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Individuals 
at Risk 

All those working in schools on a regular basis including those not directly employed by the school e.g. contracted cleaning and catering staff, the people they live with and their other 
close contacts, in particular, vulnerable children (as classified by DfE or LA guidance or school), vulnerable adults, anyone who is Black, Asian, Minority Ethnic (BAME), young/ 
inexperienced workers, new/ expectant mothers, anyone experiencing ill-health or who has pre-existing medical conditions, and first aiders/nurses/intimate care providers. 

Risks 

Covid-19 or the novel coronavirus (Covid-19) is a highly infectious and serious respiratory illness that can cause death, critical illness, and other serious and potentially long-term health 
complications we are still learning about.  The virus can be transmitted by contact with a bodily fluid containing it, most commonly saliva droplets dispersed into the air (aerosols) through 
talking, coughing, sneezing, and the performance of some healthcare tasks, which are then breathed in by other people nearby or the droplets land on surfaces that others touch, getting 
into their body when they then touch their face, especially their own mouth, nose and eyes.  This may lead to anxiety and other wellbeing issues amongst staff, pupils and parents.  Risk of 
transmission to others who are close contacts of those who decline the rapid lateral flow device self-testing. 

In order to reduce the risk of the spread of Covid-19, those who work regularly in primary and maintained nursery schools (including contracted staff) are being asked to carry out twice weekly LFD testing 
at home.  The testing should take place 3-4 days apart with the specific regime to be agreed by the school in consultation with the individual staff members concerned. Those who work part-time or on a 
rota basis may test less frequently.  If they test negative, they can continue to attend school.  If an individual is identified by NHS Test and Trace as a close contact  of someone who tests positive, they 
should stay at home and self-isolate for 10 days in line with Stay at home: guidance for households with possible or confirmed coronavirus (COVID-19) infection.  It is a legal requirement to self-isolate if 
an individual is identified as a contact and told to self-isolate by NHS Test and Trace.  Failure to self-isolate for the full time-period can result in a fine, starting from £1,000. 

The current advice is that twice weekly testing of staff should continue until the end of September 2021 when the government will review the situation.  Full advice and guides, template letters to 
parents, frequently asked questions etc. can be found on the DfE Early Years and Primary Schools Document Sharing Platform. 

This Risk Assessment must be read in conjunction with the school’s existing Covid-19 Risk Assessment(s), the GOV.UK guidance Schools COVID-19 operational guidance, DHSC Terms and conditions for 
Covid-19 testing (Primary/Nursery Schools) and the NHS Test and Trace 'How to' guide - Rapid testing of education staff and secondary aged pupils at home (self-test).  The control measures outlined 
below will be required for the testing programme to operate successfully.  The test programme does not replace the HANDS-SPACE-VENTILATION message which must continue to be maintained at all 
times in school wherever possible.  

The home testing programme of staff employed by the school and those who regularly work in school is recommended and supported, but not mandated.  Participation in the programme is, however, 
strongly advised and encouraged.  Testing is important because staff could be carrying the virus and may spread it to others.  Testing all staff and others who regularly work in the school without 
symptoms will support schools and nurseries to continue to operate. In line with routine infection control practice, individuals who decide not undertake the regular testing will be required to self-isolate 
should they, in the previous 2 full days, be identified by NHS Test and Trace to be a close contact with someone in school who subsequently tests positive for Covid-19 in line with Stay at home: guidance 
for households with possible or confirmed coronavirus (COVID-19) infection.  Those who do not wish to participate in the programme can continue to come to work if they do not show any Covid-19 
symptoms. 

Close contacts will now be identified via NHS Test and Trace and we will no longer be expected to undertake contact tracing.  NHS Test and Trace will work with the positive case and/or their 
parents to identify close contacts.  Contacts from a school setting will only be traced by NHS Test and Trace where the positive case and/or their parent specifically identifies the individual as 
being a close contact.  This is likely to be a small number of individuals who would be most at risk of contracting Covid-19 due to the nature of the close contact.  We may be contacted in 
exceptional cases to help with identifying close contacts, as currently happens in managing other infectious diseases. 

Individuals are not required to self-isolate if they live in the same household as someone with Covid-19, or are a close contact of someone with Covid-19, and any of the following exemptions 
apply: 

- they are fully vaccinated (vaccinated with an MHRA approved Covid-19 vaccine in the UK, and at least 14 days have passed since they received the recommended doses of that vaccine); 
- they are below the age of 18 years 6 months; 
- they have taken part in or are currently part of an approved Covid-19 vaccine trial; 
- they are not able to get vaccinated for medical reasons. 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://drive.google.com/drive/folders/1X4fLxy6_ppmpmKrv3hT2M6cduAN_GS54
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/schools-covid-19-operational-guidance
https://drive.google.com/file/d/1_5h3gVW6d7CFUMljGafGovmiIjEDfQSi/view?usp=sharing
https://drive.google.com/file/d/1_5h3gVW6d7CFUMljGafGovmiIjEDfQSi/view?usp=sharing
https://drive.google.com/file/d/1RUHh7zDVVXi2fbS23vC_bKrne1Wq3vmE/view?usp=sharing
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection


V1   September 2021
 2 

School will ensure all staff and other adults, pupils, parents and carers are informed of this change in procedures.  

