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COVID-19 – RESPONSE PLAN  

Introduction  

  

This document is a guide to a safe re-opening of Holywell ETNS following the mandatory 

school closure due to the Covid-19 crisis and will aid our practices once we reopen.  It 

should offer guidance to our staff members and parents and demonstrate that we are 

taking all the necessary safety steps to operate safely in the current environment.  

  

This document has been created using the Return to Work Safely Protocol which is 

designed to support employers and employees to put measures in place that will 

prevent the spread of Covid-19 in the workplace.  The protocol incorporates current 

advice about measures to reduce the spread of Covid-19 in the community issued by 

the National Public Health Emergency Team (NPHET).    

  

The Covid-19 situation is constantly evolving, and this policy should be treated as a live, 

working document which will be updated on an ongoing basis to ensure we are up to 

date with the latest public health advice and to ensure we identify and implement 

suitable control measures to mitigate the risk of Covid-19 in the workplace.    

  

While we await advice from the Department of Education & Skills and the HSE in terms 

of what, if any, amended or new regulations will be in place when we reopen, we are 

looking towards practices which have been put in place internationally in countries 

where childcare centres and schools have already re-opened.  Any amended or new 

regulations put in place will be included in this document when they are made 

available to us.   

  

Scope  

This document is for all staff members who are employed in our school.  Additionally, it 

essential that staff members who work remotely read this plan to ensure that we 

collectively and uniformly respond to and understand this challenge.   

Lead Worker Representative  

  

Erica Hogan will be the lead worker representative.  She is responsible for ensuring that 

Covid-19 measures are strictly adhered to in their place of work.  In absence of the Erica 

Hogan, Vincent Mac Thréinfhir will take responsibility.  It is important that all members of 

school management know and understand what is expected in this regard and 

guidance will be provided before the re-opening of the school.   

Preparing to Re-Open  

  

The following steps will be taken in the school before re-opening.   

 1. Risk Assessments & Checklists  

Risk assessments and checklists specific to Covid-19 have been created and issued.  We 

have assessed what measures need to be put in place to ensure the safeguarding of 

staff members, children, parents/guardians and visitors.   
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Risk assessments included:  

 Checking the school & grounds before re-opening.  

 Social distancing compliance.  

 Hygiene & cleaning.  

 Dealing with a confirmed case of Covid-19.  

 Risk assessment for staff members with underlying medical conditions.  

 Risk assessment for lone working.   

 Risk assessment for control of waste.   

  

Checklists will include:  

 Covid-19 Return to Work Questionnaire – to be completed by all staff members 

at least three days prior to their return to work.   

 Covid-19 Return to School Questionnaire – to be completed by parents for all 

children prior to their return to the school.   

 

.    

2. Contact with Staff members  

  

The Principal will contact each member of staff by email and via a remote meeting, to 

discuss the re-opening of school.  (A physical meeting may not be possible due to social 

distancing). Per government guidelines, all staff members are required to complete a 

‘Covid19 Return to Work Questionnaire’ before they return to work.  Forms will be 

emailed to staff members. The forms must be completed and returned to the manager 

at least three days before the school reopening.  Following the school closure of 

January to February 2021, All staff must complete a RTW form, and will be required to 

familiarise themselves again with the induction training. 

The following information is sought on the form:  

  

 Staff members to disclose if they currently have Covid-19 symptoms - cough, 

fever, high temperature, sore throat, runny nose, breathlessness or flu-like 

symptoms – or have experienced these symptoms in the previous 14 days.   

 Staff members to disclose if they have been diagnosed with or have suspected 

Covid-19 infection in the last 14 days.   

 Staff members to disclose if they are a close contact of a person who has a 

confirmed case or is a suspected case of Covid-19 .e. less than 2m for more than 

15 minutes accumulative in 1 day.   

 Staff members to confirm if they have travelled outside of the state, including 

the UK within the last 14 days.   

 Staff members to disclose if they have an underlying illness which places them 

in the ‘high risk’ category.    

 If staff are awaiting the results of a Covid- 19 test 

 If staff have been advised to self-isolate or cocoon by the HSE. 

  

All information will be treated as highly confidential and sensitive as per the General 

Data Protection Rules (GDPR).   
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 3. Contact with Families  

The school will contact each family (by email and the ‘Aladdin’ app) to advise them of 

the date the school will be re-opening and the policies and procedures that have been 

put in place to prevent the spread of Covid-19.   

  

 

In addition, a ‘Covid-19 Return to School Questionnaire’ will need to be completed for 

each child.  The following information is sought on the form:  

  

 Parents must disclose if they, their child or a member of their household currently 

have Covid-19 symptoms - cough, fever, high temperature, sore throat, runny 

nose, breathlessness or flu-like symptoms – or have experienced these symptoms 

in the previous 14 days.   

 Parents to disclose if they, their child or a member of their household have been 

diagnosed with or have suspected Covid-19 infection in the last 14 days.   

 Parents to disclose if they, their child or a member of their household are a close 

contact of a person who has a confirmed case or is a suspected case of 

Covid19 i.e. less than 2m for more than 15 minutes accumulative in 1 day.   

 Parents to disclose if they, their child or a member of their household have 

travelled outside of the state, including the UK, within the last 14 days.   

  

The completed forms must be returned to the school before the child returning/starting 

in the school. 

  

All information will be treated as highly confidential and sensitive as per the General 

Data Protection Rules (GDPR).   

   

4. Assign Child Groups or ‘Bubbles’  

  

Physical distancing within childcare settings will be hard to maintain, particularly with 

infants and students with additional needs.  To reduce the size of groups within the 

school, children will be organised into class groups (‘Bubbles’, i.e. a class grouping 

which stays apart from other classes as much as possible and discrete groups within 

each ‘bubble’ or ‘pods’ will consist of a maximum of 6 children).  These small groups will 

help to make sure children are adequately spaced between different classes and will 

facilitate contact tracing if required.  The following points need to be considered when 

creating the pods:  

  

 Effort should be made to group friends together.   

 Class Teachers from the last school year will be asked to create the pods and 

should help to keep children with their friends.  

 Wherever possible, class bubbles should not mix together during the day.  

 Outdoor spaces should be used by different bubbles at different times of the 

day.   

