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Schools Covid-19 self-assessment 2020-21
Maintained Community and Voluntary Controlled Schools

Thank you to all Lincolnshire maintained community and voluntary-controlled schools. We are very pleased to report a 100% return rate from schools for the third consecutive year, so thank you for once again for taking the time to evidence your engagement on Health & Safety matters.
You may remember we told you that this year's assessment was different to the past few years' in that it was not based around real-life prosecutions. Instead, it contained specific questions designed to assess levels of compliance with UK H&S legislation, with a special focus on Covid-19. Some of the multiple-choice questions provided free text boxes where further clarification was required; we asked you to select the answer that best described/was closest to your current situation/actions. We also asked you to upload evidence of some responses, i.e. specifically, one of your general operational risk assessments, and one of your RAs which had been reviewed in the light of Covid.
Below is a reminder of the questions and also the correct response for you to cross-reference your response with ours, and feedback around trends in responses from schools, which we trust will support you from a best-practice perspective. If you are struggling to locate your response to the survey, please contact marisa.mcgreevy-rose@lincolnshire.gov.uk for assistance.
	
	Field Name
	Answers and any other detail
	Score of Answer 


	
	In the event of one of your employees contracting/is suspected of contracting Covid-19 from exposure to the virus whilst at work, who would you report the exposure to?
	
a) The Environmental Health Department of Lincoln City Council
b) Direct to the Health & Safety Executive via RIDDOR-reporting
c) Email a completed PO3 form to LCC Corporate Health & Safety Team corporate email box
	Scores for reference:

a) 0
b) 1
c) 5

A few schools responded with a) but this is not correct. In the case of LCC maintained Community and VC schools, LCC's Corporate Health & Safety Team needs to know if one if your employees contracts, or is suspected of contracting, Covid-19 from exposure to the virus whilst at work. We will make the report to the HSE on your behalf, if required, so please always send the PO3 to us in the first instance.

More information can be found here: LCC's G4 Accident reporting policy.

	
	How would you access key LCC schools-related guidance on Covid-19 that has been circulated in the last 3 months?
	
a) I would refer to the school-specific Health & Safety information on the LCC website
b) I would access the NHS website
c) I would access the .GOV.uk website and search for schools-related information

	Scores for reference:

a) 5
b) 0
c) 4

In the case of LCC maintained Community and VC schools, the top answer is a) the LCC school-specific Health & Safety information. This comprises information from multiple sources including the Corporate Health & Safety Team, LCC's Schools Team, the Health Protection team, PHE. It also includes H&S Risk Assessment templates that have been developed by the Corporate Health & Safety with Covid-related control measures that you can adapt for use at your site.


	
	How would you find out the correct procedure for dealing with a room/building where a person has been suspected or confirmed as having Covid-19?
	a) I would ask the caretaker 
b) I would call the NHS helpline on 111
c) I would read the risk assessment
d) I would search on the HSE website

	Scores for reference:

a) 1
b) 0
c) 5
d) 0

We would expect you to have already reviewed your operational risk assessments to include Covid control measures, that you will therefore have a risk assessment in place for this very foreseeable situation, and that all your staff (including your caretaker) will have read, understood and signed to confirm they will comply with the control measures, so the top answer is c).


	
	What is the correct procedure for reporting sickness absence of an employee in relation to Covid-19?
	a) I would log the absence on Business World One/employee management system
b) I would contact HR on 01522 843100 or email HR who will record the employee's absence
c) I would make a note in my diary and wait until they return to work
	Scores for reference:

a) 1
b) 5
c) 3

In the case of LCC maintained Community and VC schools, please contact HR as soon as you are aware that there is a need to report employee sickness that relates to Covid-19 – there is no need to wait till they return to work. You can email the HR team at the following email: HRAdmin@lincolnshire.gov.uk.

	
	Do you currently have risk assessments in place for all your standard operational activities that present significant risks to your staff?

	
a) Yes, risk assessments are in place for all activities that present a significant risk to staff
b) Yes, risk assessments are in place for every activity we undertake, regardless of whether it presents a significant risk or not
c) Yes, risk assessments are in place for some activities that present a significant risk to staff
d) No, there are no risk assessments in place for any of our standard operational activities that present significant risks to staff


	Scores for reference:

a) 5
b) 4
c) 3
d) 0

The Management of Health & Safety Regulations require you to have Risk Assessments in place for all activities that present a significant risk to your staff, and for your staff to have read, understood and signed (or provided evidence that they have read and understood) the risk assessment and any control measures therein, in order to reduce risk of harm. Remember, in the event of an accident, if you cannot evidence that staff members have read the relevant risk assessment, then as far as the HSE is concerned, they have not read it.