A close contact includes: 

- anyone who lives in the same household as someone with Covid-19 symptoms or who has tested positive Covid-19; 
- anyone who has had any of the following types of contact with someone who has tested positive for Covid-19 with an LFD or PCR test: 

 face-to-face contact including being coughed on or having a face-to-face conversation within 1m 
 been within 1m for 1 minute or longer without face-to-face contact 
 been within 2m of someone for more than 15 minutes (either as a one-off contact, or added up together over one day) 
 travelled in the same vehicle or a plane. 

If someone has recently (within 90 days) tested positive for Covid-19, they are likely to have developed some immunity.  For this reason, individuals in schools are EXEMPT from testing by both PCR and 
LFD within 90 days of a positive PCR test, unless they develop new Covid-19 symptoms.  Where an individual develops Covid-19 symptoms within the 90-day period, they should seek a PCR test. 

If an individual chooses to take an LFD test (within the 90 days following a positive PCR test) and subsequently tests positive, they should follow the guidance in relation to positive LFD: 

Primary schools and Nurseries: Individual must obtain a confirmatory PCR test and isolate along with their household (unless members of the household are exempt) until the PCR test result is 
known.  Once the result is logged with NHS Test and Trace, those who have been identified as being in close contact with the individual in the previous 2 full days will be contacted by Test and 
Trace and may be advised to self-isolate depending on the nature and duration of the contact.  If the PCR result is negative, isolation can end for the individual, their household and other non-
household close contacts (unless they are already exempt).  If the PCR result is positive, the individual and any close contacts identified by NHS Test and Trace in school will need to complete the 
10-day isolation period starting from the day following the positive LFT test.  The reason for the additional PCR test is that primary school and nursery staff carry out their testing at home 
unsupervised, so the test result needs to be further validated. 

• If an individual chooses not to be re-tested within the 90 days following their positive PCR result, they are able to come back to work at the end of their 10-day isolation period as long as they feel well 
enough to do so and have not had a high temperature for 48 hours. 

• EDUCATION SETTING LEADERS ARE ENCOURAGED TO MAKE SURE INDIVIDUALS ARE AWARE THAT THERE IS A SMALL CHANCE THEY COULD TEST POSITIVE VIA RAPID (LFD) TESTING FOLLOWING THE 
END OF A 10 DAY POSITIVE TEST ISOLATION PERIOD (DUE TO VIRAL SHEDDING) AND THAT THIS MAY RESULT IN A FURTHER ISOLATION PERIOD FOR THEM AND THEIR HOUSEHOLD. 

• If a school has a member of staff (primary and secondary schools) or pupil (secondary schools) who tests positive via LFD in the 90 day period following a positive PCR test result and further advice is 
required, please contact the Public Health team at the LA. 

• Participation in rapid (LFT) testing in NOT mandatory.  A school or other setting CANNOT insist an individual has a negative test result before they return. 
 

Hazards & 
Associated Risks 

Control Measures 
What are we doing now? 

Notes/Additional Control Measures 
What more do we need to explain/do? 

Action taken by 
who/when? 

Ongoing Covid-19 
infection in school 
because of lack of 
regular testing 

• Rapid Asymptomatic Test kits (LFD) have been delivered to schools in sufficient numbers.  Further 
information has been provided to schools on where to procure new stocks of test kits.  

• We will offer LFD testing to all teaching and non-teaching staff members, which includes: 
 

- trainee teachers on placement in school 
- supply workforce 
- contractors 
- peripatetic staff 
- clinical practitioners 
- therapists 
- other support staff 
- caterers and cleaners (including those not directly employed by the school)  
- volunteers 
- those supporting with wraparound childcare to children attending school 

• Some staff/visitors (particularly those employed through the NHS) may have separate 
arrangements for regular testing. 

Refer to NHS 'How to Guide - summer testing and 
autumn preparation' for the education workforce 
taking part in the lateral flow device testing 
programme. 

Schools may wish to inform their external 
contractors of the programme 
 

Schools may wish to consider asking staff to take 
the test the night before they are due in school for 
work if this assists with planning and cover should 
the result be positive. 
 
