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                                COVID-19 Safety Plan  

 
The purpose of this Safety Plan is to provide a guide for operating under COVID-19 Alert Level 2. 

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 overriding principles of Alert Level 2 are: 

 To minimise the risk that someone gets infected in the first place 

 To ensure we can identify and contact anyone who has been in close contact with a person, if someone at 

school has been infected 

 Understand that Level 2 is not business as usual 

 

 
 

 

 

 

 

 
 

  

 

 

 

 

 

 

 

 

School details 
 

 

 

 

 

 
DESCRIBE WHAT YOU WILL DO WHO IS RESPONSIBLE 

1. What will be 

done to manage 

risks from 

restarting school 

at Alert Level 2? 

Ensure that all Public Health requirements are adhered to as outlined by 

Ministry of Health. 

Cleaning staff have been trained about best safety practices. 

Cleaners will continue to clean areas being used when school resumes including 

additional measures of daily cleaning of high contact surfaces. 

Sufficient cleaning products (sanitizers and disinfectant) have been ordered and 

received. 

Canteen contractors to prepare to return ensuring that they follow MPI 

guidelines about re-opening a food business to ensure that they meet all health 

and safety requirements. 

Promotion of good hygiene practices and physical distancing through: posters 

around the school and good communication with staff, students and parents. 

   
   Physical distancing -  whilst this is not required in schools we will apply 

distancing measures with a common sense approach, particularly in areas where 
visitors may enter the school eg parents. 

Ensure contact tracing sheets are in place for outside visitors, parents, 

contractors, deliveries and have NZ COVID Tracer QR codes at all main entry 

points to the school. 

Ensure staff and students keep their own contact tracing records. 

The school will keep a bus register with the names and addresses of students 

who use the school buses. 

 

 

 
 

Exec Team, Business 

Manager, Caretaker, 

Cleaners, Canteen 

operators. 
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DESCRIBE WHAT YOU WILL DO WHO IS RESPONSIBLE 

2. How will you 

ensure all your staff 

and students know 

how to keep 

themselves safe 

from exposure to 

COVID-19? 

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

Weekly newsletter to parents and staff with COVID-19 related safety 
information. 

Ensure that staff and students know that if they have respiratory symptoms 
such as a cold, a head cold, blocked ears, cough, sneezing, chills, sore throat, 
loss of smell, shortness of breath and a fever to stay home and contact the 
Healthline or their GP for advice which may include getting COVID tested. 

Posters around the school showing recommended public health practices. 
Home room lesson on return for students to go over COVID-19 related safety 
information to include good hygiene measures, controls will be in line with public 
health measures. 

 

 
 

Exec Team, Nurses, Staff, 

Students, Parents, 

Caregivers. 

 

 
 

DESCRIBE WHAT YOU WILL DO WHO IS RESPONSIBLE 

3. How will you 

gather information 

on the wellness of 

your staff and 

students to ensure  

that they are      safe to 

return to school? 

The expectation is that with the exception of some students and staff 

who have high-risk health concerns and who have been advised by a 

medical specialist not to attend, all will be attending at Alert Level 2. 

Parents/caregivers need to notify the school if their child is not 

attending school at Alert Level 2. 

School Nurses to have a register of those students returning at Level 2 

to check any ongoing health concerns and to make contact with parents 

of those students who have a higher risk of severe illness who may wish 

to continue with distance learning from home. 

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

Staff and students to stay home if they are sick. 

For staff and students who have a household member who is at-risk of 

serious illness, there is no reason for them not to return to school. The 

public health measures will minimize risk, including ensuring anyone 

who is sick remains at home.  

Collect information about staff well-being through emails, 

Communication Tree. 

Pastoral team to check on students and their safety on return to school 

(HR teachers, Deans, RTLBs, teacher aides, Wallace). 

 
 

Exec, Business Manager, 

Staff, Students, Parents, 

Caregivers.  

 

 
DESCRIBE WHAT YOU WILL DO WHO IS RESPONSIBLE 

4. How will you 

operate in a way 

that keeps staff, 

students and other 

people coming on-

site safe from 

exposure  

to COVID-19? 

  The key controls for schools are: 

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

unwell stay away from school. 

