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STATEMENT PRINCIPLES  

At the Shaw Education Trust, our actions and behaviours as employees are guided 

by our core values;  

  

  

TO BE PUPIL AND PEOPLE CENTRED  
  

To ensure everything we do realises the full potential of the pupils we are here to 

help. We will provide caring, tailored and supportive environments where young 

people can flourish. We will ensure that all members of the school community are 

the focus of our activity and as servant leaders we shall enable their success.  

  

  

TO ACT WITH INTEGRITY  
  

To be an organisation that is open and transparent, actively embraces equality and 

diversity and has an honest, inclusive and respectful culture, which everyone can 

trust.  

  

  

TO BE INNOVATIVE  
  

To be a creative, forward-thinking organisation that finds new ways of doing things. 

To break down barriers to learning, stimulating exciting futures and securing 

independent living. We will be relentless in our pursuit of the excellence, which has 

the power to change lives.  

  

  

TO BE BEST IN CLASS  
  

To be a top performing education provider that helps every single pupil on their 

journey towards achieving their potential. We believe our staff are our greatest asset. 

We will support leaders, teachers and staff to provide exceptional teaching, learning 

and outcomes.  

  

  

TO BE ACCOUNTABLE  
  

Shaw Education Trust, its schools and staff are accountable to our pupils and 

stakeholders. We will demonstrate personal responsibility by carrying out our roles to 

the best of our ability and in adherence with our values.  
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1.  Foreword  

1.1   The COVID-19 pandemic has impacted each and every one of our lives.   We 

are extremely proud of the efforts and commitment made by you.  You have 

ensured, even in these difficult times, to continue to provide care, support and 

safeguard our vulnerable pupils.   We now need to manage the full re-opening 

of our schools to pupils while still being concerned about the threat of the virus 

that still lives within our communities.  The Shaw Education Trust has 

developed this guidance documentation and updated it regularly to 

demonstrate our commitment to you.  Your safety and well-being is of 

paramount importance to us.    

2.   Introduction     

2.1 On the 23rd March 2020, the government announced that the UK would be in  

‘lockdown’. This involved stringent restrictions being in place for all businesses 

and subsequently required the closure of schools and educational 

establishments for all pupils, except for pupils of ‘key workers’.     

  

2.2  On April 16th 2020 the ‘lockdown’ was reviewed; it was announced that the 

restrictions in place would continue until 7th May 2020 when they would be 

reviewed again in line with medical and scientific advice in order to determine 

the next steps.  On Monday 11th May 2020, the Government provided further 

detail in respect of the COVID-19 roadmap for moving forward.   

 

2.3 From the 4th July, we have seen the ‘lockdown’ measures continue to ease and 
more businesses are re-opening.  We must now plan as an employer, how we 
can continue to work safely, while efficiently delivering the education services 
that are expected, in a way that safeguards the health and well-being of our 
students and staff.  

 
2.4  On the 1st August, further easing of lockdown measures were implemented, 

resulting in more businesses opening. The government confirmed their intention 
that in September 2020 schools, nurseries and colleges will be open for all 
children and young people on a full-time basis. 

 

3.  Relaxation of Restrictions and Staying Safe   
 

3.1 During the pandemic situation our schools and the Trust have continued to 
deliver uninterrupted education and support to key worker and vulnerable 
children, providing places in schools in order that key workers could continue 
to attend their jobs.  Our employees have been able to work from home 
wherever possible, providing learning resources for our SET pupils and 
working tirelessly to ensure that all children continue to receive a good 
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education.  From 1 June our schools/academies opened more widely to 
welcome more young people through the door.    

3.2  Everybody’s actions within the Trust have helped to reduce the transmission of 
the virus.   The government has set out guidance and a plan as to how we can 
return to as near normal as possible  All employees should continue to review 
guidance that is provided by the Trust and the regular government updates 
which can be found by accessing the COVID-19 advice link Click Here   

3.3 It is essential that as an employer we continue to base any plans for returning 
to the workplace and continuing in the workplace on up-to-date Government 
and public health guidance in relation to COVID-19. The government 
guidance is that all schools will be open to all pupils from September 2020 
and parents are encouraged to follow the guidance given.  We will continue to 
review our processes and procedures accordingly.   The Health and Safety 
Executive will be conducting spot checks and has published advice and 
guidance relating to COVID-19 on its website, which will   be useful when 
considering health and safety measures. 

 

  

4.   Remote Working  

4.1  Working from home has helped to manage infection rates and minimise the 

potential for the virus to spread. However, this needs to be balanced against 

the well-being of every employee who continues to work from home and the 

delivery of the service that is required.  There is an expectation that all 

employees (except for any individual with specific medical advice) will return to 

the workplace for the autumn term when schools fully re-open. The safer travel 

guidance can be found by clicking here 

4.2 Working from home arrangements have and will continue to be regularly 

reviewed by the Headteacher/Line Manager and in accordance with 

government advice.  The Trust will need to deliver a seamless education 

provision for our students and our employees will play a significant role in that 

delivery.  In accordance with 4.1, we are requiring all staff to attend 

school/office in accordance with the ‘staying safe measures’ that are outlined.   

4.3 Where employees do work from home, this will be with the agreement of the 

Headteacher/Line Manager and by exception rather than as a matter of 

course, as it is important for the well-being of individuals to be able to engage 

fully with colleagues.  There is an expectation that a full working day can be 

delivered in accordance with routine work regimes.  Headteachers/Line 

Managers must be able to effectively manage this situation and the production 

of appropriate work.  

https://www.gov.uk/coronavirus
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/guidance-for-employers-and-businesses-on-coronavirus-covid-19#social-distancing-in-the-workplace---principles
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/guidance-for-employers-and-businesses-on-coronavirus-covid-19#social-distancing-in-the-workplace---principles
https://www.hse.gov.uk/news/coronavirus.htm
https://www.hse.gov.uk/news/coronavirus.htm
https://www.hse.gov.uk/coronavirus/index.htm
https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers
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4.4 All staff working from home are required to refer to the DSE policy for 

workstation set up.  A copy of this policy can be found on the Shaw Education 

Trust website.    

4.5  Employees should ensure that they follow the advice of the DSE policy as 

detailed above and submit an appropriate DSE Risk Assessment Form. You 

can access this by clicking here.  

 

 5.   Office Space/School Space  

5.1  In accordance with the advice from the HSE (Health & Safety Executive) and 

Public Health England (PHE), social distancing was introduced to reduce the 

spread of infection.  The medical evidence suggests that this practice has had 

a positive impact in limiting the spread of the virus, and this should continue.  

The following guidance should be referred to in relation to partial/full reopening 

of schools:  Managing school premises during the COVID-19 outbreak.    

 Additional PHE mandatory systems of control can be found here. 