 Where possible, all teachers & SNAs should remain with the bubble of children 

they are allocated to and not come into contact with other groups.   
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5. Classrooms/Wider School Environments  

  

Each classroom and toilet area must be cleaned thoroughly daily. All equipment that 

will remain in the room must be cleaned and disinfected by staff.  Supplies such as 

paper towels, hand sanitiser, hand soap, disinfectant spray & latex gloves will be 

available in every classroom. Children are not to be asked to clean their classrooms 

and must not handle cleaning supplies. 

  

A review of each classroom must take place prior to re-opening the school using the 

risk assessment provided.   

  

a) Classroom Set Up  

  

 Where possible, classrooms should be zoned into more manageable areas 

for the pods using floor markings or other ways to divide indoor and physical 

areas to support and guide children’s safe movement within their pods and 

to reduce contact with children in other classes.   

 Resources, books and equipment must be assessed to determine if they can 

be easily disinfected daily.  If this is not possible, e.g. dress-up and soft toys, 

they must be removed from the classroom and placed in labelled bags for 

storage.   

 Mats and rugs that cannot be easily cleaned each day must be removed 

and placed into storage also. 

  

b) Environment  

  

 Review the spacing of tables and chairs within the room and keep pods of 

children at least 1m distance apart. Move any surplus furniture to the back 

of the room and store safely. 

 For infants, consideration is given to table-top activities. Plan to have less 

equipment used by children collectively. 

 Ventilate the environment as much as possible, e.g. open the windows while 

the children are outside or have gone home.   

  

c) Activities  

  

 The use of playdough, slime or other such play items should be limited to 

reduce hand to hand contact between children and potential risk of cross-

contamination.   

 Food preparation activities such as baking, where children take turns in 

preparing and later eating the food should be limited to reduce potential 

risk of cross-contamination.  

 Each child will have their own box containing all their own 

books/copybooks/stationery etc. which will be stored under the table. 

 Recognition and appreciation must be paid to parents for their support in 

home-schooling during school closures. Homework has not be allocated in 
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September and October to support the transition back to school and ease 

stress in homes. Based on a parental survey, which supported the return to 

allocating homework, homework has resumed after the midterm break. 

 Plan to use outdoor space as much as possible when the weather permits. 

Timetables may be available for yard and hall use. This increases the space 

for activities to be set up and increases the space between children.  

 

 

6. Personal Protective Equipment (PPE) 

  

Administration staff, along with the Lead Worker Representative and school 

management are to carry out an inventory on the PPE currently in the school 

and order additional items as required through the Procurement Process from 

the DES.  Hand-wash, face masks, hand sanitiser, disinfectant spray, Dettol spray 

and blue paper towels form the PPE requirements of the school. From February 

22nd, surgical grade masks will be available for all SNAs and Special Education 

Teachers and for all staff from March 1st.Alcohol- based sanitiser must not be 

stored or used near heat or a naked flame  

The following considerations need to be made:  

 What are the current HSE/DES recommendations for schools on the use and 

provision of PPE? 

 Are there adequate supplies for each classroom in the school?   

 Does each classroom have a designated space for PPE where it is easily 

accessible & safely stored?  

7. Handwashing/Sanitising Stations   

  

Handwashing/sanitising stations will be set up at school reception and at the entrance 

of the pre-school.  Correct signage and handwashing procedures will be displayed.  

8. Covid-19 Signage   

  

Signage will be visible throughout the building and must be displayed in designated 

areas.  They must be laminated before being displayed.  They can be accessed 

through. Since the introduction of this plan, the school has also purchased large notices 

relating to physical distancing on the property. These are located in areas where 

congregation is more likely to happen. 

 

9. 2 Metre Markings  

  

2-metre markings are to be in place at school reception and the entrance to the pre-

school & in the outside school environment. 

  

Note: we will liaise with the community centre about what we can do at these locations 

before re-opening.   
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10. Designate Isolation Room/Area  

  

Four isolation rooms or areas have been assigned for use if there is a suspected case of 

Covid-19 in the school.  These rooms will be used to separate the suspected case from 

other staff members & children until they can leave the premises. These areas have 

been identified to staff members. 

 

1. Area on ground floor under stairwell (near Astro) 

2. Hygiene Room (R1031) – first floor 

3. SET room (R1032) - first floor 

4. Disabled toilet (R2014) – second floor 

 

These designated rooms are easily accessible, well ventilated and away from other 

staff and children. We have ensured that these designated rooms can isolate the 

suspected case behind a closed door or protective screen.  Each room/area contains 

an ‘Isolation Room Box’ to contain the following:  

o Tissues, hand sanitiser, disinfectant and/or wipes 

o PPE – gloves, masks. o  Clinical waste bags  

o Paper/colours/wipeable books in the event a 

child has to wait in the area (to be discarded 

after use).   

 

11.  Administration Office  

  

The administration office is not available to the school staff. 

Keyboards, touch-screens, printers and telephones must be wiped down with 

antibacterial wipes/spray before and after each use.   

The photocopier has been relocated to outside the office and an additional telephone 

has been placed in the staff room for staff to make calls. 

Personal Protective Equipment  

  

As per the advice from the DES on August 7th, it is recommended that all staff wear face 

coverings if unable to maintain a 2-metre distance from children and colleagues in 

school. 

Personal Protective Equipment will be available to staff. 

Equipment will include:  

  

• Disposable face masks/or re-usable masks that can be washed at home  

• Disposable gloves   

• Disposable aprons for feeding & changing in Craobh  

• Visors will be provided for those who wish to use them in conjunction with a face 

mask.  
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• Visors are not to be used as an alternative to a face mask (as per NPHET advice 

14/10/20 & email from principal 15/10/20). 

• Visors must be labelled with the staff members name and disinfected after each 

use.  They are not to be shared amongst staff members.   

• Portable protective screens (these were offered to all staff, 9 staff members 

chose to order) 

• Disinfectant Spray 

• Paper towels 

  

A stocktake of all PPE is to be carried out twice a week by the administration staff & 

LWR to ensure there are adequate supplies of PPE available at all times.   

  

While PPE may provide additional protection from Covid-19, it is important to be aware 

that it does not remove the need to observe physical distancing (in so far as possible 

with children), regularly wash hands and refrain from touching your face and eyes, 

even when wearing gloves.   

