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1. Introduction
The Department of Education and Skills (DES) published “The Roadmap for the Full Return to School”
on the 27th July. It sets out what the operation of schools will look like and the range of supports which
will be available in a COVID-19 context.
It was developed in line with public health advice issued by the Health Protection Surveillance Centre
(HPSC) and in compliance with the “Return to Work Safely Protocols” developed by the Department
of Business, Enterprise and Innovation and the Department of Health with guidance documents
provided by the Health and Safety Authority (HSA). Each workplace is required to have a COVID-19
Response Plan. In addition to being places of learning, schools are also places of work.
This document focuses on the practical steps which have been taken in Coláiste De Lacy to minimise
the risk of infection while recognising that no interpersonal activity is without risk of transmission of
infection at any time. This response plan is supported by the public health advice provided by the
Health Protection Surveillance Centre (HPSC) for the safe reopening of schools and educational
facilities.

2. What is a COVID-19 Response Plan?
A COVID-19 Response Plan is designed to support the staff and Board of Management
(BOM)/Education Training Board (ETB) in putting measures in place that aim to prevent the spread of
COVID-19 in the school environment.
It is important that the resumption of school based teaching and learning and the reopening of schools
complies with the public health advice and guidance documents prepared by the Department. Doing
so minimises the risk to students, staff and others. The response plan supports the sustainable
reopening of school where the overriding objective is to protect the health of staff and students while
promoting the educational and development needs of the children in the school.
This COVID-19 response plan is a living document and will be updated in line with the public health
advice and any other relevant agreement with education partners as appropriate for post primary
schools.
The assistance and cooperation of all staff, students, parents, contractors and visitors is critical to the
success of the plan.
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3. CDL COVID-19 Policy

Coláiste De Lacy is committed to providing a safe and healthy workplace for all our staff and a safe
learning environment for all our students. To ensure that, we have developed the following COVID-19
Response Plan. The BOM/ETB 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 students 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 in relation to summer provision
inform all staff and students of essential hygiene and respiratory etiquette and physical
distancing requirements
adapt the school to facilitate physical distancing as appropriate in line with the public health
guidance and direction of the Department of Education
keep a contact log to help with contact tracing
ensure staff and students 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 students 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: Nick Killian (Chairperson)

Date: 19th August 2020
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4. Control Measures Introduced in Coláiste De Lacy
The BOM/ETB aims to facilitate the resumption and continuation of school based teaching and
learning and the return to the workplace of staff. The return to the workplace must be done safely
and in strict adherence to the public health advice and any guidance issued by the Department of
Education.
The control measures to be implemented in schools aim to (i) minimise the risk of introduction of
infection in our schools; and (ii) managing risk of spread if introduced through:
1.
2.
3.
4.

Regular and good hand hygiene;
Good respiratory hygiene and cough etiquette;
Enhanced cleaning regimes; and
Maintaining physical distancing in the classroom and within schools.

In advance of reopening the school for the 2020/21 school year the following control measures have
been put in place:









The development of a Covid-19 channel on the staff MS Team in order to support staff in
keeping up to date with public health advice and DES updates. Email is also used to alert staff
to updates, changes, new documents as appropriate
Communication with staff, students and parents/guardians by means of letter (See Appendix
1 for letters), Twitter, email, SMS and the school website
All staff have completed COVID-19 Induction Training prior to returning to the school building
LMETB published a number of updates throughout the summer to the Return to Work
Protocol. All updates were emailed to all staff. It was mandatory for all staff to complete the
Return to Work three days before returning to work. The latest version of the LMETB Return
to Work Protocol is included in Appendix 2
Two Lead Worker Representatives were identified: Shane Talty (Teacher) & Sylvia Daly (SNA).
The role of the LWR is outlined in Section 6
A variety of posters and other signage are displayed inside and outside the school to raise
awareness among members of the school community/visitors/contractors and to prevent
introduction and spread of COVID-19 (see sample pictures and signage below)
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In order to increase separation and decrease interaction, the school buildings have been
Zoned according to year group with each class group based in a general classroom. For
example; all five base class groups in first year are located in classrooms along the same
stretch of corridor with their own stair well and blocks of toilets. Teachers now move between
lessons. At times, it is necessary for students to also move between rooms for optional
subjects and levels. Every effort has been made to minimise the distance moved and
interaction. This occurs more frequently at Senior Cycle than it does at Junior Cycle
In addition to the base classrooms, each zone contains a stairwell and toilets specific to each
year group. Only TY and 6th Year students share toilets due to the large cubicle block in the
prefabs
Hand dryers1 have been installed in all student toilets to replace roller towels. All taps are
automatic shut off, the water heater is fully operational and anti-microbial soap is regularly
topped up throughout the day. Hand hygiene posters are mounted at very regular intervals
throughout the school buildings. Queue markings have been placed on the ground outside
toilets

1

Hand dryers were selected instead of disposable towels due to the experience in other schools where disposable towels block toilets,
drains and sinks.
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The Classroom Routine has been updated to reflect the need to leave bins outside the door of
the classroom for emptying twice per day
All non-essential furniture has been removed from classrooms. In general classrooms, single
tables and desks have been arranged to maximise the space between students and students
with teachers. Floors have been marked with tape to show the correct placement of the desk
in order to maintain the distances (minimum 1 meter). Teacher desks have been rearranged
to increase space and longer length computer leads/connections have been acquired to
facilitate this. A clear screen has been mounted in front of the teacher desk.

