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1.

Introduction

1.1 Context
The World Health Organisation (WHO) declared the COVID-19 virus a global pandemic on 12th
March 2020. The first case in Ireland was confirmed on 29th Feb 2020, with the first death from
the virus occurring in Ireland on 11th March. The government introduced restrictions on the
movement of people on 24th March which were introduced to reduce the spread of the disease.
These restrictions remained in place throughout April and early May, with the government
introducing a five-phase (reduced to 4 phases on 5th Jun) easing of restrictions commencing on 18th
May, with three weeks between escalations through the phases. The gradual reopening of society
and the economy requires all businesses and organisations to have in place a COVID-19 Response
Plan, to ensure all reasonable steps to prevent the spread of the virus continue to be observed and
to allow a safe return to work.
Following the second enforced closures of schools, the Minister for Education has published the
Framework Plan for the Phased Reopening of Schools, February 2021. It sets out how schools
should reopen and the range of supports which will be available in a COVID-19 context.
It has been developed in line with public health advice issued by the Health Protection Surveillance
Centre (HPSC) and in compliance with the “Return to Work Safely Protocols” developed by the
Department of Business, Enterprise and Innovation and the Department of Health with guidance
documents provided by the Health and Safety Authority (HSA). Each workplace is required to have
a COVID-19 Response Plan. In addition to being places of learning, schools are also places of work.
This document sets out the information St. Sylvester’s Infant School needs to implement a School
COVID-19 Response Plan, including a COVID-19 Policy, lead worker representative and process to
deal with a suspected case of COVID-19.
The purpose of this document is to provide clear and helpful guidance for the safe operation through
the prevention, early detection and control of COVID-19 at St. Sylvester’s. It provides key messages
to minimise the risk of COVID-19 for staff, pupils, families and the wider community while
recognising the importance of education for the health and wellbeing of pupils and society as a
whole.
This document focuses on the practical steps which can be taken to minimise the risk of the
introduction of infection into St. Sylvester’s Infant School while recognising that no interpersonal
activity is without risk of transmission of infection at any time. The structure of this Plan is
supported by the public health advice provided by the Health Protection Surveillance Centre (HPSC)
for the safe second reopening of schools and educational facilities and the Department of Education
& Skills ‘COVID-19 Response Plan for the safe and sustainable operation of Primary and Special

Schools , Version 3, February 2021.’
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1.2 Education setting and COVID-19
Notably, the HPSC document (above) states:
● It is important for parents, pupils, school staff and teachers to accept that no interpersonal activity

is without risk of transmission of infection at any time. Generally speaking the closer the physical
contact, the more likely infection is to spread from one person to another.
●
There are particular issues with small children because they tend to put things in their mouths
and naturally seek very close contact with caregivers and other children
●
The risk of spread of infection in education or other settings is related to the size of the groups
of people that interact with each other. Generally speaking the larger the number of people in a
group, the more people are placed at risk if infection is accidentally introduced.
●
These issues are brought into sharper focus during a pandemic, but the principles are not
different from those that apply to education at any time. Most parents and children understand
that some level of risk of infection is unavoidable as a part of a normal childhood. However, parents
and children are very different with respect to their tolerance of infection risk and ability to accept
infection and the harm it causes. Therefore, it is important that parents and pupils (as age
appropriate) have a clear understanding of the benefits and risks of education and social interaction
and that it is not possible to guarantee that infection can be prevented in any setting either in an
education centre, at home or in any other setting where they interact with other people.
●
Standard infection prevention and control procedures in education settings are always
important but even more so in a pandemic situation. A heightened awareness by staff, parents and
children (where age appropriate) is required so that they know how to protect themselves and each
other and how to recognise and report symptoms of COVID-19 infection.
●
One of the key challenges during this pandemic is to balance the need for a practical and
sensible level of caution with the need to provide a supportive environment for pupils and where
teachers feel able to engage with pupils in a way that supports their learning. The evidence now
available indicates that the risk for otherwise healthy children of serious illness associated with
COVID-19 is very low, although occasionally severe illness occurs. The risk of serious illness
associated with COVID-19 for adults is higher and is related to older age and underlying health
status. As in healthcare and other sectors, acknowledging, accepting and managing this in the
context of other occupational health risks is essential to provide an environment where learning
can succeed. An atmosphere of fear and an overwhelming preoccupation with infection and hygiene
can be harmful to teachers and pupils and to the quality of the educational experience without
materially reducing the risk of infection beyond what can be achieved with a common-sense
approach.
●
The most critical part of managing the risks of COVID-19 in relation to St. Sylvester’s I.S. is
doing everything practical to avoid the introduction of COVID-19 into the school. If the infection
is not introduced it cannot spread. The risk of introduction is related to how common the infection
is in the community served by the school at a given time. If the infection is uncommon in the
community then the likelihood of introduction is much lower.
●
The other measures outlined are directed towards reducing the likelihood of spread within the
school in the event that the COVID-19 is introduced to the school. It is important to emphasize
that the risk of spread of infection in both directions exists in all interpersonal interaction’s pupilpupil, teacher-teacher and teacher- pupil therefore the risk is not limited to the classroom and must
be managed in all settings.
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One of the key challenges is to balance the need for a practical and sensible level of caution with
the need to provide a supportive environment for teaching and learning. This document identifies
the steps we can take to do everything practical to avoid the introduction of COVID-19 into the
school and the steps that can be taken to reduce the likelihood of the spread within the school
itself.

1.3 About COVID-19.
COVID-19 is the everyday designation given to ‘Severe Acute Respiratory Syndrome Coronavirus 2’,
which is a new disease that originated in Asia in late 2019. As a new disease, the medical profession
is in a position where they are learning about the behaviour of this new virus on an ongoing basis.
This means that the public health advice is subject to change as new impacts of the virus are
identified.

1.4 Symptoms.
As of the 6th August 2020 the HSE define the symptoms of COVID-19 as follows:
●
a fever (high temperature - 38 degrees Celsius or above)
●
a cough - this can be any kind of cough, not just dry
●
shortness of breath or breathing difficulties
●
loss or change to your sense of smell or taste – this means you've noticed you cannot smell or
taste anything, or things smell or taste different to normal

1.5 How the Virus Spreads.
The virus that causes COVID-19 disease is spread from people in fluid and in droplets scattered from
the nose or mouth of an infected person when the person with COVID-19 coughs, sneezes or speaks.
The fluid or droplets land on objects and surfaces around the infected person. Other people
contaminate their hands by touching these objects or surfaces and then bring the virus into contact
with their eyes, nose or mouth by touching them with their contaminated hands. COVID-19 can
also spread if droplets from an infected person land directly on the mucous membranes of the eye,
nose or mouth of a person standing close to them.
It is still not known how long the virus survives on surfaces in different conditions. The period of
survival may vary under different conditions (e.g. type of surface, temperature or humidity of the
environment). Studies indicate that it can persist on surfaces for hours and up to several days in
the absence of effective cleaning. Thorough and regular cleaning of frequently touched surfaces is
essential. If disinfection is required it must be performed in addition to cleaning, never as a
substitute for cleaning.
St Sylvester’s I.S. has significantly increased its cleaning regime to include daily washing of floors,
table tops, all touch surface areas and chairs. See Section 7 and Appendix 5 cleaning details.
Oversight of the cleaning regime is the responsibility of the BOM and is in keeping with the public
health advice and checklists.
While people are most likely to pass on the infection when they have symptoms, current information
suggests that some infected people spread the virus to others prior to developing or displaying
symptoms themselves.
Further information on how the virus is spread is available at the following link
https://www2.hse.ie/conditions/coronavirus/how-coronavirus-is-spread.html
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What is a COVID-19 Response Plan

A COVID-19 Response Plan is designed to support the staff and Board of Management (BOM) in
putting measures in place that aim to prevent the spread of COVID-19 in the school environment.
The COVID-19 Response Plan details the policies and practices necessary for the school to meet the
Government’s ‘Return to Work Safely Protocol’, the Department of Education plan for school
reopening and to prevent the introduction and spread of COVID-19 in the school environment.
It is important that the resumption of school-based teaching and learning and the reopening of school
facilities complies with the public health advice and guidance documents prepared by the
Department. Doing so minimises the risk to pupils, staff and others. The response plan supports the
sustainable reopening of school where the overriding objective is to protect the health of staff and
pupils while promoting the educational and development needs of the pupils in the school. The
COVID-19 response plan is a living document and will be updated in line with the public health
advice as appropriate for primary and special schools.
In line with the Return to Work Safely Protocol, the key to a safe and sustainable return to work
and reopening of schools requires strong communication and a shared collaborative approach
between the BOM, staff, pupils and parents.
The assistance and cooperation of all staff, pupils, parents, contractors and visitors is critical to the
success of the plan.

2.1 St. Sylvester’s Infant School (I.S.) COVID-19 Response Plan
This document - St. Sylvester’s I.S.’s COVID-19 Response Plan - details the policies and practices
necessary for St. Sylvester’s I.S. to meet the Government’s ‘Return to Work Safely Protocol’ and
COVID-19 Response Plan for the Safe and Sustainable Re-opening of Primary and Special Schools
and to prevent the spread of COVID-19 in the workplace. The plan outlines additional practices,
policies and procedures adopted within St. Sylvester’s I.S. to protect staff, pupils, contractors and
visitors. Adherence to the practices outlined in this document is required by all parties operating in
and with St. Sylvester’s I.S..
This plan is aligned with the official public health advice issued by the government, and as such is
a living document which is subject to change. The document will be updated at least monthly,
and whenever necessary during the month in order maintain alignment with the official public
health, and other advice issued by government and available at the following:
https://www.gov.ie/en/publication/472f64-Covid-19-coronavirus-guidance-and-advice/,
www.Gov.ie, www.dbei.ie www.hse.ie www.hpsc.ie www.hsa.ie ,
https://www.education.ie/en/covid-19/
The updated document will be available to staff via the Shared Policies Drive and to
Parents/Guardians via the school website.
This document does not replace existing health and safety regulations or other legal obligations for
education providers. It is intended to supplement existing infection prevention and control guidance
by providing information around specific concerns relating to COVID-19
8

3

St. Sylvester’s I.S. COVID-19 Policy

St. Sylvester's I.S. COVID-19 Policy outlines the commitment of the school to implement the plan
and help prevent the spread of the virus. The policy will be signed and dated by the Principal and
Chairperson of the BOM and brought to the attention of the staff, pupils, parents and others.
St. Sylvester’s I.S. COVID-19 policy statement is attached at Appendix 1.

3.1 Governance.
This plan was produced by the Covid-19 Response Management Team (CRMT). It is the collective
responsibility of the CRMT to update the plan monthly, and this will be overseen by the Principal.
St. Sylvester’s I.S. has appointed a COVID-19 Lead Worker Representative (LWR), Mrs Kirby, who
is also the Deputy Principal on the Senior Management Team.
The LWR is responsible for ensuring that COVID-19 measures are strictly adhered to in the workplace
and works collaboratively with the other Worker Representatives (WR’s) and the Senior
Management Team to assist in the implementation of measures and monitor adherence to the
measures to prevent the spread of COVID -19. The LWR and WR’s received training in the role in
addition to the general COVID-19 return to work induction training.
The WR’s report to the LWR, who in addition to being on the teams mentioned above, reports to
the Principal.
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4. Planning and Preparing to Reopen the School 1st March 2021
The Principal met with the Covid-19 Response Management Team (CRMT) in February 2021. The
CRMT were guided by the CPSMA ‘Checklist for the Phased Return to Education’ to ensure the
school was prepared to reopen on March 1st 2021
Induction Training
In accordance with the ‘COVID-19 Response Plan for the Safe & Sustainable Operation of Primary &
Special Schools’ February 2021 edition, all staff undertook a HSA Return to Work Safely Course
prior to returning to work. All certificates of completion are stored in the Principal’s office. The aim
of such training is to ensure that staff have full knowledge and understanding of the following:
●
Latest up to-date advice and guidance on public health
●
COVID-19 symptoms
●
What to do if a staff member or pupil develops symptoms of COVID-19 while at school
●
Outline of the COVID-19 response plan.
Staff will be kept fully informed of the control measures in place in the school and their duties and
responsibilities in preventing the spread of COVID-19 and will be updated with any changes to the
control measures or guidance available from the public health authorities.
If a staff member is unsure about any aspect of the COVID-19 Response Plan, the associated control
measures, or his/her duties, he/she should immediately seek guidance from the Principal, who is
supported in this role by the BOM.

4.1 Procedure for Returning to Work (RTW)
In order to return to the workplace, staff had to complete a Return to Work (RTW) form 3 days in
advance of the school reopening on March 1st 2021. This form was emailed to all staff prior to
returning to work.. A copy is attached at Appendix 2
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4.2 Lead Worker Representative
One of the most significant steps taken by Government and Organisations is to implement a new role
of Lead Worker Representative (LWR). Each school must appoint an LWR and Deputy LWRs
dependent on the numbers of employees in the organisation. In schools with more than 30 staff a
Deputy Lead Worker Representative (DLWR) will be appointed in addition to the LWR. The Deputy
LWR will deputise as LWR where the LWR is absent. A number of other staff members have also
volunteered to be Assistant Worker Representatives, (Assistant WRs).
The contact details of the LWR and DLWR are as follows:
Role

Names

Contact Details

Lead Worker
Representative
(LWR)

Mrs Fiona Kirby

mrskirby@stsylvestersinfantschool.com

Deputy Lead
Worker
Representative

Mrs Paula Smith

paula@stsylvestersinfantschool.com

In summary, the role of the LWR is to:
●
Represent all staff in the workplace regardless of role, and be aware of specific issues that may
arise in respect of different staff cohorts;
●
Work collaboratively with school management to ensure, so far as is reasonably practicable, the
safety, health and welfare of employees in relation to COVID-19;
●
Keep up to date with the latest COVID-19 public health advice;
●
In conjunction with school management, promote good hygiene practices such as washing hands
regularly and maintaining good respiratory etiquette along with maintaining social distancing in
accordance with public health advice;
●
Assist school management with implementing infection prevention control measures to suppress
COVID-19 in the workplace in line with the Work Safely Protocol and current public health advice;
●
In conjunction with school management, monitor adherence to measures put in place to prevent
the spread of COVID-19;
●
Conduct regular reviews of safety measures;
●
Report any issues of concern immediately to the Principal and keep records of such issues and
actions taken to rectify them;
●
Action points for addressing the issue should where possible be agreed between the LWR and
the Principal. Staff should be informed of the outcome.
●
If agreement cannot be reached, the LWR may notify the Board of Management (Chairperson
of the BOM in the first instance) of the issue. Action points for addressing the issue should where
possible be agreed between the LWR and the BoM. Staff should be informed of the outcome.
11

●
Consult with the school management on the school’s COVID-19 Response Plan in the event of
someone developing COVID-19 while in school including the location of an isolation area and a safe
route to that area;
●
Following any incident, assess with the school management any follow up action that is required;
●
Consult with colleagues on matters relating to COVID-19 in the workplace;
● Make representations to school management on behalf of their colleagues on matters relating to
COVID-19 in the workplace.

Full details of the arrangements which are to apply for the LWR in St. Sylvester’s I.S. are set out at
Appendix 3.
Responsibility for the development and implementation of the COVID-19 Response Plan and the
associated control measures lies primarily with the Board of Management. Strong communication
and a shared collaborative approach are keys to protecting against the spread of COVID-19 and
looking after the health, safety and wellbeing of staff and students at St. Sylvester’s I.S. Adherence
to the Return to Work Protocol will only be achieved if everyone has a shared responsibility in
implementing the measures contained within the Protocol in their place of work.
All staff, pupils, parents, contractors and visitors have a responsibility both as individuals and
collectively to have due regard for their own health and safety and that of others and to assist with
the implementation of the COVID-19 Response Plan and associated control measures.

4.3 Signage
The Department has provided printed posters to schools, with age appropriate key health messages –
hand washing, sneeze and cough etiquette etc.
St. Sylvester’s I.S. has displayed signage outlining the signs and symptoms of COVID- 19 and
supporting good hand and respiratory hygiene.
Signage for the purpose of bringing messages to the attention of pupils, was created by the signage
committee in an age-appropriate, child-accessible manner. Signage for the purpose of bringing
messages to the attention of adults in the school was sourced and printing organised by the signage
committee.
Signage indicates:
●
●
●
●
●
●

The amount of persons permitted in a room at a time
Hand sanitising stations
The need to wash hands
The need to bin wipes
The need to bin tissues
The need to wear a mask
12

●
●
●

The need to social distance
The appropriate wearing of face coverings
The signs of COVID-19

Signage is displayed in corridors, classrooms, and high-traffic zones (staffroom, offices, photocopier,
PE Hall, Comms Room). Signage is also displayed on the external entrances used by pupils and
gates to the school premises.
Hazard tape has been used to demarcate high-traffic areas and the need for social distance.
Child-friendly social distancing floor decals have been laid throughout the school to promote social
distancing, promote staying within “Pods”, and to follow the one-way system through the corridors,
keeping left.
The Department has provided printed posters to schools, with age appropriate key health messages –
hand washing, sneeze and cough etiquette etc. These were issued to the class teacher, and
additional copies downloaded and printed where required. The school also made copies of these
posters available to staff on the “School Shared Resources Drive” for use in whole-class SPHE lessons
at the start of September, and when revision is required.
In advance of the planned second reopening of the school, March 1st, extra signage was procured for
the three entrances to the school. These signs show the correct way to wear a mask, and state
emphatically that no one is to enter onto the school site without a mask.

