
Risk Assessment - Melbourn Playgroup and Out of  

School Club (MOOS) 

Hazard: 

The spread and transmission of coronavirus (COVID -19) 

People at risk from the hazard (e.g. Staff, children, everyone) 

• Staff 

• Children 

• Families of children and staff 

High Risk Medium Risk Low Risk 

Controls in place to reduce risk: 

Hand Washing and hygiene 
Children and adults to wash hands thoroughly more often than usual. 
 
Hand washing facilities available with soap and water. 

 
Paper towels to be used for drying hands. 

 
Hand sanitiser to be available at the entrance and around the setting. 

 
Children to be taught by adults how to wash hands. 

 
Children to be supervised by an adult when they are washing their hands. 

 
All adults (including visitors) and children to wash hands for 20 seconds at least every two hours and/or: 
when arriving and leaving setting, before eating, after coughing and sneezing, after going outside and 
after going to the toilet. 
 
Promote good respiratory hygiene - Children and adults to follow the ‘catch it, bin it, kill it’ approach and 
then wash hands. 
 
Hand sanitiser to be kept out of reach of children. Children only to use hand sanitiser under adult 
supervision to prevent ingestion. 
 

Children arriving and leaving setting 
Parents and carers will not be permitted to enter the building. 

Only one parent/carer should bring and collect a child from the setting. 

Parents/carers dropping off and collecting children will be asked to wear a face covering unless they are 
exempt. 

There will be marks on the floor to guide social distancing.   

Signs displayed outside to remind parents and carers to keep 2m apart from others and to wear masks.  

Staff taking or collecting children at the front door or who have any contact with parents/carers to wear 
a face covering. 

The intercom system outside used by parents/carers to be cleaned regularly. 



 
Playgroup  

• parents will be given staggered times to drop and pick-up children.  

• Arrival - member of staff to come to the door who will take the child into the setting.  

• Departing – adults to wait outside and a member of staff will bring child out. 
 

MOOS 

• Member of staff to collect each year group from designated area. 

• When collecting parents and carers to wait outside and a member of staff will bring child out. 

Use of face coverings 

The use of face coverings on any other PPE does not prevent the transmission of Covid-19 and the 
system of controls described in the ‘Actions for Early Years and Childcare and Providers in the 
Coronavirus (Covid-19) Outbreak’ should be followed at all times. 

Staff must wear a face covering when greeting parents/adults who are not staff members or if social 
distancing is not possible. If a member of staff is exempt from wearing a face covering or does not wish 
to do so they should not have any interactions with the parents and carers. 

If visors are worn, they should be worn in addition to face coverings. 

Face coverings should be of high quality. 

When not in use face coverings should be removed and stored in a sealed plastic bag clearly identifiable 
to the owner. Coverings should not be hung from one ear, round the neck or on the head. 

Face coverings should be worn correctly, covering both the mouth and nose. 

Safe wearing of face coverings requires the adults to clean hands before and after touching – including 
to remove or put them on. 

A face covering should not be worn if it becomes damp. 

Face coverings if not disposable should be washed after use. 

Under no circumstances are children expected to wear face coverings. 

Lateral flow Tests 

The setting will promote and engage in asymptomatic testing.  

When available, staff will be given test kits to take home and will be asked to take a lateral flow test 
twice a week on Mondays and Thursdays between 3.30pm and 7.30pm.  

Staff will notify setting by email if test is negative or if test is positive will inform both Claire and Jennie 
(Managers) immediately so appropriate action can be taken. 

Parents will be given information on how to access Lateral flow tests. 

 

 



Cleaning 

Areas outlined below will be cleaned regularly throughout the day and at the end of the session with hot 
water, detergent, antibacterial/viral spray and disinfectant using disposable roll which is thrown away 
after use: children and adult’s toilets, sinks, surfaces, door handles, locks, chairs and tables. 

A cleaning schedule will be drawn up and shared with all working staff. 

Disposable gloves will be worn when cleaning toilets. 

If anyone with suspected coronavirus (COVID-19) has been in the setting, cleaning will be carried out 
immediately after they have left, following government guidance - Covid-19: cleaning in non-healthcare 
settings. 
 
