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Tier One 

The default position for areas in national government intervention is that education and childcare settings will remain open.  An area moving into national 
intervention with restrictions short of education and childcare closure is described as ‘tier 1’.  There are no changes to childcare, and the only difference 
in education settings is that where students in Year 7 and above are educated, face coverings should be worn by adults and students when moving 
around the premises, outside of classrooms, such as in corridors and communal areas where social distancing cannot easily be maintained. 

All schools should remain open and continue to allow all their children and young people to attend, on site, with no other restrictions in place. 

Area  Action Required Responsible 

Health & Safety Measures  Detailed health & safety measures are set out in September Reopening Plan and Risk Assessment. 

 All staff and students (except those with exemption) expected to wear face masks whilst inside 
unless in classrooms during lessons or consuming food in the dining room. 

 Face masks available for students to purchase at reception (cash payment or cost charged to 
ParentPay). 

 Relocation of the first aid facility to O5 entrance lobby to enable access to all students without 
breaking bubbles. 

 Temporary employment of a Caretaking Assistant to support the Site Team in ensuring the campus 
is ready and safe to receive staff and students each day (for example, hand sanitisers replenished, 
tissues and wipes in all classrooms and offices, foot-operated ‘sanistations’ located at the gate, 
etc). 

DMA 

Remote Learning  School complying with government requirement to provide remote learning for students not 
attending school for Covid-19 related reasons (clinically extremely vulnerable students, clinically 
extremely vulnerable householders, quarantining, self-isolation). 

 Work for Years 7 to 11 for all subjects uploaded on a fortnightly basis (in readiness for Week One) 
to the Remote Classroom section of the school website. 

 Work for absent students in Years 12 and 13 set by teachers on an individual basis via Class Charts. 

 Letter to parents outlining arrangements for Remote Classroom sent on 10-09-20. 

 Subject Areas mapped out ‘shadow curriculum’ on Curriculum Maps (uploaded to school website). 

 Contact made (either via phone call or MS Teams) to ensure non-attending students are able to 
access Remote Classroom and understand the expectations regarding completion and submission 
of work. 

 System developed for the monitoring of engagement with Remote Classroom and the completion 
of school work (including the use of Class Charts rewards and behaviour points).  

SCO 

Vulnerable Students  All students with EHCP are individually risked assessed and attending school on a full-time basis. 

 Where necessary, additional control measures should be put in place for Teaching Assistants 
supporting students with SEN (for example, sneeze screens, considerate position within classroom). 

 Arrangements to be made with catering contractor to enable students in receipt of FSM to receive 
a weekly food parcel if unable to attend school due to Covid-19. 

KBL / AWA / SWA 



 Bank of laptop computers to be prepared in readiness to distribute to disadvantaged students who 
are unable to attend school due to Covid-19 to enable them to access Remote Classroom.  

Tracking & Monitoring  Database developed and maintained to track and monitor students and staff who are absent for 
Covid-19 related reasons. 

 The flowchart contained in the appendix to this plan will be used to manage positive cases and the 
identification of close contacts.  To support this process, teachers will be required to adhere to 
Class Charts seating plans for all year groups. 

 A list of students accessing Remote Classroom for Covid-19 related reasons will be published on a 
daily basis in a secure location for teaching staff to access. 

 The Attendance Team will complete and submit the daily attendance return to the DfE. 

 The Attendance Team / Sixth Form Administrator / HR will provide information to LFO on a daily 
basis of any students / staff who are absent for Covid-19 related reasons or have returned to school 
as a result of the period of quarantine / self-isolation ending. 

LFO 

Managing Staff Absence  Any staff absence as a result of ill health to be reported to DMA / KBL / LKE by 7am on the 
day of absence. 

 Absent staff to provide information regarding reason for absence if Covid-19 related and 
indicative return date based on Government guidance. 

 Teaching staff absence to be covered by Cover Supervision Team. 

 Teachers who are self-isolating but not experiencing Covid-19 symptoms are required to plan work 
to be delivered to their classes and to conduct other duties that can be completed remotely.  
Where a member of staff is too unwell to provide work, this task will be carried out by his/her 
Curriculum or Subject Leader. 

 Support staff who are self-isolating but not experiencing Covid-19 symptoms are required to work 
remotely from home where it is possible to do so. 