More information on undertaking risk assessments can be found here: G1.2 Significant findings of risk assessment


	
	Have you reviewed your current operational risk assessments to include the Covid-19 hazards, and identified new /amended suitable and sufficient control measures to reduce and manage the associated Covid-19 risks? 

	a) Yes, all relevant operational risk assessments now include Covid -19 hazards and risk controls
b) Yes, some of the relevant operational risk assessments now include Covid-19 hazards and risk controls
c) No, there are no current operational risk assessments to include Covid-19 hazards and risk controls
d) No, the risk assessments in place are solely for the control of Covid-19 hazards and risks


	Scores for reference:

a) 5
b) 3
c) 0
d) 2

We would expect all LCC maintained Community and VC schools to have reviewed all relevant operational risk assessments, i.e. all of those that relate to your current activities, to include Covid control measures. So the top answer is a).

More information can be found here: Covid-19 Operational risk assessments


	
	How have you ensured that all your staff have seen, read and understood the contents of any risk assessments you have, and how can you evidence this? (Tick the closest process to yours and provide additional detail in the comments box if you wish.)
	
a) All risk assessments are stored centrally and staff have confirmed verbally that they have read and understood them
b) All risk assessments are stored centrally and staff have emailed to confirm that they have read and understood them
c) All risk assessments have been shared via team meetings/MS teams and recorded in the minutes of the meeting that staff have read and understood them.
d) Paper copies of all risk assessments are kept in a central point/office and have been signed by staff to confirm they have read and understood them
e) Staff have not read and understood and/or there is no evidence that staff have read and understood all risk assessments

Free text box for user to provide additional detail.
	Scores for reference:

a) 3
b) 5
c) 2
d) 4
e) 0

There are multiple ways of sharing information with staff, and what we are looking for here is evidence that you have shared Risk Assessments with your staff, and – crucually that they have read and understood them. The top score goes to b) with d) close behind, but b) gets the top score because it is a digital solution that obtains evidence of compliance that can be accessed remotely.

Many schools cited their individual procedures within this section, all of which provided assurance that school leaders are keenly aware of the importance of information being shared and, crucially, recorded.

More information can be found here: G1.2 Significant findings of risk assessment
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	What are the main/key sources of information you used when reviewing your (or when developing new) operational risk assessments to include risks/controls regarding Covid-19 transmission?
	Tick all that apply
a) The schools-related H&S information on the LCC website
b) The schools-related information on the .GOV.uk website
c) The Health and Safety Executive (HSE) website
d) World Health Organisation (WHO) website
e) Daily news media (Newspapers/Radio/TV)
f) NHS website
g) Other Heads/colleagues
h) Known individuals in other organisations
i) Google/general website search
j) None of the above - I just used common sense and my existing knowledge

	Scores for reference:

a) 2 points
b) 2 points
c) 1 point
d) 1 point
e) 1 point
f) 1 point
g) 1 point
h) 0 point
i) 0 point
j) 0 point

Top scores went to a) and b) for reliable and authoritative information in what is a fast-changing landscape. Other reliable sources are the HSE website, the World Health Organisation, reputable news media and the NHS website. What is also clear is that Lincolnshire schools have a strong network of school leaders who share information and support each other. 

Covid-19-related information can be found on the LCC website here. 

Other sources of information reported by respondents included the following – we're sharing this with all respondents as it may be helpful: 

	· Being part of the Institute of School Business Leaders, we 
regularly share updated information


	· Articles in scientific journals


	· The Key for Leaders Website


	· Update from staff


	· Trained/Qualified Health & Safety Governor


	· The Key for Leaders Information


	· Lincolnshire Health Protection Team


	· Daily DFE updates to heads, PHE website/ updates, 
Gov.UK updates & alerts

· LCC Education Team update


	· Key documents from Kyra Teaching School Alliance





	
	How often are you reviewing your risk assessments to ensure the Covid-19 controls you have in place are still 'suitable and sufficient' in controlling the spread of Covid-19?
	a) Daily (regardless of new or emerging information)
b) Weekly (regardless of new or emerging information)
c) Monthly (regardless of new and emerging information)
d) As/when there is new and emerging information
e) Only after there is a confirmed case of staff contracting Covid-19
f) Risk assessments are not being reviewed

