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Key requirements to manage infection control  

Risk Assessment (infection control) 

 

A risk assessment is required to manage infection control risks. An exemplar is included within the 

SOS risk assessment folder within the Schools Operations Risk Toolkit within Microsoft Teams  

 

There is a range of risks to consider, social distancing, children playing outside. Risks should be 

considered in a comprehensive/dynamic way on an ongoing basis. 

 

All staff must ensure the key requirements below are in place throughout operations. 

 

Follow the hygiene measures outlined on NHS inform 

Familiarise yourself with the signs and symptoms of COVID 19 

No child or staff member should come to school with a temperature or any other suspected symptoms 

of COVID 19. The whole family should isolate for 14 days if this occurs (see undernoted diagram). 

  

At sign in you should enquire about symptoms, hands should be sanitised/cleaned on entering the 

building.  



Schools will be provided with thermometers. These should be used if children or staff 

become symptomatic on site to measure temperature. 

Ensure that children and families obey social distance rules during pick up and drop off 

Stagger play times and social distance staff breaks. Risk manage movement around the school – 

try to discourage touching doors  

Staff and pupils should wear clean clothes daily to minimise the virus remaining on material  

Clothes do not have to be changed at the end of your shift before you go home 

Any sanitiser used must have 70% alcohol 

Limit risks between drop off/pick up – manage social distancing at the school entrance and exit 

Consider school before/after care – this could stop children mixing out with a controlled 

environment 

 

What to do if someone becomes unwell on site – extract from Information and Guidance for 

General (Non-Healthcare) Settings 

 

In preparation, make sure that all staff and individuals in your workplace/organisation, including 

children and young people, know to inform a member of staff or responsible person if they feel unwell. 

The following guidance may need to be adapted to ensure a responsible adult is there to support the 

individual where required.  

 

If the affected person has mild symptoms they should go home as soon as they notice symptoms and 

self-isolate. Where possible they should minimise contact with others, e.g. use a private vehicle to go 

home. If it is not possible to use private transport, then they should be advised to return home quickly 

and directly. If using public transport, they should try to keep away from other people and catch 

coughs and sneezes in a tissue. If they don’t have any tissues available, they should cough and 

sneeze into the crook of the elbow.  

 

If they are so unwell that they require an ambulance, phone 999 and let the call handler know you are 

concerned about COVID-19. Whilst you wait for advice or an ambulance to arrive, try to find 

somewhere safe for the unwell person to sit which is at least 2 metres away from other people. If 

possible and it is safe to do so, find a room or area where they can be isolated behind a closed door, 

such as a staff office or meeting room. If it is possible to open a window, do so for ventilation. The 

individual should avoid touching people, surfaces and objects and be advised to cover their mouth 

and nose with a disposable tissue when they cough or sneeze, and then put the tissue in the bin. If no 

bin is available, put the tissue in a bag or pocket for disposing in a bin later. If you don’t have any 

tissues available, they should cough and sneeze into the crook of their elbow. Where possible, a 

separate bathroom should be designated for the individual to use. 

 

Significant Occurrence Reporting (Reporting of Symptomatic children/staff) 

 

If a member of staff reports that they have become symptomatic (Covid-19) other staff who have been 

working alongside them should be made aware confidentially, and asked to monitor their own health, 



as normal. Managers should complete a Significant Occurrence report for staff or children who 

become unwell with symptoms.” The form must be completed and emailed to: 

 

cf.emergencycontinuity@edinburgh.gov.uk 

 

The form should state the date the member of staff’s symptoms began. Staff must not be in the 

building if they have symptoms. 

A copy of the Significant Occurrence Reporting form can be accesses in the Schools Operations Risk 

Toolkit (SORT) 

 

Handwashing Advice (from Health Protection) 
 
Regular hand washing with soap and water is 
the first line of defence where hand washing 
facilities are available. Hand gels should only 
be used where pupils and staff don’t have 
access to hand washing facilities. 
 

Hand gel must be alcohol based. Alcohol free 
hand gels will not kill the virus. 
 

As well as hand washing good cough etiquette 
is required (cough into a tissue, discard the 
tissue and wash hands / cough into elbow 
wash hands). 
 

Please note there is a national shortage of 
hand sanitizer. 

 

 

Cleaning Regimes 

 

Council and PPP providers use Milton for surface cleaning in establishments on a continuous basis. 

An appropriate cleaning regime is provided in establishments for ongoing and response cleaning.  

 

Please alert your cleaner if there is an issue and cleaning is required in response.  