4.4 Making Changes to School Layout
Maintaining physical distancing in the school environment is recommended as one of the key control
measures to minimize the risk of the introduction and spread of COVID- 19. At St. Sylvester’s I.S.
modifications have been made to the Junior Infant yard area by way of extended tarmacadam
surfacing to facilitate the arrival of pupils in the morning and to make best use of space for yardtime.
Classrooms have been emptied of unnecessary furniture and desks are arranged in accordance with a
Class Pod-System striving to attain 1m distancing between Pods. While the Pod-System should be
maintained; achievement of this can only be expected as best as is practical, considering the age of
our pupils, their needs and welfare.
All Lining-up external Lines have been marked with 1m white painted dashes to attain physical
distancing between children. Parents should drop their child to a painted dash as close as possible
to the bell-time.

4.5 Health and Safety Risk Assessment
COVID-19 represents a hazard in the context of health and safety in the school environment. St.
Sylvester’s risk assessment has been reviewed by Mrs Averill, the Assistant Principal I, who is also
the school's Health & Safety Officer, in order to identify the control measures required to mitigate
the risk of COVID-19 in school settings and is attached at Appendix 4.
St. Sylvester’s has reviewed the emergency procedures involving fire safety, first aid, accidents and
dangerous occurrences to consider any new risks that arise due to the school’s COVID-19 Response
Plan. Changes to the school's existing emergency procedures have been documented and
13

incorporated into the school’s Safety Statement. Evacuation should never be delayed under any
circumstances. First Aid treatment or other medical treatment should never be withheld.
4.7 Personal Risk Assessment for Staff
Template?
First Aid/Emergency Procedure
The standard First Aid/emergency procedure shall continue to apply in schools. In order to adopt a
sensible approach and lessen any anxiety/upset our young pupils may experience following a fall,
staff will continue to administer First Aid to pupils in a sensitive and caring manner as per usual
practice e.g. put on plaster etc. All staff should then sanitise their hands.
In an emergency or in case of a serious incident, call for an ambulance or the fire brigade on 112/999
giving details of location and type of medical incident.

4.8 Access to School and Contact Log.
Strictly no unnecessary personnel are allowed into building. Access to the school building will be in
line with agreed school procedures.
Arrangements for necessary visitors such as Contractors/NEPS/HSE personnel will be restricted to
essential purposes and limited to those who have obtained prior approval from the Principal. All nonstaff members must complete a ‘Contact Tracing Log’. See Appendix 5. The Department of Education
Inspectorate may also need to visit schools and centres for education to support them as appropriate
in the implementation of public health advice relating to creating a safe learning and working
environment for all. Department inspectors will be required to complete a ‘Contact Tracing Form’
before being allowed permission to enter the school building.
The prompt identification and isolation of potentially infectious individuals is a crucial step in
restricting the spread of the virus and protecting the health and safety of the individuals themselves
and other staff, contractors and visitors at the workplace. To maintain the new one-way entry/exit
system in the school, a detailed ‘Sign-in/Sign-out Log’, see Appendix 5(a) will be maintained at
Reception where ALL staff members must complete. A sign-out log must be completed at the ‘Original
Staff Entrance’ (with the grid gates), before exiting the building. The school will maintain a log of
staff and pupil contacts.
The contract cleaners should complete a separate sign-in/out Log . See Appendix 5(c )
The Data Protection Commission has provided guidance on the data protection implications of the
return to work protocols. This advice can be found here:
https://www.dataprotection.ie/en/news-media/data-protection-implications-return-worksafelyprotocol
Schools records and data must be maintained and processed in compliance with the GDPR and the
Data Protection Acts. The responsibility for compliance with the legislation rests with each school in
their role as data controller.
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5

Control Measures - To prevent Introduction and Spread of COVID-19 in Schools

5.1 General
One of the key messages to manage the risks of COVID-19 is to do everything practical to avoid the
introduction of COVID-19 into the school. If infection is not introduced it cannot be spread. The
risk of spreading the infection once introduced exists in all interpersonal interactions; studentstudent, teacher-teacher and teacher-student and must be managed in all settings.
A range of essential control measures have been implemented by St. Sylvester’s I.S. to reduce the
risk of the spread of COVID-19 virus and to protect the safety, health and welfare of staff, pupils,
parents and visitors as far as possible within the school. The control measures shall continue to be
reviewed and updated as required on an ongoing basis.
It is critical that staff, pupils, parents and visitors are aware of, and adhere to, the control measures
outlined and that they fully cooperate with all health and safety requirements.
Staff should note that they have a legal obligation under Section 13 of the Safety, Health and
Welfare at Work Act 2005 to comply with health and safety requirements and to take reasonable
care for the health and safety of themselves, their colleagues and other parties within the workplace.

5.2 How to Minimise the Risk of Introduction of COVID-19 into Schools:
Promote awareness of COVID-19 symptoms (details at Section 5.4)
●
Advise staff and pupils that have any symptoms not to attend school, to phone their doctor
and to follow HSE guidance on self-isolation
●
Advise staff and pupils not to attend school if they have been identified by the HSE as a
contact for person with COVID-19 and to follow the HSE advice on restriction of movement
●
Advise staff and pupils that develop symptoms at school to bring this to the attention of the
Principal promptly
●
Ensure that staff and pupils know the protocol for managing a suspected case of COVID-19
in school (details at Section 8)
●
Everyone entering the school building needs to perform hand hygiene with a hand sanitiser
●
Visitors to the school during the day should be by prior arrangement and should be received
at a specific contact point
● Physical distancing (of 2m) should be maintained between staff and visitors where possible. Where
physical distancing cannot be maintained, staff should wear face coverings.

5.3 Visitors
Only necessary personnel should enter the building.
Visits to the school during the school day should be by prior arrangement and visitors should be
received at the school office and should be subject to the same controls that apply to staff entering
the school.
A pro-forma laminated poster with COVID-19 declaration questions will be displayed in the school
reception area. The Office Manager will ask the visitors to read the poster and if answering “yes’
to any question, the visit will not be facilitated. The pro-forma COVID-19 questionnaire can be
found at Appendix 5(b).
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Visitors must use face coverings when entering the school and can communicate to the Office
Manager via a glass hatch. Visitors must perform hand hygiene in the presence of the Office
Manager. Visitors must complete a Contact Tracing Sheet located in the Green Folder on the desk
in Reception. Physical distancing of 2 metres should be maintained with visitors where possible.
The school office will use a physical Perspex screen but where the 2m distance cannot be reliably
maintained. The Office Manager will wear a face covering as per NPHET guidance. In relation to
drop off of forgotten items (books, lunch boxes), parents/guardians should leave said items on the
table in reception where they will be sanitised by the Office Manager before being brought to the
child’s classroom. Children arriving late to school will be brought to their classroom by a member
of the SNA Team.
The Office door will be locked at all times, any correspondence with the Office Manager can be
made via the hatch in Reception. Cleaning of the Office will take place weekly on a Friday evening.
Bins will be left in the corridor daily.
Parent-teacher meetings were held remotely in January.
(Zoom/phone call) for the foreseeable future.

This will continue to be the case

Visitors must:
● Wear face masks on arrival and while on school premises
● Use designated wash rooms as directed by the school staff should the need arise
● Declare that they have read our Visitor Protocols and will adhere to them
● Declare personal data for contact tracing
● Declare that they have had return to work training (Contractors)
● Complete the visitor forms to that effect

5.4 Know the Symptoms of COVID-19
In order to prevent the spread of COVID-19 staff have been made aware how to recognise the
symptoms:
●
High temperature (37.7 degrees or higher)
●
Cough
●
Shortness of breath or breathing difficulties
●
Loss of smell, of taste or distortion of taste

5.5 Respiratory Hygiene
The staff of St. Sylvester’s I.S. have all been made aware of the importance of following good
respiratory hygiene, i.e. covering their mouth and nose with a tissue or using a bent elbow when
they cough or sneeze. Tissue will always be immediately and safely binned in small closed foot
operated pedal bins. Each day the bins will be emptied and the bins washed.
By following good respiratory hygiene, staff are aware that they are protecting the people around
them from viruses such as cold, flu and COVID-19.
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5.6 Ventilation of Classrooms
The DES issued guidance to schools in November 2020 regarding how best to ventilate classrooms.

Practical Steps for the Deployment of Good Ventilation Practices in Schools recommends:
●
Overall approach to have windows open as fully as possible when classrooms are not in use
(e.g. during break-times or lunch-times assuming they are not in use and end of school day) and
partially open when classrooms are in use.
●
Windows do not have to be completely open to achieve airflow - a number of windows partially
reopened is more effective than one completely open.
o
Window restrictors were purchased and fitted to all windows to allow for partial airflow and
o
To act as a safety measure to prevent children/adults bumping into them whilst playing or
walking through the yards and pedestrian walkways
●
Keeping open the internal doors into classrooms. Fire doors can be kept open when magnet
used, NOT by any other object.
●
School recommends a practical approach to this, regarding staff and pupils comfort levels.
●
Windows should not remain open if they are causing discomfort to pupils, teachers or SNA’s
●
In colder weather, any local chilling effect can be offset by opening the windows nearest to
and above the radiators
●
Parents have been asked to put extra layers on their children under their uniform
●
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 to up 160.

5.7 Hand Hygiene
St. Sylvester’s I.S promotes good hygiene and appropriate posters are displayed throughout the
schools to remind pupils and staff how to wash their hands. The HSE guidelines on handwashing
are strictly followed and are taught to the pupils by the teachers:
https://www2.hse.ie/wellbeing/how-to-wash-your-hands.html
Parents should also reinforce good hygiene techniques. In our school, hand hygiene is achieved by
hand washing and/or use of a hand sanitiser (when hands look clean).
Each teacher has a system in place in their classroom to avoid a congregation of pupils waiting to
use wash hand basins and hand sanitisers. The staff will always ensure that pupils wash their hands
with soap and water after activities which may soil their hands.
Hand sanitiser dispensers are mounted at each of the six entrances to the school, the P.E. Hall,
Staffroom, Mainstream Classrooms and at key access points to the Learning Support Classrooms.
As part of the school’s Risk Assessment, the caretaker makes regular checks throughout the day to
clean the nozzles on the sanitisation units to prevent random spraying of the gel and to clean up
any hand sanitiser spills to prevent risks of falls. The hand sanitising gel is alcohol based and so
should not be mounted near heat sources. Parents have been advised that although pupils are
permitted to bring in their own hand sanitisers, they must not contain alcohol as it is not
recommended for pupils of our young age-group.
Although warm water is preferable to hot or cold water for hand washing, many of the school’s
classrooms do not have hot water. Therefore the liquid soap provided is one that emulsifies easily
in cold water.
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Wash hand basins, running water, liquid soap and paper towels are provided in all staff toilets.
Towels have been removed from the children’s bathrooms and instead, pupils are requested to bring
in a small wash bag containing their own small towel.
St. Sylvester’s I.S. employs reliable cleaners who ensure the bathrooms are cleaned daily and that
liquid soap, toilet paper and paper towels (in staff toilets & Staffroom) are regularly topped up.
Child friendly laminated posters promoting good hand washing techniques are displayed on walls
adjacent to washing facilities.

Frequency of Hand Hygiene
The Department of Education & skills has provided each school with posters reminding pupils and
staff to perform hand hygiene. These are displayed in the classrooms and around the school in
prominent positions. Child friendly posters created by Mrs Penlerick, are also on display.
Pupils and all staff perform hand hygiene using:
Sanitiser Gel:
● On arrival at school
● Before eating or drinking
● After using the toilet
● After playing outdoors
● When their hands are physically dirty
● After they cough or sneeze.
● Before leaving the school building at home-time
Soap and Water:
When hands are physically dirty
Communication to Staff
Information is communicated to staff by the LWR at monthly Staff/SNA Meetings, Aladdin, text or
email.
Staff are advised:
● To be aware of COVID-19 and it’s symptoms
● If they have symptoms of COVID-19 or other acute infectious disease that they should not
attend work, to phone their doctor and to follow HSE guidance on self-isolation
● Not to present for work if they have been identified by HSE as a Contact of a person with
COVID-19 and to follow the HSE advice on restriction of movement
● Complete Appendix A or B as appropriate of Circular 49/20 should they be advised to selfisolate or restrict their movements
● To contact the office promptly and to follow HSE guidance on self-isolation should they develop
symptoms during the school day. The office will alert the Principal and the LWR.
● To confirm on arrival for work each day that they do not have symptoms of COVID-19 infection
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5.8 Communication to Parents
The parents were asked to complete a ‘Return to Education Facility’ Google form before their child
could return to school and should also complete this form following any absence.
Parents are advised by Emails, texts or phone calls:
●
Not to bring their child to school if the child:
o
has symptoms of a viral respiratory infection or
o
is in a household where there is a suspected or known case of COVID-19
●
To email the class teacher notifying them of the reason for their child's absence
●
Not to bring their children to school if they have been identified as COVID-19 contacts
●
That the school reserves the right to decline entry to pupils who appear to have fever or
respiratory tract infection
●
That children presenting with Covid-19 symptoms may have their temperature taken by a
contactless thermometer should staff be concerned
●
To take their child immediately home should a child present with any Covid-19 symptoms
during the school day
●
To speak to their children about the importance of telling the teacher if they feel unwell (feel
hot, have a sore throat,)
Further information from parents on when it is or is not appropriate to send their child to school can
be found on the HSE site here:
https://www.hse.ie/eng/services/news/newsfeatures/covid19-updates/partner-resources/covid-19schools-and-parents-resources/back-to-school-advice-for-parents.pdf
Does the School Inform Parents and Staff if there is a Positive Case in the School?
No. The school cannot share the name of the child or staff member who has tested positive (Covid19 detected) as this information is private and confidential. Close contacts will not be told the
name of the person with Covid-19 unless the parent or guardian of the child or member of staff
gives permission. The school will always await official confirmation from Public Health Services in
relation to what or if any, specific action need to be taken in relation to COVID-19 to prevent
any misunderstanding and unnecessary restrictions. See: A parent’s guide to close contacts: HSE
The HSE who will carry a Public Health Risk Assessment in the event of a member of staff or pupil
testing positive to Covid-19. As part of this risk assessment, all close contacts will be identified,
contacted and advised of the next steps. Close contacts are requested not to come to school, in
line with HSE Public Health advice. If Public Health does not make contact with you, you are not
impacted and can continue to attend school.
If directed and required by the HSE, the school may share the following message with the school
community:
"The HSE is guiding our school through the actions we need to take to protect staff, students and
our school community. A Public Health Risk Assessment has been carried out. All close contacts
have been identified and sent home from school to restrict their movements for 14 days. The
school community will continue to engage with and implement Public Health advice to protect
ourselves and the school community from COVID-19". Covid-19 Community Testing Pathwaygov.ie
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The school also advises administrators of any parent association and/or class based WhatsApp
groups that the members of the group should not engage in commentary in the event of a case
being identified.
The same protocol applies to staff. Whilst it may be obvious to staff as to which member has
symptoms, it is the prerogative of that staff member to disclose or not disclose that
information. Staff have been briefed by the Principal of their data protection responsibilities
regarding not sharing any information disclosed to them by parents and staff members but
that it is the responsibility of the HSE to inform close contacts who have contracted Covid19. Staff are also updated as needs be with new guidance by the Covid-19 Lead Work
Representative who communicates new information to staff by emails and then uploads the
new information to the shared school drive. Staff themselves have a responsibility to check
in with the DES website, www.education.ie to keep themselves informed of any new
updates, procedures and protocols that they need to follow.

5.9 Physical Distancing
St. Sylvester’s I.S. has endeavoured to comply with the physical distancing guidelines as laid down
by the Department of Education & Science. Due to the young age group of the pupils attending
St. Sylvester’s I.S., We believe physical distancing must be applied in a practical way to recognise
that the learning environment cannot be dominated by a potentially counterproductive focus on
this issue. Care has been taken to avoid generating tension or potential conflict and some flexibility
in the implementation of measures may be required at times.
Physical distancing measures fall into two broad categories:
●
Increasing separation
●
Decreasing interaction.
In order to increase separation:
● All available space in the school has been utilised order to safely maximise physical distancing. All classes
have been reconfigured to maximise physical distancing.
● The staff will endeavour to maintain as much distance as is reasonably practicable between people within
the classroom
● The teacher’s desks have been placed 1m - 2m away from the pupil's desks.

In order to decrease interaction:

A common-sense approach has been adopted in St. Sylvester’s in recognising the limits to which
decreasing interaction between pupils can be achieved.
The following measures were implemented to limit the interaction on Arrival and Departure, in
corridors and other shared spaces. See Appendix 6(a), 6(b) & 6(c )
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5.10 Social Physical Contact
In St. Sylvester's I.S.:
● Hand to hand greetings with other adults are strictly discouraged.
● However, due to the tender and young age of the pupils attending St. Sylvester's I.S, pupils may be hugged
/ have their hands held in situations where they become upset and need reassurance. (e.g. fall in yard) Staff
should discreetly sanitise their hands after contact
● Situations that require people to sit or stand in direct physical contact with other people should in particular
be avoided.
● Where pupils need to move about within the classroom to perform activities (for example to access a shared
resource) this is organised to the greatest extent possible to minimise congregating around the point of
access to the shared resource
● Pupils and teachers should avoid sharing of personal items such as pens and other writing materials, to the
greatest extent possible
● Pupils are encouraged to avoid behaviours that involve hand to mouth contact (putting pens/pencils in the
mouth)
● Where teaching and learning involves use of iPad/keyboards, the contact surfaces of the devices should be
cleaned regularly and hand hygiene encouraged
● The pupils are grouped in Pods organised with 1m distancing between each Pod. Pods may be changed
monthly to address and reduce tensions between pupils. When specific issues arise in the class, leading to
the need to change the Pods before the month is concluded the matter will be discussed with the Principal
before the Pods are changed.
● Children will stay within their Pod during the day rather than split into alternative sub-groups for Aistear
/subject groups etc.

