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Risk assessment
1. A full risk assessment has been carried out by the College.
2. Subject leads must review their risk assessments as necessary for planned activities and update accordingly.
3. All must adhere to the guidance set out in this document and the wider guidance as set out by the DfE and UKHSA (formerly
known as PHE).
Safeguarding and behavioural routines
1. Our number one priority is to ensure the safety of all.
2. Safeguarding processes must continue to be followed as set out in Keeping Children Safe in Education and College policy.
3. High standards and expectations remain. Staff must approach behavioural situations using a high degree of emotional
intelligence.
4. Where a solution is not found, staff should follow the behaviour policy.
5. If a student is required to leave the current space, Link procedures must be followed.
6. Students must not be parked in nearby classrooms.
7. All students will receive a reminder regarding expectations within the first few days of returning to College.
8. Heads of Year will ensure vulnerable students, who are required to isolate/test positive, are safe and supported.
Emergency Procedures
1. In the case of an emergency, normal working routines should take priority to ensure the safety of all.
2. In the case of evacuation, staff and students should go outside and make their way to the front of the building.
3. Staff and students should not stop to sanitise their hands.
4. Once the building has been deemed safe, all College members must follow the building entry guidance and return to their
designated areas.
5. In the case of a localised emergency lockdown, all members of the community must take the necessary steps required to
ensure the safety of all. Decisions will be made centrally as to the next steps should this occur.
Hygiene
1. On arrival, each member of the College must sanitise/wash their hands.
2. Sanitising stations are located inside the building.
3. If necessary, hand sanitiser will be removed from these stations and replaced at each point when students are likely to require
them: before/after College, break and lunchtime. This will avoid sanitiser going ‘missing’ and reduce the risk of ingestion.
4. Sanitiser is available in each classroom and must be used on entry and exit from each location. This must be overseen by a
member of staff.
5. A bin is located in each classroom and allow students to catch it, kill it, bin it!
6. Tissues are also be provided in classrooms.
7. Cleaning wipes are available in each classroom so that staff can clean equipment, as necessary.
8. Members of staff have a duty to report any missing/empty ‘hygiene’ items from classrooms to the premises/cleaning team.
Respiratory hygiene
1. Respiratory hygiene is essential. Where doors and windows can be opened, staff should aim to do this regularly.
2. In colder weather, staff should operate high level ventilation windows to ensure air flow is maximised.
CO2 monitors
1. CO2 monitors have been distributed in areas where ventilation is likely to be poor.
2. If you have concern about CO2 levels in your area due to the reading given out by the CO2 monitor, you should speak with
the Business Manager.
Face coverings
1. Face coverings may be worn by members of the College if they so wish.
2. College members have the choice to remove their face covering when outside.
3. College staff will work with transport companies to fulfil any requirements of carriage regarding face coverings.
4. Face coverings are available from student/main reception, Heads of Year, members of the SLT and premises staff.
5. Contingency planning: Face coverings may be reinstated as part of an Outbreak Management Plan.
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PPE
1. Staff are only required to wear additional PPE as they would normally do relating to their work. Therefore, PPE is only needed
in a very small number of cases.
2. Further guidance can be found: Use of PPE in education, childcare and children’s social care settings
First Aid
1. If anyone develops COVID-19 symptoms, however mild, they should be sent home and they should follow public health advice.
2. Considering the above point, A003 will continue to act as the primary sick bay for those displaying symptoms of COVID-19.
3. For everyone with symptoms, they should avoid using public transport and, wherever possible, be collected by a member of
their family or household.
4. Staff supervising and caring for the student should wear PPE if a 2-metre distance cannot be maintained.
5. Staff and students who were with the affected party should wash their hands but do not need to go home unless symptomatic.
6. All other medical issues will fall under the remit of the first aid room located in the lower hub.
Tracing close contacts and isolation
1. All College members will be contacted by NHS Test and Trace and informed they have been in close contact with a positive
COVID-19 case.