  

5.2  It is expected that office and school space will require particular and careful 

management and planning in order that ‘social distancing’ (2-metre distance 

where possible) is able to be implemented and continue until the Government 

notify otherwise.  There will be a continued requirement for 

Headteacher’s/Line Managers to continue to review the SET Covid-19 Risk 

Assessment documentation and associated advice already produced and 

published within the Trust.    

5.3 The Government recognises that, unlike older children and adults, early years 

and primary age children cannot be guaranteed to always remain 2 metres 

apart from each other and staff.  The Shaw Education Trust recognises that 

this includes children who are older but with learning disabilities, or 

behavioural needs, which mean they are unable/unwilling to understand, or 

accept social distancing guidance.  Therefore, in conjunction with the required 

cleaning regimes in place in the school, employees who express a wish to 

wear PPE should discuss this request with their Headteacher/Manager.    

5.4 On the 4th July 2020 a “new one metre plus” rule was introduced in England 

where it is not possible for people to stay two metres apart.  The guidance 

remains that people from different households should stay at least two 

metres apart from each other.  Where this is not possible people should follow 

the new “one metre plus” rule.  For further advice click here. The approach 

to which sectors are open or shut and what mitigations are needed at 1m 

should change according to factors including the prevalence of COVID-19. 

https://www.hse.gov.uk/msd/dse/
https://www.hse.gov.uk/msd/dse/
https://www.gov.uk/government/publications/managing-school-premises-during-the-coronavirus-outbreak
https://www.gov.uk/government/publications/managing-school-premises-during-the-coronavirus-outbreak
https://www.gov.uk/government/publications/managing-school-premises-during-the-coronavirus-outbreak
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#section-1-public-health-advice-to-minimise-coronavirus-covid-19-risks
https://www.gov.uk/government/publications/review-of-two-metre-social-distancing-guidance/review-of-two-metre-social-distancing-guidance#annex-a-how-covid-19-is-transmitted-and-how-to-reduce-risks
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5.5     Employees will attend the workplace where required and adhere to the social 

distancing measures that are in place.  How contact is reduced will depend on 

each of the school’s circumstances and will (as much as possible) include: 

grouping children together, avoiding contact between groups, arranging 

forward facing desks (classroom) and employees/staff  maintaining distance 

from pupils and other staff as much as possible.  Further guidance can be 

found by clicking here.  In Early Years and Special School settings, 

classrooms should be suitably arranged to minimise risk. Should employees 

notice non-compliance with these guidelines, or have concerns, they must 

immediately inform their Headteacher/Manager.   

 

5.6 Employees are expected to adhere to the requests made in relation to 

cleanliness, workplace equipment etc.  Further HSE guidance in this regard can 

be found by clicking click here    

  

5.7 Desks/office/classroom space will be suitably arranged in order to ensure 

appropriate social distancing requirements.  Visitors and or ad-hoc visitors to 

the school/office will be managed in accordance with social distancing rules.   

Advice is to seat employees’ two metres apart, side by side and where 

possible not facing each other.  Employees will ensure that equipment is not 

shared.  

  

5.8 Regular reminders/announcements will be made to employees regarding the 

need for social distancing and cleanliness.  Employees are also required to 

seek and follow advice given by the Government and Public Health England.  

  

5.9 Headteachers/Managers will ensure that workplaces are frequently cleaned 

and disinfected which will include objects and surfaces that are touched 

regularly.  Pop up cleaning stations/hand sanitizers will be in place in order 

that employees can regularly access hand-cleaning facilities. Further 

guidance in this regard can be found by clicking here.   

  

5.10  Government changed the law regarding where you should wear face 

coverings in August 2020. Face coverings are largely intended to protect 

others, not the wearer, against the spread of infection because they cover the 

nose and mouth, which are the main confirmed sources of transmission of 

virus. Face coverings are not considered PPE. There is no requirement to 

wear a face covering in a school/educational establishment.  A list of where 

face coverings should be worn can be found by clicking  here.  PPE will be 

provided to employees delivering personal care and first aid.   

The use of non-medical face coverings will be permitted at the employer’s 

discretion.  This may help employees to feel more safe and comfortable when 

attending the workplace, or where employees may struggle to maintain social 

https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.hse.gov.uk/coronavirus/cleaning/index.htm
http://www.shaw-education.org.uk/uploads/policies/COVID-19/SET%20Coronavirus%20-%20Continued%20Use%20of%20School%20Buildings%20and%20Transport%20.pdf
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#:~:text=In%20England%2C%20you%20must%20wear,and%20coach%20stations%20and%20terminals)
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distancing.   Schools are not required to provide face coverings or other 

personal protective equipment (unless it is required to attend to student’s 

first aid or personal welfare needs, where it will not be possible to apply 

social distancing) and if any such equipment is provided and used by staff, it 

will be without responsibility on the part of the School.   

   

5.11  Employees using face coverings and other PPE not provided by the employer 

(i.e. their own equipment) do so at their own risk.  Employees are expected to 

use and maintain such equipment in accordance with guidelines issued by the 

World Health Organisation and the manufacturer’s recommendations (e.g. 

washing in hot soapy water, avoiding cross contamination by keeping 

separate). Equipment must be disposed of by employees responsibly and in 

accordance with Health & Safety regulations where it cannot be cleaned.    

5.12 The use of any PPE does not relieve an employee’s responsibility from 

complying with the PHE guidelines set out in this guide and in particular with 

regard to guidance as to frequent hand cleaning (alcohol based or hot soapy 

water).    

6.   Meetings   

6.1  Meetings with colleagues, parents, children, third party individuals and team 

meetings will be carefully planned and employees will adhere to the most up to 

date and appropriate social distancing requirements.   

  

6.2  The use of digital and remote meetings will be utilised wherever possible in 

order to support and ensure that employees are able to undertake social 

distancing measures in line with advice.    

  

6.3  Where a face-to-face meeting has to take place, the 2-metre distancing rule 

must be followed.  Advice from Public Health England suggest that meetings 

should be where possible kept to 15 minutes or less. For further information   

click here 

  

7.   Managing numbers of employees in the workplace  

7.1 Headteachers/Line Mangers should continue to review and observe the 

government and Health and Safety guidance.  The government guidance for 

schools document can be reviewed by clicking here.  

  

7.2  Headteachers/Managers will ensure that in order to reduce the potential 
spread of infection school teaching teams will be in place using permanent 
staffing. Supply and cover teachers should be used sparingly, if at all. The 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres#offices-3-4
https://www.gov.uk/government/collections/guidance-for-schools-coronavirus-covid-19
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Government advice states “that wherever possible keep teams as small as 
possible and keep teams together (‘cohorting’ or ‘bubbles’)”.    