Practical rooms contain subject specific fixed and loose furniture that has been arranged to
ensure a minimum 1-meter distance between students. Most practical rooms in Phase 1 also
contain a Teaching Wall which contains a work station for the teacher. These also have clear
screens
A No Sharing policy has been implemented and students have been requested to have all their
own equipment/resources for lessons, e.g. pens, pencils, calculators…etc.
The teachers of practical subjects such as Home Economics, Construction Studies, Science,
Physical Education…etc., have received the DES document; Return to School Guidance for
Practical Subjects in Post-Primary Schools and Centres for Education which was published in
late August. Each subject department is currently considering how to implement the subject
specific guidance that is outlined in the aforementioned document. Additional sanitisation
kits/equipment has been put into the practical rooms. Sprayers have been acquired (a variety
of volumes) in case the PE department need them for disinfection equipment in between
usage by different students. The PE department are also considering the types of activities
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that they will include in their schemes of work this year in order to minimise risk of spreading
Covid-19 in PE lessons when respiratory rates increase
The school has prepared a Sanitisation Kit for each room containing spare masks, gloves,
aprons, disinfectant spray, blue roll…etc. Wipes will be added once received from supplier
(currently on large back order). Students have also been asked to bring their own wipes to
wipe down their desk and chair when they move room.
Each staff member has been provided with a clear visor and spare visors are available for all
staff
Clear screens have also been installed in the reception area, around office desks, in the board
room…etc.
Staff have been instructed not to enter the main office but rather to use the hatch which is
accessible from the corridor
All access to the school by visitors or contractors is by prior-arrangement and must be preapproved by the Principal
The school has made necessary arrangements to restrict access to the school and maintain
records of contacts to the school. This has been facilitated through the use of the LMETB
Visitor or Contractor Management System application which is accessed through the school
website. The applicant looking for access must answer a series of Covid-19 related checks. It
allows the Principal to approve/reject access requests via email. Additional information on the
LMETB Pre-Return to Work Questionnaire is available in Appendix 3

All clutter has been removed to facilitate ongoing cleaning of the school
Hand sanitisation stations are located throughout the building, e.g. at the entrances/exits,
outside each classroom/office/pod, outside toilets…etc. Each hand sanitiser dispenser will be
checked for sanitiser each day and refilled as often as is necessary. A non-slip floor mat has
been placed underneath each dispenser to minimise the risk of slips, trips and falls due to
spilled sanitiser. Students have also been asked to bring their own small bottle of hand
sanitiser. Individual bottles of hand sanitiser have been placed in all offices and pods
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The vast majority of windows in Phase 1 have Trickle Filters for ventilation which have all been
opened. Teachers have been instructed to open windows and doors wherever necessary to
ensure good ventilation in each room
The organisation of the school day and week have been restructured to decrease interaction
and to allow for staggered breaks in the halla (and/or Room 39) and outside
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All teachers have been provided with individual stationery kits (whiteboard markers, cleaning
solution for whiteboards, whiteboard cleaners…etc.)
All staff have been assigned to Pods (mini-staffrooms) in order to decrease their interaction.
The assignment of teachers is based on their planning periods, i.e. two teachers who are off
timetable at the one time will be in different pods to decrease their interaction. Pods are
spread out throughout the school buildings. Each pods has been equipped with a fridge,
microwave, toaster, kettle and other items for teacher wellbeing. Staff have been instructed
to bring their own crockery and cutlery each day as there are no dish washing facilities in most
pods. There is also a desktop PC in each pod and the school have ordered VOIP phones
(currently awaiting delivery) so that teachers do not have to come into the main office to make
phone calls to parents/suppliers. A sample pod is shown below:
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Ten outdoor benches (including one wheelchair accessible) have been procured for the back
yard outside. The school are currently awaiting delivery of these (expected end of September
2020)
All staff and students are wearing face coverings as the school cannot maintain a 2-meter
distance. This is a question of duty of care for everyone in the school. The school is following
guidance from DES and public health bodies. If a medical condition exists that would preclude
wearing of a mask or visor, the burden is on the parent/guardian to provide medical evidence
that the student meets one of the exemptions that allows them to not wear same. In the event
that a student without such supporting evidence presents at school without a face mask or
visor the school reserves the right to refuse entry in the interests of public health and safety.
The school recommends masks for everyone but visors will be accepted on an individual basis
also. All visitors/contractors must also wear a face covering
A One-Way System has been introduced for the prefabs at the back of the school
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The wider corridors and zoning of the main building allow for a Walk on the left system.
Directional arrows have been placed on the ground throughout the school buildings to assist
students and staff



The S12 (fold down) student benches in the halla have also been marked for social distancing



A queueing system is planned for the canteen but this has not yet been finalised as the
canteen provider has yet to confirm when the commencement and operation of service and
whether or not they will introduce a cashless payment system. The school has a huge number
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of queuing stickers for the floor and signage for the walls in stock to quickly implement a
queue system
It has been clearly and repeatedly communicated to parents/guardians by signage, letter,
SMS…etc. not to send their son/daughter to school if they are unwell or present with any of
the Covid-19 symptoms. However, in accordance with the DES guidance, the school has
established Sick Bays (Isolation Areas) for students who develop illness/symptoms of Covid19 while at school. The main sick bay is comprised of five individual booths located outside of
the main admin area. The booths are separate/individual to try and protect the privacy of
students and to minimise the potential spread of Covid-19. A large meeting room has also
been converted into a back-up isolation area. It contains ten sick booths in total.

Both areas have been stocked with PPE and individual bins. The school has prepared an
information sheet for parents/guardians for distribution when they are collecting a student
from school who has presented with Covid-19 symptoms during the school day. A
drill/rehearsal for dealing with a suspected case of Covid-19 is planned and training was
provided through the DES online training video (pre- return to work). All protocols for Dealing
with a suspected case of Covid-19 will be implemented fully (see Section 8)
The school developed its own Covid-19 Induction training for both students and staff. These
were delivered at induction for new staff, whole staff and each individual year groups
induction. A copy of the induction presentation is provided in Appendix 5
All staff and students have been advised of the following:
 Staff and students that have symptoms must not attend school, must phone their
doctor and follow HSE guidance on self-isolation;
 Staff and students must not attend school if they have been identified by the HSE as
contact for a person with COVID-19 and must follow the HSE advice on restriction of
movement;
 Staff and students that develop symptoms at school must bring this to the attention
of the principal (or deputy principal if the principal is unavailable) promptly
A series of SPHE lessons are planned for all classes on Covid-19, hand hygiene, respiratory
etiquette…etc. A vast number of publications have been shared with all staff such as NCCA
New Wellbeing & SPHE Resources for September 2020, NEPS Toolkit…etc. Wellbeing reviews
are included in the school dialann again this year to promote self-reflection and
contemplation. Many of the Covid-19 resources developed by the DES for both students and
parents have included with school letters such as the Health Advice, Back to School Advice and
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the Directory of Supports for Parents. Parents/guardians have also been directed to the
resources on gov.ie/backtoschool (see Appendix 1)
A number of school policies are currently being considered/reviewed in light of Covid-19 such
as the Code of Conduct, Health & Safety Statement, Child Safeguarding Statement…etc.
All lockers have been cleared, re-sanitised and relocated to spread them out along the length
of corridors in increase the physical distance between them. Many schools have removed
lockers but these schools tend to have four lockers per stack. CDL has invested heavily in a
higher specification locker for all students which only have two lockers per stack. Physical
distancing, restricting access to a stack to one person at a time and good hygiene should
ensure that the school can continue to provide lockers for students. This will be closely
monitored and reviewed once operational