 
Guidance on how to re-order supplies of test kits 
can be found here and is via the school’s DfE Sign-
in account. 

HT/DHT October 
2021 ongoing 
 
 
 
 
 
HT October 2021 
 
 
 
 
 
 
 
 

https://www.gov.uk/get-coronavirus-test
https://drive.google.com/file/d/1JCkhowuW7HdEhTqOtdO4vsnfck1eNqB4/view
https://drive.google.com/file/d/1JCkhowuW7HdEhTqOtdO4vsnfck1eNqB4/view
https://drive.google.com/file/d/19mmvtGOr3_0r59YKz6GOc68usR54A8KZ/view
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Hazards & 
Associated Risks 

Control Measures 
What are we doing now? 

Notes/Additional Control Measures 
What more do we need to explain/do? 

Action taken by 
who/when? 

• School staff who regularly work in school will be issued with a pack of 7 test kits each to enable 
them to take a test at home prior to attending school for work.  These test kits are for personal use 
only and not to be used by others in the household or friends.  Other members of the household 
can access LFD testing following the advice on page 9 below. 

• Tests will be taken in the morning of Sunday  and then 3-4 days after on Wednesday evening.  
[School to determine testing regime for their setting] OR Tests will be taken as advised by the 
school depending on the rota of days individuals are required to work in school. 

• Staff returning to work after a period of leave will be advised to take an LFD test at the beginning of 
their shift.  Part-time workers will be advised to still broadly space their 2 tests throughout the 
week. 

• If staff do not wish to undertake the test on a regular basis or at all, they can continue to come to 
work as long as they are Covid-19 symptom free. 

• If, however, staff who do not wish to participate in the programme come into close contact (in the 
previous 2 full days) with an individual who has tested positive, they may be advised by NHS Test 
and Trace to self-isolate in accordance with national guidance until 10 days after contact with the 
person who tested positive or displayed symptoms unless exempt. 

• If at any point the staff member tests positive on the lateral flow device they will need to register 
their result with the national test and trace online system, inform the school, self-isolate and take a 
further PCR test.  If the PCR test is positive, they will need to self-isolate for 10 days from the date 
they took the LFD test, the following day being day 1.  Others in their household must also self-
isolate for 10 consecutive days from the date the LFD test was administered unless they are 
exempt.  No further LFD testing is required during the 10 day isolation period following a positive 
PCR test.  If an asymptomatic individual tests positive with an LFD and subsequently (during the 10-
day isolation period) starts with symptoms, they must seek a further confirmatory PCR test and re-
start their full 10-day isolation from the day following the onset of symptoms.  Others in the 
household who are not exempt from isolating do not need to extend their 10-day isolation period 
unless they themselves develop symptoms either during or following the end of their 10 day 
isolation period. 

• Pupils and other staff who have been in close contact with the individual with the positive LFD 
result in the previous 2 full days may be contacted by NHS Test and Trace and required to self-
isolate for 10 days from the day following the positive LFD result exempt.  Other household 
members of close contacts will not be required to self-isolate. 

• If the follow-up PCR test is negative, the member of staff may return to work along with those in 
their household and any affected close contacts identified by NHS Test and Trace may return to 
school. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Refer to DfE guidance on Contact Tracing for 
children and young people from 19 July 2021 and 
DfE template letter to parents on contact tracing 

HT October 2021 
 
 
 
HT October 2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
HT October 2021 

Contact with 
individuals who 
are unwell 

• Ensure that pupils, staff and other adults do not come into school if they have coronavirus (COVID-
19) symptoms (a new continuous cough, a temperature in excess of 37.8°C or a loss of, or change 
in their normal sense of taste or smell (anosmia)) or have tested positive in the last 10 days, and 
ensure anyone developing those symptoms during the school day is sent home (Stay at home: 
guidance for households with possible or confirmed Covid-19 infection). 

• If anyone in the school becomes unwell with coronavirus symptoms, however mild, they must be 
sent home and advised to follow public health advice, self-isolate and arrange to have a PCR test.  

Ensure all staff and parents are made aware. 

Other possible symptoms of Covid-19 which may 
result in a pupil being asked to isolate and get 
tested include: Headache, Severe fatigue, 
Diarrhoea and Sore throat. 
 

HT October 2021 
 
 
 
 
 
 

https://www.gov.uk/report-covid19-result
https://drive.google.com/file/d/1McOz_pPej3iGDuV_zS7Si5_Y4qGTPS6p/view
https://drive.google.com/file/d/1McOz_pPej3iGDuV_zS7Si5_Y4qGTPS6p/view
https://drive.google.com/file/d/14UazcZSzG0oAtBd9DD7YenIe_GJm64Hw/view
https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms/
https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms/
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested
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Hazards & 
Associated Risks 

Control Measures 
What are we doing now? 