5.11 Class Pods and Bubbles
● It

is not a prerequisite for the first four years of primary schools to maintain 1m distancing between
desks.
● Class Pods have been set up in each classroom with 1m distance between each Pods within the
Class Bubble whenever possible.
● Pod sizes are kept as small as is likely to be reasonably practical in the specific classroom context.
● Sharing educational material between Pods will be avoided/minimised where possible.
● Generally speaking the objective is to limit contact and sharing of common facilities between people
in different Class Bubbles (and Pods within those Class Bubbles) as much as possible, rather than
to avoid all contact between Pods, as the latter will not always be possible.
● The aim of the system within the school, is that each class grouping mix only with their own class
from arrival at school in the morning until departure at the end of the school day. The Pods within
those Class Bubbles is an additional measure, to limit the extent of close contact within the Class
Bubble.
● In order to minimise the risk of spread of infection, pupils will play within their Class Bubble in the
yard to the extent that this is practical.
● To the greatest extent possible, pupils and teaching staff will consistently be in the same Class
Bubbles although this will not be possible at all times.
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● The

two yards have been demarcated into five areas so that different Class Bubbles will eat their
lunch in their classrooms. Movement of Staff members from Class Bubble to Class Bubble will be
limited as much as possible .

5.12 Physical Distancing outside of the classroom and within the school
School drop off/collection
In accordance with the guidelines, ‘Arrangements for dropping off/collecting pupils should be
arranged to encourage physical distancing of 2m where possible’. St. Sylvester’s I.S. is built on a

congested and dangerous corner site. It is not possible for parents to maintain 2m physical
distancing approaching the school site. Therefore due to the young and vulnerable age of the pupils
attending St. Sylvester’s I.S., the BOM has decided that parents should accompany the pupils onto
the school site to ensure their child lines up on one of the white 1m spaced dashes.
●
All entrances to the school have been utilised for the pupils to enter the school in order to
reduce congestion.
●
Pupils are encouraged to walk/cycle or scoot to school.
●
At all times, school staff should strive to maintain 2m physical distancing between themselves
and parents. Face coverings should be worn at all times.
●
Parents are advised to avoid congregating at the school gates where physical distancing cannot
be respected.
On foot of the Guidelines, the BOM decided it prudent to reduce the normal volume of pedestrian
traffic entering the school simultaneously and creating congestion at all the gate entrances, by
staggering drop off and pick up times. The BOM are conscious that the decision to implement
staggered drop off and pick up times could prove challenging for parents and for some staff
members. However, safety must come first.
Class levels

Start Times

Finish Times

1st Class

8.50

1.30

Senior Infants

9.00

1.40

Junior Infants

Rooms: 3 & 5:
8.50
Rooms: 1, 2 & 4: 8.55

1.30
1.35

Staff
The staff of St. Sylvester’s I.S. are aware of their responsibilities to abide by the 2m recommendation
to physical distance themselves from their colleagues when they are not engaged in teaching such
as in the staff room and arriving at work.
A ‘One way system’ has been implemented where all staff must enter the school via the entrance at
reception. Upon entering the school, they must immediately sanitise their hands before completing
the ‘Sign-in’ Log. Staff are advised to use their own pens. If staff have forgotten their pens, there
will be a number of sanitised pens available for use in a ’Green Basket’. Once a member of staff
uses this pen, they MUST place it in the ‘Red Basket’ to be cleaned and sanitised by the Office
manager once all staff are in their classrooms.
The Office manager then moves the two baskets to the staff exit to be used at home time.
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A no hand shaking policy has been implemented.
The gathering of school staff at the beginning or end of the school day has been minimised. Staff
are encouraged to leave IT equipment into the Comms Room as soon as finished using, in order to
avoid mass congregation at closing of the premises.
Staff can rotate between areas/classes but this should be minimised where possible.
Corridors and Stairwells
Briefly passing someone in a hall is very unlikely to contribute significantly to the spread of infection
if people do not have physical contact and avoid informal group discussions. However, in the
interest of safety, staff must wear masks when walking around the school.

5.13 Staff Lunch Breaks
There are a number of options available to staff to take their breaks always abiding by the safety
regulations laid down in the policy such as maintaining 2m distancing, a maximum of six staff in
any one area, disinfecting chairs/tables where they have eaten and correctly disposing of the
disinfectant wipes in a pedal bin provided:
● Staffroom
● Classrooms
● Hall
● Corridor
● Outside the ‘Old Staff Entrance’
● Cars

Staffroom Protocol:
●
The staffroom has been rearranged to comply with the 2m physical distancing guidelines,
with only 6 persons permitted to sit at any one time.
●
Staff members must sanitise their hands before entering the staffroom, and on departure.
●
All staff have been advised to bring in their own cups/plates/cutlery. If staff use the school
delph, it must be placed in the dishwasher and not be left for another member of staff to clear.
●
Staff must adhere to 2m physical distancing when queueing up for the Burco. A rectangular
area has been marked out to the entrance to the staffroom with hazard tape. This is to remind
staff to check to see if there is sufficient space to enter the staffroom. Only one member of staff
should be in this rectangular box.
●
The staffroom has a one-way system. Staff members enter via the staffroom door on the corridor
and exit via the door to the yard. Junior Infant teachers should be aware it will now take a few more
minutes to get back to the Junior Yard to collect their classes

●
Staff must disinfect the table and arms of chairs they have eaten at, using the wipes provided
and must dispose of all wipes in the pedal bin
●
Shared lunch breaks in a classroom is not permitted unless it is with a teacher/SNA or SET who
currently work together, in order to prevent cross contamination.

5.14 Staff Meetings
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During the COVID-19 pandemic, in order to maximise the safety of staff, to prevent staff potentially
contracting the virus from each other and thereby reducing the possibility of multiple teachers being
simultaneously absent, the following meetings will be held remotely by Zoom:
● COVID-19 Response Team (CRT)
● General Staff
● In School Management (ISM)
● Senior ISM
● Special Education Team
● Year Group
● Fire Safety
● SNA
● Green Schools

5.15 Special Education Teachers (SET’s) and SNA’s Support a Defined Number of Classrooms
In so far as is practically possible, Special Education Teachers (SET’s) and SNA’s support a defined
number of classrooms. Mainstream teachers have been advised to interact/share information with
colleagues from the classroom doors and not enter a colleague's classroom.

SNA’s have been assigned to support a maximum of three classrooms. Croke Park hours are utilised
to assist teachers cleaning and quarantining classroom resources after school.
However, SET’s and SNA’s can be deployed around the school at the discretion of the Principal to
cover and support teachers, pupils or classrooms when staff are absent and substitute
teachers/SNA’s are unavailable.

5.16 PE
St. Sylvester’s is applying the following measures to the teaching of PE:
●
PE will be held outdoors as much as is possible
●
PE resources will be rotated between classes to allow for cleaning/quarantining
●
There is a one way system in place going to the PE Hall
●
The timetabling for the hall has been amended to allow for time between classes
departing/entering
●
Pupils will sanitise their hands on entering and exiting the hall
●
The benches in the PE Hall have been removed to reduce the amount of touch surfaces
●
As much as is reasonably practicable, PE lessons will be organised for pupils to complete
individual tasks or in pods
●
Windows should be open during PE lessons

5.17 Yard/Supervision
The risk of transmission from contact with outside surfaces or play areas is low. However, to err on
the side of caution, all benches and wooden play equipment has been removed from the yard. This
will be reviewed May 2021.
The Guidelines advise that It is not possible to maintain physical distance when pupils in primary
schools play together outdoors, but in so far as practical the Guidelines recommend it is helpful to
keep to consistent groups.
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St. Sylvester’s has implemented the following new strategies for yard supervision:
●
Break times and outdoor access are staggered.
Class

Small Break

Lunch Break

Junior Infants

10.30-10.40

12.10-12.30

Senior Infants

10.30-10.40

12.10-12.30

First Class

10.15-10.25

11.40-12.00

●
Children will perform hand hygiene before and after outdoor activities
●
Classes using the same doors to enter the school should do so in a single file.
●
Classes will play in their “Class Bubble” in the yard
●
The yard has been demarcated into 5 zones to socially distance Class Bubbles from one another
●
These zones will be rotated throughout the year in the senior yard
●
The yard has been demarcated to allow a ‘1m Buffer Channel’ between Class Bubbles:
○
For the supervising teachers to walk around
○
To allow children to walk into their zone without impinging on another Class Bubble
●
An updated Administration of First Aid policy is in place
●
A PPE box is in place for administration of First Aid at each First Aid station
●
The Supervision of Breaks Policy has been amended
●
A maximum of five classes (either all five senior infants or all five first classes) will be in the
senior yard at a time
●
Every effort will be made to amend the yard duty supervision rota to allow children to benefit
from outdoor space as much as possible throughout the day.

5.18 Use of PPE: Face Covering & Visors
Cloth face coverings for pupils are not recommended for use in St. Sylvester’s I.S. as the Guidelines
advice they are not suitable for children under the age of 13 and anyone who:
●
●
●
●

has trouble breathing
is unconscious or incapacitated
is unable to remove it without help
has special needs and who may feel upset or very uncomfortable wearing the face covering

However, children can wear face coverings if their parents wish, once they are correctly worn.

5.19 Face Covering for Staff
Masks
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Masks must be worn at all times once on the school premises.
There are only two exceptions to this:
When a staff member is on their own in a room.
When a staff member is eating or drinking in the staffroom or outside - as long as there are
no more than six people in total present.

1.
2.

The school has provided all staff with medical grade face masks. It is a staff member’s choice whether
they wish to wear one of these or their own (washed) cloth face mask.
New Signage has been erected at all the gate-entrances to the school at eye-level for parents/visitors
to clearly see which they can be directed to read if they are not wearing masks correctly.
Visors
Visors may only be worn in addition to a face mask.
It is particularly advisable to wear a visor in addition to a face mask when tending to first aid, in an
intimate care/teaching capacity, when a child is crying (increased aerosols).
Additional advice on wearing face coverings.
The use of disposable gloves in the school setting by pupils or teachers is not appropriate. It does
not protect the wearer and may expose others to risk from contaminated gloves. Routine use of
disposable gloves is not a substitute for hand hygiene. Washing or use of hand sanitiser on gloved
hands is not appropriate. A supply of disposable gloves will be kept for use by the ‘Isolation Team’,
when dealing with a suspected case of COVID-19.
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6

Impact of COVID-19 on Certain School Activities

6.1 Music Lessons
Music practices/performances involving wind instruments may pose a higher level of risk and special
consideration should be given to how they are held ensuring that the room is well-ventilated and
the distance between performers is maintained.
In the case of lessons involving short jingles (e.g. Jolly Phonics sound songs, nursery rhymes), these
will take place within the classroom with the windows open.
In the case of lessons with a focus on singing, these will take place outdoors in a socially distanced
manner. Musical instruments will not be used initially in the 2020/21 school year. This will remain
the case for the academic year 2020/21.

6.2 Sport Activities
St. Sylvester’s I.S. is cognisant of the HPSC guidance on Return to Sport.
The school/ St Sylvester’s GAA coach has devised a system whereby GAA resources, for the use of
our school ONLY, are kept in the PE storage area between visits. He sanitises the equipment
between each class, and the children complete hand sanitising before and after GAA sessions.

6.3 Shared Equipment
St. Sylvester's I.S. has adopted the motto ‘we are all in this together’, therefore supporting each
other is fundamental to promoting collegiality within the staff. All staff ( SNA’s & the Special
Education Team) will help the mainstream teachers with cleaning the classroom resources and
equipment.

6.4 Toys
All toys will be cleaned on a regular basis for example weekly. This will remove dust and dirt that
can harbour germs. St. Sylvester’s’ I.S. will also make use of a ‘quarantine’ system depending on
the material that the toy is made from.
Toys that are visibly dirty or contaminated with blood or bodily fluids will be taken out of use
immediately for cleaning or disposal.
It is recommended that when staff are purchasing toys, they should choose ones that are easy to
clean and disinfect (when necessary).
Unnecessary fabrics (teddies for shared use, cushions etc) have been removed from the classrooms.
Fabric that will be used as part of a lesson will be machine washable.
Jigsaws, puzzles and toys that young pupils and pupils with special educational needs, who may be
inclined to put them into their mouths, will be capable of being washed and disinfected.
All play equipment has been checked for signs of damage for example breaks or cracks. If they
cannot be repaired or cleaned, they have been discarded.
Clean toys and equipment should be stored in a clean container or clean cupboard. The
manufacturer’s instructions should always be followed.
At this time soft modelling materials and play dough where used is for individual use only. Class
teacher’s will store playdough in sealed individually labelled bags/sealed pots with the pupils' names
on them. Each child will be allocated an individual mat for working with playdough/modelling mat
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which will have their name on it. These will be cleaned thoroughly after use and stored with the
mats belonging to their pod.
Groups and activities will not be used for the academic year 2020/21. Individual work with sand is
permissible (child’s name must be displayed clearly on the box).

6.5 Cleaning Procedure for Toys
●
●
●
●
●
●

Wash the toy in warm soapy water, using a brush to get into crevices
Rinse the toy in clean water.
Thoroughly dry the toy.
Some hard plastic toys may be suitable for cleaning in the dishwasher.
Toys that cannot be immersed in water that is electronic or wind up should be
wiped with a damp cloth and dried.

In some situations toys/equipment may need to be disinfected following cleaning, e.g.
:toys/equipment that pupils place in their mouths or toys/equipment that have been soiled with
blood or body fluids or toys where a case of COVID- 19 has been identified. SNA’s should take
care to immediately remove and later clean/disinfect resources that children with special
educational needs have put in their mouths.
All teachers have been supplied with a large plastic box, mesh laundry bag, disinfectant (Milton),
rubber gloves and dish brush in order to facilitate frequent cleaning of toys.
Art – Pupils will be allocated their own frequently used materials i.e. scissors and glue sticks. These
will be stored in individual or Pod containers. Other art materials used on a weekly basis will be
quarantined e.g. paintbrushes. Paint smocks cannot be shared between different pods, therefore
teachers will establish a system of quarantining/washing/having additional protective clothing on
site.
Electronics – Shared electronic devices such as tablets, touch screens, keyboards should be cleaned
between use and consideration could be given to the use of wipeable covers for electronics to
facilitate cleaning.
Musical Equipment/Instruments – To the greatest extent possible, instruments should not be shared
between pupils and if sharing is required, the instruments should be cleaned between uses. Musical
equipment will not be used during the academic year 2020/21.
Library Books: Each teacher has taken a wide selection of books from the school library in advance
of the school year starting. Teacher’s will allocate browsing boxes to each pod. The contents of
the browsing boxes will be quarantined before rotating.
Each month teachers will replace these books. Classroom books will be quarantined before reusing.
Shared Sports Equipment – Ms Conlon, Assistant Principal I, has created a plan rotating PE
resources. Resources are given to individual teachers and kept in their classroom for half a term.
Should teachers within a year group wish to swap resources they are responsible for sanitising. At
28

the end of each half term, all the equipment is returned to the hall and quarantined before being
shared out again.
Minimise equipment sharing and clean shared equipment between uses by different people.
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7

Hygiene and Cleaning in Schools

St. Sylvester’s has instigated an enhanced cleaning regime which includes an increase in the cleaning
resources and an appropriate increase in cleaning methodology to meet the requirements of the
HPSC guidance.
Each classroom has had unnecessary materials and furniture removed to facilitate cleaning but taking
into account the importance of having educational materials, wall posters and artwork displays in
creating a stimulating learning environment. Included in the planning is:
● Considering

ways to reduce the need for pupils/teachers to physically touch common objects/ doors
for example by installing no-touch waste containers, propping doors open, sensor operated hand
towels.
● Considering where possible, whether work-stations could be assigned to the same members of staff
and group of children rather than having spaces that are shared.
● Considering if room ventilation especially in classrooms can be improved without causing
discomfort. Where possible the opening of doors and windows should be encouraged to increase
natural ventilation and also to reduce contact with door handles.
● The building is in a good state of repair, and where necessary take the necessary corrective
measures.

7.1 Legionella
●
Commencing the 18th May 2020, during the period of the lockdown-school closure and
through the summer months the caretaker was asked to document that he ran water at every sink
and flush every toilet in the school building once a week to ensure there was no water left lying in
pipes. Issues arising from would have included: Stagnant water and dead ends, depletion of
disinfection substances (chlorine) and possible fluctuation of water temperatures. All these are
favourable conditions for: the growth of harmful bacteria including Legionella, leaching out of
chemicals from piping (lead and copper); growth of biofilms.
●
Please read the advice on the Prevention of Legionnaires’ disease after the COVID-19 Pandemic

7.2 How to Clean
St. Sylvester’s I.S. followed the guidance provided by the DES which is documented here so as all
staff had access to approved information on effective cleaning:
● Cleaning

is best achieved using a general-purpose detergent and warm water, clean cloths, mops
and the mechanical action of wiping/scrubbing. The area should then be rinsed and dried.
● The routine use of disinfectants is generally not appropriate but is recommended in circumstances
where there is a higher risk of cross-infection for example someone has become ill whilst at school
or if there has been a spillage of blood, faeces or vomit. See Table 1.
● Disinfectants are potentially hazardous and must be used with caution and according to the
manufacturer’s instructions. Surfaces and items must be cleaned before a disinfectant is applied as
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most disinfectants are inactivated by dirt. Disinfectant should be stored up high out of the reach
of pupils.