Staff training has already taken place in the use of MS Teams for teaching and learning. MS
Teams is the default application to be used with all class groups. Student training will take
place during the first two weeks
All staff have received copies of the relevant Circular Letters from the DES by email, in
particular CL 0046/2020, CL 0050/2020, CL 0053/2020 & CL 0054/2020
The school is in the process of acquiring additional cleaning services but a cleaning plan has
been developed with all existing cleaning staff. All CDL cleaning staff have also completed the
DES Cleaning Induction training on gov.ie/backtoschool
Brand new textbooks were purchased, covered and distributed to all first and fifth year
students during induction
The Covid-19 Risk Assessment has been completed (see Appendix 6)
The school building was part of the DES/WBS Remediation project all summer so a number of
maintenance services took place in August 2020 after the building was handed back by the
contractor. The following checks were also performed:




The water system was flushed at outlets to minimise the risk of Legionella disease;
School equipment and mechanical ventilation has been checked for signs of
deterioration or damage before being used again;

Refuse collections and other essential services resumed.
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5. Staff Duties
Staff have a statutory obligation to take reasonable care for their own health and safety and that of
their colleagues and other parties.
The cooperation and assistance of all staff is essential to reduce the risk of spread of COVID19 and to
protect health and safety as far as possible within the school. All staff have a key role to play.
In this regard and in order to facilitate a safe return to work, these duties include, but are not limited
to, the following:












Adhere to the School COVID-19 Response Plan and the control measures outlined.
Complete the RTW form before they return to work.
Must inform the Principal if there are any other circumstances relating to COVID-19, not
included in the form, which may need to be disclosed to facilitate their safe return to the
workplace.
Must complete COVID-19 Induction Training and any other training required prior to their
return to school.
Must be aware of, and adhere to, good hygiene and respiratory etiquette. Coordinate practices
and work with their colleagues to ensure that physical distancing is maintained.
Make themselves aware of the symptoms of COVID-19 and monitor their own wellbeing.
Self-isolate at home and contact their GP promptly for further advice if they display any
symptoms of COVID-19.
Not return to or attend school if they have symptoms of COVID-19 under any circumstances.
Adhere to the procedure outlined above if they develop any symptoms of COVID-19 whilst
within the school facility.
Keep themselves informed of the updated advice of the public health authorities and comply
with same.

6. Lead Worker Representative

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.
This section sets out how the provisions will operate in respect of schools. These arrangements will
operate for the 2020/21 school year and will be kept under review.
Responsibility for the development and implementation of the COVID-19 Response Plan and the
associated control measures lies with the Board of Management/ Education and Training Board and
school management.
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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 obligation 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.
The role of LWR is separate to that of the Safety Representative under the health and safety legislation.
However, the Safety Representative may act as the LWR if selected to do so by the staff.

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;
Keep up to date with the latest COVID-19 public health advice;
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;
Consult with school management on the control measures required to minimise the risk of
staff and students being exposed to COVID-19;
Promote good hygiene practices, in conjunction with school management, such as washing
hands regularly and maintaining good respiratory etiquette along with maintaining social
distancing in accordance with public health advice;
Assist school management with 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;
Monitor, in conjunction with school management, adherence to measures put in place to
prevent the spread of COVID-19;
Conduct reviews of safety measures that are in place to address and suppress COVID-19 in the
workplace. Reviews (including an examination of the workplace) should be conducted on a
regular basis (at least twice per week);
Report any issues of concern immediately to school management and keep records of such
issues and actions taken to rectify them;
Consult with the school management on the school’s COVID-19 Response Plan in the event of
someone developing COVID-19 while in school including the location of an isolation area and
a safe route to that area;
Following any incident, assess with the school management any follow up action that is
required;
Consult with colleagues on matters relating to COVID-19 in the workplace;
Make representations to school management on behalf of their colleagues on matters relating
to COVID-19 in the workplace.
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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 other s/he should contact the
LWR/s who will engage with the Principal/ETB.
Names of Lead Worker Representative/s:
Shane Talty (Teacher)
Sylvia Daly (SNA)

Contact details:
Stalty.cdl@lmetb.ie
Sdaly.cdl@lmetb.ie

All staff, students, parents, contractors and visitors have a responsibility, both as individuals and
collectively to have due regard for their own health and safety and that of others and to assist with
the implementation of the COVID-19 Response Plan and associated control measures.

7. Hygiene and Cleaning
The specific advice in relation to school cleaning is set out in the HPSC advice and is covered in the
induction training. This advice sets out the cleaning regime required to support schools to prevent
COVID-19 infections and the enhanced cleaning required in the event of a suspected cases of COVID19.
Schools are reminded to take particular care of the hygiene arrangements for wash hand and toilet
facilities.
In summary, each school setting should be cleaned at least once per day. Additional cleaning if
available should be focused on frequently touched surfaces – door handles, hand rails, chairs/arm
rests, communal eating areas, sink and toilet facilities.
If students are moving between classrooms consideration may be given to appropriate cleaning
products being provided to enable them to wipe down their desk, chair and surface before leaving the
room.
All staff will have access to cleaning products and will be required to maintain cleanliness of their own
work area. Under no circumstances should these cleaning materials be removed from the building.
Staff should thoroughly clean and disinfect their work area before and after use each day.
There will be regular collection of used waste disposal bags from offices and other areas within the
school facility.
Shower facilities shall not be available for use by staff or students due to the increased risk associated
with communal shower facilities and areas. This shall be reviewed in line with government guidance.
Staff must use and clean their own equipment and utensils (cup, cutlery, plate etc.).
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Cleaning/Disinfecting rooms where a student/staff member with suspected COVID-19 was present
The rooms should be cleaned as soon as practicable possible.
Once the room is vacated the room should not be reused until it has been thoroughly cleaned and
disinfected and all surfaces are dry.
Disinfection only works on things that are clean. Therefore when disinfection is required it is always
in addition to cleaning.
Person/s assigned to cleaning should avoid touching their face while they are cleaning and household
gloves and a plastic apron.
Clean the environment and furniture using disposable cleaning cloths and a household detergent
followed by disinfection with a chlorine based product (household bleach).
Pay special attention to frequently touched surfaces, the back of chairs, couches, door handles and
any surfaces that are visibly soiled with body fluids.
Once the room has been cleaned and disinfected and all surfaces are dry, the room can be reused.