2. All College members who have been identified as a close contact of a suspected or confirmed case of COVID-19, irrespective
of vaccination status and age, may be contacted by the NHS and asked to book a PCR test.
3. Identified contacts will be asked to complete daily tests for 7 days. A negative result will mean that the contact can attend
College. Proof of a negative test will be requested via our MS Form: MRC Results Reporting Form.
4. Isolation rules have changed. Individuals are now required to self-isolate for 5 days. Individuals can then attend the
educational setting following 2 negative LFD tests (taken 24 hours apart). The first LFD test should not be taken before the
fifth day. If a negative test is recorded on the sixth day, the individual can return to College on that day.
5. MRC may be contacted in exceptional cases to help with identifying close contacts.
Testing positive
1. All College members should follow public health advice on when to self-isolate and what to do. They should not come into
school if they have symptoms, have had a positive test result or other reasons requiring them to stay at home due to the risk
of them passing on COVID-19 (for example, they are required to quarantine).
2. The household should follow the stay at home guidance for households with possible or confirmed coronavirus (COVID-19)
infection.
3. Guidance on PCR testing has recently changed and aspects of this service suspended. We would always recommend that a
PCR test is undertaken where possible.
4. If you are advised to book a PCR test online, you can do this through the NHS testing and tracing for coronavirus website or
ordered by telephone via NHS 119 for those without access to the internet.
5. The College has a small number of PCR testing kits that can be given to those who may face difficulty getting a test elsewhere.
6. The College will ask parents and staff to inform them immediately of the results of a test.
7. If someone tests negative, if they feel well and no longer have symptoms similar to coronavirus, they can stop self-isolating.
They could still have another virus, such as a cold or flu – in which case it is still best to avoid contact with other people until
they are better. If they have suffered from diarrhoea and vomiting, they should stay at home for two further days
8. If someone tests positive, they should follow the ‘stay at home: guidance for households with possible or confirmed
coronavirus (COVID-19)’.
Onsite Asymptomatic Testing
1. MRC has set up an asymptomatic testing centre for participants who have given consent to take part in Lateral Flow Device
(LFD) testing.
2. A one-way system is in operation within the testing centre.
3. Participants must follow testing workforce instructions at all times.
4. The testing centre will schedule testing as appropriate.
5. The testing centre will respond to positive coronavirus cases in line with UKHSA and government guidance.
6. Any participant testing positive will be removed to A003, where collection will be arranged.
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7.
8.
9.

Confirmed positive cases should follow the ‘stay at home: guidance for households with possible or confirmed coronavirus
(COVID-19) infection’.
The College will follow their process for communicating with UKHSA and parents/carers as necessary.
Unless the rapid test is positive, students and staff will be able to take part in College activities.

Home testing kits
1. Members of the College will continue to receive home testing kits.
2. Privacy rules relating to Home Testing differ to that of onsite asymptomatic testing.
3. All College members will self-swab and test themselves twice a week at home.
4. All College members must report their result to NHS Test and Trace as soon as the test is completed either online or by
telephone as per the instructions in the home test kit - https://www.gov.uk/report-covid19-result
5. Staff and students should also share their result, whether void, positive or negative, with the College - MRC Results Form
6. Students aged 18 and over should self-test and report the result, with assistance if needed.
7. Students aged 12 to 17 should self-test and report with adult supervision. The adult may conduct the test if necessary.
8. Students aged 11 should be tested by an adult.
9. Staff or students with a positive test result will need to self-isolate in line with the stay-at-home guidance. They should also
follow the current guidance around taking a PCR test. We would strongly recommend that a PCR test is undertaken where
possible.
10. Those with a negative test result can continue to attend College and use protective measures.
Cleaning
1. Frequency has increased with a focus on shared areas and all hand-contact surfaces in line with normal procedures and
cleaning risk assessment.
2. There is no requirement for additional PPE to be worn.
3. Hand sanitiser will be provided where there is no ready access to a sink with hot water, soap and towels.
4. Specialised cleaning will take place following a confirmed/suspected case in accordance with DfE guidance COVID-19: cleaning
of non-healthcare settings.