7.3  Staggered shifts can ease the congestion on public transport at peak hours 

and reduce the potential infection spread.  Where a role is not ‘front facing’ it 

may be worthwhile considering limiting the amount of staff who arrive at the 

same time of day and finish at the same time at the end of the day.  

Staggering of lunch breaks and the amount of staff congregating in a rest 

area/staff room or a queue should also be used as a preventative measure.  

These arrangements should be discussed with the employee and any changes 

to working arrangements should include an explanation e.g. temporary 

changes arising from the COVID-19 pandemic.   

7.4 Any permanent changes to shifts or working hours that must be made in 

response to the pandemic will require the Headteacher/Manager to seek HR 

advice in order that the appropriate procedure can be followed and in order to 

avoid a breach of contract issue.   

7.5  The Trust exercises a duty of care by ensuring that risk assessments are 

robust.  There have been significant changes, reviews, risk assessments, 

increased workplace cleaning and sanitation and safe distancing measures put 

in place to mitigate the spread of the virus in the workplace.  However, 

schools/academies have the responsibility to deliver these in practice and at 

local level.    

7.6 Headteachers/Managers will have a recruitment authorisation process in place 

in order that vacancies during the pandemic stage can be effectively managed 

in the longer term and will protect existing employees from any future staffing 

reductions.  

 

  8.      Pregnancy and Maternity Leave    

8.1  The NHS currently advises that there is no evidence that pregnant women are 

more likely to get seriously ill from COVID-19.  However, pregnant women 

have been included in the moderate risk group (clinically vulnerable) as a 

precaution. 

8.2  Current NHS advice states that there is no evidence that COVID-19 causes 

miscarriage or affects the development of a baby.  Pregnant employees are 

advised to wash hands regularly, stay at home as much as possible, follow 

the social distancing advice and stay clear of any person who has symptoms 

of the virus.  Please discuss this with your line manager and HR should you 

have any concerns. 

8.3  Headteacher/Line Managers have a duty to assess workplace risks and this 

must specifically include risks to pregnant women and new mothers at 

whatever stage of pregnancy e.g. heavy lifting, standing for long periods or 

very hot/cold temperatures.  Headteachers/Line Managers must ensure a risk 
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assessment for pregnant women is conducted in line with the Management of 

Health and Safety at Work Regulations 1999 (MHSW). 

The Royal College of Obstetrics and Gynaecology (RCOG) has published 

occupational health advice for employers and pregnant women. This 

document includes advice for women from 28 weeks gestation or with 

underlying health conditions who may be at greater risk. We advise employers 

and pregnant women to follow this advice and to continue to monitor for future 

updates to it. 

 
8.4  If risks are identified, the Headteacher/Manager must take reasonable action 

to remove the risks by this may include altering working conditions, hours of 
work; offering suitable alternative work or working from home where this is 
possible.   

 
8.5  Maternity leave will take place as planned in accordance with the provision of 

a MATB1 certificate and/or upon the birth of the baby if it is earlier than 

expected.  

8.6  Where an employee wishes to change their maternity leave, they will need to 

follow the maternity policy and notify the Headteacher/Manager in writing with 

the appropriate notice (usually 28 days).   

8.7  Maternity Leave will commence after the birth of a baby and it will not be 

possible to delay the maternity leave until the pandemic situation is concluded 

(any changes to legislation will be monitored closely).   

8.8  Support for pregnant employees will be provided in accordance with the 

maternity policy and risk assessments.  Pregnant employees should still 

inform Headteachers/Managers of any scheduled/required appointments in 

order to maintain accurate record keeping.   

 

9.   Employees in High and Moderate Risk Groups  

9.1  COVID-19 can make any person seriously ill, but for some people the risk is 

higher.  There are two levels of higher risk:  

 High risk (clinically extremely vulnerable)  

 Moderate risk (clinically vulnerable)  
 

9.2  The NHS and government have produced a list of people who would be 

considered high risk (clinically extremely vulnerable) and moderate risk 

(clinically vulnerable).  The medical and science information is changing 

rapidly and as both specialisms learn more about the virus, its spread and the 

impact, the details and advice that is given has changed and may change 

https://www.rcog.org.uk/en/guidelines-research-services/guidelines/coronavirus-pregnancy/covid-19-virus-infection-and-pregnancy/
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further.  Employees and Headteachers/Line Managers are advised to maintain 

full awareness of advice and updates.   The link for high risk and moderate risk 

categories can be found here.  

9.3  Previously those in a high risk category were strongly advised to stay at home 

as much as possible and keep interactions outside to a minimum (shielding).  

However, guidance in respect of shielding changed on the 6th July 2020 and 

again on the 1st August 2020.  The current guidance issued is that those 

individuals who have been shielding and considered high risk can return to 

the workplace (if they are unable to work from home where it has been 

agreed with the employer) as long as the workplace is COVID-secure. (click 

here for latest shielding advice).  

Individuals should take particular care to observe good hand and respiratory 

hygiene, minimise contact and maintain social distancing. Ideally, adults 

should maintain 2 metre distance from others, and where this is not possible 

avoid close face-to-face contact and minimise time spent within 1 metre of 

others. While the risk of transmission between young children and adults is 

likely to be low, adults should continue to take care to socially distance from 

other adults including older children/adolescents. 

9.4 You may check the current high risk and moderate risk categories by 

clicking here. PHE report that there is clear evidence that COVID-19 does not 

affect all population groups equally.  Many analyses have shown that older 

age, ethnicity, male sex and geographical areas of deprivation for example, 

are associated with the risk of getting the infection, experiencing more severe 

symptoms and higher rates of death.  Appropriate Risk Assessments should 

be undertaken in respect of employees who fall into the high risk and 

moderate risk categories. 

9.5 Headteachers/Managers should continue to ensure that a full risk assessment 

is undertaken and regular checks are made with individuals who are in the 

High Risk or Moderate Risk groups, or where an individual is categorised at 

higher risk by a medical practitioner on medical advice or in accordance with 

updates from the government.       

9.6   The Headteacher/Manager will ensure that confidentiality is maintained at all 

times and any medical reasons disclosed in relation to the category of group 

or during a risk assessment is restricted to the appropriate individual.  

9.7  If an employee is living with a person who is in the high risk or moderate risk 
group, they are not required to adopt ‘shielding’ measures for themselves.  
However, they should do what they can to support a person in a High Risk or 
Moderate Group by following the latest advice that is given.   

 

9.8 Any employee choosing to return to the workplace who has been advised not 

to do so by a medical professional chooses to do so at his or her own risk. 

https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk/whos-at-higher-risk-from-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk/whos-at-higher-risk-from-coronavirus/
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk/whos-at-higher-risk-from-coronavirus/
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9.9  Removed (duplication) – see 9.3 

 9.10 Headteacher/Managers will be required to undertake appropriate risk 

assessments for all staff returning to work who have been shielding.  