8. Dealing with a Suspected Case of COVID-19
Staff or students should not attend school if displaying any symptoms of COVID-19. The following
outlines how a school should deal with a suspected case that may arise in a school setting.
A designated isolation area has been identified within the school building. The possibility of having
more than one person displaying signs of COVID-19 has been considered and a contingency plan for
dealing with additional cases is in place. The designated isolation area is away from other staff and
students.
If a staff member/student displays symptoms of COVID-19 while at school, the following are the
procedures to be implemented:







If the person with the suspected case is a student, the parents/guardians should be contacted
immediately;
Isolate the person and have a procedure in place to accompany the individual to the
designated isolation area via the isolation route, keeping at least 2 metres away from the
symptomatic person and also making sure that others maintain a distance of at least 2 metres
from the symptomatic person at all times;
If it is not possible to maintain a distance of 2m a staff member caring for a student should
wear a face covering or mask. Gloves should not be used as the virus does not pass through
skin;
Provide a mask for the person presenting with symptoms He/she should wear the mask if in a
common area with other people or while exiting the premises;
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Assess whether the individual who is displaying symptoms can immediately be directed to go
home/be brought home by parents and call their doctor and continue self-isolation at home;
Facilitate the person presenting with symptoms remaining in isolation if they cannot
immediately go home and facilitate them calling their doctor. The individual should avoid
touching people, surfaces and objects. Advice should be given to the person presenting with
symptoms to cover their mouth and nose with the disposable tissue provided when they cough
or sneeze and put the tissue in the waste bag provided;
If the person is well enough to go home, arrange for them to be transported home by a family
member, as soon as possible and advise them to inform their general practitioner by phone of
their symptoms. Public transport of any kind should not be used;
If they are too unwell to go home or advice is required, contact 999 or 112 and inform them
that the sick person is a COVID-19 suspect;
Carry out an assessment of the incident which will form part of determining follow-up actions
and recovery;
Arrange for appropriate cleaning of the isolation area and work areas involved

The HSE will inform any staff/parents who have come into close contact with a diagnosed case via the
contact tracing process. The HSE will contact all relevant persons where a diagnosis of COVID-19 is
made. The instructions of the HSE should be followed and staff and student confidentiality is essential
at all times.
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9. Employee Assistance and Wellbeing Programme
The school leadership team continually work hard to nurture positive relationships and cultivate staff
wellbeing. In the context of Covid-19, 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 individual staff
members 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’.
Under the EAS, employees have a dedicated free-phone confidential helpline 1800 411 057 available
24 hours a day, 365 days a year providing advice on a range of issues such as wellbeing, legal, financial,
mediation, management support etc. Where required, short-term counselling is available to
employees and their families (over the age of 18 years and living at home). A bespoke wellbeing portal
and app which offers access to podcasts and blogs on topics around wellbeing and mental health,
family life, exercise and nutrition is also available. In addition, online cognitive behavioural therapy is
provided. As part of the services provided by Spectrum.Life a Mental Health Promotion Manager is
available to develop and deliver evidence based mental health and wellbeing initiatives to reduce
stigma and improve mental health literacy and to increase engagement with the service. They will also
be providing a series of webinars and presentations to promote staff wellbeing in schools as schools
reopen and during the upcoming school year.
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APPENDIX 1: Letters sent to staff & parent/guardians regarding safe reopening of school
Letter 1 RE: Re-opening of Coláiste De Lacy
13th August 2020
Dear Parent/Guardian and Staff Member,
I hope you and your families are keeping well. I am writing today to provide some information about the plans
that we are busy making for the return of students and staff. These plans are guided by a huge number of
documents/guidelines which are continually being published/revised by the DES (Department of Education &
Skills) such as The Covid-19 Response Plan and Reopening Our Schools – The Roadmap for the Full Return to
School. Like many of my colleagues in school leadership and as a parent, I share a sense of frustration regarding
the lateness of these guidelines/documents/grants. However, I want to assure all parents/guardians, students
and staff that plans and preparations are advancing well for reopening Coláiste De Lacy.
Of course, we also have the added challenge of the remediation works and restoring the school building to its
previous state, in addition to considering Covid-19 protocols, policies and procedures. As you are aware, our
school has been part of a massive DES building remediation project since October 2018. Last summer (2019) we
completely moved out of the school building and the exterior walls were remediated. This summer (2020), we
vacated the building again but the contractors got a slight head start on the works when they were allowed to
resume work from 18th May 2020. This Phase of the works focused on many of the interior walls and services.
While various Phases of work will continue for the foreseeable future, I am happy to report that we got back
into the building last week and snagging is currently taking place.
We are now planning and hoping to re-open our school safely, in line with current guidance and
recommendations. The interim public health advice provided by the Health Protection Surveillance Centre
(HPSC), and the practical application of this advice within schools as reflected in the guidance developed by the
Department of Education, is predicated on:



Minimising risk of introduction of infection into the school (through exclusion of pupils, staff members
and visitors who are ill)
Managing risk of spread if introduced by the following: regular hand hygiene; maintaining physical
distancing; application of respiratory hygiene and cough etiquette; and environmental hygiene.

The public health advice makes clear that: “the most critical part of managing the risks of COVID-19 related to
schools is doing everything practical to avoid introduction of COVID-19 into the school. If the infection is not
introduced it cannot spread”.
In terms of maintaining physical distancing, measures fall into two broad categories:
1.
2.

Increasing separation; 2 metre if possible, otherwise 1 metre with face coverings
Decreasing interaction between students themselves, between students and staff and between staff
when they are together.