5. Staff will be provided with training should they be required to clean anything as part of this guidance. This will be done to
minimise transmission. This must not undermine the work of our regular cleaning staff.
Attendance and lateness
1. Attendance registers are mandatory for all sessions and must be completed in a timely fashion.
2. Students who are late will report to student reception to sign in.
3. Staff must sign late students in on their registers in Arbor.
4. Staff members must check their registers carefully to ensure that students who are reported to be COVID-19 are not
attending. Where a student is present in these circumstances, the attendance team must be contacted immediately who will
then check an individual’s status.
5. Where a student is required to take a PCR test, and they test negative and feel well, they can stop self-isolating and return to
college. If the student remains unwell following the PCR test (such as with a different illness), then they should be recorded
as code I (illness). Code X should only be used up until the time of the negative test result. MRC will not retrospectively change
the attendance register due to a negative test result. For symptomatic students, Code X should be used for the period of selfisolation until the test.
6. After a student tests positive for COVID-19 (LFD or PCR), they will be recorded as code I (illness) until they are able to return
to college. They should continue to self-isolate in line with public health guidance.
7. In line with public health advice, students with symptoms must self-isolate and MRC will strongly encourage pupils to take a
PCR test. Where the student is unable to take a PCR test, MRC will record the pupil as code X in the register.
8. If a student arrives at College under the direction of their parent/carer and is displaying symptoms of COVID-19, you must
alert the attendance team immediately. The attendance team will defer the issue to a member of SLT, who may refuse the
student if they feel that this would protect others from possible infection. This choice will be carefully considered.
9. The vast majority of College members are no longer required to shield but those who generally remain under the care of a
specialist health professional may need to discuss their care with their health professional before returning to school (usually
at their next planned clinical appointment).
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10. Where a student is unable to attend school because they are complying with clinical and/or public health advice, the College
will immediately offer them access to remote education.
11. Where students are not able to attend school as parents are following clinical and/or public health advice, absence will not
be penalised. A copy of the shielding letter sent to CEV children will be requested to confirm that they are advised not to
attend college.
12. Plans will be put in place to support those who are nervous about attending or who have not been engaged with learning
during the pandemic.
Remote education materials and attendance
1. Where an absence is linked to COVID-19, the College will offer remote education materials.
2. Staff have a responsibility to check the bulletin on a daily basis and set work accordingly.
3. Staff must not respond to individual pleas beyond the above mentioned list, as this may be seen as an act that supports
unauthorised absence. This may have a significant and detrimental impact on any support packages and legal proceedings
that are in place with the student, their family and external agencies.
Staff workforce and attendance
1. All staff (teaching and support) must report their absence by phone before 7.00am. You are personally responsible for
reporting your absence.
2. In exceptional circumstances, where you are prevented from doing this personally, a family member or friend may notify
College on your behalf. The person notifying the absence must confirm their name and relationship to you.
3. If you are going to be late or absent, then please contact Lesley Streak (LSK) on (01730) 819764. If you are a teaching member
of staff, cover work must also be emailed to Lesley.Streak@mrc-academy.org, Alexandra.beech@mrc-academy.org and to
the relevant line manager. If you are a support member of staff, LSK must be notified as well as your line manager.
4. If the absence is for more than one working day you should maintain daily contact with LSK and your line manager, unless
told otherwise, and agree the frequency of contact. For a prolonged absence, a minimum of weekly contact where possible
should be maintained, in order to discuss progress. If you are unable to make the call yourself, you must ensure that someone
keeps LSK and your line manager informed on a regular basis if the absence persists.
5. Where the member of staff is having to isolate but has not become ill themselves, a conversation about remote
teaching/interaction will occur with their line manager to ascertain the feasibility of working from home.
6. Return to work procedures will occur once the member of staff is well enough to attend or completes their isolation period.
7. Staff who have individual concerns should speak to the Principal regarding this and follow the guidance set out in this
document and UKHSA guidelines.