 

10.    Covid-19 Self Isolation    

10.1  Anyone with symptoms of COVID-19 must immediately self-isolate for 10 

days and arrange to have a test to check if they have COVID-19 – click this 

link to arrange a test. 

10.2  If an employee has developed symptoms, they are required to alert the 

Headteacher/Manager.  It would be helpful for the employee to share any 

relevant detail with the Headteacher/Manager in order that appropriate 

provisions can be put in place to manage the situation and those staff who 

may have been in close contact with that employee. That employee will need 

to arrange a test and the Headteacher/Manager must ensure they understand 

the NHS Test and Trace process and how to contact their local Public Health 

England. Click Here . 

10.3  In accordance with current government advice the NHS Test and Trace 

service will alert you if you have been in contact with a person who has 

COVID-19, and you will be advised to:  

 Stay at home (self-isolate) for 14 days from the day you were last in 
contact with the person – it can take up to 14 days for symptoms to 
appear (even if you do not have symptoms yourself). 

 Do not leave your home for any reason – if you need food or medicine, 
order it online or by phone, or ask friends and family to drop it off at 
your home.  

 Do not have visitors in your home, including friends and family – except 
for essential care.   

 Try to avoid contact with anyone you live with as much as possible 
 People you live with do not need to self-isolate if you do not have 

symptoms 
 People in your support bubble do not need to self-isolate if you do not 

have symptoms.  
 

10.4  It is vital that those who are showing symptoms, however mild, must continue 

to self-isolate at home, as now, and that the household quarantine rules 

continue to apply (10 or 14 days as per the link below).   

10.5  Following a positive test result, the employee will receive a request by text, 
email or phone to log into the NHS Test and Trace service website and 

https://www.gov.uk/apply-coronavirus-test-essential-workers
https://www.gov.uk/apply-coronavirus-test-essential-workers
https://www.gov.uk/guidance/contacts-phe-health-protection-teams
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provide information about recent close contacts.  Details will be given to the 
employee and those that have been in contact with the employee who have 
tested positive in the text.  It is likely that they will immediately be told to self-
isolate for 14 days.  The employee should self-isolate for at least 10 days from 
when the symptoms started, even if it means longer self-isolation than 14 
days. See section 10.8 for further information regarding others.   

10.6 After 10 days, or longer, if an employee still has a temperature they must 
continue to self-isolate and seek medical advice.  

10.7  An employee does not need to self-isolate after 10 days if they only have a 
cough or loss of sense of smell or taste, as these symptoms can last for 
several weeks after the infection has gone. See the ending isolation section   
below for more information. 

 
10.8. If the employee lives with others and is the first in the household to have 

symptoms of COVID-19, then the employee must stay at home for at least 14 
days. The 14 day period starts from the day when the first person in the 
household became ill or if they do not have symptoms, from the day their test 
was taken. All other household members who remain well must stay at home 
and not leave the house for 14 days. The 14-day period starts from the day 
when the first person in the household became ill. The following document 
explains self-isolation. COVID-19 Isolation easy read 

 
 

11.  Ending self-isolation  
 
11.1  If an employee has had symptoms of COVID-19, then they may end their self-

isolation after 10 days and return to a normal routine if they do not have 
symptoms other than a cough or loss of sense of smell/taste.  If there is still a 
high temperature, the employee should continue to self-isolate until their 
temperature returns to normal.  (The loss of taste/smell and cough can last for 
several weeks after the infection has gone).  The 10-day period starts from the 
day the person first becomes ill. Check here  

 
11.2  If a person continues to feel unwell and has not already sought medical advice 

they should use the NHS 111 or online COVID-19 service.  If there is a 
medical emergency they should call 999.  

 
11.3 Pupils, staff and other employees should not come into the school if they 

have coronavirus (COVID-19) symptoms, or have tested positive in at least the 
last 10 days.  Any person developing those symptoms during the school day 
should be sent home.  These are essential actions to reduce the risk in 
schools and further drive down transmission of coronavirus (COVID-19). 

 
 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection#ending-self-isolation-and-household-isolation
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/906663/20203007_Easy_read_household_isolation_v3.1.pdf
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/nhs-test-and-trace-how-it-works#people-who-develop-symptoms-of-coronavirus
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12    COVID-19 Testing    

12.1   There will be no requirement for the Shaw Education Trust to provide 

mandatory testing ahead of the re-opening of schools or offices for all 

students and employees returning to work.  Employees returning to work must 

be feeling well and notify Headteachers/Managers in advance if they are not.   

12.2   Testing is available for essential workers who are displaying or reporting 

symptoms.  Schools will be furnished with a stock of home testing kits for 

employees and students.  Alternatively, tests can be booked on line via the 

government booking site.   

12.3  If an employee has been contacted by NHS direct as part of the test and trace 

system and where they have been in contact with a person who has tested 

positive for the virus they will be required to self-isolate at home for at least 

14 days.  They should notify their Headteacher/Line Manager accordingly.   It 

may be helpful to provide the detail of the text/notification for record purposes.    

This scenario will require the employee to be recorded as absent on the 

system with ‘Covid Self-Isolation’.  

 

 13.  Sickness Absence  

13.1  During the partial opening of schools and offices, the Trust facilitated the 

‘remote/home working’ of employees in order to ensure that the spread of 

infection was  minimised (this was not sickness absence).   This form of working 

will change as we seek to open all of our schools for all students in the autumn 

term.  Where an employee has been instructed to self-isolate by NHS Test and 

Trace and cannot attend the workplace in their front-facing teaching/support 

role they will be recorded as sickness COVID-Self Isolation. A copy of a self-

isolation note should be submitted.  This is not a work from home self-isolation 

category.  

13.2  In the main, employees who are reporting sick with symptoms and cannot 

attend work will be recorded as sick for work with COVID-19 symptoms  (click 

here for what to do).   As an essential worker they will be advised to organise 

at test.  

13.3  It remains the responsibility of the employee to report any symptoms of COVID-

19 to their Headteacher/Manager in order that the appropriate form of action 

can be taken.  

13.4  Employees have a duty to take reasonable care for the health and safety of 

themselves and others who may be affected by their actions, or omissions, at 

work; e.g. by not coming to work when they have been advised to self-isolate 

or have symptoms.  Employees also have a duty to co-operate with any 

https://www.gov.uk/apply-coronavirus-test
https://www.gov.uk/apply-coronavirus-test
https://www.gov.uk/apply-coronavirus-test
https://www.gov.uk/apply-coronavirus-test
https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms/
https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms/
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preventative steps taken by the Trust; e.g. by complying with good hygiene 

rules/practices.  Any breaches in duty may result in disciplinary action.    