The public health advice states that: “the principle of distancing can be usefully applied in the school setting,
allowing for some flexibility when needed whilst noting that it must be applied in a practical way, recognising
that the learning environment cannot be dominated by a potentially counterproductive focus on this issue”. There
are very few schools in the country, if any, who could provide a 2-meter distance between students. Indeed,
there are many schools in the country, who are currently scrambling to acquire temporary accommodation, rent
local facilities…etc. as they were already overcrowded prior to Covid-19. Thankfully, all but one of our classrooms
are well in excess of the standard classroom size (49m 2). Therefore, we will be able to increase separation to a
good degree. Other changes that we will implement include:
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Students and staff must stay at home if they feel unwell or have any of the symptoms of Covid-19 or
if they have been abroad in the last 14 days!
Reconfiguration of class spaces and indeed all available space in the school to maximise physical
distancing
Base classes will be located in classrooms and teachers will move between classes
Zoning of the school building according to year group, e.g. all of the five first year classrooms will be
housed on the same corridor and will use the same stairs
Seating arrangements will be decided by Year Heads to minimise interaction (within base classes and
between classes in options/levels)
Staggered breaks (two per day, probably of 15 minutes duration each…..like we had at the start of last
year) for each year group
A one-way system will operate in the prefabs and in the main building
The school has established isolation areas (one main and one overflow) in case students/staff present
with any symptoms/illness throughout the school day
A massive order has been placed for signage, PPE, hand sanitiser, sanitising stations…etc. in accordance
with the governments framework which was published on Monday (10/08/20) ……all schools have to
use the nominated suppliers so we are hopeful that we will receive delivery next week
All students and staff will wear face coverings (masks) each day as it will not be possible to ensure a 2meter distance at all times
Students and staff should bring their own face mask (unless exempt), wipes and small bottle of hand
sanitiser. The school will have a backup of supplies but it will not be possible to provide masks for every
single student each day
Students and staff will sanitise their work areas (desks and chairs) upon arrival and departure from a
different classroom
Hand sanitisation will take place routinely at the start and end of each lessons. Hand sanitising stations
will be placed in each room and along corridors
All lockers have been cleared, cleaned and relocated. The contents of all lockers have been packaged
will be returned to students who did not clear them once school is up and running. All locks will be
sanitised before distribution to students
Brand new textbooks have been ordered and covered for all first and fifth year students (which will be
disseminated soon to all students who have paid their school book rental). There is no obligation on
parents/guardians to participate in book rental and book lists can be provided if requested
Students should not arrive at school before 08:15 am each day. Students should proceed to their
allocated room upon arrival of school each day. Doors of classrooms will be left open. Supervision will
be provided in each year group zone from 08:15 to Clann Time
Staff will work in Pods (mini-staffrooms located around the building) to minimise interaction during
planning periods and break times. The existing staffroom will also be a Pod for a small team of teachers
but other staff will not have general access to it
All students will receive training in preventing Covid-19 and also in the use of Office 365 (email, MS
Teams, One Note…etc.) in case of school closures
A Return To Work Protocol, and online Covid-19 induction training is currently being developed by the
DES which staff will have to complete before the school reopens. LMETB (the employer) already have
their own Return to Work Protocol in place for staff who are back working the building already
A Covid-19 Response Team (staff) is already in place since school closure and two staff Lead Worker
Representatives will be selected soon (further correspondence for staff will follow)
A number of school policies are currently being considered/reviewed in light of Covid-19 such as the
Code Of Conduct, Health & Safety Statement, Child Safeguarding Statement…etc.
A Covid-19 Policy is currently being developed (based on the DES template). This will be published on
the school website before school reopens
All access to the school (except for students & staff) must be pre-approved by the Principal. A Request
for Access online form has been developed for any visitor/parent/contractor looking to access the
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school building for any reason. This is necessary to restrict and monitor access for contact tracing.
Where possible, phone calls and online meetings should take place
Enhanced cleaning regimes, especially for surfaces that are frequently touched
A meeting has taken place with the canteen provider regarding staggered breaks and the possibility of
introducing a cashless service (further information will be provided once known)
Resources have been collated for SPHE lessons to facilitate the transition of students back into school
The school is currently looking at how Medication Meetings can take place safely but will be in touch
with relevant parents/guardians soon
An Induction Schedule for all students is currently being planned. This needs to be timed and planned
carefully. Further information will be available next week once a delivery date for the PPE, Signage,
Sanitising stations, soap, cleaning products…etc. is confirmed
Parents/guardians will not be able to drop forgotten items (iPads, lunches, water bottles…etc.) into
the school under any circumstances. Please reassure students that it is not the end of the world if they
forget something!
The answering of phones in the school office may not always be possible if a number of students/staff
present with Covid-19 symptoms or illness. The school admin staff will prioritise the following of
protocols for students/staff who present with symptoms and this will necessitate that they will have to
attend the isolation areas at times. Therefore, it may not be possible to answer phones at all times.
Parental understanding and co-operation will be imperative. All students must have an Emergency
Contact on their file in case a parent/guardian is not contactable
Staff are not allowed to enter the main reception office. All staff should present at the hatch (internal)
instead
All student appointments (dental, medical, wellbeing…etc.) should be arranged for after school, where
possible. Parents/guardians should not present at the school to sign a student out/in for appointments.
If an appointment is really important and cannot be scheduled for outside of school time, then the
student should stay at home on that day. Only parents/guardians who have been contacted by the
office to collect a student who is not feeling well are allowed to call to the school to minimise the risk
to all.
Students are encouraged to bring their own lunch and drink each day in order to decrease interaction
but where students do use the canteen, a strict queuing system will be in place

The above list is not exhaustive and many further changes may need to be made. For example;






It is highly likely that there will be a massive reduction in the amount of extra-curricular activities and
off-site visits
The school is currently looking at the possibility of installing hand dryers in the toilets. If this is not
possible then disposable towels will be used instead of the existing roller-towels
The TY Coordinator is currently reviewing plans and looking at alternative options for TY 2020-2021.
Further information will be provided to students after commencement
It is also unclear how practical lessons will take place safely and equipment will be sanitised before use
by the next group of students
While the government have announced additional allocations for teachers at post-primary, their figures
equate to approximately one teacher per school. Even if they allocated an additional ten teachers per
school, there is a national shortage of teachers in Ireland for the past few years, especially in languages,
Mathematics and Science. We foresee that the recruitment of additional part-time teachers will be the
main challenge for our school.