	Scores for reference:

a) 2
b) 3
c) 2
d) 5
e) 1
f) 0

Since March 2020, Covid-related information has come to light regularly, and in a dynamic situation such as this you will want to review your risk assessments accordingly to ensure any control measures are still 'suitable and sufficient'. From the responses we received, we know that some schools review daily or weekly, regardless of whether new information has emerged, which is also good practice, but if nothing has changed since the previous week, you may wish to spend the time focusing on other priorities. Therefore, the top score was applied to d) responses, for risk assessments to be reviewed as and when new information emerges.


	
	How do you monitor the effectiveness of your Covid-19 control measures?
	Tick all that apply

a) Seek regular feedback from staff regarding the suitability of the risk assessments, e.g. 121s and team meetings
b) Ensure any physical evidence (e.g. signing in/out sheets, cleaning materials etc.) are monitored and being used
c) Ensure systems are in place for the timely replacement of any PPE or personal (hand sanitiser) or general (anti-bacterial) hygiene/ cleaning products
d) Monitor staff sickness reporting systems to look for any confirmed cases of Covid-19
e) Other (please include detail in comment box below)

	Scores for reference:

2 points for each answer (maximum 10 points)

Most schools selected multiple options, some selected all of them, and others provided additional measures which we have listed below for the purpose of sharing good practice. All of these actions can help to provide assurance to school leaders that the control measures you have implemented are being adhered to by all your staff.

Other sources of information reported by respondents included the following – we're sharing this with all respondents as it may be helpful: 

	· Involvement of nursing team both in school and 
QMC Nottingham.


	· Random spot checks.


	· After confirmed cases, the risk assessment is reviewed to 
see if additional protocols are needed.


	· Staff feedback and review of adherence, while maintaining 
social distancing/bubbles.


	· Measures have been effective: 1 adult & 1 child confirmed 
case (2 separate bubbles) - no spreading.


	· Regular H&S walks


	· Options 1, 2 & 3 above, plus monitoring & observing practice


	· We had a HSE spot check too


	· We monitor all sickness but expect immediate verbal 
notification of any suspected/COVID Absence


	· Health and Safety Learning Walks


	· Use of SharePoint - an internal tracking system we made for 
any staff moving between Locations.


	· Feedback from staff, monitoring of use of PPE, timely 
reordering of PPE, monitor all absence.


	· Track and Trace info - internally led, close contact with 
HPT, monitoring updates.


	· Children's attendance including how many children/staff 
are self-isolating.





	
	Are any of your staff members continuing to work from home?
	a) Yes
b) No
	
If No, skip the next three questions

No score.


	
	Have your staff members (who are continuing to work from home) completed Home Working assessments related to Display Screen Equipment?
	a) Yes – all staff working from home have completed home working DSE assessments 
b) No
	
Scores for reference:

a) 5
b) 0


Under the DSE Regulations, it is mandatory for employees who are identified as DSE users (e.g. using a screen for an hour a day or more) to undertake a workstation assessment, regardless of whether they are based in the office or at home. If you have staff currently working from home, please ensure they undertake a workstation assessment to help identify any issues they may have when working from home. 

More information can be found at G13 Example DSE Assessment.



	
	How have you ensured that your staff members (who are continuing to work from home) are supported to work from home comfortably and effectively?
	List all that are relevant:

a) I have reviewed their DSE assessments related to home working 
b) I have provided my staff members with relevant equipment to enable them to work from home, e.g. laptop, separate keyboard
c) I have signposted staff to the supportive resources related to G13 Display Screen Equipment on the H&S pages of the LCC website
	
Scores for reference, one point for each (maximum 3 points).

Staff working from home and using Display Screen Equipment, such as a laptop, for more than occasional use (i.e. more than an hour at a time) will need to be provided with a separate keyboard, a separate mouse and either a laptop riser or separate monitor to enable them to work safely from home. 

More information can be found at G13 Display Screen Equipment policy including information on desk set-up, back care and desk-based exercises.