Table1. Cleaning options for school settings
Routine

Post COVID case

Surfaces

Neutral detergent

Neutral detergent AND 0.05% sodium
hypochlorite OR Virucidal disinfectant

Toilets

Neutral detergent AND
(optional) 0.1% Sodium
Hypochlorite OR virucidal
disinfectant

0.1% sodium hypochlorite OR Virucidal
disinfectant

Cleaning
equipment

Non –disposable cleaned at
the end of cleaning
session

Non-disposable disinfected with 0.1%
sodium
hypochlorite
OR
virucidal
disinfectant

Personal
protective
equipment for
cleaning staff

Uniform AND household
gloves

Uniform AND plastic apron (if available)
AND household gloves

Domestic waste stream

Place in plastic bag and tie, then place in a
second plastic bag and store securely for
72 hours before putting it out for collection
in the normal domestic waste stream

Waste
management

Adapted from Table 1. ECDC Technical Report. Disinfection of environments in healthcare and non-healthcare settings potentially
contaminated with SARS-CoV-2. March 2020

● The manufacturer’s instructions for mixing, using and storing solutions must always be followed
● Using excessive amounts of cleaning agents will not kill more germs or clean better but it will damage work
surfaces, make floors slippery and give off unpleasant odours
● Water should be changed when it looks dirty, after cleaning bathrooms and after cleaning the kitchen.
● Always clean the least dirty items and surfaces first (e.g. countertops before floors, sinks before toilets)
● Always clean high surfaces first, and then low surfaces
● Separate colour coded cleaning cloths and cleaning equipment should be used for kitchen areas, classrooms
and toilets
● Cleaning cloths can either be disposable or reusable. Disposable cloths should be disposed of each day.
● Ideally, reusable cloths should be laundered daily on a hot wash cycle (at least 60°C) in a washing machine
and then tumble dried
● Ideally, mop heads should be removed and washed in the washing machine at 60°C at the end of each day
or in accordance with the manufacturer’s instructions
● Mop heads/buckets should not be cleaned in a sink that is used for food preparation
● Mop heads should not be left soaking in dirty water
● Buckets should be emptied after use, washed with detergent and warm water and stored dry
● If equipment is stored wet, it allows germs to grow increasing the risk of cross infection
● All mop heads should be air dried

31

● Waste bins should be emptied on a daily basis.

7.3 Toilets
● The school toilets are cleaned daily and are in good repair
● All toilet areas have hand washing facilities
● Toilets, wash hand basins and surrounding areas are cleaned at least daily and whenever there is visible
soiling
● The cleaning of toilets, bathroom sinks and sanitary facilities used by pupils and or staff is carefully
performed
● Toilets are cleaned thoroughly using a general-purpose detergent paying particular attention to frequently
touched areas such as toilet flush handles, toilet seats, basins and taps, and toilet door handles
● Separate cloths are used for cleaning the toilet and wash hand basin to reduce the risk of spreading germs
from the toilet to the wash hand basin
● Cleaning staff and the caretaker inspect the toilets and hand washing facilities daily to ensure the toilets
and wash hand basins are in good working order (for example the locks on toilets are working, toilets are
not blocked.
● There is a plentiful supply of liquid soap, paper towels and toilet rolls
● Waste bins are not overflowing

7.4 Schedule of Environmental Cleaning
●
The BOM employs both contract (AFM) and non-contract cleaners. Meetings have been held
with all cleaners to ensure they are clear about the new cleaning protocol expected during the
Covid-19 pandemic.
●
The school will be thoroughly cleaned once a day. During school hours, the caretaker will clean
frequently touched objects and surfaces e.g., door handles, handrails, sinks and toilet facilities.
●
Staff will also clean the area where they work and eat and wipe down desks/laptops/chairs/arm
rests etc
●
The SET supports and withdraws small groups of pupils from different classes. The SET will
clean the tables and chairs before leaving the room with a group of pupils and open the windows.
●
A written cleaning schedule is given to the cleaning staff detailing:
o
Item(s) and area(s) to be cleaned
o
Cleaning materials to be used
o
Equipment to be used and its method of operation
● Written cleaning schedules should be available and should be monitored to ensure that they are adequate
and are being followed.

7.5 Cleaning/disinfecting rooms where a child or staff member with suspected or confirmed
COVID-19 was present
● The LWR will contact the school cleaner and notify her that the ‘Isolation Room’ needs a priority and deep
clean.
● A sign notifying the room needs a deep clean should be displayed on the door
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● Once the room is vacated, the room should not be reused until the room has been thoroughly cleaned and
disinfected and all surfaces are dry
● Disinfection only works reliably on things that are clean. When disinfection is required it is always as well
as cleaning never instead of cleaning
● The person assigned to clean the area should avoid touching their face while they are cleaning and should
wear household gloves and a plastic apron
● Clean the environment and the furniture using disposable cleaning cloths and a household detergent followed
by disinfection with a chlorine-based product such as sodium hypochlorite (often referred to as household
bleach).
● Chlorine based products are available in different formats including wipes. Alternatively use a two in one
process of cleaning and disinfection with a single product for example certain 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.
● Once the room has been cleaned and disinfected and all surfaces are dry, the room can be put back into
use.
● Carpets (if present) do not require special cleaning unless there has been a spillage however for ease of
cleaning, it is preferable to avoid carpets in areas where possible (Existing carpets do not need to be removed)

7.6 Cleaning of Communal Areas if a Person is Diagnosed with COVID-19
● If a child or adult diagnosed with COVID-19 spent time in a communal area like a staffroom, play area or
if they used the toilet or bathroom facilities, then these areas should be cleaned with household detergent
followed by a disinfectant (as outlined above) as soon as is practicably possible.
● Pay special attention to frequently touched sites including door handles, backs of chairs, taps of washbasins,
toilet handles. Once cleaning and disinfection have been completed and all surfaces are completely dry, the
area can be put back into use.

7.7 St. Sylvester’s Cleaning Schedule
St. Sylvester’s uses two cleaning resources in the form of an employee cleaner and a contracting
company. During the COVID-19 pandemic it has been clear that a return to school will require a
profound change in the manner in which the school premises are cleaned. This applies to:
● the scope and extent of the cleaning
● the frequency of the cleaning
● the level of appropriate cleaning products
● and importantly the manner in which the cleaning staff need to use PPE and follow all COVID-19 precautions
in order to protect themselves.

Following the DES Covid-19 School Response Plan for Primary Schools, DES has advised that
arrangements for more regular and thorough cleaning of areas and surfaces within the school will
be made. The BOM has completed a review of the cleaning requirements and have adjusted the
scope, frequency and resources to ensure alignment with the new standards. See Appendices 6 (a)
and 6 (b).
Regular and thorough cleaning of communal areas and frequently touched surfaces shall be
conducted, in particular, toilets, lifts, door handles and kitchens. Cleaning will be performed
regularly and whenever facilities or surfaces are visibly dirty.
Daily Cleaning of Classrooms:
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● Desks washed
● Chairs washed
● Touch surfaces washed
● All door handles (including toilets)
● Taps

Hot clean bucket of water to be used and changed for:
● Each toilet
● Each classroom
● Corridors
● Hall

New cloths to be used for:
● Each toilet
● Each classroom
● Corridors
● Hall

Other considerations:
● Pupils will bring their own small hand towel to school
● There are paper towels in the staff toilets
● Rooms ventilated
● Bins changed and cleaned
● All staff will have access to cleaning products and will be required to maintain cleanliness of their own work
area. Under no circumstances should these cleaning materials be removed from the building.
● Staff should thoroughly clean and disinfect their work area before and after use each day.
● There will be regular collection of used waste disposal bags from offices and other areas within the school
facility during the day by caretaker
● Shower facilities shall not be available for use by staff or pupils due to the increased risk associated with
communal shower facilities and areas. This shall be reviewed in line with government guidance.
● Staff must use and clean their own equipment and utensils (cup, cutlery, plate etc.).

All cleaning MUST take place once the school is unoccupied (to prevent staff contaminating cleaned
areas such as:
● Touch surfaces
● Door handles
● Toilets
● corridors
● Staff must vacate their classrooms whilst they are being cleaned
● Cleaning commences at 2pm - 5pm for the school cleaner and 4-7 for the AFM cleaners.
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8

Dealing with a Suspected Case of COVID-19

Staff or pupils should not attend school if displaying any symptoms of COVID-19. Appendix 9(a)
outlines in detail how St. Sylvester’s Infant School will deal with a suspected case that may arise
in the school setting.
Appendix 9(b) is a copy of the checklist that class teachers have on the back of their classroom doors
to follow in the event of a suspected case of COVID-19.
Appendix 9(c ) is a copy of the ‘Incident Report Form’ which will be completed by the class teacher
in the event of a pupil developing COVID-19 symptoms in school and by the LWR/DLWR in the
event of a member of staff developing COVID-19 symptoms, while in work.
All staff members have received Induction Training, know how to identify symptoms of COVID-19,
are aware of the procedures to be followed and will be required to manage a suspected case in line
with agreed procedures and training.
The possibility of having more than one person displaying signs of COVID-19 has been considered
and a contingency plan for dealing with additional cases put in place. There is one Isolation Room
in St. Sylvester’s Infant School. The Isolation Area is the PE Storage Room, to the left of the PE
Hall.
The routes to the Isolation Area are easily accessible. The Isolation Area is located on the ground
floor of the building.
In the event that there are more than one suspected case of COVID-19, it might be deemed necessary
to use the school Hall as a holding area for any additional cases, with suspected cases sitting at
opposite ends of this large room and sealing the area by closing the two sets of doors which provide
access to the hall.
The isolation area is clearly marked, and is equipped with a dedicated sealed container clearly
marked containing the following:
●
●
●
●
●
●
●
●

Tissues
Hand Sanitiser
Disinfectant/wipes
Gloves/Masks
Disposable aprons
Waste bags
Pedal bin
Contactless thermometer

The restocking of these resources will be the responsibility of the LWR.
The school’s approach is informed by the document ‘COVID-19: The Response Plan for the safe &
Sustainable Operation of Primary & Special Schools’ revised February 2021.
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9 Special Educational Needs

There are additional considerations for pupils with Special Educational Needs (SEN).
For pupils with SEN, maintaining physical distancing in many instances will not be practical or
appropriate to implement. The focus should therefore be on emphasising that parents/guardians
should have a heightened awareness of signs, symptoms or changes in baseline which suggests
illness/COVID-19 infection and where symptoms are present children should not attend school.
Similarly, staff should be aware of their responsibility not to attend work if they develop signs or
symptoms of respiratory illness.

9.1 Hand hygiene
Children who are unable to wash their hands by themselves should be assisted by an SNA to clean
their hands using soap and water or a hand sanitiser (if their hands are visibly clean) as outlined
previously.

9.2 Equipment
Some children have care needs (physical or behavioural) which require the use of aids and appliances
and/or medical equipment for example toileting aids, moving and handling equipment, respiratory
equipment. Where cleaning of aids and appliances is carried out in the school, a cleaning schedule
is provided, detailing when and how the equipment is cleaned and the cleaning products to be used
in accordance with the manufacturers’ instructions.
The following points guide the cleaning schedule:
●
Equipment used to deliver care should be visibly clean
●
Care equipment should be cleaned in accordance with the manufacturers’ instructions
●
Cleaning is generally achieved using a general purpose detergent and warm water
●
Equipment that is used on different children must be cleaned and, if required, disinfected immediately
after use and before use by another child e.g. toileting aids
●
If equipment is soiled with body fluids;
o
first clean thoroughly with detergent and water
o
then disinfect by wiping with a freshly prepared solution of disinfectant
o
Rinse with water and dry.
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10 Staff Duties & Responsibilities
The Staff of St. Sylvester’s I.S. have a statutory obligation to take reasonable care for their own
health and safety and that of their colleagues and other parties. 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. In this regard and in order to
facilitate a safe return to work, all staff should read the ‘Return to School’ guidelines.
All staff should comply with the following:
Adhere to the School COVID-19 Response Plan and the control measures outlined in this policy
Complete the RTW form before they return to work
Must inform the Principal if there are any other circumstances relating to COVID19, 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
●
Coordinate and work with their colleagues to ensure that physical distancing is maintained.
●
Make themselves aware of the symptoms of COVID-19 and monitor their own wellbeing
●
Self-isolate at home and contact their GP promptly for further advice if they display any symptoms of
COVID-19
●
Not return to or attend school if they have symptoms of COVID-19 under any circumstances or if they

●
●
●

live with someone who has symptoms of the virus
●
Adhere to the procedure outlined above if they develop any symptoms of COVID-19 whilst within the
school facility,
●
Not return to or attend school if they have travelled outside of Ireland; in such instances staff are
advised to consult and follow latest Government advice in relation to foreign travel
●
Keep informed of the updated advice of the public health authorities and comply with same
●
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 in their school as part of mass or serial
testing as advised by Public Health
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11

COVID-19 Related Absence Management

The management of a COVID-19 related absence will be managed in line with agreed procedures with the
Department of Education’s circular 49/2020, Coronavirus (COVID-19):
Arrangements for Teachers and Special Needs Assistants employed in recognised Primary and Post
Primary schools
Staff must complete Appendix A , ‘Application for Special Leave with Pay Recommendation to self-isolate or
Covid-19 diagnosis’ or Appendix B, ‘Declaration Form Restricted Movement Group’ The Declaration Form
for staff who have been HSE/medically advised to self-isolate or restrict their movements respectively. The
completed form must be accompanied by HSE/medical certification, to include date of fitness to return to
work.
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12

Employee Assistance and Wellbeing Programme

The Department recognises the need for school staff wellbeing and collective self- care. Support for
school staff wellbeing will be provided by Department Support Services including the PDST and
CSL, as well as by the HSE’s Health Promotion Team. An Occupational Health Strategy is in place
as a supportive resource for staff in schools. The aim of the Occupational Health Strategy is to
promote the health and wellbeing of employees in the workplace, with a strong focus on prevention.
The Occupational Health Strategy comprises the Employee Assistance Service and the Occupational
Health Service. The Employee Assistance Service (EAS) is provided by Spectrum. Life under the logo
of ‘Wellbeing Together: Follaí nne Le Cheí le’.

a.

Employee Assistance Programme

Under the EAS, employees have a dedicated free-phone confidential helpline 1800 411 057 available
24 hours a day, 365 days a year providing advice on a range of issues such as wellbeing, legal,
financial, mediation, management support etc. Where required, short- term counselling is available
to employees and their families (over the age of 18 years and living at home). A bespoke wellbeing
portal and app which offers access to podcasts and blogs on topics around wellbeing and mental
health, family life, exercise and nutrition is also available. In addition online cognitive behavioural
therapy is provided. As part of the services provided by Spectrum Life a Mental Health Promotion
Manager is available to develop and deliver evidence based mental health and wellbeing initiatives
to reduce stigma and improve mental health literacy and to increase engagement with the service.
They will also be providing a series of webinars and presentations to promote staff wellbeing in
schools as schools reopen and during the upcoming school year.
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13. St. Sylvester’s Infant School Good Corporate Citizen Charter (COVID-19).
St. Sylvester’s I.S have adopted a ‘Good Citizen Charter’ as part of our response to the COVID-19
public health emergency. All DPC personnel are asked to abide by the charter, a copy of which is
attached at Appendix 10.
Ratification and Communication
This Policy was reviewed and ratified by the Board of Management on 1st September 2020. It will
be reviewed monthly.
The Board of Management reserves the right to add to or amend this policy from time to time as
deemed necessary.

Signed

Signed:

Michael McKenna
Chairperson

Date: 1st September 2020
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Appendix 1: St. Sylvester’s Infant School COVID-19 Policy Statement.
St. Sylvester’s Infant School Board of Management is committed to providing a safe and healthy
workplace for all our staff and a safe learning environment for all our pupils. To ensure that, we
have developed the following COVID-19 Response Plan. The BOM and all school staff are
responsible for the implementation of this plan and a combined effort will help contain the spread
of the virus. We will:
Continue to monitor our COVID-19 response and amend this plan in consultation with our staff
Provide up to date information to our staff and pupils on the Public Health advice issued by the HSE
and Gov.ie
●
Display information on the signs and symptoms of COVID-19 and correct hand- washing techniques
●
Agree with staff, a worker representative who is easily identifiable to carry out the role outlined in this
plan
●
Inform all staff and pupils of essential hygiene and respiratory etiquette and physical distancing
requirements
●
Adapt the school to facilitate physical distancing as appropriate in line with the guidance and direction
of the Department of Education
●
Keep a contact log to help with contact tracing
●
Ensure staff engage with the induction / familiarisation briefing provided by the Department of
Education
● Implement the agreed procedures to be followed in the event of someone showing symptoms of COVID-19
while at school
● Provide instructions for staff and pupils to follow if they develop signs and symptoms of COVID-19 during
school time
● Implement cleaning in line with Department of Education advice
● All school staff will be consulted on an ongoing basis and feedback is encouraged on any concerns, issues
or suggestions.

●
●

This can be done through the Lead Worker Representative(s), who will be supported in line with the
agreement between the Department and education partners.

Signed:

Michael McKenna
Chairperson

Sharon Dunne
Principal

Date: 1st September 2020
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Appendix 2: 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:

St. Sylvester’s I.S.

Name of Principal:

Mrs Sharon Dunne

Questions

YES

NO

Do you have symptoms of cough, fever, high temperature, sore
1
throat, runny nose, breathlessness or flu like symptoms now
.
or in the past 14 days?

2
.
3

Have you been diagnosed with confirmed or suspected COVID19 infection in the last 14 days?

Have you been advised by the HSE that you are a close contact
of a person who is a confirmed or suspected case of COVID.
19 in the past 14 days?

4
.
5
.

Have you been advised by a doctor to self-isolate at this time?
Have you been advised by a doctor to cocoon at this time?

Have you been advised by your doctor that you are in the very
6
high-risk group?
. If yes, please liaise with your doctor and Principal re return to
work.
7
.
8

Are you awaiting the results of a COVID-19 test?

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 COVID19 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.