 

Environmental decontamination (cleaning and disinfection) after a possible case has left a workplace 

or other non-healthcare setting Cleaning and Disinfection extract from Information and Guidance 

for General (Non-Healthcare) Settings 

 

Once a possible case has left the premises, the immediate area occupied by the individual, e.g. desk 

space, should be cleaned with detergent and disinfectant. This should include any potentially 

contaminated high contact areas such as door handles, telephones and grab-rails. Once this process 

has been completed, the area can be put back into use.  

 

Any public areas where a symptomatic individual has only passed through (spent minimal time in), 

e.g. corridors, and which are not visibly contaminated with any body fluids, do not need to be further 

decontaminated beyond routine cleaning processes. Environmental cleaning and disinfection should 

be undertaken using disposable cloths and mop heads using standard household detergent and 

mailto:cf.emergencycontinuity@edinburgh.gov.uk


disinfectant that are active against viruses and bacteria. Follow manufacturer’s instructions for 

dilution, application and contact times for all detergents and disinfectants. All cloths and mop heads 

used must be disposed of and should be put into waste bags as outlined below. The person 

responsible for undertaking the cleaning with detergent and disinfectant should be familiar with these 

processes and procedures. 

 

In the event of a blood and body fluid spillage, keep people away from the area. Use a spill kit if 

available, using the personal protective equipment (PPE) within the kit or PPE provided by the 

employer/organisation, and follow the instructions provided with the spill-kit. If no spill kit is available, 

place paper towels over the spill, and seek further advice from the local Health Protection Team.  

 

Personal Protective Equipment (PPE) Occupations should continue to use any PPE required as per 

local policies (business as usual). If a risk assessment of the setting indicates that a higher level of 

contamination may be present (for example, where unwell individuals have slept such as a hotel room 

or boarding school dormitory) or there is visible contamination with body fluids, then the need for 

additional PPE such as, an apron and gloves should be considered. Waste Ensure all waste items 

that have been in contact with the individual (e.g. used tissues and disposable cleaning cloths) are 

disposed of securely within disposable bags. When full, the plastic bag should then be placed in a 

second bin bag and tied. These bags should be stored for 72 hours before being put out for collection. 

Other general waste can be disposed of as normal. Health Protection Scotland 15 Laundry Wash 

items in accordance with the manufacturer’s instructions. Use the warmest water setting and dry items 

completely. Dirty laundry that has been in contact with an unwell person should be laundered 

separately where possible. Do not shake dirty laundry, as this minimises the possibility of dispersing 

virus through the air. Clean and disinfect anything used for transporting laundry with your usual 

products, in line with the cleaning guidance above. If you do not have access to a washing machine in 

your setting, ensure dirty laundry is kept bagged at home for 72 hours before taking to the 

launderette. After handling dirty laundry ensure hand hygiene is carried out. 

 

PPE will be ordered centrally for schools on an ongoing basis, this ensures stocks are managed 

appropriately and cost requirements are met by using central supply companies. 

 

A supply of PPE will be delivered to all schools for staff returning week beginning 8 June 2020. 

 

The use of (and cleaning of) IPads and IT Equipment 

 

A. General Guidance  

 

1. Staff to follow general hand hygiene rules when dispensing and collecting equipment* 

 

2. Pupils are to follow general hand hygiene rules before and after use of equipment*  

 

3. Allocation of one iPad to one child at any one time 

 

4. Equipment is logged out and back in 

 

5. Devices brought to school by children from home should not be shared or borrowed by other      

children at the school. This reduces the risk of possible viral contamination through suitable 

preventative control. 



 

6. If suitable supply of equipment available – rotate the use by 48 to 72 hours 

 

Plastic is the surface the virus remains viable on for the longest - up to 72 hours. On stainless steel 

the virus was detected up to 48 hours after application.  

*Hygiene Guidance: wash hands with warm soap and water for 20 seconds 

 

B. PPE 

 

There is no requirement for any form of PPE to be worn when cleaning the equipment. 

 

C. Cleaning Recommendations  

Apple IPad: Apple has produced guidance to the cleaning of its products. 

 

Using a 70 percent isopropyl alcohol wipe or Clorox Disinfecting Wipes may gently wipe the hard, 

nonporous surfaces off your Apple product, such as the display, keyboard, or other exterior surfaces, It 

is strongly recommended that you “Do not use any bleach related product.  You avoid getting moisture 

in any opening, and do not submerge your Apple product in any cleaning agents. 

• Use only approved and provided 1 stage cleaning wipes  

• Use only a soft, lint-free cloth or specialised wipes.  