Bin to be emptied once a day. 
 
Unnecessary items will be removed from the setting including soft toys or any toys that are hard to 
clean. 

The setting will be thoroughly cleaned at the end of playgroup and MOOS sessions. 

In May half-term 2021 before the setting opens a company will be coming in to clean and disinfectant all 
touch points in the setting and then spray them with an antimicrobial coating.  This is an eco-friendly 
chemical process that will ensure that when the coating is applied, the solution bonds to surfaces, 
providing long-lasting (typically 30 day) protection against harmful pathogens on all touch points 
treated.  

Staff toilets will be cleaned after each use.  

 

Cleaning spillages of blood and bodily fluid 

Treat every spillage of blood or bodily fluid with caution as potentially infectious. 

Make arrangements to secure the area where the spillage is so that children or other adults do not enter 
it. 

Wear disposable gloves and apron when cleaning up any spillages. 

Use disposable paper towels or blue roll and use a suitable product that combines both detergent and a 
disinfectant to clean up the spill 

Used towels, gloves and apron should be sealed and disposed of in a leak-proof plastic bag. Personal 
waste (for example, items soiled with bodily fluids) will be double bagged and stored securely within 
disposable rubbish bags.   
 

Nappy Changing 

Changing of nappies will follow the normal pre-covid procedures. Staff will need to wear PPE as they 
would normally be required to wear (disposable gloves and aprons) as well as the option of a face 
covering – see guidance on face coverings. PPE should be changed between changing each child and the 
changing mat cleaned. 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings


Groupings of children and staff 

Posters displayed around the setting to remind staff to social distance at all times. 
 
Playgroup and MOOS will have their own toys and resources and will not be shared between the two 
groups at any time. 
 
Any resources that are shared will either be thoroughly cleaned or quarantined for 72 hours. 
 
Playgroup 
 

• Children will not be expected to social distance.   
 

• Current legal ratios of adults to children will be adhered to at all times and changes will only be 
made to this in line with government guidance in exceptional circumstance and where the quality 
of care and safety and security of children can be maintained.  

 

• At a minimum there will be a level 3 member of staff in the setting at all times and in line with 
guidance. 

 

• Parents will be informed of the guidance that it is preferable for children to attend only one 
setting. 

 
MOOS 

• children will be kept in year group bubbles remaining consistent with the primary school. Each 
group will have an allocated area screened off from other bubbles.  

• year group bubbles will be kept separate except for when arriving and leaving the setting. 

• children will not be expected to social distance within their year group. 

• resources will be chosen for each year group at the beginning of each week and they will not be 
shared with any other year group for the entire week. Resources will be cleaned on Friday to be 
reallocated the following Monday. 

Food and Drinks 

No food will be prepared on site and consumed by the children (unless in exceptional circumstances e.g. 
a child comes without food for lunch and the parents are unable to drop any food off, we will prepare 
food following all the safety guidelines, for the child.) 

Playgroup - Parents/carers will provide their children with food for snack and lunches. 

MOOS – Parents/carers will provide their children with a snack. 

Children will drink only drinks provided from home in their lunches or from their own water bottles. We 
will refill water bottles if needed. 

 

 



Children or staff with suspected coronavirus (COVID-19) symptoms 

• If any staff or children present with suspect coronavirus (COVID-19) (symptoms are new continuous 
cough and/or high temperature and/or loss/change in your normal sense of taste or smell) whilst at 
home they should not come to the setting and must follow the current government guidance see 
document - Stay at home: guidance for households with possible coronavirus (COVID-19) infection.  

 

• If any staff or children live with anyone who develops suspected coronavirus (COVID-19) symptoms 
they should not come to the setting and must follow the current government guidelines. 

If a child shows symptoms whilst at the setting 

If a child starts showing symptoms of coronavirus (COVID-19) while at your setting, they should be 
collected as soon as possible by a parent/carer. 

While they are awaiting collection, if possible, they will be taken to a separate room with a closed door 
or separate area away from the other children with appropriate adult supervision. The adult, if unable to 
social distance, should wear a mask, gloves and disposable apron. 