Advise staff and students to stay home and seek medical advice if they 

are unwell. If they have cold or flu-like symptoms they should call the 

Healthline 0800 358 5453 or see their GP and get COVID tested if 

required. If sick staff or students arrive at school they will be sent home 

immediately. 

Parents to take responsibility to keep sick children at home.  

Individual plans need to put into place for those students with higher 

medical risks who need to stay home and continue with distance 

learning. 

Staff should check students on arrival to their classrooms and if the 

student is unwell, they should keep the student outside the classroom 

and call the School Nurses. 

Staff at higher-risk of severe illness from COVID-19 (eg those with 

underlying medical conditions, especially if not well-controlled) are 

encouraged to take additional precautions when leaving home. They are 

able to work, if they agree with their employer that they can do so 

safely. Staff and employers should discuss and agree whether additional 

control measures can be put in place, whether these staff can work from 

home, or if not, what leave and pay arrangements will apply. 

 
 
 
 

Exec Team, School Nurses, 

Business Manager, Staff, 

Students, Visitors, 

Contractors. 
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2. Maintain physical distancing (in schools this means staff and 

students should maintain a physical distance so that they are not 

breathing on or touching each other). 

There are no specific measurements of physical distancing at school but 

where practicable 1 metre should be used as a guide, particularly 

between adults.  

Physical distancing of 2 metres is recommended for visitors and 

parents/caregivers.  

Teachers can freely move between groups of students/classes. Students 

do not need to sit in the same place every day. Classrooms can be used 

by different groups of students. 

Classrooms will be set up in exam style with desks separated. 

At the end of each day, teachers will leave chairs down to allow for desk 

surfaces to be cleaned. 

Staff such as RTLBs, itinerant music teachers and relievers can work 

across different schools. 

Schools are not considered as mass gatherings. There are no restrictions 

on numbers of staff or students indoors or outside at school other than 

good public health measures. No changes are needed to breaks, start 

and finish times. 

Staff meetings can be held on site with appropriate health measures in 

place. 

Assemblies will not be going ahead at this stage due to physical 

distancing recommendations.  

Cultural activities including practices and rehearsals, can go ahead. At 

the moment no School Shows or School Balls can take place. If 

performances take place where visitors are attending, including 

parents/caregivers, they will need to align with public health 

requirements for gatherings.  

For singing, consider keeping a 1 metre distance as a precaution. This 

also applies when using wind instruments. 

There are situations where physical distancing is not possible such as 

some sporting activities and in these situations extra emphasis on hand 

washing and drying (or cleansing with hand sanitizer) before and after 

activities. The cleaning of the equipment is also very important. Contact 

sports can resume. 

Inter-school events and sports can go ahead although there will be 

limitations due to the public health measures and requirements for 

gatherings. 

Any events or activities held off-site must meet all public health 

requirements, including staying away if sick. There should not be any 

inter-regional travel to events which do not meet the requirements of 

mass gatherings. 

A risk assessment approach will need to be taken for key school 

activities such as school camps and travel for sporting and cultural 

reasons. 

Field trips and camps could potentially go ahead but will need careful 

planning. Along with the usual risk management other things will need 

to be considered eg protecting those vulnerable to respiratory illness, 

how to respond to and isolate someone who might become sick, having 

the appropriate PPE and the ability to clean hard surfaces if someone 

becomes sick, being aware of anyone who has COVID-19 symptom. 

If community groups use the school buildings, then the mass gathering 

rules will apply.  
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3. Enable good hygiene practices. 

Promote good hygiene practices as a priority and the best way to 

minimize the potential spread of COVID-19. 

Promote health and safety as a shared responsibility for everyone on 

site, including staff, students, visitors and contractors. 

All parents and visitors should use hand sanitizer on entry to the school. 

Ensure that everyone regularly wash and dry hands, cough and sneeze 

into their elbow, and try to avoid touching their face. 

Face masks in schools are not required, but anyone who wants to wear 

one may do so if they wish. 

Hand sanitizer to be available at entry to classrooms and in shared 

spaces. Sanitizer to be available on exit at the end of Period 2 and 3 for 

students going to interval and lunch. 

Soap, water and the ability to dry hands to be available in bathrooms. 

Regular cleaning (daily) and disinfecting of commonly touched surfaces. 