• Avoid abrasive cloths, towels, paper towels, or similar items;  

• Avoid excessive wiping, which might cause damage or performance; 

• To avoid electric shock, unplug all external power sources, devices, and cables; 

• Don't get moisture into any openings;  

• Clean all surfaces; screen, back surface and sides  

 

General advice being  that equipment is cleaned when: 

 

1. The user hands the device back in after use 

2. There is a change of user 

3. Unauthorised use by someone else  

 

Regularly wiping down of the monitors should be carried out depending on its us, this would be similar 

for most IT equipment i.e.  keyboards or similar hand-held devices. How regular and frequent would it 

be for school staff to assess depending on the regular and frequent use of their equipment 

 

Fixed PC’s / Monitors and Keyboards 

1. These should be cleaned using the appropriate wipes and cleaning solutions 

2. One user per PC station  

3. Where possible the same user is allocated the PC as before  

4. Regularly wiping down of the monitors and other exposed parts should be carried out 

depending on its use, this would be similar for most IT equipment i.e.  keyboards or similar 



hand-held devices. How regular and frequent would be for school staff to assess depending on 

the regular and frequent use of their equipment 

 

If hand hygiene guidance is observed by pupils and staff, then this is seen as a balanced and 

measured approach, therefore reducing the contact and cleaning of equipment by teaching staff to an 

acceptable minimum level.  

 

Catering 

 

Catering will be available on site, food hygiene and infection control measures will be managed by 

those providing the service within food safety management systems.  

 

Baking, sand and water play should not take place in the school. 

 

Testing for key workers (Covid-19) 

 

The Scottish Government testing programme has been extended and is available to all key workers 

who develop symptoms and need to self-isolate, or to any members of their household who are 

symptomatic. This programme covers all Local Government key workers and operates separately 

from the existing NHS testing programme, which supports testing for colleagues in health and social 

care. You can read further information about testing on our website, including guidance on how to do 

a referral, regardless of the test route. 

 

Testing is only effective if it’s done within 48 to 72 hours of symptoms developing. So a referral needs 

to be made as soon as the individual becomes symptomatic or it won’t work, and the referral won’t be 

accepted. 

 

Travel Public Transport/Vehicle 

 

The following is an extract from the latest HPS Guidance for General (Non-Health) Care settings: 

 

Ref: Para 1.5 Personal or Work Travel and Social Distancing 

 

The general public can use public transport (buses/trams/subways/trains) and private/commercial 

vehicles (e.g. to get to and from work, food shopping), aiming to maintain 2m social distancing 

whenever possible. Where people from different households are sharing a private vehicle (car, taxi, 

minibus, lorries) then consideration should be given to how social distancing can be applied within the 

vehicle, where possible. If you can adhere to social distancing whilst travelling, then do so. Where 

this is not possible and you are travelling with non-household members limit the number of 

passengers and space out as much as possible. Household members can travel together in larger 

numbers in a private vehicle, as required for essential purposes. People who are in the higher risk 

category should consider carefully how they can apply the social distancing advice stringently. People 

who are shielding should follow the advice on NHS Inform.  

         

The following general infection prevention and control measures should be followed:  

https://www.edinburgh.gov.uk/work-us/coronavirus-%E2%80%93-colleague-advice/3?documentId=12911&categoryId=20061
https://www.edinburgh.gov.uk/downloads/download/14474/covid-19-testing-referral
https://www.edinburgh.gov.uk/downloads/download/14474/covid-19-testing-referral


• Hand hygiene - use handwashing facilities or, where available, alcohol-based hand rub before 
and after journeys 

 

• Catch coughs and sneezes in tissues or cover mouth and nose with sleeve or elbow (not 
hands), dispose of the tissue into a bin and wash hands immediately 

 

• Practice social distancing. For example, sit or stand approx. 2 metres (6 feet) from other 
passengers, travel in in larger vehicles where possible or use vehicles with cab screens, if 
available 

 

• If using public transport, try to avoid busier times of travel to ensure you can practise social 
distancing 
 

Contractors 

 

Contractors may be on site within PPP schools completing compliance work. Amey and Mitie are 

ensuring that contractors adhere to Government Covid-19 guidance on building works, including 

social distancing/infection control requirements at all times to mitigate spread of Covid-19 within 

buildings as are Corporate Property. 

