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Cobbs Brow – Whole School ‘Return to School’ Risk Assessment  
(amended March 2022) 

 
Overarching Guidance for all staff: 

This risk assessment outlines a series of actions to be implemented by Cobbs Brow to reduce the risk of spreading of coronavirus and dealing with direct 

transmission (for instance, when in close contact with those sneezing and coughing) and indirect transmission (via touching contaminated surfaces). It 
can be seen as a hierarchy of controls that, when implemented, creates a safer environment, where the risk of transmission of infection is reduced. 
These include: 

1) minimising contact with individuals who are displaying symptom of COVID, test positive for COVID, or following guidance around ‘isolating’ 
when a member of their household has COVID symptoms, do not attend school.  

2) cleaning hands frequently, - wash hands thoroughly for 20 seconds with running water and soap and dry them thoroughly and use alcohol 

hand rub or sanitiser ensuring that all parts of the hands and wrists are covered 
3) ensuring good respiratory hygiene - promote the ‘catch it, bin it, kill it’ approach 
4) ensure any rooms used in school have good ventilation – follow LCC ‘DILUTE’ strategy 

5) cleaning frequently touched surfaces often using products provided by school 
 
 

Staff Non-Negotiables 
1. Do not come to work if you have coronavirus symptoms or go home as soon as these develop (inform Mr Eaton) and access a PCR test as soon 

as possible. 

2. When you first enter the building hands must be sanitised before signing in. Once you have signed in wash your hands as detailed below. 
3. Clean your hands and wrists more often - with running water and soap and dry them thoroughly, using sanitiser afterwards ensuring that all 

parts of the hands are covered. 
4. Use the ‘catch it, bin it, kill it’ approach. 

5. Avoid touching your mouth, nose and eyes. 
6. Clean frequently touched surfaces often using standard products provided by school. 
7. Help your class to follow the rules on hand cleaning, not touching their faces, ‘catch it, bin it, kill it’ etc. using posters provided by SLT. 

8. Remind class/children frequently to follow rules on hand washing. 
9. Classes are able to share resources between themselves however children will have access to their own pencil. 
10. Ensure there is adequate ventilation in your classroom, doors and windows open for air flow. Do not have all windows and doors closed whilst in 

class! 
11. Staff not to congregate in small shared spaces – photocopying room, school office etc.  
12. Make sure you’ve read the school’s updated behaviour policy and know what role in it you’re being asked to take. 



Lancashire County Council 
All printed versions are uncontrolled 

Issue No: 1                                                                                                                                                                                                                                                                                                    
Issued by: D&C & HS&Q                                                                                                                                                                                                                                                    Ventilation Inspection Checklist                                                      

Page 2 of 30 
 

 
 
 
 
 
Aspect Measures to Implement  Notes Risk 
Staffing 
including 
communication 

▪ Monday staff meeting led by headteacher  
▪ Weekly/daily emails from headteacher to keep staff updated. 
▪ Daily updates from SLT. 
▪ Regular communication with staff not in work.  
▪ Risk assessments shared with staff and reviewed on a weekly basis. 

 H 

Staffing ▪ Teachers and TA’s assigned to classes 
▪ Specialist teaching (interventions, years one, four and five) to take place as normal. 
▪ All teachers and other staff can operate across different classes and year groups in order to facilitate the delivery of the 

school timetable.  
▪ Outside support from specialist teachers/therapists/advisors will take place whilst adhering to H&S advice included in this 

risk assessment.  

 M 

Pupils ▪ All pupils to attend school.  
▪ Children can again have breaktimes and lunch together and take part in practical lessons and sports with other classes 

and year groups including ‘wraparound’ care 
▪ Pupils will remain in their class group for the majority of time but may mix in other groups for specialist teaching and 

wraparound care. 
▪ Breakfast and after school club children can now mix again and do not need to be separated into departments 
▪ During break and lunchtimes, classes can mix and do not have to play in zoned areas 

▪ Children can continue to be seated in groups in class 
▪ Children can attend outdoor sports competitions (depending on agreement of the RA by head/SLT). 
▪ Visits out of school can commence but the RA must be approved by head/SLT.  

 H 

Behaviour Policy ▪ Behaviour Policy.  Children expected to follow guidelines on good hygiene practice.  
▪ Children who do not follow strict rules will be given two warnings. (More relevant with older pupils in school) If they 

continue to disobey the strict rules on hygiene routines, then the leadership team may ring parents and that pupil may be 
sent home.  

 M 

Need for 
Personal 
Protective 

Equipment 
(PPE) PPE 

Face Coverings 
▪ Face coverings are no longer advised for staff in communal areas of primaries. Health advice continues to be 

that children in primary schools should not be asked to wear face coverings. The Government do not 

advise that pupils and staff wear face coverings in classrooms. 
▪ If school experiences a substantial increase in the number of positive cases in school, the Director of Public Health 

may advise that face coverings should temporarily be worn in classrooms by staff. 
PPE 

 H 
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▪ It is recommended to wear face coverings in enclosed and crowded spaces where you may come into contact with 
people you don’t normally meet. This includes public transport and dedicated transport to school or college. 

▪ If there is a substantial increase in the number of positive cases in the school, a director of public health might advise 
that face coverings should temporarily be worn in communal areas or classrooms (by pupils, staff and visitors, unless 
exempt). The School ‘Contingency Plan’ covers this possibility (see School ‘Contingency Plan’). 

▪ Adults should continue to wear a facial covering, gloves and apron when in close contact with pupils i.e. when 
administering first aid and when dealing with intimate needs such as nappy changing. 