General advice to prevent the spread of the virus   

In order to prevent the spread of COVID-19 it is important to know and 

recognise the symptoms.  

They are: 

• High temperature  

• Cough  

• Shortness of breath or breathing difficulties  

• Loss of smell, of taste or distortion of taste  

The best way to prevent the spread of COVID-19 in a school is to minimise the 

risk of introduction of the disease into the school setting in the first place.  

This can be achieved through the following measures:  

• Promote awareness of COVID-19 and its symptoms amongst staff, pupils, 

parents and visitors. 

 Advise staff and pupils to self-isolate or restrict their movements at home if 

they display any signs or symptoms of Covid- 19 and contact their family 

doctor to arrange a test 

 Advise staff and pupils not to return to or attend school in the event of the 

following 

 If they are identified by the HSE as a close contact of a confirmed case of 

Covid-19 

 If they live with someone who has symptoms of the virus 

 If they have travelled outside of Ireland; in such instances staff are advised 

to consult and follow the latest Government advice in relation to foreign 

travel 
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 Advise staff and pupils to cooperate with any public health officials and the 

school for contact tracing purposes and follow any public health advice in 

the event of a case or outbreak in the school; 

 

When Schools Re-Open  

  

The following outline the policies that are in place and procedures that must be 

followed in all schools when we re-open.    

1. Physical Distancing  

  

Physical distancing is recommended to reduce the spread of infection.  The current 

recommended distance to be maintained between people to minimise the risk of 

transmission is 2 metres.  While we understand this will be hard to maintain within the 

school settings, particularly with younger children, and those with additional needs. 

 

Classes from 3rd Class upward should achieve a 1-metre distance in the classroom and 

for Junior & Senior Infants, 1st and 2nd class, it is not a prerequisite.  There are other steps 

that will be implemented to maintain physical distancing wherever possible:  

  

 Strict avoidance of handshakes, hugs and physical contact between staff 

members must be maintained.  

 Physical distancing must be maintained during breaks and breaks will be 

organised in such a way as to facilitate maintenance of physical distancing.  

Teachers are asked not to use the staffroom for break time. SNAs will sit two per 

table with a protective screen between them.  

The tables in the library breakroom allow for a two metre distance to be 

maintained. 

 Where possible meetings and training sessions will be conducted through virtual 

conferencing.   

 Where face to face meetings are absolutely necessary, the length of the 

meeting and numbers attending will be kept to a minimum and participants 

must maintain physical distancing at all times.   

 Staff members are encouraged not to travel to and from work together – use 

your own cars, walk, cycle or use public transport.   

 Staff member are asked to minimise the amount of personal items they bring to 

work with them.  

 

 

2. Staff member Entry Procedures  

 Staff members are to enter the building one at a time.    

 Staff members to disinfect their hands before they use clock-in system and again 

after use.  

 Hands should be washed upon entry, and the handwashing procedure must be 

followed.   
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3. Parent/Child Entry Procedure  

 We ask all families to wash their hands before leaving their home and to use 

hand sanitiser before drop off.    

 Children will be invited to come directly into the school building, and with the 

support of various staff members, they will go directly to their classroom where 

their teacher will greet them. 

 Parents of children from 3rd class up are asked to leave their children at the 

school gate and allow them to make their way to the entrance by themselves. 

 Parents of younger children can drive into the school grounds.  Parking on school 

grounds is not permitted, but the set down area is available for drivers to pull in, 

take their child from the car and drive out. Staff will be present to direct children 

to the correct entrance. 

 There will be a one-way entrance and exit system in operation on the school 

grounds, with entry at the community centre side and exit by the right-hand side 

of the building at the special needs unit. 

 Drop-off times will be staggered with children in 5th & 6th class entering the 

building at 8.10am and starting school at 8.20am and finishing at 2pm. 

 Children in Senior Infants to 4th class begin school at 8.30am and can enter the 

school building from 8.20am. 

 Junior Infants children will have staggered times: 

August 31st –September 4th & September 7th-11th: 9am-11.30am 

September 14th-18th: 8.30am-12pm 

September 21st-25th :8.30am-1.10pm 

(Please note these times are different to those set out in the original school 

calendar). 

 Please see appendix 3 for an illustration of the entrance and exit points of 

classes. 

 Students attending the special needs unit will be collected from outside the 

main school entrance and taken inside. Parents are not permitted to enter the 

school. 

 2-metre line markings will be in place outside the entrance of the school, and 

physical distancing must be maintained between parents.    

 A ‘one in, one out’ policy will be in place.  Parents are requested to adhere to 

the agreed drop-off time to limit waiting times.  

 We ask that one parent per family drops off their child/ren. 

 All adults must wear face coverings while on school grounds 

 We reserve the right to implement temperature testing in line with Public 

Health Advice.  If unwell, a child’s temperature may be taken and recorded 

before they can be brought into the classroom.  Any child with a temperature 

of 37.5˚c or above will be sent home. 

 Children’s hands will be washed as per our handwashing procedures before 

sitting at their desks.   
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4. Visitors  

  

Visitors to schools should be limited as much as possible.  The following must take place 

for any visitor entering our schools. 

All visitors must make an appointment prior to arrival in school. 

 

 Visitor will enter via school reception. 

 Hands to be sanitised at Hand Sanitising Station.   

 Visitor book to be completed as normal, using their own pen.   

 Social distancing measures to be adhered to for duration of visit.   

 Visitors will wear a disposable ‘visitor’ label in the place of the lanyard and badge. 

 If a parent/guardian is bringing items forgotten by the child, they can leave the 

items, labelled with the child’s name in a box at the main door and use the 

intercom to alert administration staff. 

 

5. Deliveries  

  

Where possible delivery times are to be confirmed in advance and to happen outside 

of school hours to avoid unnecessary congregation at the school.  

  

All suppliers should be asked to provide paperless delivery dockets so that there is no 

contact needed between staff members and the delivery driver.   

  

Where bulky or heavy items are being delivered, and it is necessary for the delivery 

person to enter the building, the following steps must take place:  

  

 Delivery person will be met at the school entrance by a member of the 

administration staff.  

 Hands to be sanitised at Hand Sanitising Station.   

 Disposable gloves, apron & facemask will be provided and must be worn by 

the delivery person at all times while they are in the school.  

 Social distancing measures to be adhered to for duration of visit.    

