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                                COVID-19 Safety Plan (Draft) 

 
The purpose of this Safety Plan is to provide a guide for operating under COVID-19 

Alert Level 3 when bringing Year 11-13 students onsite.  

 

Schools in this setting remain at Alert Level 3 with everyone to stay at home except for essential movement (including travelling 
to an education entity). The public health assessment is that given the higher levels of vaccination and lower risk in school 
environments, all students in Years 11-13 can attend onsite, with a range of precautions in place. Years 9-10 will remain learning 
from home, except for those students who do not have an appropriate carer at home. 

At Alert Level 3 there is a medium risk of community transmission and active but managed clusters. Schools can open but must 
follow all public health measures. 

It is important that all persons on site take a shared responsibility for Health and Safety and follow the actions in this Safety Plan. 

The COVID-19 pandemic is an evolving situation. This plan is reviewed regularly and changes are made as required. 

Guidance has been taken from the Ministry of Health (MOH), the Ministry of Education (MOE) and WorkSafe New Zealand. 
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DESCRIBE WHAT YOU WILL DO WHO IS 

RESPONSIBLE 

What will be 

done to 

manage risks 

from 

restarting 

school after 

lock-down? 

Check all facilities and property as per MOE guidelines. 

Building WoF and Alarm system checked. 

Cleaning staff trained about best safety practices. 

School cleaned and regular cleaning programme in place. 

Cleaning products including sanitizers ordered and received. 

  Drink fountains to be covered. 

Grounds contractors have started back. 

Directors in specialist areas to update their Safety Plans. 

Ensure public health posters and QR code posters for the COVID-19 Tracer App are placed 

around the school. 

Sanitizing stations to be set up in all classrooms and desks separated on first day of return. 

Public Health requirements are adhered to as outlined by Ministry of Health. 

 

 

 

 

 

 
Exec Team 

Property 
Manager 

Caretaker 

Staff 
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DESCRIBE WHAT YOU WILL DO WHO IS 

RESPONSIBLE 

How will you 

ensure all your 

staff and 

students know 

how to keep 

themselves 

safe from 

exposure to 

COVID-19? 

Share information with staff and students about the public health practices recommended 
by the Ministry of Health and Ministry of Education. 

Display recommended public health practices in posters in all classrooms, bathrooms and 
work areas. Keep reinforcing/reminding students and staff about preventative measures like 
keeping safe distances apart and limiting the number of contacts.  

Regular newsletters to parents and staff with COVID-19 related safety information. 

Ensure that staff and students know that if they have one or more of these respiratory 
symptoms such as a new or worsening cough, sneezing and runny nose, a fever, 
temporary loss of smell or altered sense of taste, sore throat or shortness of breath, 
a cold or head cold, to stay home and contact the COVID-19 Healthline 0800 358 5453 for 
advice. 

 

 
Exec Team, 
Business 
Manager 

How will you 

gather 

information on 

the wellness of 

your staff and 

students to 

ensure  

that they are 

safe to return 

to school? 

School Nurses to keep a register of high-risk staff and students returning after lock 

down and check on any ongoing health concerns. School Nurses to make contact 

with parents of those students who have a higher risk of severe illness and 

encourage parents to keep children at home. 

Inform parents that they should keep students at home if they are unwell.  

Guidance Counsellors continue to contact students known to them to check on their 

safety. 

Home room teachers, subject teachers, Deans and Wallace continue to check on 

students who they are concerned about. 

Teachers who have higher health risk levels and concerns about returning to work 

are to contact the Associate Principal. Associate Staff should contact the Business 

Manager. 

As Public Health experts have stated, vaccination and testing remain the key actions 

to keep ourselves safe. The Principal’s PA to keep a register of staff vaccinations and 

COVID-19 testing as per Public Health requirements. All staff and workers – paid and 

unpaid – who may have contact with students in schools are required to have a first 

dose of the COVID-19 vaccine by 15 November and be fully vaccinated by 1 January 

2022. 

Schools are required to capture in a register, the vaccination status for COVID-19 for 

students and staff. If a case is connected with the school, this information will be 

used by local Public health authorities to support their rapid risk assessment, and 

will inform decisions about whether the school will need to close, and the duration of 

any closure. 

Exec Team, 
Business 

Manager, 
School Nurses, 
Guidance 
Team, Deans, 
RTLBs, Wallace 

 

How will you 

operate in a 

way that 

keeps staff and 

students safe 

from exposure  

to COVID-19? 

Face coverings are required to be worn by all students and all staff onsite. 

All visitors, including parents and caregivers must wear face coverings when onsite. 

Face coverings are to be worn on public transport and school buses for students 

aged 12 and above. 