Notes/Additional Control Measures 
What more do we need to explain/do? 

Action taken by 
who/when? 

We will contact the parent or carer who should arrange for the child or young person to journey 
home as soon as possible.  They may walk, cycle or scoot if it is possible for them to do so.  
Individuals with symptoms of coronavirus must avoid travelling on public transport or in a taxi or 
private hire vehicle. 

 

- if a child or member of staff tests negative, then they should stay at home until they feel well 
and at least 2 more days if they have had diarrhoea or vomiting but can safely return 
thereafter; 

- if a child or member of staff with symptoms tests positive, they should follow the ‘Stay at 
home: guidance for households with possible or confirmed Covid-19 infection’ and must 
continue to self-isolate for at least from the day of onset of their symptoms and for the 
following 10 full days and then return to school only if they do not have a temperature (a 
cough or anosmia can last for several weeks once the infection has gone).  The period of 
isolation starts from the day they became symptomatic and the following 10 full days.  If they 
still have a high temperature, they should keep self-isolating until their temperature returns to 
normal; 

- if a child or member of staff is not experiencing symptoms but has tested positive for Covid-19, 
they must self-isolate starting from the day the test was taken and the next 10 full days.  If 
symptoms develop during this isolation period, then they must restart the 10 day isolation 
from the day after symptoms developed. 

 

• If a pupil is awaiting collection, they should be left in a room on their own if possible and safe to do 
so.  A window should be opened for fresh air ventilation if possible.  Appropriate PPE should also 
be used if close contact or direct contact care is necessary.  If contact with the child is necessary, 
then disposable gloves and a disposable apron will also be worn by the supervising adult.  If a risk 
assessment determines that there is a risk of splashing to the eyes, e.g. from coughing, spitting, or 
vomiting, then eye protection will also be worn.  Refer to use of PPE in education, childcare and 
children’s social care settings guidance.  Any rooms they use should be cleaned after they have left. 

• Any member of staff who has provided direct contact care to someone with symptoms, even while 
wearing PPE, and all other members of staff or pupils who have been in close contact with that 
person with symptoms, even if wearing a face covering, do not need to go home to self-isolate 
unless they develop symptoms themselves (in which case, they should self-isolate immediately and 
arrange a PCR test) or they have been requested to do so by NHS Test & Trace or the PHE advice 
service or they have tested positive from a LFD test and this has subsequently been confirmed with 
a PCR test. 

• Everyone must wash their hands thoroughly for 20 seconds with soap and running water or use 
hand sanitiser after any contact with someone who is unwell.  The area around the person with 
symptoms must be cleaned with normal household disinfectant after they have left to reduce the 
risk of passing the infection on to other people.  Refer to COVID-19: cleaning in non-healthcare 
settings outside the home. 

• The household (including any siblings) should follow the Stay at home guidance and refer to ‘Close 
Contacts’ below. 

 In an emergency, call 999 if someone is seriously ill, injured or their life is at risk. 

Public Health England has advised that routinely 
taking the temperature of pupils is not 
recommended as this is an unreliable method for 
identifying coronavirus (Covid-19). 

 
Anyone with coronavirus (Covid-19) symptoms 
should not otherwise visit the GP, pharmacy, 
urgent care centre or a hospital unless they are 
advised to do so. 
 
 
 
 
 
 
 
 
 
 
 

A small supply of fluid-resistant (IIR) surgical face 
masks should be purchased 

HT October 2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
HT October 2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.nhs.uk/conditions/diarrhoea-and-vomiting/
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care/safe-working-in-education-childcare-and-childrens-social-care-settings-including-the-use-of-personal-protective-equipment-ppe
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
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Hazards & 
Associated Risks 

Control Measures 
What are we doing now? 

Notes/Additional Control Measures 
What more do we need to explain/do? 

Action taken by 
who/when? 

Inappropriate 
management and 
tracing of close 
contacts and 
isolation 

• Close contacts will now be identified via NHS Test and Trace and we will no longer be expected to 
undertake contact tracing. 

• NHS Test and Trace will contact the individuals to let them know that they have been identified as 
a contact and check whether they are legally required to self-isolate.  If they are not legally 
required to self-isolate, they will be provided with advice on testing and given guidance on 
preventing the spread of Covid-19.  Even if they do not have symptoms, they will be advised to 
have a PCR test as soon as possible.  We will encourage all individuals to take a PCR test if advised 
to do so.  There is no requirement to self-isolate while awaiting PCR test results and so individuals 
can attend the setting as usual.  Children aged 4 and under will not be advised to take a test unless 
the positive case was someone in their own household. 