 If requested to sign delivery dockets, ensure that your own pen is used.   

 Check items against order/delivery dockets as usual and notify the supplier of 

any errors immediately, particularly when it comes to PPE.   

  

‘Close contact’ is defined by the HSE as spending more than 15 minutes in face-to-

face contact within 2 metres of an infected person or living in the same house or shared 

accommodation as the infected person.  Therefore, the risk of allowing delivery drivers 

onto the premises to deliver large items is minimal as they will not be on the premises 

for more than a few minutes at a time.   

 

6. Maintenance/School Call Outs  

  

Maintenance visits must take place outside of normal operational hours of the school 

Managers will be notified of the time/date of the visits.  Emergency call-outs will be 
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arranged as needed and managers will be notified of the time/date of the call-outs.   

The following steps should take place for all maintenance and school personnel:  

  

 Contractor will be met at reception by the school caretaker.  

 Contractor will be given the ‘Visitors Health Questionnaire’ form to complete 

before they are allowed access to the premises.  

 Hands to be sanitised at Hand Sanitising Station.   

 Visitor book to be completed as normal, using their own pen.   

Disposable gloves, apron and facemask will be provided and must be worn by 

the visitor at all times while they are in the school.  

 Social distancing measures to be adhered to for duration of visit.  Do not bring 

visitors to the office unless the 2-metre guideline can be adhered to.  

7. Parent/Guardian Meetings  

  

Where possible parent meetings should take place via online communication tools i.e. 

via email.  To ensure GDPR compliance, school email addresses must be used when 

communicating via email to parents. 

Where absolutely necessary, parent/guardian meetings can continue to take place 

on-site.  The meeting will last no longer than 15 minutes as per Government guidelines.  

However, these must be arranged in advance, and only one parent can attend.   

The following steps should take place for parent meetings:  

  

 Parents/guardians will be met at school entrance by the particular teacher at 

the pre-arranged time.   

 Hands to be sanitised at Hand Sanitising Station.   

 Visitor book to be completed as normal, using their own pen.   

 A facemask must be worn by the visitor at all times while they are in the school.  

 Social distancing measures to be adhered to for duration of visit with the room 

fully ventilated before, during and after the meeting. 

Formal Parent/Guardian meetings which are ordinarily held in November of the school 

year, in person, will not now take place. Instead, a mid-year progress report will be 

given by telephone to parents/guardians at the end of January. 

IEP meetings will take place by telephone at the end of October, with review in Spring. 

8. Collection Procedure:  

  

To avoid people congregating at the schools, we are asking parents to collect their 

child efficiently. 

 

 Children in 5th & 6th class will finish school at 2 pm and do not need an adult to 

collect them from school grounds. 

 2-metre line markings will be in place outside the entrance doors of the school, and 

physical distancing must be maintained between parents.    

 Support teachers and SNAs will assist the class teacher in this process. 

 A ‘one in, one out’ policy will be in place.  Parents are requested to adhere to the 

agreed collection time to limit waiting times.  

 We ask that one parent per family collects their child/ren, wearing a face mask. 
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 Children will use hand sanitiser before leaving the classroom.  

 Although the passing of a child will involve close contact, we would ask that all 

families keep a good social distance once this has taken place and only talk to a 

teacher about the child’s day if absolutely necessary.  

 Please limit the time spent on the school grounds at home-time and morning time. 

 

9. Flu Vaccine   

  

Each year Holywell ETNS Childcare offer our staff members the opportunity to avail of 

the flu vaccine in the school.  This is always provided free of charge to any staff 

member who wishes to avail of the offer.  This year, we are strongly recommending 

that each staff member has the seasonal flu vaccine this winter to minimise the risks 

associated with a possible resurgence of Covid19 during the annual flu season.    

 

10. Return from Abroad 

  We will continue to follow government advice concerning travel in and out of 

Ireland.  Current guidelines are that anyone coming into Ireland must self-isolate for 

14 days unless travelling from countries on the ‘Green List’(No countries on Green 

List as per the Department of Foreign Affairs' Travel Advice 15/10/20). This also 

includes people travelling from Northern Ireland. 

 Please inform the Principal and/or Deputy Principal if you are aware of a child 

returning to Ireland from abroad. Parent/guardians must be advised of the need 

for their child to self-isolate before returning to school. 

  

11. School Trips& After-school Clubs 

  

For the duration of this pandemic, trips or outings & after-school clubs will not take 

place.  Such events expose staff and the children to further risks of transmission of 

Covid-19, which are difficult to predict or control.   
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Daily Procedures   

  

We are re-opening in very uncertain times.  We need to balance health and safety 

with the well-being and development of the children we care for.  All of our actions 

need to be age-appropriate and not cause distress to the children.   

  

Children should be supported in age and developmentally appropriate ways to 

understand the steps they can take to keep themselves safe, including regular hand 

washing and sneezing into a tissue.    

  

Children should be supported to understand the changes and challenges they may 

be encountering as a result of Covid-19 and staff need to ensure they are aware of 

children’s attachments and their need for emotional support at this time.   

 General Pupil Population:  

 Stories and exercises about face masks should take place to explain the use of 

PPE to children. 

 Children under the age of 13 do not need to wear face coverings.  

 Play should remain as normal once all safety procedures are followed.  

Following good hygiene, and handwashing procedures together with frequent 

sterilisation of toys and management of infection control will be key. 

 Handwashing for both children & staff should take place in line with our 

Handwashing Policy as follows: 

o Upon arrival  

o Before eating & drinking  

o After eating & drinking  

o After toileting  

o After using tissues    

o After wiping noses or sneezing    

o After coughing into hands   

o After playing outside  

o After playing with or handling items outside e.g. sand, toys, 

water.  

o Whenever hands are visibly dirty 

o Before they leave school  

o Handwashing will be recorded for each child  

 

 Staff must be mindful of runny noses and eyes and deal with both immediately. 

Handwashing should be followed for both child and staff member as outlined 

in our Handwashing Policy.  

 

3. Toileting   

  

In line with current guidelines on toileting, staff members who are providing personal 

care to particular children should wear PPE, i.e. disposable aprons and gloves.   