DMA / KBL / LKE 

 
 

Tier Two 

Secondary schools move to a rota model, combining on-site provision with remote education.  They continue to allow full-time attendance on site to 
vulnerable children and young people and the children of critical workers.  All other students should not attend on site except for their rota time.  Schools 
have discretion to decide on a model that limits numbers on site but works for each individual setting. 

In all areas of national government intervention, education settings where students in Year 7 and above are educated, face coverings should be worn by 
adults and students when moving around the premises, outside of classrooms, such as in corridors and communal areas where social distancing cannot 
easily be maintained. 

Area  Action Required Responsible 

Health & Safety Measures  All health & safety measures will be as per Tier One. 

 Cleaning provision and schedules will be reviewed in line with demands of the rota arrangements. 

DMA 



Organisation of On Site 
Provision 

 All year groups will be organised into two groups as outlined below: 
o Year 7 – Group 1 FOR, Group 2 MBYH 
o Year 8 – Group 1 FOR, Group 2 MBYH 
o Year 9 – Group 1 FRB, Group 2 OMYH 
o Year 10 – organised into two equally sized groups (alphabetically by surname) 
o Year 11 – organised into two equally sized groups (alphabetically by surname) 
o Year 12 and 13 – organised into Year 12 (group one) and Year 13 (group two) 

 For the first fortnight, Group 1 will attend school and Group 2 will access learning via Remote 
Classroom.  For the following fortnight, Group 2 will attend school and Group 1 will access learning 
via Remote Classroom. 

 The organisation of rotas will remain under review with additional time given to year groups sitting 
public examinations in Summer 2021 if necessary. 

 Organisation of groups for Years 10 and 11 to be completed in readiness to move to Tier Two 
response. 

 All students present on site to attend lessons as normal. 

 Where numbers in classrooms have reduced as a consequence of rotas, seating plans to be 
reorganised to enable effective social distancing during lessons. 

 Information to be shared with the catering contractor regarding reduced numbers of students 
accessing school meals. 

 Letter to be sent home to parents to outline arrangements for rotas (to include expectations for 
attendance at school and Remote Classroom). 

KBL / SCO / PSL 

Remote Learning  Time allocated to Curriculum / Subject Leaders to plan the organisation and delivery of the 
curriculum during Tier Two period. 

 Students studying at home will be set all Remote Classroom work via Class Charts by their teacher 
for each subject. 

 See ‘Organisation of On Site Provision above re: letter to parents. 

 Engagement with Remote Classroom to be monitored via Class Charts. 

 Where concerns may exist about individual students accessing Remote Classroom, the Pastoral 
Support Team / CfLL will make contact during two-week period of absence. 

SCO 

Vulnerable Students / Children 
of Critical Workers 

 Open School to be reinstated for vulnerable students and children of critical workers who are 
‘rotaed’ not to attend school (9am to 3pm each day).   

 Students will not attend lessons with the half of the year group ‘rotaed’ to be in school in order to 
preserve the half year group ‘bubbles’. 

 Students to be organised into distinct and separate Open School ‘bubbles’. 

 Suitable locations for Open School ‘bubbles’ to be identified. 

 Students to complete the work set by their teachers via Class Charts. 

 One hour of physical activities to be organised for students during the afternoon session. 

 Online booking system to be reintroduced for parents to book their child onto Open School 
(fortnight booking window). 

SCO / KBL / 
AWA / SWA 



 School lunch to be provided in the Dining Room for students attending Open School. 

 Open School to be supervised by teachers released from teaching through rotas, Cover Supervisors 
(where available) and Teaching Assistants (where available). 

 Students with EHCP and those in receipt of HNF to continue to attend school on a full-time basis. 

 Teaching Assistants may be assigned to support individual students (either in class or attending 
Open School). 

 SENDCO to review curriculum provision and its delivery for students in these categories. 

 Catering contractor to provide food parcels to students in receipt of FSM who are not attending 
school due to rotas. 

 Disadvantaged students not attending school to be provided with laptop where required to enable 
access to Remote Classroom. 

Tracking & Monitoring  All tracking & monitoring procedures will be as per Tier One. LFO 

Managing Staff Absence  If able to do so, staff to continue to attend school for contracted working hours. 

 Risk assessments for clinically vulnerable and clinically extremely vulnerable staff to be reviewed. 

 Any staff absence as a result of ill health to be reported to DMA / KBL / LKE by 7am on the day 
of absence. 

 Absent staff to provide information regarding reason for absence if Covid-19 related and 
indicative return date based on Government guidance. 