13.5  As testing becomes more widespread and available it will be possible to 

confirm more quickly whether suspected cases, showing symptoms, have 

COVID-19 or not. This will reduce the period of self-isolation for those who do 

not have COVID-19 and their household members. NHS guidance can be 

found here 

13.6  If an employee has self-isolated (10 or 14 days) with symptoms previously 

and is displaying those symptoms again, or they have been advised to self-

isolate due to notification by the test and trace service or they live with 

someone who has symptoms of the virus, they should be encouraged to 

obtain a self-isolation note. Self Isolation guidance is here . 

13.7 Employees are expected to attend work when they do not have the virus and 

have received a negative test result.  For employees who are worried about 

the virus or their mental health should speak with their Headteacher/Line 

Manager or HR for advice.  

13.8   Where employees are ill, they should follow the ordinary sickness reporting 

procedures and refer to the Managing Attendance Policy. Refer to Appendix 2 

in the policy for more Health & Wellbeing advice.   

13.9 Where an employee is diagnosed with COVID-19, then this should be 

recorded as sickness and ‘reasonable and sensible’ management of the 

absence should be implemented e.g. it may not be possible to conduct the 

same welfare checks, receive the FIT1 notes in time if an employee is 

hospitalised due to the nature of the pandemic and the advice from Public 

Health England.  It is however, essential that the staff member/next of kin is 

aware of the support available and also aware of the Occupational Health 

services should they need referral after they have overcome the illness.     

13.10  Headteachers/Line Managers will seek advice from Human Resources prior 

to instigating any formal absence procedures (any stage) during the pandemic 

situation.  Formal procedures will not commence unless Human Resources 

have been consulted.  

 Employees who have been absent due to potential symptoms of COVID-19 

or the virus will not have these absences contributing to any formal absence 

process and/or warnings.  Headteachers/Line Managers will be expected to 

monitor how many cases and suspected cases of COVID-19 each member of 

staff reports however, and where deemed unreasonably may seek HR advice. 

An employee who has suffered with COVID-19 will be entitled to Statutory 

                                            
1 FIT note provision has been digitalised in order to speed up the process   

https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-coronavirus/
https://111.nhs.uk/covid-19/
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Sick Pay/Occupational Sick Pay in accordance with their contractual terms of 

employment.  

13.11 Staff who report sickness of any nature will not be subject to any enhanced 

regime of contact.  The Managing Attendance Policy and recommendations 

made within the policy will apply.   

13.12 Headteachers/Managers must discuss cases with Human Resources in order 

to determine whether a referral to Occupational Health is appropriate for 

employees who may be suffering psychologically in relation to the pandemic 

situation. (See Appendix 2 in the policy)   

 

 14.  Furlough Scheme 

14.1  The Furlough scheme has been used sparingly in the Shaw Education Trust 
although some of our settings were able to furlough a small number of 
workers under the government Furlough Scheme.  (The requirement for 
furlough was linked to whether the employment of those workers was as a 
result of additional private funding, e.g. those specifically employed in wrap-
around care).  

14.2  This scheme was extended from the initial date set, but will close on the 31st 
October 2020.    

14.3  From the 1st August 2020, the level of grant will be reduced each month as 
detailed below.  

 August: The Government will continue to pay 80% of furloughed 
employees’ salaries, up to a cap of £2,500 per month. Employers will now 
have to pay national insurance and pension contributions regardless of 
whether employees are working part time or not. Employers will also pay 
for any part time hours worked. 

 September: The Government will continue to pay 70% of furloughed 
employees’ salaries up to a cap of £2,187.50 per month. Employers will 
also pay national insurance and pension contributions, and 10% of wages 
to make up 80% of the total, up to a cap of £2,500 per month. Employers 
will also pay for any part time hours worked. 

 October: The Government will continue to pay 60% of furloughed 
employees’ salaries up to a cap of £1,875 per month. Employers will also 
pay national insurance and pension contributions, and 20% of wages to 
make up 80% of the total, up to a cap of £2,500 per month. Employers will 
also pay for any part time hours worked. 

14.4  Employees who have been ‘furloughed’ will be reviewed regularly and in 

accordance with the legal advice given.   Appropriate updates and discussion 

with such staff will take place weekly in order to support well-being and keep 
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staff updated.  Where appropriate Occupational Health and Human 

Resources will support individuals who are ‘furloughed’.  

 

15.   Re-Opening of Schools & Suppressing Transmission   

15.1  The transmission of COVID-19 is thought to occur mainly through respiratory 

droplets generated by coughing and sneezing and through contact with 

contaminated surfaces. The predominant modes of transmission are assumed 

droplet and contact. This is consistent with a recent review of modes of 

transmission of COVID-19 by the World Health Organization (WHO).  All 

guidance produced by the WHO and PHE should be revisited regularly.   

15.2 Headteachers/Managers will ensure that the numbers of staff within the 

workplace are at appropriate levels in order that safe distancing can be 

applied.  Employees should report any health issues to their 

Headteacher/Manager as soon as practicable.   

15.3   Headteachers/Managers are under a legal obligation – under Control of 

Substances Hazardous to Health (COSHH) – to adequately control the risk of 

exposure to hazardous substances where exposure cannot be prevented. The 

appropriate provision and use of personal protective equipment (PPE) in 

identified circumstances (delivering personal care and first aid) will protect 

employees, pupils and visitors. Employees have an obligation to make full and 

proper use of any control measures, including PPE, provided by their 

employer.  

15.4  From September 2020 advice has been given in respect of students returning 

to school fully.  The Headteacher/Manager will review regularly the advice in 

relation to school re-opening expectations.    Full Re-opening of Schools 

Publication   

15.5  Headteachers/Line Managers will ensure that all employees adhere to the 

guidance and advice given in respect of social distancing and an effective and 

safe workplace.  

15.6  Employees will be expected to return to school/workplace in accordance with 

the government, PHE systems control protocols and SET advice to 

Headteachers/Managers. The link can be found by clicking here. 

 

16.  Local Outbreak & Temporary Closure 

16.1 In the event of a local outbreak, the PHE health protection team or local 
authority may advise a school or number of schools to close temporarily to 
help control transmission. Schools will also need a contingency plan for this 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#section-1-public-health-advice-to-minimise-coronavirus-covid-19-risks
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eventuality. This may involve a return to remaining open only for vulnerable 
children and the children of critical workers, and providing remote education 
for all other pupils.  Managers and employees will respond in line with 
appropriate advice and will need to potentially work from home, produce home 
learning resources at shorter notice etc.  

16.2  Where a class, group or small number of pupils need to self-isolate, or there is 
a ‘local lockdown’ requiring pupils to remain at home, there is an expectation 
that schools will have the capacity to offer immediate remote education.  
Ordinarily government advice is that employees can still travel to and from 
work if the workplace is COVID secure, during a ‘local lockdown’.  