  

4. Yardtime:  

  

Outside play should be encouraged during this time.  An outside timetable will be 

available for classes and should be used, and as much as possible outside play should 

be preferable to inside play in the hall. Children are to remain in their bubbles during 

outside play.  Children in Craobh will also access their yard on a timetabled basis, but 
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integration in mainstream classes will not take place as this will lead to contact with 

other class bubbles. 

  

5. Integration 

While we recognise Section 19 of ‘Supports for the Special Education sector in the 

Reopening of Schools’, the safety and wellbeing of our staff, pupils and their families 

are of absolute importance.  We must ensure that all possible risks to our school 

community are minimised.  Owing to the number of children for whom we make 

provision in special classes, it is not reasonably practical or possible to provide safe 

opportunities for children attending special classes to interact and integrate without 

children and staff breaching multiple pods. 

The situation will be revised and updated in accordance to Public Health advice. 

 

6. Lunch 

 Children received packed lunches from home. In light of the current situation, our 

practices will have to change.   

  

 As always, staff members and children must wash their hands thoroughly before 

and after eating.   

 Food should not be shared.   

 Each child must have their own water bottle, which is brought home each day.   

 All lunchboxes and bottles must be labelled and washed at home.  

 

7. Items from Home  

  

During this time, children cannot bring toys or equipment into the school from their 

home.  We ask that parents/guardians work together with us in this regard as any item 

that a child brings into the classroom will out away until home-time, and this may cause 

distress to the child.   

8. Transition to Junior Infants  

  

For any Junior Infant who may be distressed, parent/guardians cannot be allowed 

entry to the school. Additional teachers will be on-hand to comfort and support any 

child(ren) who may be anxious or distressed.     

 

    9. Curriculum Areas 

Staff will adopt the ‘slow down to catch up approach’ in relation to teaching and 

learning. Emphasis will be placed on supporting the children’s emotional and social 

development and assist them in re-establishing friendships. Some children may have 

experienced a bereavement in a broad sense during school closure, and SPHE lessons 

will respond to children’s needs and experiences within the school setting.  

Literacy and numeracy will remain a strong focus, also as well as PE, given the 

increased time spent by many on screens during school closure and reduced physical 

activity. 

As mentioned earlier, formal homework will not be allocated for September. 
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10. Cleaning  

  

An enhanced cleaning schedule must be implemented during this time, and it is 

expected that all staff members play their part in keeping their classroom & work areas 

clean.   

  

The contract cleaning company will continue to clean class toilets and wash floors 

daily after school. (Any cleaning that is unsatisfactory needs to be reported to the 

caretaker or LWR). 

 

o Tables and contact points must be cleaned regularly throughout the day.  

Contact points include:  

o Taps/sinks  

o Door handles on classroom and toilet doors 

o Light switches  

o Presses/cupboards  

o Handrails on the stairs 

o Keyboards, photocopiers and laptops 

 The housekeepers will clean kitchens/break rooms/bannisters/ door 

handles/keypads/ Craobh yard equipment and communal areas throughout 

the day and whenever an area is visibly dirty.   

 A fogging machine has been purchased for use in isolation rooms, Craobh 

/junior equipment and where necessary daily.  

 Two bins should be in place in each classroom, one for recyclable materials 

and the other for discarded face masks, tissues, handtowels and gloves. 

(Children and staff bring home their own food waste). 

 

Cleaning during the day should take place whenever there is a break in teaching and 

when all the children have gone home.   

 

11. Ventilation 

Ventilation is one of the key ways to prevent covid19 in schools as the risk of breathing 

in Covid-19 is 20 times higher indoors.  

Windows should remain open throughout the school day. 

 

 It is suggested that they are open in the morning, break times and home time. 

 Achieving fresh air via a number of windows partially opened as required rather 

than one window fully open can help to maximise the use of window-driven 

natural ventilation distribution across the room without causing discomfort. 

 In colder weather, any local chilling effect can be offset by opening the 

windows nearest to and above the radiators. 

 Consideration should be given to local circumstances that may require 

additional windows to be opened, such as after break-time activities. 

 The objective is to ensure that there is adequate fresh air in the room i.e. that 

the air is constantly being changed through ventilation.  Fresh air can be warm, 

so keep the heating on as required to keep the temperature up to 160. 
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12. Communal Areas & Equipment   

  

As with the enhanced cleaning schedule outlined in Step 8 above, attention needs to 

be paid to cleaning of communal areas and equipment.   

  

 Shared electronics such as i-pads, laptops, keyboards and photocopiers should 

be disinfected before and after each use.   

 The ‘log-in’ station should be disinfected before and after each use.   

 Office phones to be wiped down before and after each use, including internal 

phones located in the offices.    

 Teaching staff are encouraged to eat their lunch in their own classroom at 

break time. They should access the staffroom only to heat food/use the 

refrigerator/kettle.  

 Maximum capacity has been set for each break room for SNAs to ensure a 2-

metre distance between staff. Protective screens are in place on the tables.  

o Physical distancing of 2-metres should be maintained at all times.  

o Belongings must not be left out on tables or counters.   

o Each person must stack used cutlery and crockery in the baskets for the 

dishwasher, and not leave them on the sink.  

o Unfinished food products are required to be placed in a sealed wrapper, bag 

or container if being stored in the communal fridge.   

o The microwave should be left in a clean condition and wiped out after each 

use.   

o Windows should be left open where possible to allow fresh air circulation.   

 

13. Log for Contract Tracing  

  

Per the government’s guidelines in their ‘Return to Work Safely Protocol’ document, we 

are required to keep a log of contact/group work to facilitate contact tracing.  This will 

be done in two ways;  

  

1. By using our usual sign-in procedures for all staff 

2. By calling the roll using the ‘Aladdin’ system for children daily at 9.30 am. 

3. By limiting the group sizes of children in our care and ensuring that where 

possible, all staff members should remain with the class of children, they are 

allocated to and not come into contact with other groups, e.g. ‘floating staff’ 

for break and lunch cover.   

4. Visitors will sign the visitor’s book as usual. 

  

Logs must also be kept showing which children are in which bubble and which staff 

members have been in contact with those children during the day.  Ensuring that the 

same cohort of staff members are working with the same bubble of children each day 

makes it easier to keep a log.  

 

    

Handwashing Procedure  

  

Handwashing is the single most effective way to prevent the spread of infections, 

including respiratory illnesses.   