Signed:

______________________________________Date:

________________
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Appendix 3: Lead Worker Representative
The COVID-19 Return to Work Safely Protocol is designed to support employers and workers to put
measures in place that will prevent the spread of COVID-19 in the workplace. The Protocol was
developed following discussion and agreement between the Government, Trade Unions and
Employers at the Labour Employer Economic Forum.
The Protocol provides for the appointment of a Lead Worker Representative (LWR) in each
workplace. The LWR will work in collaboration with the employer to assist in the implementation
of measures to prevent the spread of COVID -19 and monitor adherence to those measures and to
be involved in communicating the health advice around COVID- 19 in the workplace.
The purpose of this section is to set out the provisions in respect of the LWR in schools. The operation
of these arrangements will be kept under review by the parties.
This document should be read in conjunction with:
● The COVID-19 Return to Work Safely Protocol
● The Guidance and FAQs for Public Service Employers during COVID-19
● COVID-19 Response Plan for Primary and Special Schools (available on the Department of Education
website).

1. Collaborative Approach
Responsibility for the development and implementation of the COVID-19 Response Plan. The
associated control measures lies primarily with the Board of Management.
Strong communication and a shared collaborative approach is key to protecting against the spread
of COVID-19 in schools, and looking after the health, safety and wellbeing of staff and students.
Adherence to the Return to Work Protocol will only be achieved if everyone has a shared
responsibility in implementing the measures contained within the Protocol in their place of work.
If a staff member has any concerns or observations in relation to the COVID-19 Response Plan,
control measures or the adherence to such measures by staff, students or others, they should
contact the LWR who will engage with school management.
2. Role of the Lead Worker Representative
In summary, the role of the LWR is to:
● Represent

all staff in the workplace regardless of role, and be aware of specific issues that may
arise in respect of different staff cohorts
● Work collaboratively with school management to ensure, so far as is reasonably practicable, the
safety, health and welfare of employees in relation to COVID-19
● Keep up to date with the latest COVID-19 public health advice
● In conjunction with the Principal who is the agent of the Board of Management (BoM), promote
good hygiene practices such as washing hands regularly and maintaining good respiratory etiquette
along with maintaining social distancing in accordance with public health advice
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● Assist

the Principal with the implementation of measures to suppress COVID-19 in the workplace
in line with the Return to Work Safely Protocol and current public health advice
● In conjunction with the Principal, monitor adherence to measures put in place to prevent the spread
of COVID-19
● Conduct regular reviews of safety measures
● Report any issues of concern immediately to the Principal and keep records of such issues and
actions taken to rectify them
● Consult with the Principal on the school’s COVID-19 Response Plan in the event of someone
developing COVID-19 while in school including the location of an isolation area and a safe route
to that area;
● Following any incident assess with the Principal any follow up action that is required
● Consult with colleagues on matters relating to COVID-19 in the workplace
● Make representations to the Principal on behalf of their colleagues on matters relating to COVID19 in the workplace
● Accompanied by the Deputy LWR, meet with and update the Principal during the first week of
every month with any changes to the plan.
3.

What can a Lead Worker Representative Do?

The LWR may consult with, and make representations to, school management on any issue of
concern in relation to COVID-19. These include issues in relation to:
● Cleaning protocols and their
● Physical Distancing
● Implementation of one-way

implementation

systems in the school to ensure social distancing including when
entering and exiting the school
● Hand Hygiene facilities including their location and whether they are stocked and maintained
● Hand sanitising
● Staff awareness around hand hygiene in the school
● Respiratory hygiene
● Personal Protective Equipment
● At Risk Groups
● Visitors/Contractors
4.

Supports for the Lead Worker Representative/ Deputy LWR/ Assistant LWR’s

The LWR/ Deputy LWR/ Assistant LWR’s shall be entitled to:
● Receive information and training in respect of their role
● Be consulted by school management on the control measures

being put in place by the school to
minimise the risk of being exposed to COVID-19
● Regular communication with the Principal on issues related to COVID-19
● Be informed of changes in practice arising from COVID-19 response measures
Where the LWR/DLWR is a teacher (including a postholder), the 10 Croke Park hours which can
currently be used for planning on other than a whole school basis can be utilised by the LWR and
DLWR to carry out their duties in that role.
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Where the LWR/DLWR is an SNA, 7.5 of the “54 hours” (associated with the P/T Croke Park hour
allocation to our school) will be utilised by the LWR and Assistant LWR to carry out their duties in
that role.

5.

Procedure for dealing with issues that arise

Where an issue of concern is identified by the LWR (or is notified to the LWR by a staff member),
the LWR should bring this to the attention of the Principal. Action points for addressing the issue
should where possible be agreed between the LWR and the Principal. Staff should be informed of
the outcome.
If agreement cannot be reached, the LWR may notify the Board of Management (Chairperson of the
BOM in the first instance) of the issue. Action points for addressing the issue should where possible
be agreed between the LWR and the BOM. Staff should be informed of the outcome.
Glossary of Terms
● COVID-19 Response Plan: plan designed to support the staff and BOM in putting measures in place that

will prevent the spread of COVID-19 in the school environment. The plan details the policies and practices
necessary for a school to meet the Return to Work Safely Protocol, the Department of Education plan for
school reopening and to prevent the introduction and spread of COVID-19 in the school environment.
COVID-19 Response Plans for Primary and Special Schools are available on the Department’s website.
● Labour Employer Economic Forum (LEEF): the forum for high level dialogue between Government, Trade
Union and Employer representatives on matters of strategic national importance - involves the Irish Congress
of Trade Unions, Government & Employers.
● Return to Work Protocol: national protocol designed to support employers and workers to put measures in
place that will prevent the spread of COVID-19 in the workplace.
● Safety Representative: Section 25 of the Safety, Health and Welfare at Work Act 2005 sets out the selection
and role of the Safety Representative in the workplace. The rights of the Safety Representative are set out
in legislation. (Note: A Safety Representative has rights and not duties under the 2005 Act). This role is
separate to the LWR under COVID-19.
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Appendix 4: Risk Assessment
The Risk Assessments are a living document and updated regularly.
The Risk Assessment can be viewed at the below link. This is a link to St. Sylvester’s Google Drive
Document storage:
Appendix A Risk Assessments H&S
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St. Sylvester’s I.S.
Appendix 5:

Contact Tracing Log

Name of
School

St. Sylvester’s I.S.

School Contact Person

Mrs Dunne (Principal)
Mrs Kirby (Deputy Principal / LWR)

Address of
School

Yellow Walls Rd,
Malahide,
Co. Dublin

For Queries only:
Phone No

01-8450061

Email

stsylvesters@gmail.com
Was the visit pre-arranged with the Principal?
Yes □ No □

Name of
Visitor
Entry
to school ________ am □ pm □

Date of
Visit

__ __ / __ __ /________

Time

Visitor
Status

Contractor □

Parent/Guardian □

Contact
details of
visitor

Exit
from School __________ am □ pm □
Other □ Please complete:

Company Name
(if applicable)

Address

Contact No.

Email Address

Reason for Visit
Who the visitor met (separate line required for each person the visitor met)
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Name of Person visited

Length of time spent with each person in the school

Appendix 5 (a) Staff Log-in
APPENDIX 5a

Date
00/00/2021
Sign in/out

Monday

Symptom
Free ☑

Signature
or Initials

Sign-in
Time

Tuesday

Sign-out
Time

Symptom
Free ☑

Signature
or Initials

Sign-in
Time

Wednesday

Sign-out
Time

Symptom
Free ☑

Signature
or Initials

Sign-in
Time

Thursday

Sign-out
Time

Symptom
Free ☑

Signature
or Initials

Sign-in
Time

Friday

Sign-out
Time

Symptom
Free ☑

Signature
or Initials

Sign-in
Time

Sign-out
Time

JI Teachers

SI Teachers

1st Class Teachers
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SET Team
SNA Team
Ancillary Staff
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Appendix 5 (b)
The pro-forma COVID-19 questionnaire
This questionnaire will be displayed in a prominent area in Reception. Each visitor and contractor to
the school should
read it. An E-version will be available and can be emailed to contractors and visitors in advance. If
visitors, contractors
or staff answer “yes” to any of the questions the visit will be postponed until a time when the visit
can be carried out in
compliance with COVID-19 protocols.
Have you visited any country outside Ireland that requires you to restrict
your movement in the last 14 days?

Are you suffering any flu like symptoms/Coronavirus symptoms?

Are you experiencing any difficulty in breathing or do you have any
shortness of breath?

Are you experiencing any fever like/temperature symptoms?

Have you consulted a doctor or other medical practitioner with Coronavirus
symptoms in the last 28 days?

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Have you completed a period of self-isolation in the last 28 days?

Have you been in contact with someone who has tested positive for the
coronavirus in the last 28 days?

Name____________________________
Signed___________________________
Date_____________________________
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Appendix 6 (a) Cleaning Specifications for AFM Contract Cleaners
Updated; 1st March 2021
Schedule: Monday to Friday
While the following section indicates the minimum frequencies for different cleaning areas, AFM will
maintain a consistent
and acceptable standard complying with HPSC Guidelines for Covid-19 through regular monitoring
by our on-site supervisor
and area manager.
● All areas MUST be cleaned using products which kill Covid-19 Virus. Specification of products
attached.
● AFM has ensured the cleaning schedule is compliant with the Department of Education & Skills

‘Covid-19 Response Plan for the Safe & Sustainable Reopening of Primary & Special Schools’

● AFM

staff will enter the school via the reception area and will complete the ‘Declaration to return
to Work’, form
AFM staff will put on clean AFM uniform T-shirts before entering the school to prevent cross
contamination when travelling from other schools
AFM staff will display identification lanyards
AFM staff will wear facemasks at all times once they enter onto the school premises
● AFM will clean classrooms 7-15, Resource rooms D-F, Lift, stairs, reception areas, staff toilets, 2
offices, staffroom & corresponding corridors.
● AFM is contracted for 7.5 hours to clean extra areas to the Department of Education & Skills
newly required standards
● AFM staff will commence @ 4.30 and finish at 8.15.
● AFM staff will set the alarm and lock up and ensure all the windows (including bathroom) are
closed and locked.
● AFM will commence on the 30 August 2020-07 July 2021.
● AFM will replenish the paper towels and liquid/foam soap in their area.
AFM will email a weekly audit to the principal, stsylvestersprincipal@gmail.com
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Classrooms
Task Description

Frequency

Wash desks

Daily

Wash all chairs for teachers and children & then stack them in in their groups (seats & backs/touch areas)

Daily

Hoover floors

Daily

Buff Floors

Weekly

Wash floors (classroom & toilets using different buckets of water and mops)

Daily

Clean hand sanitiser nozzle and clean wall behind unit

Daily

Wash horizontal & all touch surfaces including window sills

Daily

Empty all bins (waste & small pedal bins for tissues)

Daily
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Reline bins with single disposable bags

Daily

Dust, clean & sanitise, fixtures, fittings, walls, window sills, skirting boards, doors and work surface

Daily

Sanitation on all main touchpoints surfaces in all the areas including door handles, horizontal surfaces push
plates, elevator buttons, light switches, toilet handles, toilet flush buttons, counters.

Daily

Clean sink areas, draining board & taps

Staffroom
Task Description

Frequency

Clean fridges

Weekly

Clean & sanitise counters, touch surfaces, Hot water Birco, tables and chairs

Daily

Hoover and wash floor

Daily

Empty bins

Daily

Reline bins with single disposable bags

Daily

Load dishwasher unit, start the wash cycle & sanitise all touch surfaces

Daily

Dust and clean horizontal surfaces, windowsills, window frames,
ledges, radiators, pipe work, fixtures, fittings, fire extinguishers, walls, skirting boards, doors and work
surfaces

Sanitation Dail
y

Toilets
Task Description

Frequency

Clean toilets bowls

Daily

Clean toilets seats, legs, mirrors

Daily

Empty bins

Daily

Reline bins with single disposable bags

Daily

Wash floor

Daily

Refill hand soap and toilet roll

As required

Wash and disinfect bins

Weekly

Sanitise all touchpoints

Daily
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Dust and clean all horizontal surfaces, windowsills, window frames, ledges, radiators, plant holders, pipework, fixtures, fittings, walls, skirting, boards, partitions and doors

Weekly

Individual Offices
Task Description

Frequency

Dust and polish entrance door and surrounds

Daily

Sanitise all touchpoints

Daily

Clean and polish all exposed desks and meeting tables

Weekly

Empty bins

Daily

Reline bins with disposable bags

Daily

Clean and vacuum all floor areas

Daily

Corridors, Stairs & Reception
Task Description

Frequency

Clean and vacuum all floor areas

Daily

Wash floors

Daily

Buff Floors

Weekly

Dust and clean all horizontal surfaces, windowsills, window frames, ledges, radiators, decorative walls,
plant holders, pipe-work, fixtures, fittings, walls, skirting, boards, fire extinguishers, partitions and
doors

Weekly

Clean & sanitise handrails

Daily

Sanitise photocopier

Daily

Wash touch surface areas, sliding glass, external door handles and table in reception

Daily

Clean hand sanitisers nozzles & wipe wall behind units

Daily

Weekly Internal Glass cleaning using special cleaning agent as per manufacturer’s instructions-
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Appendix 6 (b) Cleaning Specifications for St. Sylvester’s Cleaning Employee
Schedule: Monday to Friday
While the following section indicates the minimum frequencies for different cleaning areas, the school
cleaner, Mrs Farrell,
will maintain a consistent and acceptable standard complying with HPSC Guidelines for Covid-19
through regular monitoring
by the Board of Management.
● All areas MUST be cleaned using products which kill Covid-19 Virus. These products are supplied by AFM.

No other products should be used. Specification of products supplied by AFM
● St. Sylvester’s I.S. has ensured the cleaning schedule is compliant with the Department of Education & Skills

‘Covid-19 Response Plan for the Safe & Sustainable Reopening of Primary & Special Schools’.

● Mrs Farrell, an employee of the school, is contracted for 15 hours per week to clean to the Department of

Education
& Skills newly required standards
● The Chairperson and Principal met with Mrs Farrell to discuss in detail how the above could be achieved.
The number of classrooms Ms Farrell would normally clean has been reduced from eight to six classrooms

to allow time for a deeper clean.

● Mrs Farrell will
o Clean classrooms 1-6, the hall, Small kitchen, Children’s toilets beside the hall, library, 2 staff toilets,

Resource Rooms A-C, and corresponding corridors.
o Deep clean the Isolation Rooms (Room A & Small Kitchen) once alerted by Mrs Kirby, the LWR or
by Mrs Paula Smith, the Deputy Lead Work Representative in Mrs Kirby’s absence if they were used.
o Ensure all the windows (including bathroom) are closed and locked.
o Commence on the 24th August 2020.
o Replenish the paper towels and liquid soap in her areas.
● Ms Farrell has agreed to work from 2-5.
● In order to increase the safety of all staff (teachers, SNA’s & cleaners) and to minimise their contact with
others, the follow order to the cleaning routine will be implemented:
1)
2)
3)
4)
5)
6)
7)
8)
9)
10)

Hall
Small kitchen
Children’s toilets at hall
Corridors
Room A
Library
Room B
Room C
Room 1/2/3/4/5 & 6
Staff Toilets

Cleaning of mainstream classes will commence at 2.40 on a rotational basis i.e.
Monday: Room 1 @ 2.40
Tuesday: Room 2 @ 2.40 etc
Teachers should bring work to the staffroom whilst their rooms are being cleaned.
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Classrooms
Task Description

Frequency

Wash desks

Daily

Wash all chairs (teacher & children: seats & backs/touch areas)

Daily

Hoover floor

Daily

Buff Floors

Weekly

Wash floors (classroom & toilets using different buckets of water and mops)

Daily

Wash horizontal & all touch surfaces including window sills

Daily

Empty bins

Daily

Reline bins with single disposable bags

Daily

Dust and clean, fixtures, fittings, walls, skirting boards, doors and work surface

Daily

Clean hand sanitisers nozzles & wipe wall behind units

Daily

Sanitation on all main touchpoints surfaces in all the areas including door handles, horizontal
surfaces push plates, elevator buttons, light switches, toilet handles, toilet flush buttons, counters.
Clean sink areas, draining board & taps

Daily
Daily

Small Kitchen
Task Description

Frequency

Clean fridge

Weekly

Clean & sanitise counters, touch surfaces, Hot water Burco, table and chairs

Daily

Hoover and wash floor

Daily

Empty bin

Daily

Reline bins with single disposable bags

Daily

Dust and clean horizontal surfaces, windowsills, window frames,
ledges, radiators, pipe work, fixtures, fittings, fire extinguishers, walls, skirting boards, doors and work
surfaces

Sanitation Daily

Toilets
Task Description

Frequency

Clean toilets bowls

Daily

Clean toilets seats, legs, mirrors

Daily

Empty bins

Daily
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Reline bins with single disposable bags

Daily

Wash floor

Daily

Clean hand sanitisers nozzles & wipe wall behind units

Daily

Refill hand soap and toilet roll

As required

Wash and disinfect bins

Weekly

Sanitise all touchpoints

Daily

Dust and clean all horizontal surfaces, windowsills, window frames, ledges, radiators, plant holders,
pipe-work, fixtures, fittings, walls, skirting, boards, partitions and doors

Weekly

Corridors
Task Description

Frequency

Clean and vacuum all floor areas

Daily

Wash floors

Daily

Buff Floors

Weekly

Clean hand sanitisers nozzles & wipe wall behind units

Daily

Dust and clean all horizontal surfaces, windowsills, window frames, ledges, radiators, decorative
walls, plant holders, pipe-work, fixtures, fittings, walls, skirting, boards, fire extinguishers,
partitions and doors

Weekly

Wash touch surface areas, sliding glass, external door handles and table in reception

Daily
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share the new systems in place with your child minders.
Please contact the school office if you have further queries stsylvesters@gmail.com. Don’t worry if you are confused
by the above new system, there will be plenty of teachers on hand to support and help all our Senior Infant
classes on Wednesday 2nd September to ensure they have a fabulous return to school.