▪ Adults should not wear disposable gloves unless directed to do so in medical emergencies. 
▪ Revision of the staff information sheet about safe removal and application of PPE masks and other equipment.  
▪ PPE stations in designated areas 
▪ Children should not enter school wearing face masks 
▪ Children are not allowed to bring to school their own hand sanitisers. School will provide approved hand gels/soaps 

etc.  
▪ Anti-bacterial wipes will be provided to wipe down shared equipment including photocopier, laminator and paper 

slices 
 

Changes to 
official COVID-
19 guidance and 

advice 

▪ School regularly refers to official advice from the DfE, PHE, HS&Q and HR; 
▪ Schools COVID-19 Operational Guidance  
▪ LCC Schools Bulletins - (Via Portal) 

▪ LCC Health & Safety COVID-19 web page (Via Portal) 
▪ Headteacher or other senior person keeps up to date with official COVID-19 Guidance and informs employees/school 

arrangements as required; 

  

Class Size and 
Groups 
‘Classroom 

Bubbles’ 

▪ Classes should not mix with other classes wherever posisible 
▪ Pupils will remain in their class group for the majority of time but may mix in other groups for specialist teaching and 

wraparound care. 

▪ Children who require educational and care support (1 to 1), support will be provided as normal. Staff providing support 
should be sat alongside the pupil not directly facing.  

▪ Staff ratios for EYFS remain. 
▪ All teachers and other staff can operate across different classes and year groups in order to facilitate the delivery of the 

school timetable. Limit contact with other classes as much as possible. 
▪ Large gatherings such as assemblies or collective worship with more than one group is now permitted  
▪ Playtimes will be supervised by the class teacher and/or teaching assistant. Classes do not have to stay in zoned areas.  
▪ During lunchtime classes can now mix when out on the playground 

 
 

M 
M 

Physical 
Building 

▪ Tables to be organised to allow children to work in groups 
▪ Doors to be wedged open at all times - entrance to toilets (exceptions staff and disabled).  

▪ Children discouraged from bringing anything from home that is unnecessary. Children can bring a bag, water bottle, coat 
and lunchbox if required.   

▪ Keep occupied spaces well ventilated. 
▪ A ventilation inspection checklist has been completed and actions implemented. See appendix below. Also see Simple 

Steps for Good Ventilation guidance.  

 M 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1050624/Schools_COVID-19_operational_guidance_Jan_2022.pdf
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=7802&pageid=52138&e=e
https://schoolsportal.lancsngfl.ac.uk/view_sp.asp?siteid=3726&pageid=51638
https://www.gov.uk/government/organisations/public-health-england
https://schoolsportal.lancsngfl.ac.uk/modules/clicksuite/clickweb/media/doc.asp?id=144414
https://schoolsportal.lancsngfl.ac.uk/modules/clicksuite/clickweb/media/doc.asp?id=144414
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▪ All class doors leading onto to corridors to be left open, (bearing in mind fire safety and safeguarding), to limit use of 
door handles and aid ventilation.  

▪ Apart from Year 1 group, all classroom spaces should be accessed directly from outside if possible.  
▪ Windows opened to increase ventilation. 
▪ CO2 monitors are used to check adequate ventilation. 
▪ During cold days, windows can be left slightly open. During break and lunch times (when the class is vacant) open doors 

and windows to allow the free flow of air.  
▪ Leaders and staff will identify poor ventilated spaces and take steps to improve fresh air flow in these areas, giving 

particular consideration when holding specific events. 

▪ Consideration must be given to ensure adequate ventilation when pupil and staff numbers may increase particularly 
during meetings. Further advice from Public Health and/or the Health and Safety Team will be considered.  

▪ Air conditioning systems can be used to provide ventilation. 
▪ A common-sense approach needs to be taken here.  Classes should work within a comfortable temperature.   
Isolation Room- Deputy Heads Office 
 

Outdoor Spaces 
▪ Outdoor equipment if used by a class should be cleaned afterwards by a member of staff.  
Signage 
▪ Signage around school to include reminders about handwashing, sanitising and masks to be worn by staff.  
▪ Main foyer to display signs informing parents and visitors  not to enter the building unless they wear a mask 

Teaching, 
Learning and 
Curriculum 

▪ Priority teaching and learning areas identified and shared with staff to support any ‘gaps’ in learning 
▪ Pencils, drywipe pens to be stored on desk 

 L 

Assemblies ▪ Departmental assemblies to resume.    
o Monday: Reception and KS1 at 10:20am DB/PB 
o Tuesday: 10:30am KS2 – IE/LP 
o Wednesday: Class assemblies 
o Thursday: No assembly 
o Friday: Whole school – Celebration assembly - Reception and KS1 at 10:30am and KS2 at 10:45am 

  

Social 
Distancing 

▪ Physical contact should be avoided between educational staff/pupils where possible 
▪ We will continue to encourage parents to drop children off and pick them up at the main gate.   
▪ Parents of Reception children will drop and pick children up in the Reception garden area.  
▪ Nursery parents (Tiny/Little) allowed to drop off and pick children up outside the nursery classes.    

 M 

Timetable for 
Day 
 
 

Start of School Day: 
All staff need to be at pick and drop off points at the designated times:  

• Nursery – 8:50am - Nursery children come into and leave school at the usual times with their parents 

• Reception – 8:45am – enter through the side gate and drop children off at the Reception garden – staff to greet 
children 

• Infants – 8:45am - enter through the main gate and met by staff 

• KS2 – 8:45am – enter through the main gate and walk to classroom outside doors 

 
 
 

 
M 
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- Junior 1 and Junior 2 Year 3 children – go straight to cloakrooms 

- A.T. & S.W. children take coats and bags at 9:15am once early work is complete and before lesson 1 begins 

- Junior 3, 4 & 5 children to be told by a TA when cloakrooms are free after Year 3 children have put theirs away 
NB UPON ENTERING CLASS, CHILDREN WILL SANITISE HANDS IN THE CLASSROOM. RECEPTION AND NURSERY 
CHILDREN TO WASH THEIR HANDS ON ENTERING CLASS 

 
End of School Day: 

• Nursery – 3:20pm – parents collect outside the nursery main entrance 

• Reception – 3:00pm – parents collect children from the Reception garden  

• Infants – 3:00pm – lead down the path and through the main gate (encourage parents to move away from the gate 
and stand well back if waiting for older children) 

• Junior 1 & 2 – 3:05pm – Junior 1 escorted to the gate opposite Little Acorns, Junior 2 at the main gate at 3.05pm.  

