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1 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 statement is attached at Appendix 1. 
 
2 Introduction 

On 23 February 2022 the DE published Information Note SD 0003/2022, in relation to 
updated public health advice. The Note advises that the remaining public health measures 
relating to physical distancing and face masks or coverings in schools are removed. Schools 
are no longer required to maintain discrete class bubbles or pods for pupils, or to stagger pupil 
arrivals and departures, or break-times. Schools can resume use of changing rooms, PE halls, 
staff rooms, etc.   

Schools can resume normal routines and normal teaching and learning activities, including 
team teaching, sports, singing and music, and inter-school activities.  

Due to the fact that Covid-19 is very prevalent in the school community, it was decided by the 
staff that a number of protective precautionary methods were needed to remain in place. 

Schools as workplaces are subject to inspection by the Health and Safety Authority to ensure 
that they are compliant with measures to contain the spread of COVID-19. 

 

2.1 Governance 

This plan was updated by the Principal and other members of the In School Management 
Team on 28th March 2022. The Board of Management is ultimately responsible for 
implementing the Covid-19 Response Plan. The Principal as the agent to the BOM, supported 
by the Lead Work Representative and the In-School Management Team ensure the plan is 
adhered to. 

Lead Work Representative 

 Mrs Kirby is the LWR and Paula Smith the DLWR to represent all staff in the workplace and 
work collaboratively with the Principal to ensure, so far as is reasonably practicable, the safety, 
health and welfare of employees in relation to COVID-19.  In conjunction with school 
management, the LWR promotes the continuing use of good hygiene practices to help suppress 
the spread of COVID-19 in the workplace. The Lead Worker continues to keep up to date with 
the latest COVID-19 public health advice and updates the COVID-19 Latest Information Folder 
with the most up to date government and HSE guidelines and information.  
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2.2 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 

 

2.3 Dealing with a Suspected Case of COVID-19   

Staff or pupils should not attend school if displaying any symptoms of COVID-19. parents of 
pupils presenting with Covid-19 symptoms will be called to collect their child immediately. 
staff presenting with symptoms during the school day will be asked to go home.  

 

3  Staff 

The School Covid Response Plan states that staff have a statutory obligation (under the 
Health 

Safety and Welfare at Work Act) to take reasonable care for their own health and safety and 
that of their colleagues, and sets out the duties which are included in this, including having 
good respiratory etiquette, hand washing etc.  

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. 

To manage the risk of COVID-19 within the school community, staff members or pupils who 
have symptoms of COVID-19 or test positive should stay at home.   

It should be borne in mind that any failure to adhere to a school policy may be dealt with by 
management through the normal disciplinary process for schools, beginning with the informal 
stage.  

 In this regard and in order to facilitate safe working, these duties include, but are not limited 
to, the following:  

• Adhere to the School COVID-19 Response Plan and the control measures outlined  
• Be aware of, and adhere to, good hygiene and respiratory etiquette practices; 
• Make themselves aware of the symptoms of COVID-19 and monitor their own 

wellbeing 
• Self-isolate at home if they display any symptoms of COVID-19 or test positive 
• If they develop any symptoms of COVID-19 whilst within the school facility, they 

should adhere to the procedure outlined in the school COVID Response Plan  
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• Keep informed of the updated advice of the public health authorities and comply with 
the same.  

 

3.1 Special Education Teachers (SET’s) and SNA’s Support a Defined Number of 
Classrooms 

As far as is practically possible, Special Education Teachers (SET’s) and SNA’s will continue to 
support a defined number of classrooms. (three for SNA’s) 

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. 

  

3.2 Face Covering for Staff 

Although it is no longer mandatory to wear masks in schools, staff are asked to be 

considerate to their colleagues who may have underlying health conditions and to wear masks 
when talking to colleagues. 

The school has provided all staff with medical grade or FFP2 face masks. It is a staff 
member’s choice whether they wish to wear one of these or their own (washed) cloth face 
mask. 