Appendix 8 Checklist for School Management
Composite Checklist for Schools
This checklist supports planning and preparation, control measures and induction needed to support
a safe return to school for pupils, staff, parents and others.
For completion by the agreed person with overall responsibility of managing the implementation of
the COVID-19 Response plan in line with the support as agreed with the Department of Education.
Planning and Systems
1.
Is there a system in place to keep up to date with the latest advice from the Government and
Department of Education, to ensure that advice is made available in a timely manner to staff and pupils
and to adjust your plans and procedures in line with that advice?
2.
Have you prepared a school COVID-19 response plan and made it available to staff and pupils?

Department guidance and templates provided

3.
Have you a system in place to provide staff and pupils with information and guidance on the measures
that have been put in place to help prevent the spread of the virus and what is expected of them?
4.
Have you displayed the COVID-19 posters in suitable locations highlighting the signs and symptoms
of COVID-19?
5.
Have you told staff of the purpose of the COVID-19 contact log?
6.
Have you a COVID-19 contact log in place to support HSE tracing efforts if required? (Contact log

template attached).

7.
Have you informed staff on the measures and provided a system for them to raise issues or concerns
and to have them responded to?
8.
Have you reviewed and updated risk assessments in line with DES advice to take account of any
controls to help prevent the spread of COVID-19? (Risk template attached)
9.
Have you updated emergency plans, if necessary, to take account of the COVID-19 response plan?

Staff
Have you made available to each staff member a COVID-19 return-to-work form to be
completed and returned 3 days before they return to the workplace? (Template attached)
11.
Are you aware of staff members who are at very high risk under the HSE guidance on people
most at risk (HSE guidance on people most at-risk) and advised them of the DES agreed
arrangements for management of those staff?
12.
Have you advised staff and pupils they must stay at home if sick or if they have any symptoms
of COVID-19?
10.
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Have you told staff and pupils what to do and what to expect if they start to develop symptoms
of COVID-19 in school, including where the isolation area is?
14.
Have you advised staff of the availability of the supports of the occupational health and
wellbeing programme through Spectrum Life?
15.
Has a lead worker representative been identified (in line with the process agreed with the DES
and education partners) and detailed at Section 4.3 of this plan to help advise staff and to monitor
compliance with COVID-19 control measures in the school and taken measures to ensure all staff
know who the representative is?
13.

Training and Induction
16. Have you advised staff to view the Department of Education’s training materials which are
available online?
17. Have you taken the necessary steps to update your school induction / familiarisation training
to include any additional information relating to COVID-19 for your school?
18. Have first aiders, if available, been given updated training on infection prevention and control
re: hand hygiene and use of PPE as appropriate? (It is intended that training will be provided as

part of the Department’s online training programme).

Buildings/Equipment
19. If you have mechanical ventilation does it need cleaning or maintenance before the school reopens?
20. Does your water system need flushing at outlets following low usage to prevent Legionnaire’s Disease?
21. Have you visually checked, or had someone check, all equipment in the school for signs of deterioration
or damage before being used again?
22. Have you arranged for the school, including all equipment, desks, benches, doors and frequently
touched surface points, to be cleaned before reopening?

Control Measures in place
Hand / respiratory hygiene
23. Have you accessed supplies of hand sanitisers and any necessary PPE equipment in line with the interim
HPSC health guidance relating to the reopening of schools, from the national framework provided by the
Department? (RFI published and framework available from early August).
24. Are there hand washing/hand sanitising stations in place to accommodate staff, pupils and visitors
adhering to hand hygiene measures in accordance with Department guidance?
25. Have arrangements been made for staff and pupils to have regular access to hand- washing/hand
sanitising facilities as appropriate?
26. Are hand sanitisers easily available and accessible for all staff, pupils and visitors –e.g. in each
classroom and at entry and exit points to school buildings?
27. Have you made arrangements to ensure hand hygiene facilities are regularly checked and well-stocked?
28. Does the alcohol-based hand sanitiser have at least 60% ethanol or 70% isopropanol as the active
ingredient?
29. Have you informed staff about the importance of hand washing?

58

30. Have you arranged for staff to view how to wash their hands (with soap and water for at least 20
seconds) and dry them correctly through the use of the HSE video resource?
31. Have you shown staff and pupils how to use hand sanitiser correctly and where hand- sanitising stations
are located?
32. Have you displayed posters on how to wash hands correctly in appropriate locations?
33. Have you told staff and pupils when they need to wash their hands or use hand sanitiser?

This includes:
o
o
o
o
o
o
o
o
o
o

before and after eating and preparing food
after coughing or sneezing
after using the toilet
where hands are dirty
before and after wearing gloves
before and after being on public transport
before leaving home
when arriving/leaving the school /other sites
after touching potentially contaminated surfaces
if in contact with someone displaying any COVID-19 symptoms

34
Have you told staff and pupils of the importance of good respiratory measures to limit the spread of
the virus?

o
o
o

avoid touching the face, eyes, nose and mouth
cover coughs and sneezes with an elbow or a tissue
dispose of tissues in a covered bin

Physical Distancing:
35. Have you identified all available school space to be used to maximise physical distancing?
36. Have you reviewed the templates provided by the Department of Education which show options
for revised layout of school rooms to meet physical distancing requirements?
37. Have you arranged to revise the layout of the rooms and furniture as per the Department
guidelines if necessary?
38. Have you arranged in each room that the teacher’s desk should be at least 1m and where
possible 2m away from pupil desks?
39. Have you arranged in each room that pupils would be at least 1m away from each other?
40. Have you allocated workstations consistently to the same staff and children rather than having
spaces that are shared?
41. Have you structured pupils and their teachers into Class Bubbles (i.e. a class grouping which
stays apart from other classes as much as possible) and discrete groups or “Pods” within those class
bubbles to the extent that this is practical?
42. If you have divided a class into Pods, have you arranged at least 1m distance between
individual Pods within the class bubble and between individuals in the pod, whenever possible?
43. Have you taken steps to limit contact and sharing of common facilities between people in
different Class Bubbles (and Pods within those class bubbles) as much as possible?
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44. Have you arranged Pod sizes to be as small as it is likely to be reasonably practical in the
specific classroom context?
45. Have you arranged to the greatest extent possible for pupils and teaching staff to be
consistently in the same Class Bubbles acknowledging that this will not be possible at all times?
46. Have you arranged where possible that different class bubbles to have separate breaks and
meal times or separate areas at break or meal times?
47. Have you made arrangements to limit interaction on arrival and departure from school and in
other shared areas?
48. Have you encouraged walking or cycling to school as much as possible?
49. Have you made arrangements, in so far as practicable, to open additional access points to
school to reduce congestion?
50. Can you provide a one system for entering and exiting the school, where practical?
51. Have you arranged for staff meetings to be held remotely or in small groups or in large spaces
to facilitate physical distancing?
52. Have you a system to regularly remind staff and pupils to maintain physical distancing
53. Have you advised staff not to shake hands and to avoid any physical contact?

Visitors to Schools
55. Have you identified the activities that involve interacting with essential visitors to the school, made
arrangements to minimise the number of such visitors and put in place measures to prevent physical contact,
as far as possible?
56. Are there arrangements in place to inform essential visitors to the school of the measures to help
prevent the spread of infection?
57. Have you a system in place for all visitors who do need to come to the school to make an appointment,
arrange to contact a central point and to record their visit using the contact tracing log?
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Appendix 9 (a) Dealing with a Suspected Case of COVID-19
Procedures to take when Pupils present with Covid-19 Symptoms
● The class teacher should phone the Office 01-8450061
● If a child becomes unwell whilst in one of the Special Education Team (SET) rooms, the member of SET will
accompany the child back to their classroom
● The Office will immediately contact the parents/guardians and will ask for the child to be collected without delay
● The Office will alert the Principal who will make an announcement for the SET teacher to cover the class
● The teacher should open all the windows
● The teacher should seat the child at the opened classroom door along with their coat & school bag whilst they
await the arrival of the SET teacher
● When a SET teacher arrives, the class teacher will don a PPE apron, a mask and a visor and will put a mask on
the child. All class teachers have received a Ziplock bag, containing appropriate PPE. This bag must be hung on
the back of the classroom door and will be replenished as necessary by the LWR.
● In the event that the class teacher is absent, and a substitute teacher is in the classroom, the SET teacher will
replace the role of class teacher in these procedures
● The chair the child was sitting on should be placed at a distance from the general seating area in the classroom
● The Class teacher should bring a mobile phone to the Isolation Area (to be contacted when the parent/guardian
arrives to the school)
● The class teacher will reassure the child whilst walking them to the Isolation Room/Sick Bay maintaining a 2m
distance between themselves and the symptomatic child at all times.

●
Isolation Area 1/Sick Bay is located in Room A. If there is a second suspected case of COVID -19
on a given day, the pupil will be brought to Isolation Area 2 which is located in the kitchen, off the
Hall.
●
When the parent arrive to the school, the Office will direct the parent to go to the door identified
by the ‘Staff Entrance’ sign where they will be met by Trish, the Office Manager.
●
Trish will then advise the class teacher that the parent/guardian has arrived to collect their child.
The class teacher will go through a short checklist with the parent/guardian, advising them to seek
advice from their G.P. The class teacher will note the name of the person who collected the child and
the time of collection at the bottom of the Incident Report Form (IRF) (See appendix 9c) and will then
complete the IRF.
●
The class teacher will place a 'cleaning in progress’ sign on the window of the door of the Isolation
Area and lock the door.
●
The class teacher will return to their classroom and place a sign on the child’s chair and desk area
to notify the cleaners for them to be deep cleaned.
●
The class teacher will liaise with the LWR after school to complete any further paperwork
●
The reports are stored in Room A which is locked
●
THE LWR will organise for the Isolation Room/Sick Bay to be deep cleaned as soon as is practically
possible
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Staff Member presenting with Covid-19 Symptoms
● A symptomatic member of staff should phone the Office
● The Office will then alert the Principal and the LWR
● If the symptomatic staff member is a class teacher, the Principal will organise a SET teacher to supervise the
class
● The symptomatic staff member should go to the Isolation Room/Sick Bay and wait for the LWR

The LWR will carry out an assessment of the incident:
●
The staff member will be asked if he or she feels well enough to travel home
●
If the staff member is well enough to travel home, then the LWR will direct him/her to do so and
will tell him/her to call their GP and self-isolate at home
●
The staff member will be advised not to go to their GP’s surgery or any pharmacy or hospital and
to continue wearing the face mask until they reach home
●
And will advise the individual to 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
●
The staff member will be advised not to use public transport
●
If the staff member is directed by their GP to go home, but is not well enough to travel, the LWR
will assist in contacting a family member
●
If the affected person feels unable to go home, then the LWR will advise him/her to remain in the
Isolation Room and will facilitate them calling their GP.
●
If the condition of the staff member deteriorates when in the Isolation Room, the LWR will contact
999 or 112 for advice and will inform the emergency services that the sick person is a COVID-19
suspect.
Follow up
●
The LWR will complete the IRF. All completed forms will be stored securely in Room A, which will
be kept locked when not in use.
●
THE LWR will arrange for appropriate cleaning of the isolation area and work areas involved –
(further details on cleaning at Section 7 and Appendix 7) by phoning Ms Farrell (the school cleaner) to
organise to have the Isolation Rooms cleaned and disinfected as soon as she arrives at the school.
●
The cleaning staff in St. Sylvester’s will receive training in dealing with contaminated areas and
will be supplied with appropriate PPE.
●
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.
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Appendix 9 (b): Classroom Checklist
Procedures to follow in the Event of a Suspected Case of COVID-19 in this Room.
Displayed on Classroom Doors

If a pupil begins to feel unwell check for one or more of the following symptoms:
● High Temperature
● Cough
● Shortness of Breath or Breathing Difficulties
● Loss of Smell or Taste
1.

Ask the pupil affected to sit on a chair beside the classroom door, at a distance of 2 metres from the rest
of the class/group (if possible). Ask the pupil to bring their coat and school bag with them.
2.
Ensure the windows are kept open
3.
Phone the office for support: 01-8450061
4.
Wait for the arrival of a member of Special Education Team
5.
If there is a Substitute Teacher in the classroom, the SET member will accompany the pupil to the
Isolation Room and the Substitute Teacher will remain in the classroom.
6.
Class teacher dons PPE once outside the classroom, (apron, mask and visor) and gives the pupil a mask to
wear and accompanies the pupil to the Isolation Area/Sick Bay (Room A) PE Equipment Room. The chair
the child was sitting on should be placed at a distance from the general seating area in the classroom.
Class teacher should bring a mobile phone to the Isolation Area
7.
Class teacher waits with the pupil until advised by Trish that the parent/guardian has arrived at the
appropriate door for collection. There are a number of doors where parents/guardians will be
advised to collect their child from depending on the time of day which may be affected by lunch times,
PE Lessons in the yard and other activities happening in the yard.
a. There is an exit door from the Isolation Area which opens directly to the Junior Infant Yard.
When the yard is not in use, the pupil can be collected directly from this exit door by the
parent/guardian.
b. If there are classes in the Junior Infant Yard at either 'Little Break' or 'Big Break', or if there
is an activity such as P.E. taking place in the yard, then the class teacher will phone Trish to
advise her of this. Trish will then tell the parent/guardian to make their way to the Old Staff
Entrance where they will be met by the class teacher
c. If there are staff members having their lunch outside the ‘Old Staff Entrance’, they should
move away from the area whilst the pupil is exiting the building
8. The pupil is brought by the class teacher to the Staff Entrance door and is collected from here by the
parent/guardian
9. The class teacher completes the Incident Report Form and makes a note of who collected the pupil and at
what time the pupil was collected
10. The class teacher places a 'cleaning in progress’ sign on the window of the door of the Isolation Area and
locks the door
11. After the class has been dismissed, the class teacher places a ‘requires cleaning’ sign on the chair and work
area of the pupil
12. The LWR will liaise with the class teacher after school to complete any further paperwork. All paperwork
will be stored securely in a dedicated folder in the Strong Room and files should be shredded after 28
days.

13.

The LWR will liaise with the cleaning staff to clean and disinfect the chair and work area, where the pupil
was seated in the classroom.
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If a member of staff becomes unwell and is displaying symptoms of COVID-19
1.
2.
3.
4.
5.
6.
will
7.

He/she should immediately phone the Office to seek assistance.
The Office will advise the LWR/DLWR
The LWR/DLWR will liaise with SET to provide supervision cover in both classrooms.
The LWR will don appropriate PPE and will meet the staff member in the Isolation Area.
The LWR will make an assessment of the situation, using a HSA Checklist.
The LWR will complete an Incident Report Form in the presence of the staff member. This form
be stored securely in a dedicated folder in the Isolation Area 1 (Room A).
The LWR will assist the staff member to leave the school safely

Appendix 9 (c) Incident Report Form
(to be completed after the affected person has left the school)
Name of Staff/Pupil
Date & Time
Classroom Number
Temperature check
Symptoms
Any additional Information

Is the staff member capable of going home
alone?

Name of the person who collected pupil & the time of
collection

Class teacher shares the following information with the parent:
Seek medical advice
Share medical advice by email with the class teacher
● If child is advised he/she does not need a Covid-19 test, then the school advises you keep the
child at home until he/she is better
●
●
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Signatures of Class Teacher and LWR/DLWR
Signed: ___________________________
Signed: ____________________________

Date: ________________________
Date: ________________________

Follow-up: Please attach a copy of the email from parent/guardian to the class teacher,
with the doctor’s advice on when the pupil is deemed fit to return to school.
Appendix 9 (D) Guidelines for Parents should your Child Present with Covid-19
Symptoms whilst in School
Children should never be sent to school with Mild, Common or Serious Symptoms which should be
managed at home:
Mild Symptoms:
Aches and Pains
Sore Throat
Diarrhoea
Conjunctivitis
Headache
A Rash on Skin, or Discolouration of Fingers or Toes
In the event that a child presents with any of the following Covid-19 Common or Serious Symptoms
during the school day, parents/guardians will be phoned immediately by the school office to collect
their child from school.
Common Symptoms:
Fever/high temperature
Cough
Tiredness
Loss of smell/taste

Serious Symptoms:
Difficulty Breathing or Shortness of Breath
Chest Pain or Pressure
Loss of Speech or Movement

●
Whilst waiting for parents/guardians to arrive, your child will be given a mask to wear and brought
by their class teacher to one of the designated Sick Bay rooms. The teacher will don a PPE apron, visor
and a mask.
●
One of the Learning Support teachers will take care of the class during this process
●
The class teacher will wait with the child until the parents/guardians arrive reassuring them
throughout the process
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●
The class teacher will complete the ‘Isolation Response Plan: Incident Record’ and advise you to
contact your GP.
●
If the doctor advises a child should be sent for a Coronavirus test, the child and any siblings in the
school, should remain at home until a negative result of the test arrives.
●
On average it takes 5–6 days from when someone is infected with the virus for symptoms to show, however
it can take up to 14 days.
● If the test returns positive, the HSE will advise the school what procedures to take.