• Junior, 3, 4 and 5 – 3:10pm – Junior 3 escorted to the gate opposite Little Acorns, Junior 4 and 5 at the main gate.  

 

Breakfast Club and After School Club 
The hall will be used for breakfast and after school childcare provision. The hall will no longer be sectioned into zones.  
High Contact Areas i.e. toilets 
TA’s will sanitise toilet seats, sinks, taps and door handles at 10am, 11am, 12pm, 1pm and 2pm. This will be the same for 
nurseries. PPE must be worn by all staff when cleaning toilets. All procedures followed when taking off PPE and disposing of 
it. 

Break Times  
 
 
 

 
 
 
 
 
 
 
 

• Breaktimes  
o Reception and KS1 –  

▪ Monday – 10:30 til 10.40am 
▪ Tuesday – 10:30 til 10:40am 

▪ Wednesday – 10:20 til 10:30am 
▪ Thursday – 10:30 til 10:40am 
▪ Friday – 10:15 til 10:25am 

o KS2 
▪ Monday – 10:20 til 10.30am 
▪ Tuesday – 10:40 til 10:50am 
▪ Wednesday – 10:30 til 10:40am 
▪ Thursday – 10:40 til 10:50am 
▪ Friday – 10:30 til 10:40am 

  

Lunchtimes ▪ Lunch time –  
o Reception/KS1 - 11.55 til 12.50 
o KS2 12.00 til 12.55 

▪ All times must be adhered to. 
▪ Food should not be consumed in class (with the exemption of lunch) or any other area around school except for the 

staffroom  
▪ School lunches 

 M 
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o School lunches will be provided in the school hall 
o Children will sit in classes in rows 
o All Reception and infant children sat down in the hall at 11.55am til 12,25 
o KS2 children that take a school lunch should be sat down at 12.30pm 
o KS2 packed lunches will be taken in class 

Movement- 
Children 

▪ Recommend children stay within their own departments as much as possible 
▪ Children should not enter other key stage departments 

 L 

Movement- 
Staff 

▪ Staff lunches 
a. Allotted times for staff to have lunch in the staffroom has been removed.  
b. Please ensure the staffroom windows are open and the staffroom door to ensure good ventilation.  
c. Please sanitise the area you have been sat at before leaving the room 
d. Do not leave cutlery and plates out. Wash and put away any kitchen items used.  

 
▪ INTERVENTION: 

o Where possible, TA’s should provide intervention at the same table outside the classroom 
o Tables must be cleaned/sanitised between sessions 
o Resources should be cleaned after use 

 L 

Movement- 
Parents 

▪ Parents of children in reception, KS1 and 2 should drop and pick their child up from the designated areas of school at the 
times given.  

▪ Parents of nursery children should drop the child off at the nursery main entrance 
▪ OOSC- parents can drop children off in the at the school hall door. Parents can enter school via the side gate and wait 

outside OOSC doors.  
▪ Only one parent should drop off and collect children if necessary.   

 L 

Working Hours ▪ All staff to be onsite in enough time to support classes.  
▪ Most teachers greet children at the main gates and are not in class from around 8.45am. TA’s please ensure you have 

conversations with the class teacher about the morning’s activities (at the end of the day before the following morning or 
before the class teacher goes to collect the children from the main gate).   

▪ All teaching staff to be on site by 8.30am 
▪ All TA’s on site and in class by 8.45am 

 L 

Premises checks  Services:  
Cold water systems –  
Continue with frequency of outlet flushing and temperature monitoring to maintain water quality within the entire system.  
Domestic hot water services – including calorifiers/direct fired water heaters/ sinks/ basins/ showers 
▪ Tech Compliance to continue water temperatures must be kept within limits recommended for the control of legionella 

bacteria in water systems.  

▪ If the hot water system has been left operational the hot water should be circulating as normal and regular checks, in 
line with guidance, should be carried out.  

Gas safety  
▪ Do not isolate gas supplies to boilers and hot water generation 
▪ To avoid the risk of leaks and dangerous build-up of gases continue as normal. 

 M 
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▪ Continue planned gas safety checks including gas detection/interlocking Fire safety  
Fire safety 
• Review and if necessary, update fire management plans and ensure any changes to fire escape routes are clearly 

identified and communicated.  
▪ Carry out weekly checks of alarms systems, call points, and emergency lighting. 
▪ Carry out regular hazard spotting to identify escape route obstructions.  
▪ Check that all fire doors are operational. Fire drills should continue to be held as normal.  
Kitchen equipment that holds water, for example dishwashers and combination ovens 
▪ Run through at least a full cleaning cycle per week, to remove scale build up and standing water build up, to pre-empt 

possible bacteria growth.  
Security 
▪ All areas of the school should be kept secure.  
▪ Check that access control and lockdown systems are operational.  
Ventilation 
▪ Where possible, occupied room windows and doors should be open. Adhere to advice about ventilation (DILUTE) from 

LCC.  
Other points to consider  
▪ Core building-related electrical systems, including internal and external lighting, small power, CCTV, access control and 

alarm systems (fire, intruder, panic and accessible toilets) to remain in use/energised in normal operating mode. 
▪ Update your keyholder information.  
▪ Intruder alarm / lift/ fire alarm companies often have remote monitoring stations (response centres) – follow advice from 

these providers. 
 