16.3  Schools are expected to consider how to continue to improve the quality of 
their existing offer and have a strong contingency plan in place for remote 
education provision by the end of September 2020.  This planning will be 
particularly important to support a scenario in which the logistical challenges 
of remote provision are greatest, for example where large numbers of pupils 
are required to remain at home. 

 
16.4  Headteachers/Managers will need to be prepared and agile in their responses 

to issues of this nature.  

16.5  The guidance produced for full re-opening of schools should be regularly 

reviewed for any updates and/or changes.  Review the document here   

 

17.    Performance Management and appraisal  

17.1 During the formal closure of schools, performance management targets may 

be affected in relation to their completion and outcome.   It is essential that 

Headteachers/Managers are cognisant of this fact and adjust accordingly.  

The new performance management and appraisal cycle will continue as usual 

from September onwards.   

17.2  With the disruption of COVID-19 and school closures and where routine 

teaching and learning activities have been disrupted, it is reasonable to expect 

teachers to organise and make available learning resources for students who 

may have otherwise normally attended school.   

17.3  Staff should use professional discretion and judgement at all times when 

marking and planning student work remotely.   

17.4   Managers may need to adjust performance targets and tasks accordingly 

whilst full/partial closure of the workplace is in place, recognising the facilities 

available to staff during the restrictions.   

17.5 Determinations in relation to pay will be made in accordance with any existing/ 

revised targets and appropriate Government guidance in due course.  All 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
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teacher increments will need to be signed off by the Nominations and 

Remunerations Board before they will be applied to payroll.  

  

18.  Good Practice  

Headteachers/Managers will:  

18.1 Keep everyone updated on actions being taken to reduce risks of exposure to 

COVID-19 in the workplace.   

18.2   Ensure employees review their personal information via the Employee Self 

Service (ESS) application ensuring that their contact and emergency contact 

details are updated. Where an employee does not have access to Employee 

Self Serve, they should contact the School Business Manager, or HR 

Assistant for assistance.   

18.3 From the 1st August 2020 the advice in respect of employees who are in a 

high risk group (clinically extremely vulnerable) will no longer be required to 

shield, in accordance with government advice. Shielding is paused.  However 

some high risk individuals may receive specific medical advice in relation to 

their condition and the pandemic despite the formal shielding arrangement  

being paused.  Headteachers/Managers should always consider medical 

advice produced, where there are issues of concern HR should be consulted.  

18.4  Ensure that employees know how to spot symptoms of COVID-19 and are 

clear on relevant processes and procedures, e.g. Sickness reporting, sick pay, 

welfare support.   

18.5 Ensure that there are sufficient places for handwashing/sanitizer pop up 

stations and will encourage all employees of the need to regularly hand wash, 

especially on the way into the building and on the way out of the building.  

Build in additional time to enable increased frequency of handwashing for all.  

18.6   Implement a cleaning regime and advice notices in respect of staff areas (e.g.  

toilets, kitchens etc.) that allow employees to clean areas before/after use to 

reduce infection spread.  Further HSE guidance in this regard can be found by 

clicking here    

  

18.7  Consider the implications and restrictions required being in place for general 

toilet facilities, food stations, staff rooms and other communal areas following 

HSE advice and guidance at all times.   

 

https://ce0524li.webitrent.com/ce0524li_lss/ess/index.html#/login
https://ce0524li.webitrent.com/ce0524li_lss/ess/index.html#/login
https://ce0524li.webitrent.com/ce0524li_lss/ess/index.html#/login
https://ce0524li.webitrent.com/ce0524li_lss/ess/index.html#/login
https://ce0524li.webitrent.com/ce0524li_lss/ess/index.html#/login
https://ce0524li.webitrent.com/ce0524li_lss/ess/index.html#/login
https://www.hse.gov.uk/coronavirus/cleaning/index.htm


COVID-19 RETURNING TO WORKPLACE GUIDE V3 

  

 

19.   Financial Considerations   

19.1  Headteachers/Managers should still consider the need for the recruitment of 
new and or additional staff balanced against approved budgets.  Any 
additional/new staff appointed will need to be fully deployed in school.   

  

19.2  Where a vacancy is identified, recruitment authorisation should be obtained in 
accordance with the Delegated Accountability Framework and the full 
business case considered before routine recruitment of a replacement is 

enacted.   

 

  

20.   Discipline   

20.1 From 1st September and in accordance with the Disciplinary Procedure and 

full re-opening of schools, the Discipline policy will be followed in accordance 

with the details of the policy.   Remote meetings may still be requested and 

facilitated however, there should not be any undue delays in dealing with an 

investigation and subsequent meeting/hearing.  

20.2  Unreasonable delays in any investigation would be unfair and unreasonable 

for an employee.  Employees will still be entitled to representation at those 

meetings.   

20.5  Where an investigation requires a hearing, discussions with the Professional 

Associations and the employee will take place in order that sensible and 

reasonable actions can be planned.  A hearing may take place remotely on 

line, if all parties agree to the suggestion.   

 

21.  Capability Issues   

21.1 Where an employee has already been identified as underperforming and is 

subject to an informal performance improvement plan/ formal performance 

improvement plan, the review of the plan will be postponed until school is open 

and it is possible to receive the support and attention necessary to improve. 

(e.g. week 2 of an 8-week plan will hold at week two until school fully re-opens 

and resumes).   

21.2 If the Headteacher/Manager identifies under performance during the partial 

closure/partial re-opening of school a discussion with Human Resources must 

take place prior to improvement action plans being instigated.    

21.3  From 1st September 2020 any improvement plans (formal/informal) can be 

instigated in accordance with the Capability Policy and the details that are 

contained  within the policy. HR support should be sought prior to instigating 

informal and formal performance improvement plans.    



COVID-19 RETURNING TO WORKPLACE GUIDE V3 

  

 

 

22. Annual Leave   

22.1 Where support staff employees are contracted to work whole-year and have 

been unable to take annual leave due to the pandemic situation, the 

Headteacher/Line Manager may consider in line with temporary legislation 

that the  employee can carry a maximum number of 10 days holiday into the 

2021/2022 academic year.  A further 10 further days if necessary can be 

carried into the 2022/2023 academic year.  Applications must be made in 

advance of the end of the academic year for consideration and response.   

22.2 Support Staff employees on whole year contracts are still entitled to ‘rest’ and 

use holiday entitlements during the pandemic situation regardless of the 

‘lockdown’ situation.  Annual leave enables staff to remain healthy both 

physically and mentally.  It is not appropriate for Headteachers/Managers to 

refuse staff leave, or cancel leave.    

22.3 An employee who no longer wants to take time off they had previously 

booked, for example because their hotel cancelled the booking or they could 

not fly to their destination can re-arrange holiday if they discuss with their 

Headteacher/Manager.    