  

Our Handwashing Policy must be strictly adhered to by all staff members at all times.   
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Staff and children should never have any contact with the following without wearing 

protective gloves: blood, nasal secretions, saliva, vomit, urine, skin sores or genital 

secretions.   

  

Staff members should sanitise their hands before;  

  

• Entry to any of the classrooms when working with the children. 

• Eating or handling food (preparing food in Craobh) or assisting/feeding a child.  

  

Staff members should wash their hands after:  

  

• Eating, smoking, handling/preparing food or assisting a child in eating their 

lunch 

• Using the toilet or helping a child to use the toilet  

• Playing with or handling items outside, e.g. sand, toys, water.  

• Removing protective gloves having handled secretions, e.g. from a child’s 

nose, mouth, from sores or cuts, vomit, urine  

• Handing or dealing with waste  

• Removing disposable aprons  

• Cleaning tasks  

• Using public transport  

• Moving from one classroom to another or from outside to inside areas  

• Having physical contact with a child from another group or ‘bubble’ other than 

their own  

• Whenever hands are visibly dirty  

• Before they leave the school 

 

Children should wash hands: 

 Upon arrival to their 

classroom 

• Before eating & drinking  

• After eating & drinking  

• After toileting  

• After using tissues  

• After wiping noses or sneezing  

• After coughing into hands  

• After playing outside  

• After playing with or handling items outside, e.g. sand, toys, water  

• Whenever hands are visibly dirty  

• Before they leave their classroom 

 

Both staff and children should wash their hands at regular intervals throughout the day.  

  

  

1. HAND WASHING PROCEDURE- HOW TO WASH HANDS  

  

Handwashing should be performed as follows and should take a minimum of 20 

seconds to complete.   

  

• Wet hands under running water to wrist level.  
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• Apply liquid soap.  Lather it evenly covering all areas of the hands for at least 

10 seconds.  Include thumbs, fingertips, palms and in between fingers, rubbing 

backwards and forwards at every stroke.   

• Rinse hands off thoroughly under warm running water.   

• Dry with paper towels using a patting motion to reduce friction, taking special 

care between the fingers.   

• Use the disposable paper towel that has been used to dry hands to turn off taps.   

• Dispose of the disposable paper towel in a waste bin to avoid contaminating 

hands that have just been washed.  NEVER PLACE USED PAPER TOWELS DOWN 

THE TOILET. 

  

  
    

Coughing Etiquette  

  

Coughing etiquette must be observed by all staff members.  Children should be 

encouraged to observe cough etiquette, and this should be incorporated into daily 

routines (age & developmentally appropriate).   

  

• Cover your mouth with a tissue when you cough or sneeze.   

• Or, Cover your mouth and nose using your upper sleeve/elbow.   

• Dispose of the used tissue in the bins provided. 

• Wash your hands following the handwashing procedure.  
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Covid-19 Suspected or Confirmed Cases  

  

Holywell ETNS is committed to ensuring the health & safety of our staff members and all 

the children in our school and adheres to GDPR regulation. 

 If you or a member of your household begin to display symptoms of the virus, you must 

follow current government guidance to self-isolate and contact your GP who will 

advise you on what steps must be followed.  You must notify the Principal at the earliest 

opportunity.  You must not attend school.   

  

Covid-19 is a ‘Notifiable Disease’ which means that you are required to notify us if you 

or a member of your household has a confirmed case of Covid-19.  

1. Suspected Case (see ‘Symptoms Response Chart’ in appendix) 

If a staff member/pupil displays symptoms of COVID-19 while at school, the following 

are the procedures to be implemented: 

 Staff member should email the CovidAlertTeam dedicated email to alert them 

about this case.  This email is sent to the school office, Maria, Cathal, Erica & 

Vincent.  
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 The first person to read this alert will action it by going to the classroom to 

assess the case. Where necessary the child will be accompanied to the 

nearest isolation room and the parents will be called.  

 The staff member will  keep at least 2 metres away from the symptomatic 

person and also make sure that others maintain a distance of at least 2 metres 

from the symptomatic person at all times 

 if it is not possible to maintain a distance of 2 metres a staff member caring for 

a pupil should wear a face covering or mask. Gloves should not be used as 

the virus does not pass through skin 

 Provide a mask for the person presenting with symptoms. He or she should 

wear the mask if in a common area with other people or while exiting the 

premises. 

 Assess whether the individual who is displaying symptoms can immediately be 

directed to go home/be brought home by parents who will call their doctor 

and continue self-isolation at home 

 Facilitate the person presenting with symptoms remaining in isolation if they 

cannot immediately go home and facilitate them calling their doctor. The 

individual should avoid touching people, surfaces and objects. Advice should 

be given to the person presenting with symptoms to cover their mouth and 

nose with the disposable tissue provided when they cough or sneeze and put 

the tissue in the waste bag provided 

 If the person is well enough to go home, arrange for them to be transported 

home by a family member, as soon as possible and advise them to inform 

their doctor by phone of their symptoms. Public transport of any kind should 

not be used 

 If they are too unwell to go home or advice is required, contact 999 or 112 

and inform them that the sick person is a COVID-19 suspect 

 carry out an assessment of the incident which will form part of determining 

follow-up actions and recovery 

 Arrange for appropriate cleaning of the isolation area and work areas 

involved. 

The HSE will inform any staff/parents who have come into close contact with a 

diagnosed case via the contact tracing process. The HSE will contact all relevant 

persons where a diagnosis of COVID-19 is made. The instructions of the HSE should be 

followed, and staff and pupil confidentiality is essential at all times. 

Confirmed Case of Covid-19  

 If a child in your class/ a colleague is diagnosed with Covid -19, the HSE contract 

tracing process will be activated. Contact tracing identifies people who were in 

close contact with someone who has coronavirus. The HSE states that “A close 

contact can mean someone who has spent more than fifteen minutes of face-to-

face contact within 2 metres of an infected person in any setting”. Schools are 

required to keep a list of visitors to schools for contact tracing. Staff should be 

encouraged to download the Covid Tracker app to assist in the identification of 

close contacts. 

 If you have had such contact with a confirmed case, the HSE contract tracing 

team will contact you through a call from a contact tracer, or an alert through 

the Covid -19 tracker App. They will arrange a test for you and advise you to 

restrict your movements for 14 days. If you are advised by the HSE that you 

should restrict your movements, you should not attend work, and will be on Covid- 

19- Restricted Movement leave, as per Circular 49/20.  