 

3.3 Making Changes to School Layout 

The necessity for Class Bubbles and Pods was disbanded on 22nd Feb 2022 with the lifting of 
many COVID-19 Restrictions. However due to the young age of the pupils, a plan needed to 
be implemented to prepare the children: 

• How to play and behave in the yard without Class Bubbles 
• For the increased number of pupils  in the Senior Yard once the Senior Infants and 

First Classes are together 
• How and  where to line up 
• The following collaborative plan was agreed and adopted. 
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Covid-19: Lifting of Restrictions 2021-22 

Yard & Staggered Times Plan 

 

27,487.09 

 

Date Level/Groups Plan  
 

21st March -
25th March 

Junior Infants 
Senior Infants 
First Classes  

Bubbles removed 
Pupils free to play  
Pupils learn new lining up routines 
 

28th March-1st 

April 
Junior Infants Additional lesson by teachers to reinforce: 

• behaviour in yard  

• Yard rules  

• Lining up 

• Principal Award for ‘Best líne 
 

Senior Infants 
First Classes 

• Class teachers and SET liaise with SNA’s to prepare children with SEN 
for the large volume of pupils in the yard next week 

• It is important the pupils are clear as to how to seek support in the 
yard from their SNA & visa-versa. 

• Continue reinforcing yard rules and expected behaviour in the yard, 
rules and lining up 

• Prepare Quiet Reading/Play Area near raised vegetable beds 
 

4th-8th April 
 

Junior Infants Continue reinforcing yard rules 
 

Senior Infants 
First Classes 

• Yard times change to 10.30-10.40 & 12.10-12.30 

• All children play in any area of the yard 

• Pupils line up on their line number 

• All teachers asked to go out to yard 2-3 mins early for the first week in 
supporting 10 classes lining up together 

• Continue reinforcing yard rules 

• Skipping Circles re-introduced: 
Mon: 6 & 11 
Tues: 7 & 12 
Wed: 8 & 13 
Thurs: 9 & 14 
Fri: 10 & 15 

 SET & Mainstream 
 

Timetables changing 

4th-8th April SNA’s New Break time: 11.30-12.00 
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25th April-30th 
June 

Junior Infants Staggered times and entrance routines remain the same 
 

 Senior Infants 
 

New staggered time; 8.55-1.35 
Entrance routines remain the same 
 

First Classes Staggered times  and entrance routines remain the same 
 

 

4 First Aid/Emergency Procedure  

The standard First Aid/Emergency procedure shall continue to apply in schools where First Aid 
is administered 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.  

 

4.1 Access to School and Covid-19 Sign-in/out Log  

Only necessary personnel should enter the building. Arrangements for necessary visitors such 
as Contractors/NEPS/HSE/School inspectors will be restricted to essential purposes and limited 
to those who have obtained prior approval from the Principal. All non-staff members must 
complete a Covid-19 Sign-in/out Log’. See Appendix 5(a). 

A pro-forma laminated poster with COVID-19 declaration questions will be displayed in the 
school reception area.  The school secretary 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). 

Due to the continued high level of Covid-19 in the community, all visitors must use face 
coverings when entering the school and must perform hand hygiene in the presence of the 
school secretary.   

The school secretary will bring all forgotten items (books, lunch boxes) to the child’s classroom.   

Children arriving late to school should be signed in by their parents in reception. The school 
secretary will then bring the child to their classroom.  

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’, will continue to be 
in place for the remainder of the 2021-22 school year. (see Appendix 5(a) ) which 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 contract cleaners should complete a separate sign-in/out Log . See Appendix 5(c ) 
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4.2 School Records 

School 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.  

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-work- safely-
protocol 

 

 4.3 Signage 

St. Sylvester’s I.S. has displayed signage outlining the signs and symptoms of COVID- 19 and 
supporting good hand and respiratory hygiene.  

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. 

 

5 Control Measures  

 How to Minimise the Risk of Introduction of COVID-19 into Schools:  

Promote awareness of COVID-19 symptoms 

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 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 (See Appendix 9(a)) Fiona  

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 
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5.1 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. 

 

5.2 Ventilation of Classrooms 

The DES issued guidance to schools in November 2020 regarding how best to ventilate 
classrooms which will continue to be implemented. 

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. 

Window restrictors were purchased and fitted to all windows to allow for partial airflow and 

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 where magnets 
are in use, 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  

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. 

 

5.3 CO 2 

Guidance from the Department of Education is available: ‘Practical Steps for the Deployment 
of Good Ventilation Practices in Schools’ (PDF) The guidance sets out an overall approach for 
schools that windows should be open as fully as possible when classrooms are not in use (e.g. 
during break-times or lunch-times, assuming classrooms are not in use, and also at the end of 
each school day) and partially open when classrooms are in use.  
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Each class has a Carbon Dioxide (CO2) monitor.  The Department published guidance 
regarding how these practical steps measures can be supplemented and enhanced by the use 
of Carbon Dioxide (CO2) monitors. Links to all aforementioned guidance can be accessed here.  