22.4  If a holiday company re-schedules an employee’s holiday to ‘term-time’ it is 

relevant for the employee to ensure that the holiday company knows that this 

course of action is not possible.  (E.g. July school holidays cancelled and 

rearranged to term time in January).  Every booked and re-arranged holiday 

will require the employee to ensure that term-time working is not disrupted, 

as special dispensation cannot be guaranteed.  Discussions with the 

Headteacher/Line Manager must take place as soon as practicably possible.  

22.5  The government has been advising throughout the pandemic that all non-

essential travel should cease.  During July and August 2020, the easing of 

lockdown restrictions meant that some travel companies and other leisure 

amenities were open. This included foreign destinations for people to take 

their holidays.  Travel ‘corridors’ were created in order to facilitate travel to 

specific countries outside of the UK.  This change allowed for employees to 

participate in any booked holidays.  Click here for travel corridors.   

22.6 Employees should be mindful that this information can change regularly and 

rapidly and their holiday company will advise if they are able to travel or not.  

E.g. a specific country may be removed from the travel corridor suddenly due 

to an increase in COVID-19 cases.  The permission to travel to countries 

within the travel corridor will prevent employees having to self-isolate for 14 

https://www.gov.uk/guidance/coronavirus-covid-19-travel-corridors
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days upon their return. This will facilitate employees taking their holiday 

abroad.  

22.7  Where an employee travels to a country that is not permitted in line with 

government advice or is not in the permitted  travel ‘corridor’ (see above) and 

has to self-isolate for 14 days upon return, their absence may be treated as 

‘unauthorised absence without payment’. Please refer to the Special Leave of 

Absence Policy.  Click here to access the Special Leave policy. 

22.8 Employees who travel from an exempt country but have been in a country that 

is not exempt within the last 14 days, (e.g travels to another permitted country 

to avoid self-isolation) may still need to self-isolate for the remainder of the 

14 days since they were last in a non-exempt country. This will not be treated 

as sickness Self-Isolation.  The Special Leave of absence will apply and the 

absence may be considered as unpaid unauthorised leave.  For additional 

advice on exempt and non-exempt countries please click here 

22.9  Where an employee travels to a country that is not permitted in line with 

government advice or in the travel corridor due to it being considered 

‘essential travel’ e.g. for a funeral, sick relative etc. The Special Leave of 

Absence policy will apply. Click here to access the Special Leave policy 

22.10  Where an employee travels to a country that is permitted in line with 

government advice and is then stranded due to ‘lockdown measures’ 

changing in that country, their absence will be dealt with on a case by case 

basis.  The Headteacher/Line Manger should seek HR advice on any case 

where this has become an issue.  Post travel quarantine/self-isolation is not 

grounds for claiming statutory/occupational sick pay. 

3  Child-Care Issues    

23.1    Schools are aiming to fully re-open from September 2020 along with a number 

of other businesses.   The re-opening of child-care and schools will ensure 

working parents can return to work.   

23.2   Where an employee is unable to arrange appropriate childcare provision due 

to an issue that has presented during the pandemic situation (e.g. a nursery or 

child-care provision has closed due to local lockdown requirements) they 

should discuss their concerns and issues with their Headteacher/Manager 

and/or seek HR advice immediately.  The Special Leave policy will apply for 

most cases of dependency/caring requirements.  Click here to access the 

Special Leave policy 

https://shaweducationtrust-my.sharepoint.com/:b:/g/personal/gavin_lawrie_shaw-education_org_uk/Ec4_-TTujIhNlm97wcyMkBoBGXDEHXhDwd7FR9b1iNJqbg?e=nltIMf
https://www.gov.uk/uk-border-control
https://shaweducationtrust-my.sharepoint.com/:b:/g/personal/gavin_lawrie_shaw-education_org_uk/Ec4_-TTujIhNlm97wcyMkBoBGXDEHXhDwd7FR9b1iNJqbg?e=nltIMf
https://shaweducationtrust-my.sharepoint.com/:b:/g/personal/gavin_lawrie_shaw-education_org_uk/Ec4_-TTujIhNlm97wcyMkBoBGXDEHXhDwd7FR9b1iNJqbg?e=nltIMf
https://shaweducationtrust-my.sharepoint.com/:b:/g/personal/gavin_lawrie_shaw-education_org_uk/Ec4_-TTujIhNlm97wcyMkBoBGXDEHXhDwd7FR9b1iNJqbg?e=nltIMf


COVID-19 RETURNING TO WORKPLACE GUIDE V3 

  

 

23.3  There is an expectation that arrangements will be made by the employee for 

child-care provision in accordance with the re-opening of schools fully in the 

autumn term.    

23.4 Where other child-care issues are experienced, employees should refer to the 

SET Special Leave Policy click here for further guidance and or discuss their 

issues with the Headteacher/Manager.    

24.  Travel    

24.1   While most journeys to work involve people travelling either by bicycle, by car, 

or on foot, public transport takes a significant number of people to work across 

the country, particularly in busy cities and at peak times. As more people 

return to work, the number of journeys on public transport will also increase. 

The Government is working with public transport providers to bring services 

back towards pre-COVID-19 levels as quickly as possible.  

24.2 Employees travelling on public transport should practice social distancing, 

wear appropriate face-coverings where advised and wash hands as soon as 

they arrive at the workplace.   For further information on travelling on public 

transport click  here 

24.3  The Foreign and Commonwealth Office updates their travel advice regularly. 

The most current information is available by clicking here    

https://shaweducationtrust-my.sharepoint.com/:b:/g/personal/gavin_lawrie_shaw-education_org_uk/Ec4_-TTujIhNlm97wcyMkBoBGXDEHXhDwd7FR9b1iNJqbg?e=nltIMf
https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers
https://www.gov.uk/guidance/travel-advice-novel-coronavirus
https://www.gov.uk/government/news/travel-advice-foreign-secreatary-statement-17-march-2020
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APPENDIX 1 - STAYING SAFE OUTSIDE OF YOUR HOME  

This guidance sets out the principles you should follow to ensure that time spent with 

others outside your homes is as safe as possible (unless you are clinically vulnerable 

or extremely vulnerable in which case you should follow separate advice on 

GOV.UK).   

It is your responsibility to adopt these principles wherever possible.    

Social Distancing   

Keep your distance from people outside your household, recognising this will not 

always be possible. The risk of infection increases the closer you are to another 

person with the virus and the amount of time you spend in close contact: you are 

very unlikely to be infected if you walk past another person in the street. Public 

Health England recommends trying to keep 2m away from people as a precaution. 

However, this is not a rule and the science is complex. The key thing is to not be too 

close to people for more than a short amount of time, as much as you can.  