 In a letter to all schools on 10th March, the Chief Medical Officer advised school 

principals that “Public health authorities will contact schools if there is any action 

to be taken in relation to your school and students. You should not take unilateral 

https://www.gov.ie/en/publication/1de9d-hygiene-and-cleaning-in-schools/
https://www.gov.ie/en/publication/1de9d-hygiene-and-cleaning-in-schools/
https://www.gov.ie/en/service/da832-download-the-covid-tracker-app/
https://www2.hse.ie/conditions/coronavirus/testing/contact-tracing.html
https://www2.hse.ie/conditions/coronavirus/testing/contact-tracing.html
https://www2.hse.ie/conditions/coronavirus/managing-coronavirus-at-home/if-you-live-with-someone-who-has-coronavirus.html
https://www.into.ie/app/uploads/2020/08/cl0049_2020.pdf
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action.” Schools should remain open unless there is clear public health advice 

that they should close. 

 

Note: The HSE defines close contact as spending more than 15 minutes of face-to-face 

contact within 2 metres of an infected person / living in the same house or shared 

accommodation as an infected person.   

3. Cleaning Guidelines  

  

General tips for cleaning/disinfecting rooms or areas that persons with suspected or 

confirmed Covid-19 were isolated:  

  

 Keep the door to the room, closed for at least one hour before cleaning. Do 

not use the room until the room has been thoroughly cleaned and disinfected 

and all surfaces are dry.  

 The person assigned to clean the area should avoid touching their face while 

they are cleaning and should wear household or disposable single-use gloves 

and a disposable plastic apron (if one is available).  

 Open the window while you are cleaning.  

 Clean the environment and the furniture using disposable cleaning wipes, and 

a household detergent followed or combined with Chlorine-based product 

such as sodium hypochlorite (often referred to as household bleach). 

Chlorine-based products are available in different formats, including wipes.  

 If you are not familiar with chlorine-based disinfectants, then please refer to 

the HPSC Management of Infectious Diseases in Schools available at 

https://www.hpsc.ie/az/lifestages/schoolhealth/  

 Pay special attention to frequently touched flat surfaces, the backs of chairs, 

couches, door handles and any surfaces or items that are visibly soiled with 

body fluids.  

 Place all waste that has been in contact with the suspected case, including 

used tissues, and masks if used, in a plastic rubbish bag and tie when full.  

Remove your apron and gloves and discard into the waste bag and clean your 

hands  

 Place the plastic bag into a second bin bag and tie it, then clean your hands.  

 Store the bag in a safe place until the result of the test is available. If the 

suspected case tests negative, place the waste in the normal domestic waste 

bin. In the event the pupil tests positive, Public Health will advise what to do 

next.  

 Once the room has been cleaned and disinfected, and all surfaces are dry, 

the room can be put back into use.  

 

Confirmed Case of Covid19- Expectations for Staff 

It is critical that the identity of any child, staff member or member of the school 

community who tests positive is kept private and confidential. Details are not to be 

shared with third parties. 

 

Confirmed Case of Covid19- Expectations for Parents/Guardians 

In the event of receiving a school notification concerning a positive case in the school 

community, we ask that people’s privacy is respected and protected.  We ask that 

details of school notifications (emails, texts etc.) are not shared with third parties or 

posted to social media platforms. 

https://www.hpsc.ie/az/lifestages/schoolhealth/
https://www.hpsc.ie/az/lifestages/schoolhealth/
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General Expectations for Staff 

 Staff have a statutory obligation to take reasonable care for their own health and safety and 

that of their colleagues and other parties. In order to facilitate a safe return to work, these 

duties include, but are not limited to, the following:   

 Adhere to the School Covid-19 Response Plan and the control measures outlined. The 

cooperation and assistance of all staff is essential to reduce the risk of spread of Covid-19 and 

to protect health and safety as far as possible within the school. All staff have a key role to 

play.   

 Coordinate and work with their colleagues to ensure that physical distancing is maintained. 

 Ensure the work area and environment is clean and sanitised throughout the school day. 

 Make themselves aware of the symptoms of Covid-19 and monitor their own wellbeing.  

 Self-isolate and contact their GP promptly for further advice if they display any symptoms of 

Covid-19.   

 Not return or attend school if they have symptoms of Covid-19 under any circumstances.   

 If they develop any symptoms of Covid-19 whilst within the school facility, they should adhere 

to the procedure outlined above.  

 Complete the RTW form before they return to work.  

 Must inform the Principal if there are any other circumstances relating to Covid-19, not 

included in the form, which may need to be disclosed to facilitate their safe return to the 

workplace.  

 Must complete Covid-19 Induction Training and any other training required prior to their 

return to school. 

 Must be aware of, and adhere to, good hygiene and respiratory etiquette practices   

 Keep informed of the updated advice of the public health authorities and comply with same 

 Not to return to or attend school in the event of the following:  

 If they live with someone who has symptoms of the virus 

 If they have travelled outside Ireland; in such instances staff are advised to consult and follow 

latest government advice in relation to foreign travel 

 Cooperate with any public health personnel and their school for contact tracing purposes 

and follow any public health advice given in the event of a case or outbreak in their school 

 Undergo any Covid-19 testing that may be required as part of mass or serial testing as 

advised by Public Health.  

 

Communication Plan   

  

A copy of all policies area available to staff on the ‘shared drive’ and to 

parents/guardians upon request. 

  

Related/Supporting Documents/Related Legislation  

  

• Return to work safely protocol (Covid-19 Specific National Protocol for 

Employers & Workers)  

• Management of Infection Diseases in Schools October 2014, HSE Public Health 

Medicine Communicable Disease Group: https://www.hpsc.ie/a-

z/lifestages/schoolhealth/File,14304,en.pdf 

Policy Review  

  

Policy Created:    May – August 2020   

  

Policy Reviewed:  September 2020, November 2020, February 2021 

https://www.gov.ie/en/publication/22829a-return-to-work-safely-protocol/
https://www.gov.ie/en/publication/22829a-return-to-work-safely-protocol/
https://www.gov.ie/en/publication/22829a-return-to-work-safely-protocol/
https://www.gov.ie/en/publication/22829a-return-to-work-safely-protocol/
https://www.gov.ie/en/publication/22829a-return-to-work-safely-protocol/
https://www.gov.ie/en/publication/22829a-return-to-work-safely-protocol/
https://www.gov.ie/en/publication/22829a-return-to-work-safely-protocol/
https://www.hpsc.ie/a-z/lifestages/schoolhealth/File,14304,en.pdf
https://www.hpsc.ie/a-z/lifestages/schoolhealth/File,14304,en.pdf
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Appendix 1 Pre-Return to Work Questionnaire COVID-19 
This questionnaire must be completed by staff at least 3 days in advance of 

returning to work. If the answer is Yes to any of the below questions, you are 

advised to seek medical advice before returning to work. 