 Support staff absence will be managed by the relevant Support Manager and his / her SLT line 
manager. 

 Support staff who are self-isolating but not experiencing Covid-19 symptoms are required to work 
remotely from home where it is possible to do so. 

 The Cover Supervision Team will provide cover for absent teachers. 

 Additional supervision for absent teachers will be provided through the reassignment of teachers 
released from teaching their classes that are ‘rotaed’ for Remote Classroom.  Where this is 
necessary, it will be done fairly and proportionately and will take into consideration that teachers 
require time to set and monitor the completion of work for their absent classes and that they may be 
required to supervise Open School. 

 Staff absent for Covid-19 related reasons will be required to plan and provide work for their classes 
(both in school and those accessing work via Remote Classroom) unless they are unable to do so due 
to ill health.  In this situation, work will be set by the Curriculum or Subject Leader. 

 Staff absence will be recorded and monitored via the tracking & monitoring systems outlined above. 

 Risk assessments for clinically vulnerable and clinically extremely vulnerable staff to be reviewed. 

DMA / KBL / LKE 

 

Tier Three 

Secondary schools would allow full-time on-site provision only to vulnerable children, the children of critical workers and selected year groups (to be 
identified by Department for Education).  Other students should not attend on site.  Remote education to be provided for all other students. 



In all areas of national government intervention, education settings where students in Year 7 and above are educated, face coverings should be worn by 
adults and students when moving around the premises, outside of classrooms, such as in corridors and communal areas where social distancing cannot 
easily be maintained. 

Area  Action Required Responsible 

Health & Safety Measures  All health & safety measures will be as per Tier One. DMA 

Organisation of On Site 
Provision 

 Arrangements for curriculum delivery to remain as per existing timetable for year groups of 
students (probably Years 11 and 13) who continue to attend school. 

 Students will arrive / depart via their designated gate and will remain within their year group 
‘bubble’ during the school day. 

KBL / SCO / PSL 

Remote Learning  Students studying at home will be set all Remote Classroom work via Class Charts by their teacher 
for each subject. 

 See ‘Organisation of On Site Provision’ above re: letter to parents. 

 Engagement with Remote Classroom to be monitored via Class Charts. 

 Teachers permitted to teach remotely via MS Teams to Year 12 if they wish to do so. 

 MS Teams remote learning protocols to be set out to students and teachers in advance of remote 
lessons being delivered. 

 Where concerns may exist about individual students accessing Remote Classroom, the Pastoral 
Support Team / CfLL will make contact during two-week period of absence. 

 Virtual assemblies to be reinstated for year groups not attending school. 

SCO 

Vulnerable Students / Children 
of Critical Workers 

 Open School to be reinstated for vulnerable students and children of critical workers in year groups 
that are not attending school (9am to 3pm each day). 

 Students to be organised into distinct and separate Open School ‘bubbles’. 

 Students to complete the work set by their teachers via Class Charts. 

 One hour of physical activities to be organised for students during the afternoon session. 

 Online booking system to be reintroduced for parents to book their child onto Open School 
(fortnight booking window). 

 School lunch to be provided in the Dining Room for students attending Open School. 

 Open School to be supervised by teachers released from teaching through year group absence, 
Cover Supervisors (where available) and Teaching Assistants (where available). 

 Students with EHCP and those in receipt of HNF to continue to attend school on a full-time basis. 

 Teaching Assistants may be assigned to support individual students (either in class or attending 
Open School). 

 SENDCO to review curriculum provision and its delivery for students in these categories. 

 Catering contractor to provide food parcels to students in receipt of FSM who are not attending 
school due to rotas. 

 Disadvantaged students not attending school to be provided with laptop where required to enable 
access to Remote Classroom. 

 Pupil Premium ‘hot desk’ to be reinstated to support disadvantaged students with remote learning. 

SCO/ KBL / AWA 
/ SWA 



 DSL / Deputy DSL to be on site at all times (providing safeguarding cover for year groups in school 
and Open School). 

Tracking & Monitoring  All tracking & monitoring procedures will be as per Tier One. LFO 

Managing Staff Absence  Teaching staff only required to attend school to teach lessons.  They should work from home at all 
other times. 

 Support staff rotas will be reviewed by Support Managers / SLT line managers to ensure adequate 
staffing on site with all other staff working remotely. 