Toilet facilities ▪ Adults to remind and supervise pupils re: hand washing where necessary. 
▪ Door wedges to keep the doors semi open to ensure privacy but keep ventilation.  

▪ Caretaker and cleaner to check soap / paper towels supply is adequate 

 H 

The school will 
ensure good 
hygiene for 
everybody 

▪ Ensure good hygiene for everyone: 
o Hand hygiene – frequent and thorough hand cleaning will continue to be regular practice. School will ensure that 

pupils clean their hands regularly using either soap and water or hand sanitiser. 
o Respiratory hygiene – the ‘catch it, bin it, kill it’ approach will continue to be very important and promoted by all 

staff. 
o COVID-19 posters/ signage displayed. 

• All members of school strictly adhere to washing hands guidance 
▪ Pupils and staff to clean their hands when they arrive at school, when they return from breaks, when they change rooms 

and before and after eating. 
▪ Staff to demonstrate to children how to wash hands effectively. Remind children to include wrists and use running water 

and soap. It is important that the children rinse their hands thoroughly to avoid soap drying on hands and becoming an 
irritant. Dry thoroughly. 

▪ Adults and pupils are encouraged not to touch their mouth, eyes and nose.  
▪ Posters and signage displayed in class, corridors and toilets to remind children about hand washing. 

 H 
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▪ Adults and pupils encouraged to use a tissue to cough or sneeze and use bins for tissue waste (‘catch it, bin it, kill it’). 
▪ Tissues to be provided.  

First Aid 
 
 

▪ PPE should be worn (gloves and masks) when dealing with a first aid incident.  
▪ Individual teachers / middays (with first aid online training) should administer basic first aid in the first instance. 
▪ Serious injuries should be seen by a fully trained first aider.  
▪ Vomit is required to be cleaned up as soon after incident as possible (PPE to be worn). Children to wait in Deputy Heads 

office. 

 H 

Cleaning Cleaning 
▪ Toilets will be cleaned throughout the day and at the end of each day. 
▪ Toilets will be sanitised by a member of staff at set times throughout the day (on the hour) with suitable cleaning 

detergent.  
▪ Tables and contact points must be cleaned regularly. 
▪ Tables should be wiped over at the end of the day 
▪ Contact points should be frequently cleaned throughout the day by each class TA, including taps, toilet flushes, toilet 

seats, table surfaces, door handles, handrails, armrests, light switches etc. However, will also repeat this at the end of 
the day when undertaking a deep clean. 

▪ Bins must be emptied before they are full and at least once daily. 
▪ Cleaner to wear full PPE when cleaning toilets. Gloves worn at all times. 
▪ If you are running low on supplies, inform SLT and leave a note on your board at the end of the day.  

▪ After using the photocopying machines, laminator etc wipe them over using the antibacterial wipes provided. 
 

Classrooms 
▪ Reception: Malleable resources such as Playdough to be disposed of if a child displays symptoms.  Staff to monitor area 

to ensure children do not put playdough in their mouth. 
▪ Reception: Resources for activities such as painting, sticking, cutting, small world play, indoor and outdoor construction 

activities should be washed before/after use. 
▪ Reception: Children should be taught to wash their hands frequently, but particularly after using wheeled bikes, trikes 

and other large, movable toys. Children should be encouraged where possible not to touch their faces or to put objects 
in their mouths. Sharing stories, singing and playing outdoor games will help all children to socialise and resettle into 
familiar everyday classroom routines. 

▪ Infants and Juniors: Desks should be wiped regularly including contact points (door handles, handrails, armrests, light 
switches etc). However, will also repeat this at the end of the day when undertaking a deep clean. Classes should have a 
spray bottle and clothe (disposable). Shared items should be cleaned at the end of the day (ipads etc). All staff should 
support the cleaning of classes before they go home.  

▪ Class equipment/resources: Classroom based resources, such as books and games, can be used and shared within 
the class. These should be cleaned regularly, along with all frequently touched surfaces. Resources that are shared 
between classes, such as sports, art and science equipment should be cleaned. 

COSHH 
rules 
regarding 
bleach 

H 

Communication 
to and from 
Parents 

▪ Essential correspondence sent out via letter on parent’s app, Facebook, class Seesaw and latest news on school website. 
▪ Any forms or messages from parents should be emailed to the school office. 
▪ Communicate methods of entry and exit to the school grounds.  

 M 
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Procedures for 
medical care, 
close contacts, 
isolation and 
confirmed cases 

Covid Symptoms 
▪ Staff, parents/carers and pupils are made aware of the COVID virus symptoms (NHS) 
▪ The main symptoms of COVID-19 are a recent onset of any of the following: 

o a new continuous cough 
o a high temperature 
o a loss of, or change in, your normal sense of taste or smell (anosmia) 

▪ If you have any of these symptoms you should order a PCR test. Staff, other adults and pupils are advised not 
to come into school if they have COVID symptoms and to stay at home and avoid contact with other 
people while you are waiting for the test result. 

▪ Staff, other adults or pupils showing COVID-19 symptoms, however mild, will be sent home, and advised to self-isolate 
and to order a PCR test to see if they have COVID-19.  

 
Tests for COVID-19 
▪ There are 2 main types of test currently being used to detect if someone has COVID-19: 

o polymerase chain reaction (PCR) 
o lateral flow device (LFD) antigen tests – also known as rapid lateral flow tests 

▪ PCR tests detect the RNA (ribonucleic acid, the genetic material) of a virus. PCR tests are the most reliable COVID-19 
tests. It takes some time to get the results because they are usually processed in a laboratory. If you have symptoms of 
COVID-19, you should order a PCR test 

▪ LFD tests detect proteins in the coronavirus and work in a similar way to a pregnancy test. They are reliable, simple and 
quick to use and are very good at identifying people who have high levels of coronavirus and are most likely to pass on 
infection to others. They are mainly used in people who do not have symptoms of COVID-19. 