When can a child return to school?
● Children can return to school once they receive a negative (‘not detected’) Coronavirus test result, and have not
had any symptoms for 48 hours.
● Following isolation/restricted movements your child does not need a GP medical certification or a note from a
GP to return to school. But we ask you to sign the form in the following link to say that your child is well
enough to attend school Return To Educational Facility Parental Declaration Form (PDF, 1 page, 95KB).
change
o Once completed please email it to stsylvesters@gmail.com and cc your class teacher.
● If your child has been in close contact with a positive case of Covid-19 they must:
o Restrict their movements for 14 days (from the known date of the positive result & get tested for Covid-19)

Supporting Children’s Learning who are Absent:
In accordance with the Department of Education & Skills’ ‘Roadmap for the Full Return to School’, schools
must be ready to provide for pupils:
●
Who cannot attend school for health reasons related to Covid-19
●
Where a school may be faced with closure (in whole or part) for a period during which the
curriculum will need to be delivered remotely
●
Who are deemed to be at a ‘very high risk’
If a child is well but has had to restrict their movements and stay at home for fourteen days because of
a close contact being unwell, parents can contact the class teacher directly who will provide literacy
and numeracy activities using the digital platform of Seesaw.
The school understands that some parents may not be able to support their child’s learning at home, if
families are especially experiencing a stressful time due to Covid-19 related illnesses.
Pupils who are unwell and absent for other reasons (e.g. vomiting bugs/sick
tummies/colds/holidays/restriction of movements following holidays etc) will not be given school work
to complete at home.
We strongly advise sick children do not work from home.
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It should also be noted that teachers may also be absent from school should they or one of their family
be advised to restrict their movements pending the results of a Covid-19 test.

Useful advice from the HSE: If your child has Symptoms of Covid-19:
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Appendix 10 Checklist Lead Worker Representative
Mrs. Fiona Kirby, Deputy Principal, volunteered for and was elected to the role of Lead Worker
Representative (LWR) in St. Sylvester’s Infant School. Mrs. Paula Smith, Special Needs Assistant,
volunteered for and was elected to the role of Deputy Lead Worker Representative (Deputy LWR)
Three further staff members volunteered to be Assistant Worker Representatives, Mrs. Maria Kelly,
Mrs. Mary Ennis and Mr. Rob Brennan. Together they form The Worker Representative Team
(WRT).
Mrs. Kirby has directed members of the WRT to the HAS website www.has.ie/covid19 for training
in relation to their roles. This training was completed by all members before returning to work on
August 31st.
The WRT together with all their colleagues in St. Sylvester’s Infant School, participated in the online
Covid-19 Induction Training provided by the Department of Education on August 24th.
The LWR:
●
Who is also the Deputy Principal, works closely with the Principal and the ISM Team
●
Keeps the WRT up to date with the latest advice from the Government via HSE, HAS, HPSC,
www.gov.ie and the www.education.ie websites.
●
Ensures all staff are aware of the signs and symptoms of COVID-19 and how the virus is
spread
●
Keeps all staff up to date with the latest COVID-19 advice from the Government.
●
Brings updated information to the staff’s attention via emails, Aladdin, formal & informal
meetings Updated information can also be accessed by all staff members on the shared Drive
‘COVID-19 Information for Staff.’
●
Has a maximum of 10 release days for the school year 2020-2021 to being released from
class to carry out her LWR duties. Some Croke park hours may also be utilised to complete any necessary
duties.

o
There is also provision for the Deputy LWR, to use a number of Croke Park Hours to carry out
her duties in the role. This time will be utilised to work collaboratively with LWR to ensure that the
control measures that have been put in place, are being maintained.
●
Immediately reports any problems, areas of non-compliance or defects to the Principal
●
Will raise issues relating to COVID-19 in the workplace, that are of concern to fellow staff
members, with the Principal
●
Will always keep a record of any problems, areas of non-compliance or defects and will make
a note of what action(s) was taken to remedy the issue
●
Ensures staff follow all procedures in relation to suspected cases manifesting during school
hours have been adhered to and completes the ‘Incident Report Form’ Appendix 9 (c) with the class
teacher
●
Will consult with other staff members with responsibility for emergency plans and First Aid
procedures with regard to any changes that will be in place for the beginning of the new school
year 2020-2021.
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●
Is aware of the availability of the Spectrum Life Wellbeing Together Programme and shared
this information with colleagues at staff meetings, in advance of the school reopening for pupils on
September 1st 2020

69

Appendix 11 Checklist for Cleaning
1.
Have you a system in place for checking and keeping up to date with the latest public health
advice from the Government and the Department of Education, to ensure that advice is made
available in a timely manner in order to adjust your cleaning procedures in line with that advice?
2.
Have you reviewed the HPSC interim health advice for the safe reopening of schools, in
particular Section 5.6 Environmental Hygiene?
3.
Have you explained the need for the enhanced cleaning regime to staff?
4.
Are you aware that cleaning is best achieved using a general-purpose detergent and warm
water, clean cloths, mops and the mechanical action of wiping and cleaning, followed by rinsing
and drying?
5.
Have you sufficient cleaning materials in place to support the enhanced cleaning regime?
6.
Have you provided training for cleaning staff on the enhanced cleaning regime? (Department

of Education intends to provide online training for cleaning staff)
7.
Have you made arrangements for the regular and safe emptying of bins?
8.
Are you familiar with the cleaning options for school settings set out in the interim HPSC
health advice for schools for surfaces, toilets, cleaning equipment, PPE and waste management?
9.
Are you aware that each school setting should be cleaned once per day?
10. Have you provided cleaning materials to staff so that they can clean their own desk or
immediate workspace?
11. Have you advised staff that they are responsible for cleaning personal items that have been
brought to work and are likely to be handled at work or during breaks (for example, mobile phone
and laptops) and to avoid leaving them down on communal surfaces or they will need to clean the
surface after the personal item is removed?
12. Have you advised staff and pupils to avoid sharing items such as cups, bottles, cutlery, and
pens?
13. Have you put in place a written cleaning schedule to be made available to cleaning staff
including?
a.
Items and areas to be cleaned
b.
Frequency of cleaning
c.
Cleaning materials to be used
d.
Equipment to be used and method of operation?
e.
Details of how to clean following a suspected case of COVID-19 are at Section 7 of the Plan above
If disinfection of contaminated surfaces is required, is a system in place to do this following
cleaning?
15. If cleaning staff have been instructed to wear gloves when cleaning are they aware of the need
to wash their hands thoroughly with soap and water, both before and after wearing gloves?
16. Have you a system in place for the disposal of cleaning cloths and used wipes in a rubbish
bag? Current HSE guidance recommends waste such as cleaning waste, tissues etc. from a person
14.

suspected of having COVID-19 should be double bagged and stored in a secure area for 72 hours
before being presented for general waste collection.

Have you ensured there is a system in place to make sure reusable cleaning equipment including
mop heads and non-disposable cloths are clean before re-use?
18. Have you ensured there is a system in place to ensure that equipment such as buckets are
emptied and cleaned with a fresh solution of disinfectant before re-use
17.
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Appendix 12: Good Corporate Citizen Charter.
The New Normal
The purpose of this short document is to identify some key behavioural changes that we will need
to adopt as we integrate into the new normal way we work and interact with colleagues and
visitors.
Our key message to all is that we are in this together and that we should collaborate and support
each other if we are to remain healthy and keep the virus away. We understand that people
manage and respond to different experiences in different ways. Some will adapt more quickly than
others. Please be patient with each other and encourage and support those who may not be
following the guidelines as you yourself are. Where you engage and are unsuccessful you should
share your concerns with the LWR.
The following list is not exhaustive, but it is designed to address the key aspects of educational work
and interaction in the new ‘Normal’.
Hygiene and Social Distancing
- Staff should make themselves aware of and follow closely respiratory etiquette and hand hygiene
advice. Please use the hand sanitizers and/or wash your hands as appropriate on arrival, on
departure and frequently during the day.
- Please clean / wipe down your own equipment (desk etc.) with wipes provided, upon arrival and
departure.
- Please do not congregate in the staff room, or anywhere else within the school.
- Respect everyone’s personal space and remember social distancing.
- Please remember that there should only be one occupant per elevator at any one time.
- There are limits to the no. of occupants of meeting rooms displayed on the door of each meeting
room, which we ask you to respect.
- A new visitor protocol, including a sign-in procedure for visitors to the school is in place. Please
familiarise yourself with this important protocol.
- When using tea station areas please respect distance and allow one person at any one time use
this area. Wipe all surfaces and kettles before and after use. Please also only use your own cup.
Contact Tracing
Please do not forget to complete the contact logging form daily – or maintain a list of your daily
contacts in your paper or online diary. This information is to aid the HSE in contract tracing, if
indeed it is required.
If you become ill
If you have symptoms as outlined by the HSE, please do not attend work, and inform The Principal
by phone. If symptoms develop during the day, please inform The Principal and seek guidance as
to whether you should go to the isolation room on the ground floor.
Please remember that changing behaviour is not easy, and it is easier for some more than others.
Please be considerate of colleagues and visitors and adapt your behaviour to the new ‘Normal’.
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Appendix 13: HSE Advice to Parents
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Appendix 14: Response Plan Amendment Record
Amendment
No.

Date Issued

Section/ page No.

Amended by:
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Appendix 15: Response to the Media
What if the press media or wider school community contact the school?
The following is a generic statement that schools may wish to consider using in full or part in
response to press/media queries.

“The school cannot comment on individual cases or outbreaks of COVID-19 to protect the
privacy and confidentiality of those involved.
The school can confirm that we have engaged with the HSE. The HSE's role includes carrying
out a Public Health Risk Assessment. As part of this risk assessment, all close contacts will be
identified, contacted and advised of the next steps. Close contacts are requested not to come
to school, in line with HSE Public Health advice. If Public Health does not make contact with
you, you are not impacted and can continue to attend school.
The school will continue to work with the HSE in ensuring all necessary hygiene, health and
safety protocols are in place at the school for the prevention and containment of COVID-19."
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Appendix 16

Sports Days 2021
Covid-friendly school sports days will take place in May and June 2021. Equipment will be divided
up, and not shared among different classes. Each year group will have one dedicated day. There
will be at least a week between each sports day, to allow for quarantining of non-wipeable
resources. Novelty resources will be supplemented by some teachers lending us their own
equipment, eg parachutes.
Junior Infants: Sports Day will take place on May 27th, or the next fine day. The classes will each
have a designated space in the Senior Yard, which they can use throughout the day. The other
classes will user the Junior Yard for their yard breaks. Teachers will use their own class cones,
and will be given other resources, as per the plan. Each class will be given stickers.
Senior Infants: Sports Day will take place on June 3rd, or the next fine day. The classes will go to
the castle from approximately 10.20-11.50. No food can be brought, and there are no toilet
facilities. Each class will set up their own space, and stay there for entire time. Teachers will use
their own class cones, and will be given other resources, as per the plan. Each class will be given
stickers.
1st: Sports Day will take place on any day after the 8th of June, once a week has passed since
the Senior Infant sports day. The classes will go to the castle from approximately 10.20-11.50.
No food can be brought, and there are no toilet facilities. Each class will set up their own space,
and stay there for entire time. Teachers will use their own class cones, and will be given other
resources, as per the plan. Each class will be given stickers and Sports Day certificates.
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Appendix 17

Action plan for the Annual Sponsored Dance in St. Sylvester’s Infant School
Rational
Due to Covid-19 restrictions, no organised gatherings can take place outdoors. This means that
the traditional Sponsored Dance Fundraiser, involving multiple classes, along with a live
audience, cannot take place in its usual format this year. An alternative arrangement has been
devised by Córa Boner, the post holder with responsibility for the Sponsored Dance, Music and
Drama, in consultation with the principal Sharon Dunne and the ISM team and the staff.
Proposed Plan for the Sponsored Dance
A Virtual Sponsored Dance will be recorded in school and a link to the completed video will be
emailed to parents. This will allow the children to experience some of the excitement of the
rehearsals and the performance of the dances, and to share with the parents some of the fun
that is experienced in the school each June.
Each class will be recorded performing an individual dance from the usual dance collection,
outside in the yard. It will be done using the pod system, and all Covid-19 health and safety
regulations will be followed. The children will be performing as part of a group at all times. The
children can wear fancy dress on the day of the recording.
Safety Considerations
The Board of Management, school leaders and staff of St. Sylvester's I.S are aware of their
responsibilities to ensure Covid-19 guidelines are adhered to, and that the recording of the
children is shared responsibly. With this in mind the following procedures have been put in
place:
1. Parental Permission:
As teachers are recording the children and these recordings will be sent to the whole
year group, permission is required from the parents to do so. A Sponsored Dance Video
Consent Form, will be sent to parents on Monday 24th May 2021, using Google Forms.
If a parent declines to give their permission, then their child will not be allowed to be
filmed. They can be present in the yard, and dance off camera. The form also instructs
parents that the videos are not to be shared on Social Media, and are viewed by family
members only.
2. Location:
The recordings will take place in the Junior Infant Yard. The following risks have been
assessed and addressed:
• The size of the performance space – the children are standing 1 metre apart on
the blues line in the yard.
• The number of pupils/adults in the yard - one class (max 28 children) and 4
adults (2 teachers,1 SNA and the videographer) will be allowed in the yard the
during performance session.
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•

The duration of the practice/performance sessions – as 5 classes currently use the
Junior Infant yard during break times, a maximum of 5 classes can practice at
the same time in the yard, while maintaining class bubbles. Classes can dance in
the yard for 30 minutes. For the recording the filming will be timetabled in 15
minute time slots.

Children and teachers will follow the current practice of sanitizing their hands on entering
and leaving the school building.
3. Set Up:
A section of the Junior Infant yard will be decorated with bunting and balloons. All 15
classes will be filmed on Thursday 3rd June 2021 and a timetable has been devised giving
each class 15 minutes to arrive, dance twice and depart safely.
A new PA Speaker was purchased by Córa Boner and will be used for the practices and
performances. Teachers will sanitize their hands before touching the controls on the PA
Speaker. Teachers can also use Bluetooth to play the tracks from Spotify through the
Speaker.
4. Filming:
The children will perform their dance, under the supervision of their class teacher, and they
will be recorded by Peter Kelly, parent and videographer. They will stand on the 2 blue
lines, spaced 1 metre apart, in their pods.
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Sponsored Dance Video Form
Unfortunately, due to Covid-19 restrictions, we will not be able to hold the Sponsored Dance
in the school this year. Instead we are going to record a Virtual Sponsored Dance
Performance. This will allow the children to experience some of the excitement of the
rehearsals and the performance of the Sponsored Dance, and to share with you the fun that
we experience here in the school.
We are planning to record a short video of the children performing a dance from our
collection of dances. It will be recorded outside in the yard and all Covid-19 health and
safety regulations will be followed. The children will be performing as part of a group at all
times and there will be no close up shots of individual children. Traditionally, the children
wear fancy dress or any clothes that they wish to wear, and we will ask the children to wear
something bright and fun on the day of the recording. Weather permitting, the recording will
take place on Thursday June 3rd 2021.
The videos will be compiled into one long video for each class level. This means that all the
Junior Infant classes will be in one video, all the Senior Infant classes will be in another video
and all the First Classes will be in a third video. These videos will be sent as a private
Youtube link to ONLY parents in the school, and we ask that it be kept private, for family
viewing only, and not be uploaded to any social media channels. Teachers may show the
completed videos to their classes also.
We need parental consent to circulate any video that features their child.
Your child will not appear in the video without your consent. Parents/Guardians have the
right to opt in or opt out of this consent as they so wish and without reason. Please complete
this consent form as soon as possible.
* Required
Please check the box for the class that your child is in. If you have multiple children in the
school, please check all of the relevant boxes. *
Room 6 - Ms. Tipper
Room 7 - Ms. Griffith
Room 8 - Ms. Mathews
Room 9 - Mrs. Boner
Room 10 - Ms. Conlon
Room 11 - Mr. Brennan
Room 12 - Mr. Lee
Room 13 - Mrs. Kirby
Room 14 - Ms. Farrell
Room 15 - Ms. Costello
Room 1- Ms Penlerick
Room 2 - Ms Grimes
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Please write the name of your child/names of your children in St. Sylvesters. *
Your answer

Please choose one of the options below. *
I give consent for my child, listed above, to appear in the St Sylvester's Sponsored Dance
video.
I do not give consent for my child, listed above, to appear in the St Sylvester's Sponsored
Dance video.
Please tick this box *
I acknowledge and understand this virtual Sponsored Dance performance is for our personal
viewing and cannot be uploaded onto any social media platform.
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Appendix 18

Action plan for School Tours in St. Sylvester’s Infant School
Rational
Due to Covid-19 restrictions, the Department of Education issued guidance to schools about
schools tours. In summary, the INTO stated that:
“Schools are encouraged to minimise the use of buses for school tours this year, to keep tours

local and avoid long trips. Where buses are involved in a school trip, schools are advised to avoid
whole year groups going on the same trip. Decisions in relation to educational trips are a matter
for each individual school authority and it is the responsibility of each school authority to ensure
that appropriate safeguards are in place while children are participating in such trips. At all times,
public health guidelines should be complied with.”
In adhering to this guidance, the traditional School Tours to Dublin Zoo and Explorium cannot
go ahead this year. Alternative excursions has been devised by Córa Boner, the post holder with
responsibility for the School Tours, in consultation with the principal Sharon Dunne, the ISM team
and the staff, using the existing School Tour Policy in place in the school.
Proposed Plan for the School Tours
The First Class children, who did not have any tour last year due to the school closure in 2020,
will have two excursions. Toots, the Malahide Road Train, will transport individual classes to
Malahide Beach, for a short visit, and return them to the school. On a separate date, each class
will visit the Fairy Trail in Malahide Castle, walking from the school to the castle gardens.
The Senior and Junior Infants will have their Teddy Bear’s Picnic in Malahide Demesne. The
Senior Infants missed this traditional Junior Infant rite of passage due to the school closure in
2020. These Picnics will take place on separate dates. The school has arranged for each child to
have an ice-cream cone during their picnic.
Proposed Dates:
Tuesday 8th June: Room 4 & 5 Junior Infant Teddy Bear’s Picnic, Malahide Demesne
Thursday 10th June: Room 1 & 3 Junior Infant Teddy Bear’s Picnic, Malahide Demesne
Friday 11th June: Room 2 Junior Infant Teddy Bear’s Picnic, Malahide Demesne
Tuesday 13th June: Senior Infant Teddy Bear’s Picnic, Malahide Demesne
Friday 18th June: First Class Toot’s Trip to Malahide Beach
Wednesday 23rd June: First Class Trip to Fairy Garden Malahide Castle
Safety Considerations (Covid-19 related)
The Board of Management, school leaders and staff of St. Sylvester's I.S are aware of their
responsibilities to ensure Covid-19 guidelines are adhered to, and to ensure the safety of the
children. With this in mind the following procedures have been put in place:
1. Parental Permission:
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A letter explaining how the tours will operate, along with dates, will be sent to parents
via email. First Class parents will also need to pay for their child’s tour.