 Support staff who are self-isolating but not experiencing Covid-19 symptoms are required to work 
remotely from home where it is possible to do so. 

 Risk assessments for clinically vulnerable and clinically extremely vulnerable staff to be reviewed. 

 Any staff absence or inability to work from home as a result of ill health to be reported to DMA 
/ KBL / LKE by 7am on the day of absence. 

 Absent staff to provide information regarding reason for absence if Covid-19 related and 
indicative return date based on Government guidance. 

 Absent teaching staff will be covered by the Cover Supervision Team and SLT with CLs / SLs 
brought in to provide additional supervision of classes if required. 

 Staff absent for Covid-19 related reasons will be required to plan and provide work for their classes 
(both in school and those accessing work via Remote Classroom) unless there are unable to do so 
due to ill health.  In this situation, work will be set by the Curriculum or Subject Leader. 

 Staff absence will be recorded and monitored via the tracking & monitoring systems outlined 
above. 

DMA / KBL / LKE 

 
 

Tier Four 

All schools allow full-time attendance on site only to priority groups: vulnerable children and the children of critical workers.  All other students should 
not attend on site.  Remote education to be provided for all other students. 

In all areas of national government intervention, education settings where students in Year 7 and above are educated, face coverings should be worn by 
adults and students when moving around the premises, outside of classrooms, such as in corridors and communal areas where social distancing cannot 
easily be maintained. 

Area  Action Required Responsible 

Health & Safety Measures  All health & safety measures will be as per Tier One. DMA 

Remote Learning  Students studying at home will be set all Remote Classroom work via Class Charts by their teacher 
for each subject. 

 See ‘Organisation of On Site Provision’ above re: letter to parents. 

 Engagement with Remote Classroom to be monitored via Class Charts. 

 Teachers permitted to teach remotely via MS Teams to Years 11, 12 and 13 if they wish to do so. 

SCO 



 MS Teams remote learning protocols to be set out to students and teachers in advance of remote 
lessons being delivered. 

 Where concerns may exist about individual students accessing Remote Classroom, the Pastoral 
Support Team / CfLL will make contact during two-week period of absence. 

 Virtual assemblies to be reinstated for year groups not attending school. 

Vulnerable Students / Children 
of Critical Workers 

 Open School to be reinstated for vulnerable students and children of critical workers in year groups 
that are not attending school (9am to 3pm each day). 

 Students to be organised into distinct and separate Open School ‘bubbles’. 

 Students to complete the work set by their teachers via Class Charts. 

 One hour of physical activities to be organised for students during the afternoon session. 

 Online booking system to be reintroduced for parents to book their child onto Open School 
(fortnight booking window). 

 Students to bring packed lunch. 

 Students with EHCP and those in receipt of HNF to continue to attend school on a full-time basis. 

 SENDCO to review curriculum provision and its delivery for students in these categories. 

 Teaching Assistants may be assigned to support individual students (either in class or attending 
Open School). 

 Open School to be supervised by teachers, Cover Supervisors and Teaching Assistants (where 
available) on a rota basis. 

 Catering contractor to provide food parcels to students in receipt of FSM who are not attending 
school due to rotas. 

 Disadvantaged students not attending school to be provided with laptop where required to enable 
access to Remote Classroom. 

 Pupil Premium ‘hot desk’ to be reinstated to support disadvantaged students with remote learning. 

 DSL / Deputy DSL to be on site at all times (to provide safeguarding cover for Open School). 

SCO / KBL / 
AWA / LKE 

Tracking & Monitoring  All tracking & monitoring procedures will be as per Tier One. LFO 

Managing Staff Absence  Teachers to work in school on a rota basis to support the delivery of Open School and to work from 
home at all other times. 

 Support staff to work on a rota basis as required and according to rotas organised by Support 
Managers and their SLT line manager.  They will work from home when possible to do so at all 
other times. 

 Absent staff to provide information regarding reason for absence if Covid-19 related and 
indicative return date based on Government guidance. 

 Support staff who are self-isolating but not experiencing Covid-19 symptoms are required to work 
remotely from home where it is possible to do so. 

 Risk assessments for clinically vulnerable and clinically extremely vulnerable staff to be reviewed. 

 Any staff absence or inability to work at home as a result of ill health to be reported to DMA / KBL 
/ LKE by 7am on the day of absence. 

DMA / KBL / LKE 



 Teachers required to self-isolate will not be included on the rota but will be required to work from 
home unless unable to do so due to ill health.  In this situation, work will be set by the Curriculum 
or Subject Leader. 