Personal Protective Equipment  

PPE and Risk assessments (extract from the Scottish Government publication Covid-19 

Physical Distancing in Education and Childcare Settings) 

“The use of individual and organisational risk assessments at a local level must be used to 

inform PPE.  Risk assessments should include droplet and contact infection risks.  The use of PPE by 

staff within education and childcare settings must be based on a clear assessment of risk and need 

for an individual child or young person.  Such as personal care where staff come into contact with 

blood and body fluids.  Schools and local authorities already have set risk assessment processes for 

the use of PPE.  Following any risk assessment (individual or organisational), where the need for PPE 

has been identified it should be readily available and provided. 

Where the use of PPE is risk assessed as being required, all staff should be trained in how to put on 

and take off PPE (as required by Health and Safety Regulations) and to ensure staff limit the spread 

of COVID-19. 

Risk assessments should already exist for children and young people with more complex needs, 

including those with emotional and behavioural needs. These risk assessments will require to be 

updated as a matter of priority in light of changes to provision such as environment and staffing, whilst 

also remaining mindful of the additional distress young people may be experiencing due to COVID-

19.  If risk assessments are not in place, then they must be undertaken swiftly in accordance with this 

guidance and local risk assessment guidance.  

HPS non-healthcare settings guidance makes clear that staff should continue to use PPE in line with 

current health and safety policies and risk assessments.  Staff should only wear PPE when it is 

appropriate to the task they are undertaking. The exception is where, following an individual or 

organisational risk assessment it is found that a higher level of contamination, such as respiratory 

secretions, may be present or the risk assessment identifies that there is an identified need for PPE 

then it should be readily available and provided in line with Health and Safety guidance. 

 

https://www.hse.gov.uk/pubns/indg174.pdf
https://www.hse.gov.uk/pubns/indg174.pdf
https://www.hps.scot.nhs.uk/web-resources-container/covid-19-guidance-for-non-healthcare-settings/
https://www.hse.gov.uk/pubns/indg174.pdf


All staff, including children and young people, must inform a member of staff or responsible person if 

they begin to feel unwell.  If the affected person has respiratory symptoms they should go home as 

soon as possible and self-isolate. There should be clear guidance for staff to follow implementing the 

measures outlined in the non-healthcare settings guidance.   

Use of PPE in schools 

PPE is only required where a member of pupils and staff have been symptomatic on site. If for 

example cleaning/double bagging of waste etc is required PPE should be worn as per government 

Covid-19 guidance. Where someone is symptomatic those that have been in the area should use 

gloves, wear an apron and mask. All PPE should be double bagged after use and the area should be 

cleaned (Milton surface cleaning). 

Disinfectant wipes are not PPE, these are cleaning materials, the schools and lifelong learning 

business support team can order these for you also – availability is low. 

If someone is suspected of being symptomatic then arrangements need to be made for them to be 

sent home to self-isolate asap. 

https://www.gov.uk/government/publications/guidance-to-educational-settings-about-covid-

19/guidance-to-educational-settings-about-covid-19  

Hand gel advice 

Our Health and Safety team has been advised that there is a fire risk related with using of alcohol-

based hand rubs. 

If you use these types of sanitisers, please make sure you dry your hands fully so that vapours 

disperse before:  

• touching anything including conducting surfaces such as metal, electrical switches or any 

electrical equipment 

• using oxygen or operating a medical device which uses oxygen, if relevant to your role 

• handling a patient or bedding if the patient is receiving oxygen 

• smoking or being near an ignition source, for example a match or lighter 

Health Protection Scotland has provided advice on hand hygiene technique which includes 

guidance on when and how to use alcohol-based hand rub. Up to date infection prevention and 

control measures (which covers hand hygiene) can be also be found on their  Coronavirus website 

You can also find information on the World Health Organisation (WHO) website about risks and 

hazards associated with alcohol-based hand rubs. 

If you need any other help, please contact our Health and Safety 

team: healthandsafety@edinburgh.gov.uk 

 

 

 

 

https://www.hps.scot.nhs.uk/web-resources-container/covid-19-guidance-for-non-healthcare-settings/
https://www.gov.uk/government/publications/guidance-to-educational-settings-about-covid-19/guidance-to-educational-settings-about-covid-19
https://www.gov.uk/government/publications/guidance-to-educational-settings-about-covid-19/guidance-to-educational-settings-about-covid-19
https://www.hps.scot.nhs.uk/a-to-z-of-topics/hand-hygiene/
https://www.hps.scot.nhs.uk/a-to-z-of-topics/wuhan-novel-coronavirus/
https://www.who.int/gpsc/tools/faqs/abhr2/en/
mailto:healthandsafety@edinburgh.gov.uk


Face Masks 

The use of face masks is not recommended for the general population. There is no evidence of 

benefit to support the use of facemasks outside healthcare environments. Face masks may be 

advised for those diagnosed with or suspected to have COVID-19 to reduce spread of infection.  