8. In consultation, MRC may need to alter the way in which they deploy staff and use existing staff more flexibly.
Wellbeing
1. The counselling service will be in operation for all College members.
2. Staff are reminded that they can obtain free and confidential information, support and counselling from Confidential Care
(Web: well-online.co.uk or Email: assist@cic-eap.co.uk).
3. All pastoral staff including tutors and mentors should be front facing and ready to support students, as necessary.
4. Students will receive regular check-ins as part of the pastoral mentoring support programme.
5. Staff should talk to their Line Manager regarding wellbeing issues, so that support can be given, as necessary.
Entry and exit by car/motorcycle
1. Parent/Carer cars are not permitted on-site to drop students off unless:
a. Prior permission has been granted due to existing medical issues.
b. There is a medical need for a student to be dropped off closer to the building.
c. A student needs to be accompanied to the building; one parent/carer should support with this.
2. On entry, all vehicles must follow the road markings and the directional arrows, entering the car park via the bottom opening.
3. On exit, all vehicles should follow the road markings and the directional arrows.
4. All vehicles should keep to the stated speed limit.
5. Staff should try to give themselves ample car parking space.
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Entry and exit by bus
1. Transport guidance will be dictated by WSCC.
2. Buses will follow the road markings and directional arrows.
3. Buses will pick up and drop off from designated bus bays.
4. Buses will keep to the stated speed limit.
5. Duty staff will supervise and direct students as necessary.
6. Anyone with Covid-19 symptoms must not travel using public or dedicated school transport.
Entry and exit by foot
1. All College members are encouraged to walk to and from site.
2. All College members must use the pedestrian crossings and footpaths as appropriate.
3. All College members must be aware of car park traffic to ensure their own safety.
4. Duty staff will supervise and direct students as necessary.
Entry and exit by bicycle
1. All College members are encouraged to cycle to and from site.
2. Cyclists must follow road markings and the directional arrows, before proceeding to the bike shed to secure their bicycle.
3. Duty staff will supervise and direct students as necessary.
4. When leaving site, cyclists should exercise caution when collecting their bicycle and do so only when it is safe to do so.
Before College locations
1. Students should remain outside under the canopy areas to the front and rear of the College. Some students may sit in the
canteen area.
2. Sixth Form students may attend the Sixth form area.
3. On wet days, students will be directed inside to either the Theatre or the Sports Hall. These must be well ventilated if this is
the case and doors propped open.
4. Contingency planning: Blue ropes and before College locations may be reinstated as part of an Outbreak Management Plan.
Moving inside
1. All students may enter through the main entrance and side entrance to the hub.
2. Contingency planning: Designated entrance doors may be reinstated as part of an Outbreak Management Plan.
Dry and Wet locations for pre-College, break and lunchtime
1. A full lunch and break service is in operation and zoned for hot meals, pizza bites, pasta dishes. This aids the deployment of
the catering workforce and to meet supply and demand.
2. Students can use the rear gardens, the front canopies, the canteen, the MUGA and 3G area in dry conditions.
3. Students will be directed to use canopied areas, the canteen, the Theatre and the Sports Hall in wet conditions.
4. Water bottles must be filled/refilled during break and lunchtimes (not during lessons).
5. The premises team will ensure that outer doors and gates are closed and secure as necessary.
6. Contingency planning: Dry/wet areas may be reinstated as part of an Outbreak Management Plan.
Travelling to timetabled rooms
1. Everyone must travel to timetabled rooms as safely as possible.
2. Everyone must adhere to and proactively support traffic flow around the partial one-way system. This operates around the
hub on both the ground and first floors. It does not operate on the second floor.
3. Efforts should be made minimise contact at all times.
3. Corridors are bi-directional and clear signage will be in place to remind students to walk on the left.
4. All staff must be visible outside of classrooms to ensure that conduct on corridors remains high.
5. Any member of the College contravening the above must be challenged and reminded of our expectations. Persistent
offenders should be referred to tutors, pastoral leaders and line managers.