 Where necessary, Covid-19 related absences will be recorded as per Tracking & Monitoring above. 

 
  



School Based Considerations / Actions for Managing a Covid-19 Case in School 
 

 

1 Contact the Department for 

Education dedicated PHE advice line 
(Option 1). 
 

  

2 Review criteria for close contact as set out in 

Government guidance: 

 Direct close contacts: Face-to-face contact 
with positive case, for any length of time 
within 1m, including being coughed on, a 
face-to-face conversation, unprotected 
physical contact (skin to skin).  This includes 
exposure within 1 metre for 1 minute or 
longer. 

 Proximity contacts: Extended close contact 
(within 2m for more than 15 minutes). 

 Small vehicle contacts: Travelled in a small 
vehicle with positive case. 

3 Review the positive case’s 

timetable and Class Charts 
seating plans to determine 
with whom he / she has 
been in close contact.  
Discuss other close contacts 
with the student.  

4 Prepare a communication to 

potentially affected staff to make 
them aware and request they come 
forward if they have been in close 
contact with the positive case.  If 
the positive case is a member of 
staff, identify his / her close 
contacts for 48 hours prior to him / 
her becoming symptomatic.  

8 Ensure adequate 

support and 
arrangements for SEN 
cohort and other 
vulnerable students to 
safely make their way 
home. 

7 Do not dismiss students in 

groups of more than 30 
students at a time.  Ensure 
they are fully briefed prior to 
departure (eg, to travel 
directly home, avoid 
congregation, maintain social 
distance).  

6 Determine how students will 

be dismissed from school and 
how they will travel home.  
Contact Mersey Travel to make 
arrangements for use of public 
transport.  Identify suitable 
holding location for students 
being dismissed from school. 

5 Once extent of contacts 

established and requirements 
for students / staff to self-
isolate determined, prepare a 
text message for affected 
parents to make them aware 
of need for students to self-
isolate.  

   9 For members of staff 

leaving school to self-isolate, 
ensure they set work for 
their lessons for the 
remainder of the school day 
and cover supervision is in 
place.  If this is not possible, 
work to be set by Subject / 
Curriculum Leader. 

10 Prepare a formal 

written communication to 
affected parents, ensuring 
anonymity.  Outline 
arrangements for self-
isolation and return to 
school date. 

11 Prepare a communication to 

parents of students in all year groups 
and all staff, applying the following 
principles: 

 Care - show care and compassion 
in all you do 

 Control - show clear control of the 
situation and next steps 

 Commitment - demonstrate a clear 
commitment to do all you can and 
make the community as safe as 
possible 

12 Ensure designated 

members of the SLT are 
available to respond to 
telephone queries from 
parents regarding 
partial closure.  



16 Where members of staff are 

having to self-isolate, ensure (i) 
teacher cover is in place and 
teacher is aware of expectations to 
set good quality work, (ii) duty 
cover is in place, (iii) member of 
support staff has agreed with his / 
her line manager arrangements for 
home working.  

15 Identify a suitable 
person to handle any 
queries from the local 
media.  

14 Provide 
reassurance to 
clinically vulnerable 
members of staff. 

13 Prepare communication to 

self-isolating students / parents 
to ensure they understand how 
to access school work via 
Remote Classroom / Class 
Charts.  Ensure all students have 
access to the necessary 
passwords, etc to access online 
resources. 

   17 Brief the Chair 
of Governors and 
wider Governing 
Body.  

18 Ensure any relevant 

disadvantaged students 
have access to laptop 
computer to enable 
homeworking. 

19 Ensure food parcels 

are organised for 
families of students in 
receipt of FSM who 
have been sent home to 
self-isolate. 

20 Ensure deep 

cleaning of the areas of 
the school used by 
students / staff who 
have been sent home to 
self-isolate.  

24 Update the school’s 

tracking & monitoring 
document to ensure the most 
up to date information re: 
students / staff self-isolating 
and return dates are 
accurately recorded.  

23 Use official 

communication channels to 
provide regular information 
to counteract 
misinformation / adverse 
coverage in social media. 

22 Prepare communication for 

students to be delivered 
through Daily Notes the 
following morning to explain 
circumstances and reinforce 
messages regarding hands, face 
and space.  

21 Inform Local 
Authority of positive 
case. 
 

 