• They should not arrange to have a PCR test if they have previously received a positive PCR test 
result in the last 90 days, unless they develop any new symptoms of Covid-19, as it is possible for 
PCR tests to remain positive for some time after Covid-19 infection. 

• Staff/other adults who do not need to isolate i.e. are exempt, and children and young people aged 
under 18 years 6 months who usually attend school, and have been identified as a close contact, 
should continue to attend school as normal.  They do not need to wear a face covering within the 
school, but it is expected and recommended that these are worn when travelling on public or 
dedicated transport. 

 If they develop symptoms at any time, even if these are mild, they must self-isolate immediately, 
arrange to have a PCR test and follow the guidance for people with COVID-19 symptoms. 

 Even if they are vaccinated, they can still be infected with Covid-19 and pass it on to others.  If 
they are identified as a contact of someone with Covid-19 but are not required to self-isolate, they 
can help protect others when not at work/school by following Coronavirus: how to stay safe and 
help prevent the spread.  As well as getting a PCR test, they will be encouraged to follow keeping 
yourself and others safe by: 
 

- limiting close contact with other people outside their household, especially in enclosed 
spaces; 

- wearing a face covering in enclosed spaces and where they are unable to maintain social 
distancing unless exempt; 

- limiting contact with anyone who is clinically extremely vulnerable; 
- continuing to practice good hand/respiratory hygiene; 
- taking part in twice weekly LFD testing. 

 

 This advice applies until 10 days after their most recent contact with the person who has tested 
positive for Covid-19 or while any person in their household with Covid-19 is self-isolating. 

• 18-year-olds will be treated in the same way as children until 6 months after their 18th birthday, 
to allow them the opportunity to get fully vaccinated.  At which point, they will be subject to the 
same rules as adults and so if they choose not to get vaccinated, they will need to self-isolate if 
identified as a close contact (as below). 

• Those who are contacted by NHS Test and Trace as contacts/household contacts and are still 
legally required to self-isolate i.e. those over 18 years and 6 months who have not been fully 
vaccinated (unless unable to get vaccinated for medical reasons), must self-isolate for 10 days 
from the day after contact with the individual who tested positive. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

HT October 2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
HT October 2021  ALL 
STAFF ONGOING 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/get-coronavirus-test
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection#symptoms
https://www.gov.uk/guidance/covid-19-coronavirus-restrictions-what-you-can-and-cannot-do
https://www.gov.uk/guidance/covid-19-coronavirus-restrictions-what-you-can-and-cannot-do
https://www.gov.uk/guidance/covid-19-coronavirus-restrictions-what-you-can-and-cannot-do#keeping-yourself-and-others-safe
https://www.gov.uk/guidance/covid-19-coronavirus-restrictions-what-you-can-and-cannot-do#keeping-yourself-and-others-safe
https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own/face-coverings-when-to-wear-one-and-how-to-make-your-own#exemptions
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Hazards & 
Associated Risks 

Control Measures 
What are we doing now? 

Notes/Additional Control Measures 
What more do we need to explain/do? 

Action taken by 
who/when? 

• We will continue to have a role in working with health protection teams in the case of a local 
outbreak. If there is a substantial increase in the number of positive cases in our setting or if 
central government offers our area an enhanced response package, a director of public health 
might advise us to temporarily reintroduce some control measures. 

Refer to school Outbreak Management Plan 

 

HT October 2021 

Transmission of 
Covid-19 due to 
inappropriate 
management, 
poor layout and 
condition of 
premises e.g. test 
collection point. 

School/Nursery Management of Testing Programme 

Throughout the testing programme, the school/nursery is responsible for: 

• Appropriate oversight and governance of testing at the school/nursery. 

• Regular communication with staff, others regularly working in the school and other stakeholders. 

• Managing test stock and reordering. 

• Setting up and maintaining test kit register. 

• Incident reporting and response including lessons learnt. 

• Alignment with local Public Health response to Covid-19. 

In addition: 

• Test kits will be collected from school.   

• Each school will appoint a Covid Coordinator and Registration Assistant (can be one and the same 
person). 

Covid Coordinator (CC) role 

• Communicate with stakeholders – school employed staff; staff employed by others 
(catering/cleaning); others regularly working in the school; governors. 

• Ensure staff are using the correct instructions, where supplied separately alongside the test kits 
and that the participants sign for the test kits using the ‘Test Kit register’ or other means.  

• Reporting any incidents and ensuring that an appropriate risk assessment is in place. 

• Storing and reporting any required data to the NHS/DfE. 

• Reordering test kits when required.  Guidance on how to re-order supplies of test kits can be found 
here. 

Registration Assistant (RA) role (where necessary and not combined with the role above) 

• The registration assistant should maintain appropriate cleaning regimes and keep the site well 
ventilated. 