Cleanliness  

Keep your hands and face as clean as possible. Wash your hands often using soap 

and water, and dry them thoroughly. Use sanitiser where available outside your 

home, especially as you enter a building and after you have had contact with 

surfaces. Avoid touching your face.   

Transmission   

Avoid being face to face with people if they are outside your household. You are at 

higher risk of being directly exposed to respiratory droplets released by someone 

talking or coughing when you are within 2m of someone and have face-to-face 

contact with them.  You can lower the risk of infection if you stay side-to-side rather 

than facing people. Reduce the number of people you spend time with in a work 

setting where you can.   

You can lower the risks of transmission in the workplace by reducing the number of 

people you come into contact with regularly, which your employer can support where 

practical by changing shift patterns and rotas to match you with the same team each 

time and splitting people into smaller, contained teams. Avoid crowds. You can lower 

the risks of transmission by reducing the number of people you come into close 

contact with, so avoid peak travel times on public transport where possible, for 

example. Businesses should take reasonable steps to avoid people being gathered 

together, for example by allowing the use of more entrances and exits and 

staggering entry and exit where possible.   

Travel   

If you have to travel (to work or school, for example) think about how and when you 

travel. To reduce demand on the public transport network, you should walk or cycle 

wherever possible. If you have to use public transport, you should try and avoid peak 
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times. Employers should consider staggering working hours and expanding bicycle 

storage facilities, changing facilities and car parking to help. Wash your clothes 

regularly. There is some evidence that the virus can stay on fabrics for a few days, 

although usually it is shorter, so if you are working with people outside your 

household wash your clothes regularly. Changing clothes in workplaces should only 

normally be considered where there is a high risk of infection or there are highly 

vulnerable people, such as in a care home. If you need to change your clothes avoid 

crowding into a changing room.   

Workplaces/Ventilation   

Keep indoor places well ventilated. Evidence suggests that the virus is less likely to 

be passed on in well-ventilated buildings and outdoors. In good weather, try to leave 

windows and doors open in places where people from different households come 

into contact – or move activity outdoors if you can. Use external extractor fans to 

keep spaces well ventilated and make sure that ventilation systems are set to 

maximise the fresh air flow rate.   

Heating and cooling systems can be used at their normal temperature settings. If you 

can, wear a face covering in an enclosed space where social distancing isn’t possible 

and where you will come into contact with people you do not normally meet. This is 

most relevant for short periods indoors in crowded areas, for example on public 

transport or in some shops.   

Face Covering   

Face coverings must be worn when using public transport, in shops, supermarkets, 
hospitals, GP surgeries, care homes and other NHS or care settings. This includes 
when buying takeaway food and drink, although they can be removed in a seating 
area. This means visitors must wear a face covering immediately before entering the 
premises until they leave including: 

 indoor transport hubs (airports, rail and tram stations and terminals, maritime 
ports and terminals, bus and coach stations and terminals) 

 indoor shopping centres 
 banks, building societies, and post offices. 
 In schools for staff and children (Year 7 and above), in particular when they 

cannot guarantee at least a 1-metre distance from others (such as in corridors 
and communal areas) and there is widespread transmission in the area.  In 
this situation, it will not be necessary to wear facemasks in the classroom 
where risk is lower and use of masks is thought to inhibit learning.  Areas with 
widespread transmission are defined as areas of national government 
intervention and are  listed on gov.uk 

Face coverings are encouraged in other enclosed public spaces where social 
distancing is difficult and there are people you do not normally meet. For further 
updates on where you must wear a face covering, you can click here 

https://www.gov.uk/government/collections/local-restrictions-areas-with-an-outbreak-of-coronavirus-covid-19
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
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Face coverings do not have to be worn by children under 11 years of age in any of 

the above situations.   However, it is important to use face coverings properly and 

wash your hands before putting them on and taking them off. You can make face 

coverings at home; the key thing is, that it should cover your mouth and nose. You 

can find guidance on how to do this by clicking here 

You should follow the advice given to you by your employer when at work.   

Employers have a duty to assess and manage risks to your safety in the workplace. 

The Government has issued guidance to help them do this. This includes how to 

make adjustments to your workplace to help you maintain social distance. It also 

includes guidance on hygiene as evidence suggests that the virus can exist for up to 

72 hours on surfaces. Frequent cleaning is therefore particularly important for 

communal surfaces like door handles or lift buttons and communal areas like 

bathrooms, kitchens and tea points. You can see the latest HSE guidance by clicking 

here https://www.hse.gov.uk/coronavirus/working-safely/risk-assessment.htm 
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APPENDIX 2 – HEALTH AND WELLBEING   

The Health and Wellbeing of our employees is extremely important to us at The 

Shaw Education Trust and while we are currently facing extraordinary challenges 

during this pandemic, we will continue to offer support and assistance to any member 

of our staff who requires it.  The below details some of the provisions and support 

where employees can access assistance.   

Education Mutual Insurance   

For those who have bought into the Education Mutual staff insurance policy there is 

a wide range of support available such as access to  mental health services, physio 

services, surgical assistance, mental health first aid, 24hr GP and nursing services.  

https://educationmutual.co.uk/  

Nuffield’s Health Guide  

The previously shared Nuffield’s Health Guide which is full of tips on how to stay 

healthy at home, can be accessed at https://www.nuffieldhealth.com/article/a-

guideto-self-isolation-when-youre-staying-at-home  

Calm Website  

 “Calm” is a free to access website that gives access to a range of well-being 

activities. The link to the site is:  https://www.calm.com/blog/take-a-

deepbreath?utm_source=lifecycle&utm_medium=email&utm_campaign=difficult_tim

es_n onsubs_031720   

Headspace   

Headspace.com is another website, free to access for employees within the 

education setting that provides strategies to manage stress.  The link to the site 

is:  https://www.headspace.com/  

Education Support Helpline   

Education Support offer a free and confidential 24/7 emotional support helpline  

(08000 562 561).  The link to the website  

is:  https://www.educationsupport.org.uk/helping-you/telephone-support-counselling  
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Mind Mental Health Charity   

Mind has a website 

https://www.mind.org.uk/informationsupport/coronavirus/coronavirus-and-your-

wellbeing/  

GP and Primary Carer   

For any member of staff who is struggling to cope with any aspect of the pandemic 

situation and/or the lockdown situation and needs specialist help and support, they 

should not hesitate to get in touch with their General Practitioner (Primary Carer) to 

seek assistance.    

  

Occupational Health Referrals   

Where appropriate Headteachers/Managers should discuss concerns with Human 

Resources in order to consider whether an Occupational Health appointment will be 

beneficial under the circumstances.  OH does not replace the primary carer’s 

responsibility for the health and wellbeing of the employee and should be considered 

in conjunction with any medical advice that has been provided on a FIT note. 
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