 

5.4 Hand Hygiene  

St. Sylvester’s I.S continues to promote 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. There-fore the liquid soap provided is one that 
emulsifies easily in cold water.  

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.  
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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 

 

5.5 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 its symptoms  

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  

 

5.6 Hygiene and Cleaning in Schools  

St. Sylvester’s will continue to engage with extra cleaning routines for the remainder of the 
school year.  

The BOM employs both contract (AFM) and non-contract cleaners. The school will be 
thoroughly cleaned once a day. (from 2pm-8.15pm) During school hours, the caretaker will 
continue to clean frequently touched objects and surfaces e.g., door handles, handrails, sinks 
and toilet facilities.  

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.  
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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 most disinfectants are inactivated by dirt. Disinfectant should be stored up high out 
of the reach of pupils. 

 

5.7 Other Considerations 

• Pupils will bring their own small hand towel to school 
• There are paper towels in the staff toilets 

 

5.8 Communication to Parents 

Parents are advised by Email, texts or phone calls: 

Not to bring their child to school if the child: 

has symptoms of a viral respiratory infection or  

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  

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,) 

 The school will inform the Parents and Staff if there is a Positive Case in the class.  
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5.9 Physical Distancing Outside of the Classroom 

School drop off/collection  

 St. Sylvester’s I.S. is built on a congested and dangerous corner site. staggered starts and 
collections will be maintained for the remainder of the 2021-22 school year. 

All entrances to the school will continue to be utilised for the pupils to enter the school in 
order to reduce congestion.  

The following timetable will be introduced after Easter. 

Class Levels Start Times Finish Times 
1st Class 8.50 1.30 
Senior Infants 8.55 1.35 
Junior Infants Rooms: 3 & 5 8.50 

Rooms: 1, 2 & 4 8.55 
1.30 
1.35 

 

5.10  Staff Lunch Breaks 

There are a number of options available to staff to take their breaks.  

• Staffroom 
• Classrooms 
• Hall 
• Corridor 
• Outside the ‘Old Staff Entrance’ 
• Cars 

In order to minimise the potential spread of Covid-19 and the loss of teachers to the school 
due to illness, it was decided that a  maximum of 8 staff can sit together in any area in the 
school. Staff are asked to disinfect chairs/tables in the staffroom where they have eaten and 
correctly dispose of the disinfectant wipes. 

 

 

6 Toy Hygiene 

All toys will be cleaned on a regular basis for example weekly. 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).  
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6.1 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. 

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.  

 

7 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: Folláinne Le 
Chéile’.  

 

7.1 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 
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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.  

 

 

8 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:   

 

Michael McKenna       

Chairperson       

  

Date: 4th April 2022 
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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  

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      Sharon Dunne 
Chairperson      Principal 
  
Date:  4th April 2022 
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Appendix 2 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 
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• 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 

• 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 COVID-19 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 implementation  
• Physical Distancing  
• Implementation of one-way 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  
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 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.  

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.  
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• 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.  

 

Appendix 3 Risk Assessment 

The Risk Assessments are a living document and updated regularly. 

The Risk Assessment is available on request from the school office.
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Appendix 4 (a) Staff Log-in 

 

APPENDIX 5a Monday Tuesday Wednesday Thursday Friday 

Date 00/00/2021 
Sign in/out 

Symptom Free  Signature or Initials Sign-in Time Sign-out Time Symptom Free  Signature or Initials Sign-in Time Sign-out Time Symptom Free  Signature or Initials Sign-in Time Sign-out Time Symptom Free  Signature or Initials Sign-in Time Sign-out Time Symptom Free  Signature or Initials Sign-in Time Sign-out Time 

                                          

JI Teachers   

  

    

  

    

  

    

  

    

  

  

                                          

                                          

                                          

                                          

                                          

SI Teachers   

  

    

  

    

  

    

  

    

  

  

                                          

                                          

                                          

                                          

                                          

1st Class Teachers   

  

    

  

    

  

    

  

    

  

  

                                          

                                          

                                          

                                          

                                          

SET Team   

  

    

  

    

  

    

  

    

  

  

SNA Team                                         

Ancillary Staff                                         
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Appendix  4 (b)  

 

This questionnaire will be displayed in a prominent area in Reception. Each visitor and 
contractor to the school should read it. 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.  

