
Risk Assessment for Main Office  

 

Hazard Who is at risk?  Control Measures  

Covid-19 Office Assistants/ Admin Staff/ School Caretaker 

Visitors Contractors Children Staff Parents / 

Carers / Families  

  

 

All office assistants will work within the office at a safe 

2m distance from each other. They will arrive 15 

minutes before their start time and all staff will have left 

the premises by 4:00pm. 

 

Office staff will only work in school as necessary.   

 

PPE and cleaning equipment will be provided to the 

reception and the use of the photocopier will be wiped 

down before each use. Children will not be allowed to 

enter the school office. Other staff entering the office to 

use the photocopier should keep a 2m distance and use 

the washing station outside.  

 

The office assistant is primarily on hand to answer the 

telephone and perform office roles. Parents are asked to 

telephone or text via the app to discuss any matters. If 

parents do need to speak to the office staff the glass will 

remain closed. 

Parents will be expected to maintain social distance 

measures within the main entrance using the social 

distancing markers.  If parents/carers have questions or 

concerns, these should be directed to school via the 

various parent apps, telephone or email.  

 

The office assistant will administer medicines to 

children but will be provided with the necessary PPE to 

be able to do this safely. If the office assistant is not in 

school, another member of staff may need to be 

responsible for this – this will be agreed in advance.  

 



Risk Assessment for Main Office  

 

 

The office assistant (first aid trained) will collect all first 

aid waste from outside classroom doors and dispose in 

the relevant clinical waste bags situated in The Hub and 

Little Library. If first aid is required, the office assistant 

will wear the appropriate PPE as advised in National 

and The Trust Guidance and administer First Aid. All 

parents will be notified by telephone/app to inform 

around First Aid.   

 

 

Visitors will not be allowed into school at this time. The 

only exceptions to this would be essential visitors 

agreed in advance with SLT.  

 

Contractors will only be booked as necessary and will 

be organised as necessary. They will be greeted by the 

school caretaker who will be responsible for ensuring 

that they do not contaminate areas of school.  

 

Delivery drivers will be asked to leave parcel and mail 

at the front of Reception. Office staff will wear gloves 

when handling packages and only bring them inside 

when there is no-one in Reception. Office staff will liaise 

with each other to determine who the delivery is for. 

Where possible, packages will be left for 72 hours, 

where not strict PPE will be worn.   

 

Staff will follow all guidance set out in the ‘Staff 

Guidance for Reopening document’ including 

following guidance provided by the DFE. 
 