Ideally, a window should be opened for ventilation. If it is not possible to isolate the child, move them to 
an area which is at least two metres away from other people. 

If the child needs to go to the toilet while waiting to be collected, they should use the toilet the 
bathroom should be cleaned and disinfected using standard cleaning products before being used by 
anyone else. 

Increase the frequency of handwashing and cleaning surfaces, toys and other equipment in the setting. 

When child is collected by the parent/carer should be advised to follow the Governments - staying at 
home guidance and asked to access a coronavirus (COVID-19) test for the child. 

In an emergency, call 999 if they are seriously ill or injured or their life is at risk. Do not visit the GP, 
pharmacy, urgent care centre or a hospital. 

If a member of staff has helped someone who was taken unwell with a new, continuous cough or a high 
temperature or loss of taste and smell, they do not need to go home unless they develop symptoms 
themselves. 

They should wash their hands thoroughly for 20 seconds after any contact with someone who is unwell. 

Cleaning with normal household disinfectant after someone with symptoms has left will reduce the risk 
of passing the infection on to other people. 

If any staff member develops symptoms whilst at setting 

Staff member will be sent home and asked to access a test and to follow the governments stay at home 
guidance.  

Manager on site will assess adult children ratios and will close setting if necessary. 

Increase the frequency of handwashing and cleaning surfaces, toys and other equipment in the setting. 

 



Test and trace 

We will ensure that all staff and parent/carers understand that they need to be ready and willing to: 

• Book a PCR test – if they are displaying symptoms. In this case they should not come into the setting 
or will be sent home if they develop symptoms whilst at the setting and must self-isolate. (All children 
can be tested, including children under 5).  
If someone tests negative we will ask for the result to be emailed to the setting and the child may 
return once they feel well and no longer have symptoms.  
If someone tests positive, they should follow the stay-at-home guidance. They will need to provide 
details of anyone they have been in close contact with. 

• Self-isolate – if they have been in close contact with someone who test positive for Covid-19. 
 

How the setting will report any confirmed Covid-19 cases  

• If a member of staff has become ill with COVID-19 due to exposure in the setting, RIDDOR must be 
informed using the online form. 

• If child or staff member has a confirmed case of Covid-19, the setting will contact CCC ‘Early Years’ 
Service’ using earlyyears.service@cambridgeshire.gov.uk  and give the following details: 

• Setting name & address 
o Primary contact at setting 
o How many children in total attend the setting  
o How many are attending at the time of this discussion  
o Number of potentially at risk (total staff and children) e.g. how many within the child’s ‘bubble’ 
o Number of people who have been in ‘close contact’ with the suspected case – please see the 

definition of close contact at the end.  
o Number of suspected cases 
o Number of confirmed cases 

• The LA will carry out a risk assessment based on the above information and work with the setting to 
implement it. 

• If an outbreak or confirmed case occurs, the setting will be responsible for communicating with parents 
and staff, using template letters provided by the LA which have been personalised and saved 
electronically on the system (All other letters will be provided by the PHE HPT at the time they are 
required).  

An outbreak is defined by: 

• If the number of cases exceeds 2 within 14 days AND/OR  

• we have taken the action outlined but are still seeing more cases 

• we are thinking we might need to close because of the number of people affected 

• a child or staff member in the setting has been admitted to hospital 

• The managers will monitor the absenteeism rate, and if concerned that an increase could be related 
to COVID-19, will notify the PHE HPT. 

• As part of the national test and trace programme, if other cases are detected within the setting, PHE 
local health protection teams will be contacted to conduct a rapid investigation and will advise 
settings on the most appropriate action to take. 

• Ofsted will be informed of any positive cases via the online reporting system. 
 
 
 
 

mailto:earlyyears.service@cambridgeshire.gov.uk


Staff/children within the clinically extremely vulnerable group & staff members who are 
pregnant 

• Staff/children that meet the criteria as moderate risk of infection or clinically vulnerable e.g. diabetics, 
those who are pregnant, should have a risk assessment completed to identify any suitable control 
measures that must be in place before returning to work/setting. 