Are you suffering any flu-
like symptoms / Coronavirus 
symptoms? 

Yes No 

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

Yes No 

Are you experiencing any 
fever like / temperature 
symptoms?   

Yes No 

Have you tested positive for 
COVID-19 in the last 10 
days? 

Yes No 

 

 

 

 

 

 

 

 

 

 

 

 

The Pro-Forma COVID-19 Questionnaire 
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Appendix 5  (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 replenish the paper towels and liquid/foam soap in their area.  
• AFM will email a weekly audit to the principal, stsylvestersprincipal@gmail.com 

 

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 
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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 

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 
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Individual Offices 

 

 

 

Corridors, Stairs & Reception 

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 

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

Weekly 

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 
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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-  

 
 

Appendix 5 (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. 
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 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  

• 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. 

• Ensure all the windows (including bathroom) are closed and locked.  
• 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: 

• 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 

 

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 
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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. 

Daily 

Clean sink areas, draining board & taps 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 

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 
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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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Appendix 6  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 have 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 informed staff on the measures and provided a system for them to raise 
issues or concerns and to have them responded to?  

6. 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)  

7. Have you updated emergency plans, if necessary, to take account of the COVID-19 
response plan?  
 

Staff  

1. 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?  

2. Have you advised staff and pupils they must stay at home if sick or if they have any 
symptoms of COVID-19?  

3. Have you advised staff of the availability of the supports of the occupational health 
and wellbeing programme through Spectrum Life?  

4. 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 take measures to ensure all staff know who the representative is?   
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Buildings/Equipment  

1. 14. If you have mechanical ventilation does it need cleaning or maintenance 
before the school reopens?  

2. Does your water system need flushing at outlets following low usage to prevent  
3. 15  Legionnaires Disease?  
4. 16.  
5. Have you visually checked, or had someone check, all equipment in the school for 

signs of deterioration or damage before being used again?  
6. 17. 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  

1. 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).  

2. 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?  

3. Have arrangements been made for staff and pupils to have regular access to hand- 
washing/hand sanitising facilities as appropriate?  

4. 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?  

5. Have you made arrangements to ensure hand hygiene facilities are regularly checked 
and well-stocked?  

6. Does the alcohol-based hand sanitiser have at least 60% ethanol or 70% 
isopropanol as the active ingredient?  

7. Have you informed staff about the importance of hand washing?  
8. 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?  

9. Have you shown staff and pupils how to use hand sanitiser correctly and where 
hand- sanitising stations are located?  

10. Have you displayed posters on how to wash hands correctly in appropriate 
locations?  

11. Have you told staff and pupils when they need to wash their hands or use hand 
sanitiser?  
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Visitors to Schools  

1. 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?  

2. Are there arrangements in place to inform essential visitors to the school of the 
measures to help prevent the spread of infection?  

3. 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 7 (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 arrives at 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. 
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• 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 

 

Appendix 7 (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 
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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. 
 

If a member of staff becomes unwell and is displaying symptoms of COVID-19 

1. He/she should immediately phone the Office to seek assistance. 
2. The Office will advise the LWR/DLWR 
3. The LWR/DLWR will liaise with SET to provide supervision cover in both classrooms. 
4. The LWR will don appropriate PPE and will meet the staff member in the Isolation 

Area. 
5. The LWR will make an assessment of the situation, using a HSA Checklist.  
6. The LWR will complete an Incident Report Form in the presence of the staff member. 

This form will be stored securely in a dedicated folder in the Isolation Area 1  (Room 
A). 

7. The LWR will assist the staff member to leave the school safely 

 

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.  

• Please email the class teacher or upload information onto Aladdin Connect 

 

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: 
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• 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’ 

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. 

Children who are ill should not complete school work. 

Please refer to our  ‘Action Plan for Communication & Supporting Pupils’ Remote Learning 
2021-22’  policy for further information, www.stsylvestersinfantschool.com 
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Appendix 8  Checklist Lead Worker Representative (Fiona)  

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.  

• 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 



39 
 

• 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. 

• 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 
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Appendix 9  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 have 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  
14. If disinfection of contaminated surfaces is required, is a system in place to do this 

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

16. 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?  

17. 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 
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Appendix 10: 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’.  
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Appendix 10:  HSE Advice to Parents 

 

 