• Distributing the correct number of test kits to staff and others regularly working in the school and 
managing the schedule for the distribution of the next sets of kits. 

• Inputting test results from staff into the school’s own register. 

• Sending reminders to staff and others participating in the programme to communicate their 
results online or by phone and to the school regard less of whether the test is positive or 
negative. 

• Responding to staff queries. 

• Where necessary or relevant, working with the CC to manage the stock of kits and support with the 
re-ordering of kits through the online-re-ordering system. 

Managing the Test Kit Distribution 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

HT October 2021 
 
 
 
 
 
 
 
 
 
 
 
 
EE/ HT October 2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://drive.google.com/file/d/1thBA5rED6OvnfY8aSF-50OUH7Eh7AIv5/view?usp=sharing
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Hazards & 
Associated Risks 

Control Measures 
What are we doing now? 

Notes/Additional Control Measures 
What more do we need to explain/do? 

Action taken by 
who/when? 

• The test kit collection point must: 
 

- be able to be secured to prevent unauthorised access to the test kits e.g. office or staff room; 
- not be outside – the test kits need to be stored in temperatures between 2 and 30oC, kept dry 

and stored out of direct sunlight; 

• Test kits will be provided to all those participating in the programme. 

• Participants must be provided with the correct instructions for use. 

• Once the test kit pack has been provided to the participant, the RA must record who has taken the 
test kit using the lot number on the back of the packs. 

• The following must be recorded: 
 

- Name of school; 
- Date test kit received by the school; 
- Name of person issuing the test kit pack; 
- Name of person issued with the test kit pack; 
- Date of issue; 
- Lot number of test kit pack – on the back of each pack; 
- Expiry date of test kit pack 
- Whether the test participant was issued with instructions  
- Any issues arising from this process 

HT October 2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Transmission of 
Covid-19 through 
failure to 
communicate 
systems and 
procedures 

Communication with staff and others 

School staff and others regularly working in the school will be informed of the following: 

• What rapid testing is and where to access the ‘How to self-test at home’ guide and the video on 
home testing. 

• Participation in the Lateral Flow Device testing programme is voluntary, but they are strongly 
encouraged to engage. 

• Participants will be provided with a copy of the Asymptomatic LFD testing in primary schools and 
nurseries FAQs. 

• The test kits are for their sole use and not for use by other members of their family, friends or 
others in their household. 

• Participants in the programme should read the LFD testing programme privacy notice to 
understand what will happen with their data. 

• Test kit instructions will be provided.  Participants must follow the provided instructions in the 
pack. 

• Once participants have read the privacy notice, if they choose to participate they are committing to 
self-administer the test and provide their result both on line and to the school. 

• The importance of using the correct instructions and that it is a requirement for them to report 
their test result both online or by phone to the NHS Test and Trace system and to the school as 
soon as possible. 

• If staff have an incident while testing at home and this could range from an allergic reaction to 
damaged test kits they will be advised how to report the incident. 

 
 
 

Refer to the 'How to self-test at home' guide (page 
23) ‘Participation and Data Protection'’ to discuss 
any concerns they may have about testing at 
home. 
 
 
 
 
Refer to the template privacy notice  
 
Instructions V1.3.2 must be used if the school has 
a stock of Innova self-test kits - these will have 
been delivered to the school with the kits between 
4 January 2021 and 30 April 2021. Orient Gene kits 
delivered from 3 May 2021 contain the correct 
instructions. 

HT October 2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://drive.google.com/file/d/1ZZgYqxhEP0Z0UmKj2RneXDaf7_-u6UfK/view
https://drive.google.com/file/d/1_kekKWm6gAU2LqHYeTv_HSROysCd_Oxx/view
https://drive.google.com/file/d/1m1we7ebbJzDEsOWa1g_6JknaAVsAPME6/view
https://drive.google.com/file/d/1m1we7ebbJzDEsOWa1g_6JknaAVsAPME6/view
https://drive.google.com/file/d/1yY1Ek8r3RU9UqhBpLN868mZiEMHvHo4u/view
https://www.gov.uk/report-covid19-result
https://drive.google.com/file/d/1ZZgYqxhEP0Z0UmKj2RneXDaf7_-u6UfK/view
https://drive.google.com/file/d/1ZZgYqxhEP0Z0UmKj2RneXDaf7_-u6UfK/view


V1   September 2021
 8 

Hazards & 
Associated Risks 

Control Measures 
What are we doing now? 

Notes/Additional Control Measures 
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• Individuals who decline to participate in the testing programme must follow the usual national 
guidelines on self-isolation and arrange to have a PCR test or call 119 if they show symptoms of 
Covid-19. 