6. Contingency planning - Stricter protocols may be reinstated as part of an Outbreak Management Plan.
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Staircases and lift
1. Lyell and Wells staircases have been allocated for members of the College to ascend.
2. All end of corridor staircases are for descending only.
3. The spiral hub staircase is for staff, House Captains and Sixth Form only. This may be used in a bi-directional fashion as traffic
is likely to be highly limited.
4. The internal spiral staircase in the hub remains a pinch point. Extra caution should be given when using this route.
5. The lift must not be used unless there is an emergency or medical need. 2 people maximum at one time.
6. If you require large goods to be moved from one floor to another then you must contact the Premises team.
7. Contingency planning: Further staircase requirements may be reinstated as part of an Outbreak Management Plan.
Leaving site
1. Students may use the main entrance to leave site. They should do this by following the partial one-way system.
2. Students may use the end of corridor stairwells to descend and leave the site. Students are advised to use the closest exit
door to do this rather than all using the main entrance.
3. The premises team will ensure that outer doors and gates are closed and secure, as necessary.
Toilets
1. Staff must only use disabled access toilets (including the management suite) and must not use student toilets.
2. All toilet blocks will be open with designated locations for male/female. Students should use the toilet block closest to their
classroom.
3. During breaks/lunchtimes, the ground floor toilets will be in operation.
4. Each toilet is equipped with toilet tissue, a sanitary bin, soap and water as appropriate.
5. Toilet areas are open to potential abuse and CCTV will be used to identify the culprit(s) should anything untoward happen.
6. If a student has been to the toilet during a lesson, they must be asked to sanitise their hands when they re-enter the classroom.
This will help to boost personal hygiene for those students who ‘forget’.
7. If a toilet is being cleaned when a student approaches the toilet block, the student will be given priority and the cleaner will
withdraw and wait until the student has moved on.
8. Toilets will be cleaned regularly throughout the day. Cleaning is likely to take place straight after break, lunch and at the end
of the day.
Measures within the classroom
1. Hygiene measure are of paramount importance - please refer to the Hygiene section below.
2. A consistent seating plan must be in place and updated as necessary.
3. To support cleaning, it is recommended that staff operate light switches, electric sockets, blind cords and open windows as
necessary (and then sanitise their hands).
4. Resources that are shared between groups, such as sports, arts, and science equipment should be cleaned frequently.
5. Students and teachers can take books and other shared resources home, although unnecessary sharing should be avoided.
Similar rules on hand cleaning, cleaning of the resources and rotation should apply to these resources.
6. If there is a reason why a classroom cannot be used (for any reason), then a member of staff must request Patrol and alert
the cover manager who will look at room allocations going forward until the issue can be resolved.
7. Contingency planning: Further classroom measures may be reinstated as part of an Outbreak Management Plan.
Assemblies
1. Year and House assemblies may run face-to-face, as per the Tutor Programme calendar.
2. Gatherings for events that go beyond the norm, must be risk assessed and then reviewed by the Business Manager.
Dress code
1. Students are expected to attend in full uniform.
2. Tutors will check, challenge and correct uniform at the start of the day, except Friday where period 1 teachers will do this.
3. Staff should check, challenge and correct students where uniform is being worn incorrectly during the day and sign Proud
cards, as necessary.
4. Staff are required to dress appropriately, setting a professional tone at all times. This is particularly important given the clear
expectations we have of students’ uniform.
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Curriculum
1. The College supports the government’s view that:
a. education is not optional: all pupils receive a high-quality education that promotes their development and prepares
them for the opportunities, responsibilities and experiences of later life.
b. the curriculum remains broad and ambitious: all pupils continue to be taught a wide range of subjects, maintaining
their choices for further study and employment.
c. remote education, where needed, is high quality and aligns as closely as possible with in-school provision: schools
and other settings continue to build their capability to educate pupils remotely, where this is needed.
2. As stated previously, curriculum areas will amend their risk assessments to ensure that the curriculum can be delivered safely
and to a high standard.