Another important point of information for parents/guardians and staff is that the HSE has responsibility for
informing close contacts of those who test positive for Covid-19: ‘’The HSE will inform any staff/parents who
have come into lose contact with a diagnosed case via the contact tracing process. The HSE will contact all
relevant persons where a diagnosis of Covid-19 is made. The instructions of the HSE should be followed and staff
and student confidentiality is essential at all times’’. The role of the school in communicating with
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parents/guardians and staff regarding a positive case of Covid-19 in the school is very unclear but will definitely
limited by GDPR.
While the COVID-19 Response Plan, Reopening Our Schools – The Roadmap for the Full Return to School and
other the documentation from the DES are voluminous, they lack much clarity/detail on many practical issues
(as outlined above). Therefore, I will continue to communicate with you to provide further information as it
becomes available over the next week or two. While there is much that we still do not know, we felt that it was
best to tell you what we do know so that parents/guardians can make informed decisions for their individual
son/daughter. We are still hopeful that first year students will commence on Thursday 27 th August 2020 and
Friday 28th August 2020. We will be in touch next week to confirm this and also regarding specific times and
dates for the return of all other year groups. We will continue to upload information onto our school website
and Twitter.
Re-opening the school safely will require the co-operation of all members of our whole school community;
students, staff, parents/guardians, community groups. We will all be called on to play our part in ensuring that
re-opening of the school is done in a safe manner which prevents the spread of the virus and allows the vital
work of teaching and learning to proceed with as little disruption as possible.
We are really looking forward to welcoming our students and staff back to school and will be doing all that we
can to ensure that the return to school is a safe and enjoyable experience for them.
Thanking you in advance for your cooperation and understanding.
Stay safe.
Kind regards, Janice Uí Bheoláin (Principal)
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Letter 2: Update re. Re-opening of Coláiste De Lacy
21st August 2020
Dear Parent/Guardian and Staff Member,
I hope that you and all in your family are keeping safe and well. There have been a number of updates from the
DES and other government departments/agencies this week. As promised, I am writing to keep you informed of
local progress this week and further information. This letter should be read in conjunction with the letter sent
last Thursday (13th August 2020).
Firstly, I wish to say a massive thank you to all of the school staff, Parents Association and Board of Management
who visited the school this week (preapproved visits) to see how our preparations are coming along. Many
teachers gave generously of their time this week and great progress was made with clearing rooms, decluttering,
rearranging furniture…etc. The building contractors have pretty much finished and a deep clean of the school
building took place today. A contractor is coming in over the weekend to sanitise the whole school with an antimicrobial spray. This will be completed by Monday morning.
However, there is much left to do and many deliveries still to arrive. Many thanks to those staff who have
volunteered to come into school early next week to assist. Please remember that you need to complete the DES
training and LMETB Return to Work forms (links sent in emails) before presenting at school. All employer
protocols must be followed.
We are still looking forward to welcoming our first year students into the school on Thursday 27th August (see
return schedule below) and indeed all of our students over the coming week. The Department of Education and
Skills has advised that all reintroductions to school are paced slowly and incrementally in order to reacclimatise
both students and staff and to help everyone to feel safe in the new school environment. Indeed, the slogan
‘’Slow down to catch up’’ is being used frequently by the DES. Over the coming weeks, we will do our best to
assist students and staff to settle back into new school routines. As you can imagine, this year will be very
different to previous years and we all need to adjust to the new norm. Our parents/guardians have always
demonstrated patience and understanding as we have faced challenges together as a school community. Once
again, we call on your support and understanding as we review and adapt over the coming weeks until we
achieve the optimal procedures/routines/practices for our school context.
Please find below some further information and points of clarification for our school community (since last
week):









A reminder that students and staff must stay at home if they feel unwell or have any of the symptoms
of Covid-19 or if they have been abroad (to a non-Green List country) in the last 14 days!
All classroom furniture has been rearranged to ensure a minimum 1-meter distance between students
All lockers have been cleared, re-sanitised and relocated to spread them out along the length of
corridors. Many schools have removed lockers but they tend to have four lockers per stack. We invested
in teacher lockers for all of our students which only have two lockers per stack. Physical distancing,
restricting access to a stack to one person at a time and good hygiene should ensure that we can
continue to provide lockers for students. This will be closely monitored and reviewed once operational.
Please note that lockers are not mandatory and no student has to use a locker this year
Zoning of the school building according to year group has been extended to include specific stairs and
toilets for each year group. All of this will be explained to students at induction
Hand sanitisers have been placed at the entrance to each classroom, at the school entrances and
throughout the school
Hand dryers will be installed in the toilets starting on Tuesday 25th August 2020
Trickle Filters have been opened in each room to ensure good ventilation
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The school has established individual sick bays/isolation areas in case students/staff present with any
symptoms/illness throughout the school day. The school is currently developing an information sheet
for parents/guardians who are called to collect a sick student during the day. If a student is ill, then they
will need to present at the office. School staff will contact parents/guardians or an emergency contact
(if necessary). Students must not use their own mobile phone to call home
All students will need to have their own learning materials, e.g. pencil case, pens, pencils…etc. as it will
not be possible to share with other students. Please label everything!
All students should bring a healthy snack and a prefilled bottle of water to school each day. We do not
yet have a commencement date for the canteen and drinking fountains have been disconnected to limit
the spread of infection
All students and staff will wear face coverings (preferably masks) each day as it will not be possible
to ensure a 2-meter distance at all times. Please note that these must be appropriate for a school
setting and non-offensive. Neither scarves nor bandanas are allowed. Students who may not be able to
wear masks for medical reasons will be considered on a case by case basis
Students and staff should bring their own face mask/covering, wipes and small bottle of hand sanitiser.
The school will have a backup of supplies but it will not be possible to provide masks for every single
student each day.
All locks for lockers will be sanitised over the weekend
Brand new textbooks are covered and ready for distribution to all first and fifth year students (who
have paid their school book rental). There is no obligation on parents/guardians to participate in book
rental and book lists can be provided if requested. Books will be distributed during induction
All fifth year students must return the school textbooks that they used at Junior Cycle before receiving
books for Senior Cycle. Please ask fifth year students to gather all books belonging to the school book
rental system for return to the school
The school Dialanns (journals) have been delivered and are ready for distribution at induction
Students should not arrive at school before 08:15 am each day. Students should proceed to their
allocated room upon arrival of school each day. Doors of classrooms will be left open. Supervision will
be provided in each year group zone from 08:15 to Clann Time. During initial induction (first day back
for each year group), students will be seated (physically distanced) in the halla before being broken up
into class groups
The vast majority of teachers teach all year groups in the school. Unlike at primary level, it is not possible
to limit teachers to teaching only certain year groups/classes. This is due to the fact that post-primary
teachers are generally specifically subject trained
All teacher resources have been removed from classrooms and are currently being relocated to Teacher
Pods
Staff pods are progressing well and we are working hard to ensure that they are as appropriate and
practical as possible. All teacher presses are currently being relocated to the general area of the
relevant pod. We have formed pods on the basis of minimising staff interaction during planning periods.
Staff must bring their own crockery, cutlery, lunch…etc. each day. We have acquired a fridge, kettle,
microwave and toaster for each pod
An online Covid-19 induction training has been developed by the DES which staff will have to complete
before the school reopens. LMETB (the employer) have their own Return to Work Protocol in place for
staff and this must be completed before returning to school
Two staff Lead Worker Representatives have been selected and will work closely with the school
leadership and Covid-19 Response Team
A number of school policies are currently being considered/reviewed in light of Covid-19 such as the
Code of Conduct, Health & Safety Statement, Child Safeguarding Statement…etc.
Our school Code of Conduct is currently flexible enough to enable us to deal with any instances of noncompliance regarding health and safety, failing to follow the instructions of a member of staff and
unacceptable/unsafe behaviour. To complement this, please note that the following regulations will
apply:

27

o









Any student caught spitting or coughing at another person will face a serious sanction in line
with the Code of Conduct
o Hand sanitisers should only be used for the purpose intended. Any student using the hand
sanitiser in an inappropriate manner will face a serious sanction in line with the Code of
Conduct
o Any behaviour deemed to be inappropriate or disrespectful with regards to another person
and Covid-19 guidelines may incur a serious sanction, in line with the Code of Conduct
The canteen provider has communicated that they intend to introduce a cashless service (further
information will be provided once known). Students are advised to bring their own healthy lunches,
especially as it is unknown at present when the canteen will recommence
The DES published ‘’Assessment Arrangements for Junior Cycle and Leaving Certificate Examinations
2021’’ this evening. This outlines the changes to assessments for 3 rd and 6th year students in 2021
(https://www.education.ie/en/Schools-Colleges/Information/Curriculum-and-Syllabus/assessmentarrangements-junior-cycle-and-leaving-certificate-examinations-2021.pdf)
The DES also published information this evening regarding the school transport system that it operates
(see https://www.gov.ie/en/publication/64a88-school-transport/ )
A number of Medication Meetings have been organised for early next week. Many thanks to all parents
who completed the Request for Access form. A link to this form is currently on the school website but
should be completed only AFTER a provisional appointment has been agreed between the school and
parent/guardian

As I stated in the previous letter, we do not have an answer/solution for everything yet. For example;









We are awaiting guidance/clarification on whether SNA’s will be allowed into mainstream classrooms
due to physical distancing
The DES is to issue guidance ‘’later in August’’ regarding practical work in subjects such as Woodwork,
Home Economics, Science…etc. We will have to wait for that guidance before commencing any practical
activities/experiments
The grants that we have received from the DES are based on enrolment for 2019-2020 and do not take
account of the additional 100 students that we will have this year. We are currently looking to appeal
this
We are also looking for clarity on whether Supervised Study can operate (even on a reduced capacity)
in 2020-2021
We do not know if any extra-curricular activities will be allowed at all
We are still awaiting deliveries and posters/floor markings have to be fixed

We will continue to communicate with parents/guardians via letter/Twitter/school website…etc. and we will
provide clarification regularly.
Once again, I wish to remind parents/guardians and staff that the HSE has responsibility for informing close
contacts of those who test positive for Covid-19: ‘’The HSE will inform any staff/parents who have come into
lose contact with a diagnosed case via the contact tracing process. The HSE will contact all relevant persons
where a diagnosis of Covid-19 is made. The instructions of the HSE should be followed and staff and student
confidentiality is essential at all times’’. The role of the school in communicating with parents/guardians and
staff regarding a positive case of Covid-19 in the school is very unclear but will definitely limited by GDPR.
Re-opening the school safely will require the co-operation of all members of our whole school community;
students, staff, parents/guardians, community groups. We will all be called on to play our part in ensuring that
re-opening of the school is done in a safe manner which prevents the spread of the virus and allows the vital
work of teaching and learning to proceed with as little disruption as possible.
Remember that we can only do our best to minimise the risk, we cannot eliminate it! While all of these measure
have been put in place, nothing works better than ensuring that students take personal responsibility to help
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prevent the spread of Covid-19. The DES have published a series of posters which we have sent for printing (see
below). Parents/guardians are encouraged to discuss all of the public health advice with their son/daughter, e.g.;
correct hand washing techniques, good respiratory etiquette for coughing/sneezing, the correct wearing of face
masks…etc. We need your support to reinforce all of these important messages for your son/daughter as often
as you can.
I know that many members of our community are experiencing unprecedented and challenging consequences
of this pandemic. Our thoughts and prayers are with those who have lost family and friends and are grieving. I
would also like to take this opportunity to again thank all of you who are frontline workers and have been
working hard to keep us all safe.
Looking forward to welcoming all staff and students back soon.
Stay safe.
Kind regards,
Janice Uí Bheoláin (Principal)
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Return Schedule (as of 21st August 2020, subject to change due to Public Health Advice):

Date
Thursday 27th August
2020

Schedule
 ½ Day Orientation for all First Year students (09:00 am – 11:00 am)
 All first year students should arrive at school (in full uniform) at 9:00 am
 Parents/Guardians may drive onto the campus but should stay in their
cars
 Students do not need to bring anything with them e.g. no school bags
necessary
 Parents are respectfully asked to have the students at school on time.
Parents do not need to wait with students. Students will be met outside
of the school entrance where they will sanitise their hands and put on
their mask/face covering before entering the building. Students will then
be shown where to go for a short socially distanced assembly
 Students will be divided up into their new classes and brought to their
zone/classroom
 Unfortunately, it will not be possible for the school to provide a snack on
day 1. Students should bring a healthy snack and a bottle of water
 Arrangements should be made to collect students at 11:00 am (if
necessary)
 No school for all other students