Transmission of 
Covid-19 through 
improper use of 
testing kits 

The Testing Process 

In order for the testing programme to work successfully, participants are required to: 

• opt in to the programme by reading the privacy notice and registering their collection of the test kit 
with the school; 

• collect the test kit from the school collection point, sign to say they have received the test kits and 
take the kits home; 

• store and use the test kit at room temperature (15-30oC), out of direct sunlight; 

• undertake the test following the instructions for use either in the morning before attending work 
or the evening before you are to attend work as directed by the school; 

• not eat or drink during the 30 minutes before undertaking the test; 

• start the test within 30 minutes of opening the test kit and removing the swab.  Test kits can only 
be used once – do not reuse; 

• blow their nose before swabbing the nasal passage; if for some reason they cannot undertake the 
nasal swab, a kit containing Innovia tests will be required.  

• after taking the test, wait 15 minutes and check the result – note: the test is deemed unreliable if 
the results are read after 20 minutes have elapsed (participants are advised to set a timer): 
 

- Positive result (lines at both the top and bottom of the device (C&T)) – self-isolate immediately 
and arrange to have a Polymerase Chain Reaction (PCR) test to confirm the result.  Participant 
and anyone in their household must self-isolate in accordance with the stay at home: guidance 
for households with possible or confirmed coronavirus infection; 

- Negative result (line at the top of the device (C)) - no need to self-isolate, participant can go to 
work but must continue to follow national guidelines to reduce transmission; 

- Void result (no lines or line at the bottom of the device (T)) – Take another LFD test.  If 2 void 
test results are recorded in a row do not attend school and book a PCR test online or call 119. 

 

• report result to NHS Test and Trace (even if the result is negative or void); 

• report the result to the school either in person if the result is negative and you are attending work 
or via phone if it is positive or void; 

• safely dispose of the testing kit in the bag provided and place in the normal household waste. 
• take further tests every 3-4 days or as determined by their manager.  Those who are working in 

school on a part-time or rota basis may find that one test per week will suffice e.g. if you are 
working Monday – Wednesday, you will only need to take the test on the Monday morning/Sunday 
evening each week prior to work. 

• The test can be undertaken by those who have had the Covid-19 vaccine as currently there is no 
reliable evidence that such individuals cannot continue to spread the virus. 

• The test can be taken by those who are pregnant since the test has been deemed safe for pregnant 
women. 

• See Note on page 1 which relates to those who have had a positive PCR test in the previous 90 
days. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Note: Innova test kits require both throat and 
nasal swabs.  Orient Gene and Acon-Flowflex 
require nasal swabs only. 

HT October 2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/get-coronavirus-test
https://www.gov.uk/get-coronavirus-test
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/get-coronavirus-test
https://www.gov.uk/report-covid19-result
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Lack of reporting 
of test result to 
national track and 
trace or to school 
resulting in 
transmission 
Covid-19 by 
asymptomatic 
individuals 

High Reporting/recording the test results 

Participants: 

• Test participants are required to report the results of their test both online and to the school every 
time they take a test, even if the result was negative or void/invalid. 

• Participants will be asked to record: Country; Test date; Test kit ID (QR code or number beneath); 
Date of birth; Gender; Ethnicity; Address; Contact details and Test result. 

• Schools are not able to view the results that their staff have uploaded to the online service. 

School register: 

• Log both negative and positive test results against individual members of staff names – this will 
help with forward planning and determine whether those who have tested positive have had any 
close contacts in school in the previous 2 full days which may be useful should the school be 
contacted by NHS Test and Trace or the local Public Health Department.     

• Identify, record and report incidents.  If there are two or more cases in the school, this may 
constitute an ‘Outbreak’.  In this situation, the school should contact the local Public Health 
Department. 

• Manage stock and distribution of kits to staff based on how many its staff have used (staff may use 
more if test results are void or invalid or less if they are part time or working on a rota basis). 

• Log signatures to record that staff have picked up their test kit and the correct instructions for use. 

 
 
 

Report results to https://www.gov.uk/report-
covid19-result or report by telephone using the 
phone number in the test kit’s instructions. 
 
 
 
 

 
 
 
 
 
 
 
 
 

HT 
October 
2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Lack of incident 
reporting and 
follow-up 
resulting in 
unreported 
damaged items or 
void results 

High Incident Reporting – Participant (in all cases, inform the school of the incident) 

Clinical issues: 

If there is a clinical incident which led to or has potential for harm, participants are advised to report it 
on https://coronavirus-yellowcard.mhra.gov.uk - in the box which asks what you wish to report, record 
‘Lateral Flow Antigen Test’ and follow the recording process.  Examples of clinical incidents include 
swab breaking in the mouth, bleeding, allergic reaction on using the kit etc. 