Trips
1. Educational visits can go ahead, in line with Covid secure regulations.
2. Any new bookings must have adequate financial protection in place.
3. The travel list (and broader international travel policy) is subject to change and green list countries may be moved into amber
or red. The travel lists may change during a visit and MRC must comply with international travel legislation and must have
contingency plans in place to account for these changes.
4. A full and thorough risk assessments must be undertaken in relation to all educational visits and ensure that any public health
advice, such as hygiene and ventilation requirements, is included as part of that risk assessment.
Visitors and delivery workers
1. All visitors must be informed prior to attending that they must be able to evidence a negative lateral flow device test result
before they attend the site. It is acceptable for some visitors to bring this with them on the day of their appointment.
2. All visitors must wear a face covering on site.
3. The main receptionist will sign visitors in and out and check test credentials.
4. Some delivery workers will attend the service area. Safe working practices will be observed at all times in the service area in
accordance with individual companies, Caterlink, MRC, DfE and UKHSA guidelines.
5. Contingency planning: Further visitor and delivery worker requirements may be reinstated as part of an Outbreak
Management Plan.
Small working rooms and pinch points
1. Staff must remain alert and remain aware at all times.
2. Small working rooms have access to hand sanitiser, tissues and a bin.
3. Contingency planning: Further small working rooms and pinch point requirements may be reinstated as part of an Outbreak
Management Plan.
Larger communal working spaces
1. Staff must remain alert and remain aware at all times.
2. It is advisable that shared equipment is cleaned using anti-bacterial wipes, the wipes binned and then hand sanitiser used.
3. Larger communal working spaces have access to hand sanitiser, tissues, a bin and anti-bacterial wipes.
4. Contingency planning: Further larger communal working space requirements may be reinstated as part of an Outbreak
Management Plan.
Meeting spaces
1. Meetings can be held face-to-face.
2. Contingency planning: Further meeting space requirements may be reinstated as part of an Outbreak Management Plan.
Interview spaces
1. Recruitment will continue, as necessary.
2. Participants should be offered the possibility of a virtual interview as a courtesy to meet individual needs.
3. Contingency planning: Further interview space requirements may be reinstated as part of an Outbreak Management Plan.
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Waiting room
1. The waiting room can be used for visitors.
2. Contingency planning: Further waiting room requirements may be reinstated as part of an Outbreak Management Plan.
Premises support
1. In an emergency, contact: Katherine.Chard@mrc-academy.org. Non-emergency issues should be logged through Service
Desk.
ICT support
1. In an emergency, contact: Clifford.Dann@mrc.academy.org or Clifford.Denyer@mrc-academy.org Non-emergency issues
should be logged through Service Desk.
Employee Self-Service
1.

2.

3.

ESS is the online Employee Self-Service (ESS) portal which can be accessed, using your school network login, via the United
Hub homepage. This allows individuals to access their record and change some elements of it themselves. Primarily it
means staff are responsible for changing their personal details (including bank details). Staff will also be able to check all
other information held on the HR System about them. All employees will have access to ESS, which can be accessed from
any device and you will log in using the same details you use to log into your school account.
ESS allows you to:
• Input and update your Personal Details (Address Details, Contact Details, Bank Account, etc.)
• View Sickness and Other absence Records.
• View Employment details
• View Payslip details
• Change email payslip preference
For guidance on how to do this please refer to the ESS user guide. If you believe some of the information United Learning
hold to be incorrect, please speak with Kath Chard, Business Manager your HRA in school who will be able to support you. If
you are unable to log in to ESS then please contact ess.support@unitedlearning.org.uk .

Closing the building
1. Key compliance tasks will be reviewed to inform this decision.
2. Should key triggers for an outbreak of COVID-19 be confirmed. consultation will take place between UL, the DfE and the
UKHSA, who will advise the next steps to be taken.
3. The Head will meet weekly with the Business Manager to review any premises compliance items that are becoming a concern.

9