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

and shared equipment eg printers/photocopiers after use. If staff share 

a classroom, they should wipe down the teacher desk and keyboard 

before and after use.  

Have posters around the school showing good hygiene practice. 

Keep doors open where possible to allow for less contact of door handle. 

Keep classrooms at a comfortable temperature. 

School libraries can operate if students and staff undertake regular hand 

washing. Books with plastic sleeves should be wiped down with a 

disinfectant wipe before re-issuing the next day. 

PE, sport and break time activities can include sports equipment but 

students must wash their hands with soap and water and dry their 

hands afterwards. There will also need to be regular cleaning of shared 

equipment such as balls, sticks etc. 

Shared supplies and equipment are able to be used if students and staff 

undertake regular hand washing. 

School tuckshops can re-open as long as they check the MPI guidelines 

and meet all required health and safety practices. This applies to any 

food preparation activities on site. Hygiene is the number one 

consideration and has never been more important. 

Students should not be sharing food or drink bottles. Food Technology 

and other controlled situations involving food eg Breakfast Club can take 

place with appropriate food handling and other public health measures in 

place. 

Public Health Officials have advised that PPE equipment is not needed if 

standard hygiene measures are in place.  

4. Keep track of people that come onto our school site. 

Contact tracing of staff and students to be kept to identify which children 

and adults are on site and in which rooms. (This can be done through 

normal timetable and attendance procedures, recording relief staff 

movements, guidance and health clinic records, staff absence records). 

Any changes to usual timetabling, class groupings and rooming need to 

be recorded. 

Visitors must use the NZ COVID Tracer app or use the visitor register. 

All visitors to the site must be recorded including parents and 

caregivers, contractors, delivery persons etc. (Name, date, time in and 

out, where they visited, phone and physical address should all be 

recorded for all people coming into the school). The visitor register must 

be kept for at least 2 months. 
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Tracing records need to be kept for sports practices and competitions. 

Any inter school events that recommence will need to have a tracing 

register in place for all players on both teams. 

Records are to be kept for all staff and students attending after school 

tutorials. Teachers are to give these records to Directors. These records 

must be kept for 2 months. 

 

Emergency Procedures 

School Emergency Procedures will operate as usual for all staff and 

students. Evacuation to fields in home room lines. Students should be 

seated. Good hygiene measures should be encouraged. Lock down 

procedures will operate as normal in classrooms. 

 
DESCRIBE WHAT YOU WILL DO WHO IS RESPONSIBLE 

5. How will you 

manage an exposure 

or suspected 

exposure to COVID-

19? 

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

safe transport home for staff members or for parents to pick up their child. 

The student or staff member will be placed in a designated and clearly labelled 

Isolation Room in the School Health Clinic, a mask will be given for them to don 

and the door will be closed until they are picked up. The School Nurse will 

perform a contactless nursing assessment of their symptoms from 2 metres 

away. If the School Nurse is required to get closer to the patient she will don 

appropriate PPE.  

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

Healthline and ensure they get tested for COVID-19 if advised to do so. 

Schools connected to a confirmed or probable case of COVID-19 must close 

on an individual or group basis for 72 hours to allow contact tracing and 

cleaning. The school 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.  

Ministry of Health and Ministry of Education guidelines will be followed 

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, or have been overseas in the last 14 days. 

 

 
 

Exec Team, School Nurses, 

Public Health Authorities. 

 

 
DESCRIBE WHAT YOU WILL DO WHO IS RESPONSIBLE 

 

6. How will you check 

to see if your work 

processes or risk 

controls are 

effective? 

Keep in regular contact with staff and community about controls in place. 

Regular communication with staff 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 by the Health and Safety Committee. 

 
 

 

Exec, School Nurses, 

Business Manager. 

 

 
DESCRIBE WHAT YOU WILL DO WHO IS RESPONSIBLE 

7. How do these 

changes impact  

on the risks of the 

work that you do? 

Individual staff members should actively manage adherence to the safety 

measures and expectations in place.  

All people on site must ensure that they are looking out for the health and 

safety of their colleagues and community while at work. 

 
 
 

Exec, School Nurses, 
Business Manager, Staff, 

Students, Contractors 

 

 

Notes: 

  

 

 

 

 