School buses will be operating on a reduced timetable. 

Unless fully vaccinated, staff who have a higher risk of severe illness from COVID-19 

should contact the Associate Principal.  

Students with complex medical needs can seek advice from their health professional 

about whether it is appropriate to come to school. 

Distance learning will continue to be available to those who are advised to remain at   

home and for junior students. 

Keep contacts as minimal as possible. 

Continue to check on students working from home about their health and well-being. 

The Library will not be open for student use. 

 

 

 

Exec Team, 
Business 
Manager, 
School Nurses, 
Guidance 
Team, Deans, 
RTLBs, Wallace 
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Key Controls 

1. Ensure that people with COVID-19 symptoms or feel generally unwell 

stay at home. 

Ensure that staff and students who are unwell stay home and seek advice about 

getting tested. If staff or students have flu-like symptoms, they should call the 

COVID-19 Healthline 0800 358 5453 or their GP.  

Symptoms could include one or more of the following: a new or worsening cough, 

sneezing and runny nose, a fever, temporary loss of smell or altered sense of taste, 

sore throat or shortness of breath, a cold or head cold. 

Stringent self-isolation for those who display relevant symptoms of COVID-19, test 

positive for COVID-19, or have been in close contact with someone who tests 

positive for COVID-19. 

Anyone who is self-isolating, or who has been advised by health authorities to 

remain at home while they wait for their COVID-19 test results must stay home. 

Staff working in schools must provide evidence of an initial negative COVID-19 test 

before returning onsite in Alert Level 3 and are to be tested every 7 days until they 

are fully vaccinated. 

Staff are to observe students on arrival to their classrooms and check for symptoms 

which could include one or more of the COVID-19 symptoms listed above. If staff 

have concerns about a student, they should phone the School Nurses and let them 

know they are sending the student to the Health Clinic. Students are not to enter 

the Health Clinic Waiting Room, instead they should walk down the Deans’ corridor, 

go through the first doors on the right and sit on the green chairs (normally the 

Physio waiting area). Students should have their mask fitted correctly and remain 

seated until a Nurse arrives. The Nurse will assess the student and ask those 

presenting as unwell to go home or arrange for parents and caregivers to pick up 

the student. Schools have the authority to preclude a student from attending if they 

believe they may have a communicable disease. 

For injuries or non-COVID-19 symptoms, students should wait spaced out on the 

yellow and black tape lines on the floor in front of the Health Clinic Waiting Room 

(opposite the Library). Students should not enter the Health Clinic. A Health Clinic 

staff member will see the student as soon as they can. In the event of an 

emergency, students should call for help and the Nurses will come immediately. If 

students are feeling really unwell with trouble breathing, chest pain, feeling really 

dizzy, severe pain or bleeding, they should not wait and call for help immediately. 

A basket of plasters and sanitary products will be kept outside the Health Clinic for 

students to help themselves to without needing to wait and line up. 

Nurse Hannah Normington: 021847949 

 

2. 2.  Maintain physical distancing  

Whilst there is no specific physical distancing requirement for schools, a 1 metre 

distance is recommended both inside and outside, particularly between adults. A 2 

metre distance from people you don’t know is strongly recommended. 

There are no bubbles required for students onsite in a stepped down level 3 setting. 

Physical distancing should be maintained as far as reasonably practicable at entry 

and exit points to classrooms and entrances to the school. There should be no 

congregating of students together.  

Senior students should remain separated from any junior students onsite. 

Visitors, including parents and caregivers, should maintain a 2 metre distance from 

those who are not part of their household bubble. 

Whilst schools are not classified as gatherings, health advice is that large groups of 

students meeting indoors should be avoided. There will be no assemblies. 

Prizegivings and other events will be modified to stay within the rules and will not 

include visitors or parents.  

Adult to adult transmission remains the greatest risk. Staff should avoid 

congregating together inside. Virtual meetings are encouraged instead of face-to-

face. If small groups do meet in person, then they should use large rooms eg mini 
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boardroom to ensure physical distancing. Staff meetings will be online. Staff 

pigeonhole workroom is to be avoided. Staff working in small offices may choose to 

work in their classroom or the staffroom. Exec emails will replace staff briefings. 

Staff must use the sign in/sign out procedure for contract tracing purposes.  

Staff working across groups of students should be minimized as much as possible. 

Students are to take their break times outside. Students should not be sitting in the 

transverse corridor or the Atrium at break times. Food should be eaten outside. If it 

is raining during breaks, the following areas will be made available to students: Year 

11s – Atrium, Year 12s – Stadium, Year 13s – PAC. Duty staff will monitor these 

areas. 