	
	What systems are in place to ensure that the wellbeing of staff members is supported when working from home (including staff who live alone/are self-isolating/shielding)?
	a) I have regular virtual meetings with my staff members (MS Teams or similar) including 1-2-1s and team catch-ups, wellbeing is openly discussed and we operate a 'lone working' process for staff members who live alone, to ensure that everyone 'checks in' with the team regularly and it would be noticed if they 'dropped off the radar'.
b) My staff members know they can contact me at any time if they're struggling and I would initially suggest they self-refer to LCC's counselling service.
c) We are operating on a 'business as usual' basis and there are no specific systems in place.
	Scores for reference:

a) 5
b) 2
c) 1

The top score went to a) for putting in place a system to proactively support your staff who are working remotely and/or alone. LCC's Working from Home guidance offers useful information and links. Please refer also to LCC's G23 Working Alone policy for information on this topic. 

	
	Do you have staff members who drive as part of their work activities (e.g. minibus)?
	a) Yes
b) No
	No score.

If no, skip next question

	
	What systems are in place for ensuring that staff members who drive as part of their work activities are suitably licensed to drive?
	a) We undertake checks on all staff members to ensure they are suitably licensed to drive.
b) We undertake checks on all staff members who drive as part of their work activities to ensure they are suitably licensed to drive.
c) We do not undertake checks on staff members to ascertain whether or not they are suitably licensed to drive.
	Scores for reference:

a) 3
b) 5
c) 0

Checks are required on all staff who are required to drive for work. Some schools reported undertaking checks on all staff, regardless of whether their roles require them to drive, and it may be worth those schools considering whether, if driving checks are irrelevant to a role, the time spent undertaking unnecessary checks could be better spent on other priorities. Therefore, top score was applied to b) responses.



	
	Which of the following control measures are in place at your site? 
	.Select all that apply: 

a) Site Rules clearly displayed / briefed on arrival
b) Staff signing in / out
c) Hand sanitiser available at strategic points throughout building
d) 'One in, one out' in operation for toilets and kitchens
e) One-way system in place for staff and pupil movements
f) Staggered arrival times
g) Staggered break times
h) Desks appropriately positioned to comply with social distancing guidelines
i) Staff bringing in (and taking home) own crockery and cutlery
j) No sharing of IT equipment – keyboard, mouse, laptop for example
k) Sanitising school vehicles after each person's use/prior to use by next person.

	Scores for reference:

Each correct answer scores 1pt, maximum 10pts.

Most schools selected many of these options and a significant number selected all of them, indicating that school leaders are implementing comprehensive and standardised control measures at their sites to control the spread of Covid.

	
	A staff member develops Covid -19 symptoms whilst at work, what do you do?
	
a) Send all staff (including individual with symptoms) and pupils home immediately with instructions to self-isolate for 14 days.
b) Send member of staff home immediately with instruction to arrange for Covid-19 testing. Contact caretaker/site manager so that a 'deep clean can be arranged and ensure work area is not used until 'deep clean' has been completed – brief staff, and place signage accordingly. 
c) Send member of staff home immediately with instruction to self-isolate for 14 days, but do not evacuate school.
	Scores for reference:

a) 0
b) 5
c) 3

The high score went to b) as this is in line with national guidance. The Covid-19 Positive Checklist for Managers can serve as a useful prompt of relevant actions to take in the event of a staff member developing symptoms whilst at work. 

	
	How are you passing on relevant Covid-19 information to your staff?
	Select all that apply:

a) Via regular written briefings
b) Verbally, by phone
c) Verbally, during meetings (virtual or otherwise)
d) Via email, when relevant changes occur to advice/guidance
e) By updating the risk assessment weekly and requesting that staff read, sign and confirm each week that they have understood
  
	Scores for reference:

Each correct answer scored 1pt. 

Again, most schools selected many of these options, and a significant number selected all of them, indicating that school leaders are using multiple channels of communication and that the majority do so regularly when guidance changes. The responses indicate a strong preference for written communication, which school leaders and staff can refer to at a later date.

	
	How are control measures at your site being monitored?
	Select all that apply:

a) By the Head
b) By delegated members of staff
c) By everyone – staff are empowered to raise concerns directly with the Head
	Scores for reference:

Each correct answer scored 1pt. 

The vast majority of schools responded that a) the Head monitors control measures, and these schools – and others - responded that c) everyone is monitoring control measures and that staff are empowered to raise concerns directly with the Head. This response provides assurance that there is a direct line of communication between those involved in operational procedures and those with strategic responsibility.
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