▪ Whilst awaiting the PCR result, it is advised that the individual should continue to stay at home. 
 
How do you arrange a PCR test? 
Arrange to have a PCR test by ordering it online or by calling 119 if you have not already had one. It is advised you 
stay at home while you are waiting for a home test kit, a test site appointment or a test result.  
 
Confirmed Positive Covid Cases 
• Staff and pupils who test positive will continue to be advised to stay at home and avoid contact with other people. After 

5 days, they may choose to take a Lateral Flow Device (LFD) followed by another the next day - if both are negative, 
and they do not have a temperature, they can safely return to their normal routine even if they still have a cough or loss 
of taste or smell as these conditions can last for several weeks after infection.  

▪ if the staff member / pupil has not been in school the 48 hours before the onset of their symptoms the 
school do not need to take any further action; 

▪ Household members of those contacts who are sent home do not need to self-isolate themselves unless the pupil or staff 
member who is self-isolating subsequently develops symptoms; 

▪ In the event that a parent or guardian insists on a child attending school, the Headteacher will take the decision to 
refuse the child if in their reasonable judgement it is necessary to protect their pupils and staff from possible infection 

 H 

https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms/
https://www.gov.uk/get-coronavirus-test
https://www.gov.uk/get-coronavirus-test
https://www.gov.uk/get-coronavirus-test
https://www.gov.uk/get-coronavirus-test
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with coronavirus (COVID-19). Any such decision will be carefully considered in light of all the circumstances and current 
public health advice 

Clinically 

extremely 
vulnerable 
(CEV) staff or 
pupils  

• Shielding advice was paused on 1 April 2021. If you require additional care and support to help you stay safe and well, 

there is further advice below. 
• As restrictions have been eased following the move to Step 4 of the roadmap, we are advising clinically extremely 

vulnerable people, as a minimum, to follow the same guidance as everyone else. It is important that everyone adheres 
to this guidance. 

• However, as someone who is at a higher risk of becoming seriously ill if you were to catch COVID-19, you may wish to 
think particularly carefully about additional precautions you might wish to continue to take. Individuals may choose to 
limit the close contact they have with those they do not usually meet with in order to reduce the risk of catching or 
spreading COVID-19, particularly if they are clinically extremely vulnerable and if COVID-19 disease levels in the general 
community are high. It is important to respect and be considerate of those who may wish to take a more cautious 
approach as restrictions are lifted. 

• We understand you may have concerns and wish to know how you can continue to take precautions to keep yourself 

safe. There are things that you can continue to do to lower your risk of infection and prevent the spread of 
COVID-19. 

▪ For further advive and guidance please click on the link: Guidance on protecting people who are clinically extremely 
vulnerable from COVID-19 - GOV.UK (www.gov.uk) 

 M 

LFD Tests • Asymptomatic Testing 
o Regular LFD testing of staff has now stopped.   
o If you have any of the symptoms of COVID-19, you should request a PCR test.  

 M 

Thresholds • The recently updated Contingency framework: education and childcare settings guidance sets out thresholds for 
managing COVID-19 and outlines other actions that may be required. Thresholds that should trigger the setting to 
undertake an additional assessment and seek advice as necessary include: 

o Taking extra action if they face severe operational disruption to face-to-face education. The thresholds, detailed 
below, can be used by settings as an indication for when to seek public health advice if they are concerned. 
These include: 

▪ a higher than previously experienced and/or rapidly increasing number of staff or student absences due 
to COVID-19 infection 

▪ evidence of severe disease due to COVID-19, for example if a pupil, student, child or staff member is 
admitted to hospital due to COVID-19 

▪ a cluster of cases where there are concerns about the health needs of vulnerable staff or students within 
the affected group 

  

Attendance Pupils:   
School attendance will be mandatory. This means from that point, the usual rules on school attendance will apply, including: 
▪ parents’ duty to secure that their child attends regularly at school where the child is a registered pupil at school and they 

are of compulsory school age; 

▪ schools’ responsibilities to record attendance and follow up absence 

  

https://www.gov.uk/government/publications/covid-19-response-summer-2021-roadmap/coronavirus-how-to-stay-safe-and-help-prevent-the-spread
https://www.gov.uk/government/publications/covid-19-response-summer-2021-roadmap/coronavirus-how-to-stay-safe-and-help-prevent-the-spread
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▪ the availability to issue sanctions, including fixed penalty notices in line with local authorities’ codes of conduct 

Transmission of 
Covid-19 

through 
airborne 
particles from 
customers, 
visitors and 
contractors 
accessing the 
building 

▪ Any visitors, including service contractors, will be advised of the current guidance and COVID risk assessment actions 
and procedures where necessary. 

