from home, and not attending school, they should not 
participate.  

- Staff and senior phase learners will take test kits home and, twice weekly, following clear 
instructions for use, perform the tests on themselves or with the support of a parent or 
guardian. They will then register positive, negative and void results on a webbased portal, 
with the results shared with NHS Test and Protect.  

- The processes that should be followed by individuals depending on a positive, negative or 
void result are clearly explained in supporting materials.  

- Individuals receiving a positive result must self-isolate immediately and book a PCR test. 
Contact tracing should begin immediately following the positive LFD test, and may be stood 
down in the event of a subsequent negative PCR test.  

- Asymptomatic testing is an additional measure and should not replace other mitigations. 
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- Additionally, asymptomatic staff, student teachers and learners who are negative on LFD 
testing must not regard themselves or behave as if they are free from infection. 

- Symptomatic staff, student teachers and learners should not use lateral flow tests and must 
not attend work or school. They must access a PCR test as per their usual symptomatic 
testing channel. If a symptomatic staff member, student teacher or learner has used a LFD 
test and has returned a negative result, they should still self-isolate and arrange a PCR test.  
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Staying COVID-19 Secure in 2020 
 

We confirm we have complied with the government’s 

guidance on managing the risk of COVID-19 
 
 

FIVE STEPS TO SAFER 
WORKING TOGETHER 

 
 
 
 

 
 
We have carried out a COVID-19 risk assessment and shared 
the results with the people who work here  

 
We have cleaning, handwashing and hygiene procedures in line with 
guidance  

 
We have taken all reasonable steps to help people work from home 

  
We have taken all reasonable steps to maintain a 2m 
distance in the workplace  

 
Where people cannot be 2m apart, we have done everything 
practical to manage transmission risk  

 
 
 
 
 
 
 

Employer Midlothian Council Date 18/02/21 

    

Who to contact: Craig Knight 
 

(or the Health and Safety Executive at www.hse.gov.uk or 0300 003 1647) 

 
 

 

 

 

 

 

 

 

 

 

 