The above is not for seeking immediate medical care.  Medical care should be sought through the 
usual route of contacting 111 or 999. 

Non-clinical issues 

For incidents occurring at home setting, participants are advised to report any issues to 119 in England.  
Examples of non-clinical incidents include something damaged or missing or difficult to use in the kit, 
unable to log result etc. 

Incident Reporting – School 

• In the case of an issue or incident, it is most likely that this will be experienced by an individual at 
home.  However, should there be repeated or similar issues (e.g. multiple repeat void tests, unclear 
results, leaking/damaged tubes etc. these will be recorded by the school on the Test Result Register 
and reported to the DfE Helpline who will escalate to the DHSC for investigation.  We will record 
the time, date and details reported. 

• DHSC/MHRA may require school to provide more information if further investigation is required. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DfE Coronavirus Helpline: 0800 046 8687 
 

 
 
 
 

HT 
October 
2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
HT 
October 
2021 

https://www.gov.uk/report-covid19-result
https://www.gov.uk/report-covid19-result
https://www.gov.uk/report-covid19-result
https://coronavirus-yellowcard.mhra.gov.uk/
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Transmission of 
Covid-19 through 
contacts in the 
wider community 

High Wider testing of others in the household 

• All individuals can now access free LFD test kits. Individuals can use the online service if they: 

- do not have coronavirus (COVID-19) symptoms 
- are aged 11 or older 
- have not been told to self-isolate 
- cannot get tests from work, school, college or university 

• Test kits are also available: 

- from a local pharmacy; 
- at a local PCR test site; 
- by collecting a home test kit from a test site; 
- through their employer if they offer testing to employees (contact employers direct to see if 

they offer the programme). 

Collect test kits 

• Eligible individuals can collect up to 4 home test kits at a local collection point. Each kit contains 7 
tests. 

• Anyone 18 or over can collect.  Check online to establish if the location is busy prior to attending.  
Find the nearest home test kit collection point. 

Testing Under 12’s at home  

• On advice from Public Health England (PHE), pupils in primary schools and children in nursery 
settings are not included in the rapid asymptomatic testing programme.  PHE has advised that 
there are currently limited public health benefits to testing primary-aged pupils with lateral flow 
devices (LFD).  In addition, primary-aged pupils, particularly younger children, may find the LFD 
testing process unpleasant and are unable to self-swab.  

• Current advice is that primary-aged pupils should only be tested if they are symptomatic, in which 
case their families will be advised to follow the stay at home: guidance for households with 
possible or confirmed coronavirus infection and book a PCR test for the child.  

• We may also offer a PCR test kit to the parent or guardian of any primary school child who 
becomes symptomatic onsite, if we believe that the child faces significant barriers to testing 
through the usual routes.  All schools were sent an initial supply of 10 PCR test kits before the start 
of the autumn term in 2020.  Where necessary, we will replenish these kits when they run out by 
making an order through the online portal.  Rapid LFD tests will not be offered to individuals who 
develop coronavirus (Covid-19) symptoms, regardless of their age. 

• Eligible individuals will be asked to: 
 

- take a test twice a week (every 3 or 4 days apart); 
- report every result to NHS Test and Trace on the same day they take the test.  Report test 

result online or by calling 119. 

• If anyone tests positive or gets coronavirus symptoms, they must inform the school and: 
 

- self-isolate immediately; 
- get a PCR test to confirm the result; 

Information will be provided to staff and parents 
on how to access LFD tests for their household. 

HT 
October 
2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/order-coronavirus-rapid-lateral-flow-tests
https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms/
https://maps.test-and-trace.nhs.uk/
https://northcumbriaccg.nhs.uk/covidtesting
https://find-covid-19-rapid-test-sites.maps.test-and-trace.nhs.uk/
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/get-coronavirus-test?utm_source=25%20March%202021%20C19&utm_medium=Daily%20Email%20C19&utm_campaign=DfE%20C19
https://request-testing.test-for-coronavirus.service.gov.uk/?utm_source=25%20March%202021%20C19&utm_medium=Daily%20Email%20C19&utm_campaign=DfE%20C19
https://www.gov.uk/report-covid19-result
https://www.gov.uk/report-covid19-result
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- follow the stay at home: guidance for households with possible coronavirus infection 

• A negative result means the test did not find signs of coronavirus.  But this does not guarantee 
that the individual does not have coronavirus, so they must keep following all coronavirus advice. 

 

Further Action Required 
Date Action 
Completed 

Date RA 
Reviewed 

Significant 
Changes Y/N 

Shared with Staff 
Date or N/A 

This risk assessment must be read and followed in conjunction with other applicable risk assessments. 15th October 
2021 

   

 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/guidance/covid-19-coronavirus-restrictions-what-you-can-and-cannot-do