▪ Specialists, therapists, clinicians and other support staff for pupils with SEND will provide interventions as usual 
▪ Contractors will wear appropriate PPE as determined by their employer, however they may be asked to wear additional 

PPE (provided by the school) upon arrival e.g. gloves, mask, coveralls, shoe covers, etc. where this is considered 
necessary. Contractors will comply with any additional PPE or hygiene requirements made by the school prior to entry  

▪ A procedure is in place to wipe down deliveries with sanitiser on entering the school premises where possible 
▪ Staff handling deliveries will observe good hand hygiene, washing hands using warm, running water and soap for a 

minimum of 20 seconds or using hand sanitiser after handling new deliveries that have not been sanitised. 
▪ Office staff are aware of and explain additional hygiene and social distancing rules required by contractors and visitors on 

arrival 

 L 

Contingency 
framework for 
educational 
settings 

▪ Contingency Framework for Educational Settings - Feb 2022. The government has made it a national priority that 
education and childcare settings should continue to deliver face-to-face, high-quality education and childcare to all 
children and young people as we learn to live safely with COVID-19. 

o The contingency framework describes the principles of managing local outbreaks of coronavirus (COVID-19) 
(including responding to variants of concern) in education and childcare settings, covering: 

▪ good baseline infection prevention and control which can provide protection against infection and 
associated education disruption 

▪ the types of measures that settings should be prepared for • who can recommend these measures and 
where • when measures should be lifted 

▪ how decisions are made 
o School already has contingency plans (sometimes called outbreak management plans) describing what we would 

do if children, pupils, students or staff test positive for COVID-19 (see above), or how they would operate if they 
were advised to reintroduce any measures described in the Contingency Framework for Educational Settings - 
Feb 2022.  document to help break chains of transmission. 

  

Other 
guidance/advice 
and useful links 

Department for Education guidance 
Guidance to support education providers, local authorities and parents during the COVID-19 pandemic can be accessed using 
the links below: 

• Actions for early years and childcare providers during the COVID-19 pandemic  
• Schools COVID-19 operational guidance 
• What parents and carers need to know about early years providers, schools and colleges during COVID-19 

 

  

 
 
 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1057141/Contingency_framework_education_and_childcare_settings_February_2022.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1057141/Contingency_framework_education_and_childcare_settings_February_2022.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1057141/Contingency_framework_education_and_childcare_settings_February_2022.pdf
https://www.gov.uk/government/publications/coronavirus-covid-19-early-years-and-childcare-closures?utm_source=18%20August%202021%20C19&utm_medium=Daily%20Email%20C19&utm_campaign=DfE%20C19
https://www.gov.uk/government/publications/coronavirus-covid-19-early-years-and-childcare-closures?utm_source=18%20August%202021%20C19&utm_medium=Daily%20Email%20C19&utm_campaign=DfE%20C19
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/schools-covid-19-operational-guidance?utm_source=18%20August%202021%20C19&utm_medium=Daily%20Email%20C19&utm_campaign=DfE%20C19
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/schools-covid-19-operational-guidance?utm_source=18%20August%202021%20C19&utm_medium=Daily%20Email%20C19&utm_campaign=DfE%20C19
https://www.gov.uk/government/publications/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-during-the-coronavirus-covid-19-outbreak?utm_source=18%20August%202021%20C19&utm_medium=Daily%20Email%20C19&utm_campaign=DfE%20C19
https://www.gov.uk/government/publications/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-during-the-coronavirus-covid-19-outbreak?utm_source=18%20August%202021%20C19&utm_medium=Daily%20Email%20C19&utm_campaign=DfE%20C19
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Ventilation Inspection Checklist 
 
 

 

Premise/School Cobbs Brow Primary 

Name of person(s) 

undertaking the 

inspection checklist 

Ian Eaton 

Vicky Allen   

Date checklist 

completed 
11/02/22 Review dates  

April 22 

 
 

This inspection checklist has been developed based on increasing evidence that ventilation is one of the key ways to reduce the spread of Coronavirus. It 
should be used in conjunction with the county councils guidance on simple steps to good ventilation available on the intranet and the school portal and 
the premises local COVID-19 secure workplace risk assessment. Completion of the checklist requires consideration of every room within the building to 
identify and assess the suitability of the ventilation. To help you in this task, examples of ventilation types are provided at the end of this document.  
 
Once completed the checklist should be reviewed twice a year to take account of the change in seasons or in the event of any changes/upgrades etc in 

ventilation systems. October and March are recommended as appropriate review dates.  

 

A copy of the completed checklist should be retained with your building or COVID Secure Risk Assessment. 

 

 

 

 

  

https://clickweb.lancashire.gov.uk/viewdoc.asp?id=144414
https://schoolsportal.lancsngfl.ac.uk/modules/clicksuite/clickweb/media/doc.asp?id=144414
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Ventilation Types 

Natural  

Air flow through openings such as doors 

(ideally external) and windows. 

 

• Ensure windows are opened regularly to 
allow sufficient air flow, ideally leave 
them open a little throughout the day.   

• Doors should be opened when possible 
to ensure sufficient air flow or to purge 
the air after periods of high occupancy.   

• In each case please consider the security 
of the building. 

• If the room has automated 
windows/vents, ensure the controls are 
set to operate during occupied hours. 

  Mechanical - supply and extract  

Outside air drawn into ducting by fans and 

inside air extracted out by fans. 

 

• Consider how this is controlled. E.g. switched on 
as and when needed, on a timer or on demand 
via CO2 monitoring. 

• For either type ensure it comes on an hour 
before occupancy at a nominal speed. 

• If it has a CO2 monitor, ensure the set point has 
been lowered to operate the ventilation at to 
400ppm. 

 

Mechanical – extract only 

Commonly used for toilet blocks and wet rooms. 

This type of ventilation should be set to run 

continuously during opening hours.  

 

 Mechanical - heat recovery  

Extracts heat from indoor air to warm incoming 

outside air. Might recirculate a portion of the 

indoor air back into the room. 

 

This type of ventilation is suitable for use, as long 

as it doesn't serve other rooms and there is the 

ability to increase the amount of outside air in the 

room. 

 

Specialist localised exhaust ventilation 

This includes cooker hoods, local exhaust on 

workshop machinery and fume hoods. 

 

Do not use specialist localised extract ventilation 

systems without some additional means of 

supplying fresh air such as ability to open windows. 