2. Location:

The school tours will all take place outdoors, in wide open spaces. Toots the Malahide
Road Train has open window panels on all sides and will collect the First Class children
from the school. Children and teachers will follow the current practice of sanitizing their
hands on entering and leaving the school building, and before consuming any food or
drinks. The classes will maintain their bubbles at all times, and will not be in any confined
spaces with poor ventilation

3. Supervision:

SET teachers and relevant SNA’s will accompany their classes on their tour. While First
Class are using the Fairy Trail, the class teacher and SET teacher will supervise 2 pods of
14 children. The Senior Infant classes will follow a similar approach. The Junior Infant
classes are taking additional support to supervise toilet visits (where necessary). Children
will be encouraged to use the toilet before leaving the school to minimise the number of
visits to public toilets.
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Appendix 19

First Class Graduation Plan
1. Introduction
This plan was put together in line with the Covid-19 Response Plan for St Sylvester’s Infant School
with careful consideration also given to the most up to date public health advice and safety
recommendations. (As of 17th May 2021)
The First Class teachers met outdoors to discuss the plan where many ideas were brought forward.
The plan was finalised through consultation with the school’s Principal. This plan represents a
very safe and practical way for the First Class Graduation to happen this year. This plan is based
on the current health advice available to us. Throughout the planning process, the First Class
teachers have consulted the Covid-19 Response Plan and the ‘Work Safely protocol’ and have
ensured that the plan reflects the safety procedures and actions that minimise both the risk and
spread of Covid-19.
We have included a risk assessment (Appendix I) which we carried out to determine the safest
course of action. We also compiled this in response to the latest guidance by the Department of
Education with regards to the associated risk of events held on the school premises on a letter
dated 5/5/21.
https://www.into.ie/app/uploads/2019/07/Letter-to-Primary-Principals-5-May-21.pdf (Appendix
II)
The results of this risk assessment found that the First Class Graduation represented a safe
alternative to our traditional school graduation and also didn’t represent any additional risk in
terms of Covid-19 transmission. By carrying out the risk assessment we adhered to the main
objective outlined in the letter, which states: “The core objective of any decision for holding a

ceremony, is that any activity is operated in a safe manner and must adhere to public health
advice.” This event would represent a lower risk of Covid-19 transmission than our usual start/end

of school day drop-off/collection procedures (Appendix III). It was also found that having a
different class each day will ensure that class bubbles are not compromised which is consistent
with another aspect of the advice offered in the letter dated May 5th 2021 from Deirdre Shanley,
the Assistant Secretary(DES). That is, we should endeavour to “maintain any such ceremonies
within the existing pods and bubble structure”. In terms of the attendance of parents, this event
closely resembles the normal collection routines employed in the school. The proposed graduation
would involve lower numbers of parents on the school premises. As well as that any risks identified
in our assessment have been met with various controls to limit those risks as well as the fact that
the event would happen outdoors. The HPSC guidance states: “Outdoor activity is associated with
lower risk and should be encouraged where appropriate and weather permits”. (p. 7)
https://www.into.ie/app/uploads/2019/07/Appendix-2-HPSC-guidance-on-the-reopening-ofPrimary-schools-230221.pdf
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Lastly the inclusion of a certificate, gift and photo as part of the ceremony is a decision which
was taken with the wellbeing of the children in mind and their transition from this school to the
next. The importance of well-being is echoed in the DES publication Spring back to School (2021)
and given the resilience shown by these children over the last 12-14 months, they deserve a day
of celebration. We have consulted the School’s Covid-19 Response Plan, the most up-to-date
government publications/advice and completed a risk-assessment which identifies this small event
as
low
risk
in
terms
of
contacting
and
spreading
Covid-19.
https://www.into.ie/app/uploads/2019/07/Spring-back-to-School_Wellbeing.pdf
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2.1 Proposed Dates and Times
First Class Groups

Date & Time

Room 11- Mr Brennan

Monday 21st June 12.00pm

Room 12- Mr Lee

Tuesday 22nd June 12.00pm

Room 13- Mrs Kirby

Wednesday 23rd June 12.00pm

Room 14- Ms Farrell

Thursday 24th June 12.00pm

Room 15- Mrs Costello

Friday 25th June 12.00pm

The graduation takes place at the front of the school.
Each class will be split in 3 to ensure that there is no build-up of parents/guardians at any one
time.
These three groups will follow the times below which will be emailed to parents/guardians in
advance.
Group 1: 12.00-12.20
Group 2: 12.25-12.45
Group 3: 12.50-13.15
Once each step of the graduation has been completed, the child leaves the school with their
parent(s)/Guardian. (Note taken of who is collecting the child)
2.2. Example: Room X Graduation Day Format
The children from room X eat their lunch prior to yard time using the hand sanitizer unit in the
classroom.
Teachers, who will be on their lunch, will be asked to not eat outside at the staff exit used in the
evening.
Once in from the yard, the children will tidy up and collect their coats. They will then remain in
their seats watching a movie.
The parents will enter the school premises through the gate marked ‘entrance’.
The teacher will bring the first group down through the reception at 12.00. The children will join
the green line with their parents outside Room 10. (See Map- 2.3)
Two SET’s (Special Education Teachers) will remain in the classroom
One to supervise the class
The second to bring the group out to the reception area at the allotted time.
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The Graduation ceremony commences then as follows:
The Certificates will be handed out at the first table (1) by Mrs Dunne/or a member of the Parent’s
Association.
A member of the PA will hand out a small gift bag to each of the children from the second table.
(2)
A photo will be taken at the third station, the ‘Giant Story-telling Chair’, to the front of the school
(3) in the grass area. Only one device can be used to take photos for each family. This device will
be used by a member of the PA who will sanitise before and after each turn. There are markers
on the ground to show parents/teachers where to stand for the photo.
After the photo the parent(s) and their child will leave through the gate marked ‘exit’ through the
staff car park. The teacher will have a class list to take note of who is collecting each child at the
third station.
Once the first group is completed, the SET will bring the next group to reception.(12.25)
A First Aid box will be kept at one of the tables on the off chance it is needed.
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2.3 Layout of the Graduation Ceremony
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Risk Assessment (In accordance with School’s Covid-19 Response Plan)
Named
Hazard

Risk Involved

Risk Rating Controls

Person Responsible

Groups
gathering at
the front of
the school

Risk of
contracting
Covid-19

Low

Face-Masks to be worn on the school premises at all
times (Step 3).
Different Days for each class to avoid large groups of
parents on site. This also means the class pods will
not be compromised.
Class split in three parts to avoid any large groups at
the front of the school. Different times given to each
group.
Parents socially distanced using the lines provided.
Pupils are accompanied by an accompanying
(parent/guardian/childminder) to a social distanced
marker on their class line prior to their turn.
A one way system in place.

-First Class Teachers
-Parents of children involved
-Other staff members
-Parent’s association members.

Areas to
sanitise

Risk of
contracting
Covid-19

Low

Sanitising unit at each table for those handing out
certificates/gifts.
Similar required for the photo station- as a staff
member would be handling different phones for the
photos.
One device for each group of parents to avoid
handling multiple phones for each family.
The children sanitise leaving the school as normal.
The teachers/pupils/parents stand in allocated places
for the photo.

-First Class Teachers
-Other School Staff
-Parents
-Parent’s Association

Covid-19
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Leaving the
premises

Risk of
contracting
Covid-19
compromising
one way
system.

Low

The parents and their child/children depart the school
through the staff car park once their photo has been
taken.
They are guided by a staff member and/or member of
the Parent’s Association.
Signs used to map out one way systems for parents.
Email and Map sent to parents to help them to
navigate through the process.

-Designated Staff Member
-Parent’s Association

General Risks
Toilets

Accidents
Low
during the
graduation or
needing to use
the toilet
during the
ceremony.

Children use the toilet before leaving the classroom.

Class Teacher

Carpark

Parents/childre Extremely
n at risk of
Low
injury in the
car park

The graduation will take place between 12.05pm and
1.15pm so there will be no activity in the car park in
terms of cars moving.
The car park gate will be closed to prevent other cars
from accessing it at that time.

School Staff
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Appendix II
5 May 2021
Dear Principal,
The Government has announced on 29 April a phased easing of public health restrictions outlined in
COVID-19 – Recovery and Resilience: The Path Ahead. It is timely as we begin the last term of this
school year, notwithstanding the recently announced phased easing of public health restrictions, to
reflect on how current public health measures continue to support and underpin those school activities
that traditionally take place in the last school term, for example school tours and trips, class
graduations and sports days.
Sixth class graduations/class celebrations
The final months of the academic year are a time of excitement and occasion for all children and in
particular those children in sixth class, as they look forward with anticipation and celebration to the
traditional rites of passage which generally include extra-curricular and co-curricular activities as well
as ceremonies to mark the end of the school year. While it will not be possible for schools to carry
these out in the traditional format again this year, schools can continue to hold end of year graduation
ceremonies for sixth class pupils and should maintain any such ceremonies within the existing pods
and bubble structure. Schools will be in a position to hold this ceremony in the school and while there
has been a further easing of restrictions, schools will not be in a position to facilitate the attendance
of parents or other family members. Schools are also encouraged to explore ways of marking the
occasion remotely for family members, by hosting virtual connectivity or pre-recording videos that can
be sent to them to capture and celebrate a pupil’s time in school. Certificates of achievement, photo
stories, scrapbooks and other memorabilia can also form part of the celebration. The core objective of
any decision for holding a ceremony, is that any activity is operated in a safe manner and must adhere
to public health advice.
School tours/ trips / use of buses
The Department has published guidance for schools that provide various teaching and learning
approaches, including bringing pupils outdoors and to ….. 2 local amenities to enhance learning,
support social distancing, promote physical activity and help positive wellbeing. While from 10 May
the easing of public health restriction provides for travel between counties, schools are encouraged to
minimise the use of buses for school tours this year, to keep it local and avoid long trips. Where buses
are involved in a school trip, it would be better to avoid whole year groups going on the same trip.
Decisions in relation to educational trips are a matter for each individual school authority and it is
the responsibility of each school authority to ensure that appropriate safeguards are in place while
children are participating in school trips and that all such activities are in line with public health
guidelines. Use of buses With regard to guidance for private hire of transport services by schools (for
school activities such as tours, sports activities, etc.), while such services are not within the remit of
the Department’s School Transport Scheme and any such arrangements are a matter for schools to
organise and manage locally, the Department advises that any private transport arrangements
organised by a school should comply with the general guidelines for children using School Transport
Scheme Services, which are:
• Do not use transport if displaying obvious symptoms.
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• Maintain physical distancing while waiting for transport.
• Always sit in pre-assigned seating which will be next to a sibling or a child from their class group
where possible (this should be the same child at all times).
• Use hand sanitiser prior to or on boarding the bus.
• Observe respiratory etiquette at all times – cover coughs and sneezes with a tissue and dispose of it
properly, or by coughing or sneezing into their elbow while waiting for and on-board transport services.
• Disembark the bus one by one in an orderly fashion.
Contact Sports/ Sports Days
The Department has published guidance that the use of external coaches or tutors is at the discretion
of the board of management of a school, which ….. 3 must satisfy itself that these visitors are Garda
vetted, adhere to public health advice, are trained by their governing bodies with regard to COVID19 and fully implement the school’s COVID-19 response plan. Sports days are an enjoyable part of
the end of school term activities and help to form happy childhood memories of time spent in school.
Schools can hold school sports days, without the attendance of parents or family members. Schools
must ensure that sport days and all sporting activities are in accordance with the school’s COVID-19
response plan with particular emphasis on holding such activities within the existing pods and bubble
structure.
Importance of Public Health Measures
The importance and impact of public health measures within schools to prevent the onward spread of
COVID-19 infection has been repeatedly shown in schools with low positivity amongst close contacts.
It is really important that these measures continue to be implemented, and that families are
encouraged to support schools in keeping COVID-19 out of schools, by ensuring they follow national
public health guidance, and staying away if anyone has any symptoms of COVID-19 infection. I wish
your school community a safe and enjoyable summer term.
Yours faithfully,
Deirdre Shanley (Assistant Secretary)
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Appendix III
Excerpt from the School’s Covid-19 Response Plan (p. 62-63)
Class Bubbles:
Each class is now referred to as a ‘Class Bubble’ and we will ensure that there is as little contact as
possible between children in different Bubbles. The Senior Yard will be divided into five ‘Bubble
Areas’ demarcated by a coloured, broken line. In order to separate the ‘Bubbles’, there will be a 1m
‘Buffer Space’ between each ‘Bubble Area’ that children cannot enter and from which the teachers
will supervise playtime. Please talk to your child about this, using sentences such as:
Mrs Dunne has made a ‘special coloured Bubble Area’ for you to play safely in
I wonder which colour will you and your classmates play in?
It is important you play with the boys and girls in your class
It is important you don’t leave your Bubble Area
I’m sure you have seen lots of adults wearing masks. Your teacher will be wearing a mask or a clear
visor when they come out to collect you from your Líne. But Children don’t need to wear face masks
It’s time to start going to bed earlier to get ready for school
Your teacher is really looking forward to seeing you again
Staggered Yard Times:
We are a BIG school with 410 pupils under the age of seven, in attendance. It will not be possible
for all the children to go out to play in the yard at the same time. Teachers will bring out their own
classes for a staggered ‘Air Break’ each morning. There will be two yard times for Lunch Break:
1st Classes:
11.40-12.00
Senior Infants: 12.10-12.30
Drop off & Collection Routines:
This has proven to be one of the most challenging undertakings. Most children have been close to
their parents for the past six months and may be experiencing a sense of anxiety at the thought of
returning to school. Because of the young age profile of our pupils, we believe it important that
children should have the support of their parents returning to school.
In order to avoid parents congregating in the yard, we are implementing a New System for this
year.
One way system on Yellow Walls Rd: Where possible, we ask parent to approach the school using
the footpath on the same side as the school. When leaving the school, please cross the Yellow Walls
Rd at the Lollipop lady to try and maximise physical distancing on the footpaths.
We are asking that one parent/guardian line up with their child on a designated mark painted on
each líne. These are spaced in 1m intervals to increase social and physical distancing as much as
possible.
However, to reduce the congestion on the school site, with 1m physical distancing now required on
each líne, each class now needs two or three lines to accommodate all children lining up.
We are also using ALL our entrances to allow children to enter the school as quickly as possible.
Please pay close attention to the section below which outlines which door your child will be using to
enter the school and which lines they will line up on.
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Room 11:
Morning time 8.50am: Please bring your child to the front of the school and line up on the 2 green
lines at Reception. Please remain with your child on one of the white painted dashes which are
spaced 1m apart until the teacher comes out to collect the class
Children will enter the school via the Reception entrance and will then sanitise their hands inside the
door.
Home time 1.30pm: Could parents please line up on one of the 1m white dashes and your child will
be brought out to you.
Room 12:
Morning time 8.50am: Please bring your child into the Senior Yard.
To maintain 1m physical distancing between pupils accompanied by their parent, the class needs to
use 3 lines. Could the children please line-up using the following lines:
Orange 12
Yellow 11
Red line with a triangle
Children will then enter the school via their classroom door and sanitise their hands.
Home time 1.30pm: Could parents please line up on one of white dashes of one of the lines above
and your child will be brought out to you.
Room 13:
Morning time 8.50am: Please bring your child into the Senior Yard.
To maintain 1m physical distancing between pupils accompanied by their parent, the class needs to
use 3 lines. Could the children please line-up using the following lines:
Blue 14
Red 15
Orange line with a square
Children will enter the school at the entrance near the lift, sanitise their hands and then walk up the
stairs.
Home time 1.30pm: Could parents please line up on a mark on one of the lines above and your
child will be brought out to you.
Room 14:
Morning time 8.50am: Please bring your child into the Senior Yard.
To maintain 1m physical distancing between pupils accompanied by their parent, the class needs to
use 3 lines. Could the children please line-up using the following lines:
Blue 9
Green with a triangle
Yellow with a Square
Children will enter the school at the photocopier entrance, sanitise their hands and then walk up the
stairs.
Home time 1.30pm: Could parents please line up on a mark on one of the lines above and your
child will be brought out to you.
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Room 15:
Morning time 8.50am: Please bring your child into the Senior Yard.
To maintain 1m physical distancing between pupils accompanied by their parent, the class needs to
use 3 lines. Could the children please line-up using the following lines:
Green 8
Orange 7
Yellow 6
Children will enter the school at the photocopier entrance, sanitise their hands and then follow
Room 14 in single file up the stairs.
Home time 1.30pm: Could parents please line up on a mark on one of the lines above and your
child will be brought out to you.
Punctuality
If the above system is to work effectively and not have a negative ‘knock-on’ for the rest of the
school, it is very important that the children are punctual. Children are often anxious when their
parents bring them to school late. Children who are late to school must be signed in by their
parent/guardian at reception using their own pen. Parents will have to wait until a member of staff
has been freed up to bring the child to their classroom. Persistent lack of punctuality is a breach of
our Code of Behaviour.
Children cannot be released from school early as we do not have the manpower available to collect
individual children from classrooms. Parents/guardians/afterschool facilities are not permitted to
enter the school to collect children from classrooms.
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