Name:   ________________________ 

Name of School:  ________________________ 

Name of Principal:  ________________________ Date: ________________ 

  

 Questions YES NO 

 

1. 

 

 

Do you have symptoms of cough, fever, high 

temperature, sore throat, runny nose, breathlessness or 

flu like symptoms now or in the past 14 days? 

  

 

2. 

 

 

Have you been diagnosed with confirmed or suspected 

COVID-19 infection in the last 14 days? 

  

 

3. 

 

Have you been advised by the HSE that you are you a 

close contact of a person who is a confirmed or 

suspected case of COVID-19 in the past 14 days? 

  

 

4. 

 

Have you been advised by a doctor to self-isolate at 

this time? 
  

 

5. 

 

Have you been advised by a doctor to cocoon at this 

time? 
  

6. 

 

Have you been advised by your doctor that you are in 

the very high risk group? 

If yes, please liaise with your doctor and Principal re 

return to work. 

 

  

7 Are you awaiting the results of a Covid- 19 test?   

8 

In the past 14 days, have you been in contact with a 

person who is a confirmed or suspected case of Covid-

19? 

  

 
I confirm, to the best of my knowledge that I have no symptoms of COVID-19, am not self-isolating,  awaiting 

results of a COVID-19 test or been advised to restrict my movements. Please note:  The school is collecting 

this sensitive personal data for the purposes of maintaining safety within the workplace in light of the COVID-

19 pandemic.  The legal basis for collecting this data is based on vital public health interests and maintaining 

occupational health and will be held securely in line with our retention policy. 
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Signed: ______________________________________ 

 
 
Appendix 2: COVID-19 Response Plan – Children’s Pre-return to School Form 

 

To be completed at least three days before returning to the school 

 

Return to Educational Facility Parental Declaration 

Form  

 

Child ’s Name:  Manager’s Name:  

Parents/Guardian ’s Name:  

Name of Setting:    

  
This form is to be used when children are returning to the setting after any absence.  

  
Declaration:  

I have no reason to believe that my child has infectious disease and I have followed all medical and 
public health guidance with respect to exclusion of my child from educational facilities.   
  
  
  
Signed ______________________________________  
  
Date:_____________________  
  
  
  
  

 I confirm, to the best of my knowledge that my child has no symptoms of COVID-19, is not self-

isolating or awaiting results of a COVID-19 test and has not been advised to restrict my 

movements. Please note:  The school is collecting this sensitive personal data for the purposes of 

maintaining safety within the workplace in light of the COVID-19 pandemic.  The legal basis for 

collecting this data is based on vital public health interests and maintaining occupational health 

and this data will be held securely in line with our retention policy. 

 

Signed:_______________________________________ 



  
 

Holywell ETNS 27  
Covid-19 Response Plan   

 

 

Appendix 3-Doors for entering in the morning 

Class        Door 

Junior Infants (room 1,2,3) Astro Yard 

Senior Infants (room 4,5,6) Infants Door (beside room 6) 

1st Class (room11,12,13) Garden Door 

2nd Class (room 8,9,10) Basketball Courts Door 

3rd Class (room 14,15,17) New pre-school door (to right of special needs unit) 

4th Class (room 7,24) Infants Door (beside room 6) 

4th Class (room 16) New pre-school door (to right of special needs unit) 

5th Class (room 21) Basketball Courts Door 

5th Class (room 22,23) Infants Door (beside room 6) 

6th Class (room 18,19) Astro Yard 

6th Class (room 20) Basketball Courts Door 

Special Needs Unit Outside Main Entrance 

 

            

Infants Door (Beside room 6)        Main Entrance                           Astro Yard 

 

       

 

Garden Door                            New pre-school door             Door at Basketball Courts 

                                                 (to right of special needs unit) 
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Map of Entrance & Exit routes to school 
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Symptoms 

Action to be taken by 

school 

Action to be taken by parents 

 -Fever or 

chills 

 

-Cough 

 

-Shortness of    

 Breath 

 

-Loss or 

changed  

 sense of  

 smell/taste 

 

-Aches and 

Pains 

 

-Temperature 

over  38 C 

If a child has any of 

these symptoms: 

-Email Covid Alert 

Team who will action 

the following steps 

 Escort child to the 

isolation room, use 

disposable mask   

and issue one to 

the child. Take 

temp. 

 Phone Home  

 Supervise child and 

escort to the office 

upon parents  

arrival 

-Consult GP 

 

- if no test is recommended remain home 

for 48 hours  

unless symptoms worsen in which case 

contact your GP. 

 

-If a test is administered and  

 results in a negative test, allow  

 48 hours after negative result  

 before returning to school. 

 

-Forward negative test results to the school.  

 

  

 

-Runny/Stuffy  

 Nose 

 

-Sore Throat 

 

-Headaches 

 

If a child has one or 

more of these 

symptoms: 

-Email Covid Alert 

Team who will action 

the following steps 

 Take temperature. 

 Escort child to the 

isolation room, use 

disposable mask   

and issue one to 

the child. 

 Phone Home  

 Supervise child and 

escort to the office 

upon parents’ 

arrival. 

-Consult GP 

- if no test is recommended remain home 

for 48 hours 

  unless symptoms worsen in which case 

contact your GP. 

 

-If a test is administered and  

 results in a negative test allow  

 48 hours after negative result  

 before returning to school. 

-Forward negative test results to the school. 

 

 -Sick 

Vomiting 

 

-Diarrhoea 

 

 

Office will phone 

home. Child will stay in 

the class near the 

toilet or back of the 

classroom.  

 

The child should remain home for 48 hours 

after symptoms pass. 
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