Mechanical – air conditioning  

This type of ventilation may only 

condition the air and recirculate it within 

the same room. Such a system could be 

left to run, as this will prevent 

stagnation, but it may not be 

immediately obvious whether the 

system draws in fresh outside air to 
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dilute any airborne pathogens. Premise 

Managers should consider the use of 

and access to the room and consult their 

Building Services Engineer or Appointed 

Building Consultant if they are unsure. 

 

Rooms with Sufficient Ventilation 

Identify the type of ventilation in each room, if there is more than 1 

type, identify each: 

 

Natural (N) 

Mechanical - supply and extract (MSE) 

Mechanical - heat recovery (MHR) 

Mechanical – extract only (MEO) 

Mechanical – air conditioning (drawing in outside air) (MAC) 

Specialist localised exhaust ventilation (SLEV) 

No ventilation (NV) 

Not known (NK) 

 

Determining sufficient Ventilation 

 

List all rooms where there is an obvious and effective source of ventilation including 

corridors and stairways and identify the ventilation type 

Room No. Ventilation 

Type 

Transfer/Recirculation  

of air?  

Yes/No 

Comments 

Tiny 

Acorns 

N Y  

Little 

Acorns 

N Y  

Infant 1 N Y  

Infant 3 NV N Doors leading out of class and 

other side door to be left open. 

No direct access to windows or 

doors that open to the outside 

Infant 4 N Y  

Infant 5 N Y  
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For rooms with mechanical or air con systems:  

There must be no recirculation or transfer of air between one room 

to another. 

 

Indicators of insufficient ventilation: 

• Room feels stuffy or has a lingering odour. 

• Room is small with limited outside air supply. 

• Room is landlocked with only internal doors and no external 
windows/grills/vents. 
 

When determining if the ventilation is sufficient, consider what 

the rooms are used for and by whom. 

More ventilation is recommended in rooms where there is/are: 

• physical activity. 

• raised voices including singing. 

• vulnerable people including the elderly. 

• members of the public. 

• inability to maintain other measures such as social distancing. 

• regular changes in occupancy. 

Year 1 

class 

MAC Y 1 door leading out of class onto 

corridor. No direct access to fresh 

air. Air conditioning unit draws in 

air for the outside.  

Junior 1 N Y  

Junior 2 N Y  

Junior 3 N Y  

Junior 4 N Y  

Junior 5 N Y  

Year 4 

class 

N Y  

Year 5 

class 

N+MAC Y  
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Rooms with Insufficient or No Ventilation 

 

 

 

 

 

Indicators of insufficient ventilation: 

• Room feels stuffy or has a lingering odour. 

• Room is small with limited outside air supply. 

• Room is landlocked with only internal doors and no 
external windows/grills/vents. 

 

 

Consider what the rooms will be used for and by who. 

More ventilation is recommended in rooms where there is: 

• physical activity. 

• raised voices including singing. 

• vulnerable people including the elderly. 

List all rooms with 

insufficient or no 

ventilation 

Room No. 

 

Comments 

  

Year 1 group class This is monitored with C02 detectors 

Infant 3 This is monitored with C02 detectors 

  

  

  

  

  

  

  

  



Lancashire County Council 
All printed versions are uncontrolled 

Issue No: 1                                                                                                                                                                                                                                                                                                    
Issued by: D&C & HS&Q                                                                                                                                                                                                                                                    Ventilation Inspection Checklist                                                      

Page 17 of 30 
 

• members of the public. 

• regular changes in occupancy.  

• inability to maintain other measures such as social 
distancing.  
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Actions/Control Measures to Consider 

You need to do all you can to ensure there is sufficient ventilation in each room within your building. The following provides examples of simple measures that 

can be taken to increase the ventilation in each room. Any control measures should also be documented in your building/COVID secure risk assessment. 

Where necessary prohibit use of any rooms until further action is taken to improve ventilation. 

If you have a CO2 monitor, check levels of CO2 in areas suspected of having poor ventilation. Where levels are consistently measured at more than 1500ppm, this 

is an indicator of poor ventilation and action is required to improve natural ventilation in the area. Your Building Services Engineer or Appointed Building 

Consultant will be able to advise on any action required or advise on the purchase of CO2 monitors.   

Turn off ventilation systems where they recirculate indoor air from one room/area to another. 

Set mechanical ventilation to come on an hour before occupancy and an hour after or CO2 setpoint lowered to 400ppm. 

Restrict room occupancy in small rooms with limited outside air supply. 

Increase supply of outside air in stuffy rooms or those with lingering odours.  

Open windows along stairs and corridors. Ensure you maintain fire safety and security measures. 

Increase natural ventilation rates without compromising thermal comfort by carrying out intermittent airing of the room/space and partial window opening. 

Open windows and vents frequently taking account of security and any hazards to people walking outside by an open window. 

Open windows at least 15 minutes prior to room occupation.  

In cooler weather open windows on vents to reduce loss of heat but to maintain air flow.  

In cooler weather open high level windows in preference to those lower down to reduce draughts whilst maintaining air circulation.  

Relocate room occupants away from open windows/draughts. 

Consider whether internal doors need to be closed to prevent recirculation of air from one room/area to another, or whether internal doors need to be open to 

increase the total volume flow rate of outside air. This will depend on the layout of the building. Take care not to compromise fire safety measures and security 

measures. 
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Wherever the opening an external door to provide a source of ventilation to a room could compromise safeguarding and fire safety, Premise Managers are 

required to consider the continuing use of the room. If use of the room is essential, do not compromise safety, seek guidance from your Building Services 

Engineer or Appointed Building Consultant. 

Inform staff of the measures in place and the importance of maintaining them.  

Review locking up procedures to ensure all windows are closed at the end of the day. 

Fan convection heaters can be used if a suitable supply of outdoor air is available to dilute levels of airborne pathogens.  

If external doors are opened for ventilation, ensure this does not compromise security or safeguarding. 