Any singing must take place outside and students must be 2 metres apart. Itinerant 

teachers will not be able to work across different schools. Most itinerant music 

lessons will be held online. There should be no sharing of musical instruments unless 

sanitized between use. Wind instruments are not to be shared and should be limited 

to home use. 

Food preparation onsite must follow the MPI guidance on food safety and all food 

suppliers to the school must meet all health and safety guidelines. 

Exercise must take place outside. PE classes and break time activities can include 

sports gear, but hygiene practice should be observed before and after playing with 

equipment. Regular cleaning of shared equipment. Hand washing and drying (or 

using hard sanitizer) before and after activities and regular cleaning of equipment is 

important. 

Physical distancing during exams to be a minimum of 1.5 metres. 

School Emergency Plans to operate as per normal for all staff and students. Home 

room teachers to be buddied up to help cover home room classes in the event of an 

emergency. 

 

3. Ensure good hygiene practices 

Promoting good hygiene practices is a priority. Health and safety must be a shared 

responsibility for everyone onsite, including staff, students, visitors and contractors. 

Regularly wash and dry hands, cough and sneeze into your elbow, wear your 

facemask and don’t touch your face. 

A key control will be ensuring classrooms and indoor spaces are well ventilated. 

Windows and doors should be open as much as possible throughout the day 

(including when the classroom is not in use). Fans turned on. Classroom 

temperatures should be between 18 to 20 degrees.  

Students will not be rostered on for rubbish duty. 

Drink fountains will be closed off. Water bottles should be used and appropriate 

health and safety considerations followed for re-filling. 

Posters will be displayed in classrooms, work areas and bathrooms outlining 

recommended public health controls eg washing and drying hands thoroughly, using 

sanitizer, not touching your face, covering your mouth when coughing into your 

elbow.  

Sanitizer will be provided for all staff work areas and classrooms. Staff and students 

to sanitize hands before entering rooms, before and after eating and drinking, before 

and after using bathrooms, before leaving at the end of the day. 

Soap, water and the ability to dry hands will be provided in bathrooms. Washing and 

drying hands with soap is still the most effective hygiene measure. 

Classrooms, staff work areas, bathrooms, kitchens all to be regularly cleaned and 

disinfected (at least daily of high-touch points). Sanitizer wipes for computers to be 

provided. 

Staff to share the responsibility of wiping down work areas, computers and shared 

equipment eg printers/photocopiers after use. Sharing of equipment is to be avoided 

where possible. 

High touch surfaces will be cleaned and disinfected each day. 
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4. Contact Tracing 

QR code posters for the NZ COVID-19 Tracer App must be on display at all entry 

points to the school as well as around the school. Staff and visitors should scan in on 

entry to the school. 

Contact tracing remains a priority through the visitor register, timetable and 

attendance register. 

Only essential visitors should be onsite at Alert Level 3.  

No external students or staff should be onsite. 

No volunteers for classroom activities should be onsite. 

All visitors who are onsite for a period of time must be recorded at reception. 

Staff and students contact details should be kept updated.  

 

How will you 

manage an 

exposure or 

suspected 

exposure to 

COVID-19? 

Schools connected to a confirmed or probably case of COVID-19 may need to close on 

an individual or group basis to allow for contact tracing and cleaning. The site could be 

closed for a further 14 days (but open for distance learning). The school will work with 

public health units to manage this and the direction to close will come from the Medical 

Officer of Health. 

Should there be an exposure or suspected exposure to COVID-19, arrange safe 

transport home for staff and students. 

  Provide staff and students with advice about contacting their GP and/or Healthline. 

  Gather contact tracing information. 

Follow guidelines from Ministry of Health and MOE regarding self-isolation for those who 

display symptoms of COVID-19, test positive for COVID-19, have been in close contact 

with someone who tests positive for COVID-19. 

 

Principal, Exec 
Team. 

 

How will you 

evaluate 

whether your 

work processes 

or risk controls 

are effective? 

Keep in regular contact with staff and ask for feedback. 

Supervisors to contact Duty Deans and DPs if they have any concerns. 

Regular communication with staff and community to keep them up to date with any 

changes and latest information from Ministry of Health and Ministry of Education.  

Ongoing review of this Safety Plan. 

 

Exec Team, 

School Nurses, 
Business 
Manager 

 

How do these 

changes impact  

on the risks of 

the work that 

you do? 

All staff will need to be responsible for carrying out the health and safety practices under 

Alert Level 3 to keep everyone as safe as possible. 

Check that staff are asking for assistance if students are not following procedures in 

classroom and around health practices. 

Exec Team, 
School Nurses, 
Business 
Manager 

 

 

 

Notes: Healthline:  0800 358 5453 

 