Face masks are used for personal care in special schools. Cleaners should wear face masks if they 

are cleaning an area where a member of staff or child has been symptomatic. 

 

Face Coverings  

(Extract from the Scottish Government publication Covid-19 Physical Distancing in Education 

and Childcare Settings) 

We published guidance on 28 April 2020 on the use of textile face coverings by members of the public 

for situations where physical distancing is not possible. 

The guidance relates to use of face coverings by members of the public in specific circumstances (for 

short periods of time in crowded public situations). This precautionary guidance for the public should 

not be conflated with the PPE guidance for the workplace. 

 

The face coverings advice is not intended as an infection prevention and control measure for the 

workplace where there are other health and safety considerations and measures in place such as 

physical distancing and hygiene controls, such as hand washing with soap and water or using alcohol 

based hand rub. In the case of the schools this includes a risk-based assessment of the need for PPE 

(as set out above) PPE and Risk Assessments.. 

 

Physical distancing, hand washing and respiratory hygiene, remain scientifically proven to be the 

most important and effective measures to prevent the spread of coronavirus”. 

Provision of intimate care 

Masks may be worn if there is likely to be close physical proximity to another member of staff or pupil. 

This includes intimate care. A risk assessment should be put in place for all children and young 

people requiring intimate care.  

Physical distancing 

Physical distancing will not be possible for the majority of learners in special schools. The number of 
pupils per classroom will be informed by the physical space available, the individual needs of each 
child and the number of staff required to support each group of children. Further guidance is available 
at https://www.gov.scot/publications/coronavirus-covid-19-physical-distancing-in-education-and-
childcare-settings/ 
 

 

 

 

Infection Control Form – Care Commission 

https://www.gov.scot/publications/coronavirus-covid-19-physical-distancing-in-education-and-childcare-settings/pages/provision-of-intimate-care/
https://www.gov.scot/publications/coronavirus-covid-19-physical-distancing-in-education-and-childcare-settings/pages/physical-distancing/
https://www.gov.scot/publications/coronavirus-covid-19-physical-distancing-in-education-and-childcare-settings/
https://www.gov.scot/publications/coronavirus-covid-19-physical-distancing-in-education-and-childcare-settings/


 

All establishments registered by the Care Inspectorate must also report information to the Care 

Inspectorate by using the relevant form which can be located at https://eforms.scswis.com 

IMPORTANT MESSAGE FOR ALL REGISTERED SERVICES – issued 23 March 2020 

Care Inspectorate Coronavirus Notifications 

Providers must notify the Care Inspectorate within 24 hours of any suspected or known case or 

outbreak of coronavirus COVID-19.   

Registered Managers or other responsible persons with access the Care Inspectorate eforms must 

complete a notification of ‘Outbreak of Infectious Disease’ via their eForms account. 

Services must notify the Care Inspectorate within 24 hours if someone using the service has: 

• a suspected case of COVID-19 

• a confirmed case of COVID-19 

• died due to COVID-19. 

The Care Inspectorate do not require to be notified about staff or staff self-isolation.  

You should also notify your line manager and external line managers. 

The Care Inspectorate do not require to be notified if carers or family members of service users are in 

self-isolation. 

In the case of day care of children services, the Care Inspectorate do not require to be notified if 

children are at home as a precaution, following self-isolation guidance.  

Safe Working Practices Helpline 
 
 
Corporate Health and Safety have set up a Safe Working Practices Helpline and Email Account to 

assist staff and managers (in a non-healthcare role) operate safety in the current COVID – 19 

environment. Where necessary we can offer on-site coaching to give staff and teams the confidence 

that what they are doing is commensurate with the best Health Protection Scotland advice in their 

current role. 

 

The service will operate 9am to 4pm, Monday to Friday with a number to use at the weekend and 

evenings if concerns are identified during this time. 

This service is lead by the Corporate Health and Safety Team in partnership with the City of Edinburgh 

Council Environmental Health Service. 

 

To access this provision please contact: 

 

Safe working practices helpline (9am – 4pm, Monday to Friday): 0300 456 0681 

Safe working practices email: healthandsafety@edinburgh.gov.uk 

Weekend or evenings: 07784 360862 

https://eforms.scswis.com/
https://www.careinspectorate.com/index.php/eforms-guidance
mailto:healthandsafety@edinburgh.gov.uk
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