Restrictors should not be removed from windows unless a separate risk assessment is completed to consider other risks such as falls from height or people 

walking into open windows on the ground floor and security etc. 

Desk, ceiling or foot stand fans should not be used in poorly ventilated areas.  

Fans may be used only in rooms with a good source of outside air as they can help circulate air flow and prevent stagnation.  Where fans are used, they must be 

cleaned on a regular basis.  

 

 
If Premise Managers are unsure of the type of ventilation systems installed they can seek technical guidance from their Building Services Engineer, or 
contact duty.engineer@lancashire.gov.uk. Premise Managers who do not buy into the LCC Design & Construction Property Maintenance Service Level 
Agreement, retain the statutory responsibility to appoint a suitably skilled, trained, qualified and insured responsible person and are advised to seek 
their professional advice on this matter.  
 
The HS&Q Team may be able to offer support in completing the checklist as part of your health and safety SLA visit. Please contact your nominated 
Health & Safety Officer or email health.safety@lancashire.gov.uk to discuss. 
 

 

The following section should be used to identify any action required.   

 

mailto:duty.engineer@lancashire.gov.uk
mailto:health.safety@lancashire.gov.uk
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Room/Area/Zone Level of risk 

High/Medium/Low 

Action required By whom and 

timescale 

Completed 

 

Year 1 group class 

 

Medium Ensure air conditioning is services and is continuously used End of October 21 19/10/21 

 

Infant 3 

 

Medium/high Ensure both doors are continuously opened. Monitor C02 with monitors. October 21 Monitors in 

place from 

22/11/21 

 

 

 

    

 

 

 

    

 

 

 

    

 

 

 

    

 



Lancashire County Council 
All printed versions are uncontrolled 

 
 

Examples - for reference only 

 

Natural Ventilation (N) 

 

Single sided ventilation – via opening window, drawing air in by natural convection currents. This air will typically mix with warm air rising from radiators, etc. 

 

Cross Ventilation, could also draw fresh air from a central corridor or atrium. See Mechanical Supply Only below. 
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Passive Ventilation, such as "Windcatcher" on the left and "Stack" effect on the right, use a combination of natural convection and wind speed to draw fresh air in. They can 

also incorporate supply fans, to supplement supply air when wind direction or strength fluctuates and typically include external weather sensing, and automated controls. 

"As Installed Records" and Service Records should be reviewed to identify the type of system in use 
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Typical Window Styles 
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Mechanical Ventilation 
Some mechanical systems can be concealed with the building fabric, ceiling spaces etc, but there will be elements on show   

Mechanical – Extract only (MEO) – typically used in kitchens, bathrooms/toilets, sluice rooms, etc., and reliant on windows, doors, etc being open, or having been fitted with 

transfer grilles, should security be an issue. Typical examples, a wall mounted fan or a canopy over catering equipment, alternatively the fan may be positioned remotely, to 

reduce noise and only the grille will be visible, on the wall or ceiling.  

   

 

Mechanical - Supply Only –, as per this example of a large supply fan unit, used to provide air to a central atrium or corridor. Or smaller fans, installed in a wall or window to 

provide extra ventilation to the room, e.g. a kitchen. In some instances, the controls for the fan will enable it to be switched between supply to extract, in which case the fan 

should be left in the supply mode.   
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 Additionally, Supply Only fans can be incorporated into units to provide cooling / heating to rooms, as the diagram below.  

 

 

Mechanical - Supply and Extract (MSE), For ducted systems, typically concealed within a ceiling voids, only the grilles or diffusers will be visible.  

Typical supply diffuser:-   

                                      

 

Typical extract grilles are simpler in design, as per the Extract Only example above. 
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The diffuser and grilles will be distanced from each other to draw air across the room.  

Equally, the most basic system may not be ducted, or even concealed and would simply consist or a supply fan at one end of the room and an extract fan at the other. 

Large rooms may be serviced with Air Handling Unit (AHU), which has both supply and extract fans within the same enclosure. Typically, the AHU will be remote from the 

room, possibly even roof mounted, with a series of rectangular ducts connected.   

        

 

Mechanical – air conditioning – split system – no outside air.  

These units recirculate the conditioned air back into the room and as such the occupation of the room should be limited. Such units should continue to run to prevent 

stagnation of the air.  Periodically opening the door to the room will assist and introduce fresh air.   

Such units will also have an external condenser unit and may also include the capability for heat recovery. 
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It should be noted that locations with Air Source, Ground Source Heat Pumps will have visually similar external equipment and the Service Records should be consulted to 

determine the type installed. 

 

Mechanical - heat recovery (MHR) 

Installations are generally concealed and therefore the layout of supply and extract grilles will resemble MSE and MAC systems. The waste heat from the extract air passed 

over a heat exchange matrix inside the unit, to temper the fresh supply air, thus creating free heating. These systems should be adjusted to minimise recirculated air and 

Service Records should be reviewed to identify the type of system in use.  
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Mechanical – air conditioning (drawing in outside air) (MAC) 

As with MSE and MHR, MAC systems have characteristic multiple ceiling mounted diffusers and grilles and are generally used for larger open workspaces. The bulk of the 

system will be centralised plant, remote from the workplace, ducted to smaller units for local distribution and control of volume and temperature. Various other types of local 

units can be used, to suit particular applications, however the principle of a centralised supply and distribution to local outlets is the same. This diagram only shows the internal 

Supply Air ducting, for clarity. Service Records should be reviewed to identify the type of system in use. 

                                     
 

 

 



Lancashire County Council 
All printed versions are uncontrolled 

 
 

Specialist localised exhaust ventilation (SLEV) – typically used in workshops with an extract canopy or hood above each machine, welding bays, etc. 

 

 

 

 