• The setting will follow current guidance as set out by the government concerning children/staff who 
are clinically extremely vulnerable. 

• Risks to new and expectant mothers in the workplace should be considered and added to this risk 
assessment. These should be reviewed if a member of staff notifies the provider that they are 
expecting. Pregnant women are considered ‘clinically vulnerable’ or in some cases ‘clinically extremely 
vulnerable’ to coronavirus (COVID-19) and therefore require special consideration as set out in 
the guidance for pregnant employees. 

 

Children’s activities 

Activities will be suspended if they are considered to pose a higher risk of cross-contamination.  

Messy play can be used but not shared between groups. 

Playdough can be used but must not be shared between groups.  

Separate sand trays for each group will be used. 

Cooking activities – children to use individual equipment and utensils.  

Visitors to the setting 

Professionals supporting children with SEND will be allowed to enter the setting. In these instances, they 
will be asked to social distance, wear a face covering and we will limit how many people they come into 
contact with as well as following our usual safety procedures.  

Tours of the setting for new parents will be done virtually unless a parent feels it is essential to visit the 
setting in person and in these cases, it will be done out of hours. 

Home visits will be done virtually. 

Contractors – all planned maintenance to be carried out during out of hours unless seen as an emergency. 

Most visitors will be discouraged to the setting but exceptions will be made if it is felt it is essential for the 
setting or for a child’s development/needs. All visitors will be asked to remain social distanced, wear face 
coverings and visits outside should be considered where possible. 

A record of any visitors will be kept. 

Parents/carers will only be allowed into the building if deemed absolutely necessary and in this event face 
coverings must be worn and social distancing adhered to. 

Meetings with parents will be done virtually where possible. 

 

 

https://camweb.cambridgeshire.gov.uk/staff-wellbeing/covid-19-latest-news-and-guidance/
https://public.huddle.com/a/MGaVaGG/index.html
https://www.gov.uk/government/publications/coronavirus-covid-19-advice-for-pregnant-employees/coronavirus-covid-19-advice-for-pregnant-employees


Outings 

Educational visits can take place. 
 
You can take groups of children on trips to outdoor public places and do not need to restrict numbers.  
Indoor visits can take place in line with current guidance. 
 
Outings must be risk assessed separately to consider: 
 

• Suitable hand washing facilities 

• Whether staff and children can stay 2m away from other members of the public 

• Whether there is adequate ventilation at the venue 

• How the children will arrive at the venue 

• Adults must wear face coverings where they are legally required to do so e.g. on public transport or in 
shops 
 

Additional controls put in place 

Parents will be kept fully up to date and informed of all guidelines, advice and safety information as 
necessary. 

Staff to read all risk assessments and to be given regular guidance as necessary. 

Rooms will be kept well ventilated and windows open. 

Management team to keep up to date with all current Government advice and guidelines as they are 
updated. 

Accident forms and Existing injury forms and any communications will be done by email – parents will be 
informed of any accidents verbally but will be emailed a hard copy for which we will ask for a reply as 
proof they have received it. Parents will be asked to email any existing injuries into the setting. 

Children will be unable to bring in toys to the setting from home except comforters and blankets if 
deemed absolutely necessary. In these cases, these will be kept in their bags away from other children 
when not being used and taken home regularly to be washed. 

Adults working within the setting although not expected to socially distance from the children they must 
socially distance between adults. 

Office – To be rearranged so adults working back-to-back. Windows to be kept open to keep well 
ventilated. Computer keyboards, mouse and surfaces to be cleaned at the end of each day or between 
people using them.  

Information about covid secure arrangements will be included in the induction for new staff. 

Children travelling from abroad – families should follow the rules on arriving in England following 
international travel.  

Reviewed on: 05.06.21 

Assessment carried out by: Claire Armstrong, Gill Collingbourne, Nikki Cross, Jennie Riggs and 
Natalie Youdan  

Assessment initially written on: 1st September 2020 

 

https://www.gov.uk/guidance/red-amber-and-green-list-rules-for-entering-england