Friday 28th August
2020










½ day Orientation for all First Year students (8:45 am – 12:15pm)
First year students should arrive at school (in full uniform) at 8:45am
Students will go directly to their allocated base classrooms
Students should bring their school bags, a copy and their pencil case
Students should bring a healthy snack and a drink of water for their break
Students will meet their teachers and get their timetables during the day
Arrangements should be made to collect students (if necessary)
No school for all other students

Monday 31st August
2020




½ day Orientation for all Sixth Year students (9:00 am – 12:15pm)
Students will be met outside of the school entrance where they will
sanitise their hands and put on their mask/face covering before entering
the building. Students will then be shown where to go for a short socially
distanced assembly
Students will be shown to their base classrooms
Students will meet their teachers and get their timetables during the day
Students should bring their school bags, a copy and their pencil case
Students will finish school at 12:15 pm
No school for all other students






Tuesday 1st
September 2020










½ day Orientation for all Third Year students (9:00 am – 12:15pm)
Students will be met outside of the school entrance where they will
sanitise their hands and put on their mask/face covering before entering
the building. Students will then be shown where to go for a short socially
distanced assembly
Students will be shown to their base classrooms
Students will meet their teachers and get their timetables during the day
Students should bring their school bags, a copy and their pencil case
Students will finish school at 12:15 pm
No school for all other students
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Wednesday 2nd
September 2020









Thursday 3rd
September 2020




Friday 4th September
2020















Monday 7th
September 2020








Tuesday 8th
September 2020

Wednesday 9th
September 2020













½ day Orientation for all Fifth Year students (9:00 am – 12:15pm)
Students will be met outside of the school entrance where they will
sanitise their hands and put on their mask/face covering before entering
the building. Students will then be shown where to go for a short socially
distanced assembly
Students will be shown to their base classrooms
Students will meet their teachers and get their timetables during the day
Students should bring their school bags, a copy and their pencil case
Students will finish school at 12:15 pm
No school for all other students
½ day Orientation for Transition Year students (9:00 am – 12:15pm)
Students will be met outside of the school entrance where they will
sanitise their hands and put on their mask/face covering before entering
the building. Students will then be shown where to go for a short socially
distanced assembly (different location for 5th years and TY’s)
Students will be shown to their base classrooms
Students will meet their teachers and get their timetables during the day
Students should bring their school bags, a copy and their pencil case
Students will finish school at 12:15 pm
No school for all other students
½ day Orientation for all Second Year students (9:00 am – 12:15pm)
Students will be met outside of the school entrance where they will
sanitise their hands and put on their mask/face covering before entering
the building. Students will then be shown where to go for a short socially
distanced assembly
Students will be shown to their base classrooms
Students will meet their teachers and get their timetables during the day
Students should bring their school bags, a copy and their pencil case
Students will finish school at 12:15 pm
No school for all other students
Normal timetabled lessons for all 1st year, 3rd year and 6th year students
Students should not arrive at school before 08:15 am
Students should proceed directly to their base classrooms upon arrival
Students should put on their face mask/coverings before entering the
building and sanitise their hands at the entrance
Full day for 1st, 3rd and 6th year students
No school for all other students
Normal timetabled lessons for all 2nd year, 5th year and TY year students
Students should not arrive at school before 08:15 am
Students should proceed directly to their base classrooms upon arrival
Students should put on their face mask/coverings before entering the
building and sanitise their hands at the entrance
Full day for 2nd year, 5th year and TY year students
No school for all other students
Full school returns for timetabled lessons
Students should not arrive at school before 08:15 am
Students should proceed directly to their base classrooms upon arrival
Students should put on their face mask/coverings before entering the
building and sanitise their hands at the entrance
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Structure of School Day to show staggered breaks for each year group (accurate as of 21st August 2020):

Structure for Day in CDL 2020-2021
Clann Time
Locker Time

08:45 - 08:55

Clann Time will take place in assigned rooms

08:55 - 09:00

Lockers will be located in relevant Zone for each year group

Period 1

09:00 - 10:00

Timetabled lesson as normal

Period 2

10:00 - 10:15
10:15 - 10:20
10:20 - 10:35
10:35 - 10:40
10:40 - 10:55
10:55 - 11:00
11:00 - 11:15

First Year Students have break in halla/outside
Cleaning of halla
Second Year Students have break in halla/outside
Cleaning of halla
Third Year Students have break in halla/outside
Cleaning of halla
Senior Students have a break (TY & 5th Yr in halla/outside and 6th Yr in Rm 39/outside)

Period 3

11:15 - 12:15

Timetabled lesson as normal

Period 4

12:15 - 12:30
12:30 - 12:35
12:35 - 12:50
12:50 - 12:55
12:55 - 1:10
1:10 - 1:15
1:15 - 1:30

First Year Students have break in halla/outside
Cleaning of halla
Second Year Students have break in halla/outside
Cleaning of halla
Third Year Students have break in halla/outside
Cleaning of halla
Senior Students have a break (TY & 5th Yr in Rm 39/outside and 6th Yr in halla/outside)

Period 5

1:30 - 2:30

Timetabled lesson as normal

Period 6

2:30 - 3:30

Timetabled lesson as normal (Tues & Wed only)
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DES Posters (To be posted around the school and for discussion with students):
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Letter 3: Update re. Re-opening of Coláiste De Lacy
28th August 2020
Dear Parent/Guardian and Staff Member,
I hope that you and all in your family are keeping safe and well. There have been even more updates from the
DES and other government departments/agencies this week. As promised, I am writing to keep you informed of
local progress this week and further information.
Firstly, I wish to say a massive well done to all of our First Year students who commenced this week. It was such
a strange experience for them to start post-primary school in the current context but they were absolutely
brilliant! They came in, followed all of our guidance and just got on with it! Today they received their timetables,
went on a tour of the school, got their Dialann’s and also a big bundle of books. We hope that it was a relatively
positive experience for them and we were just sorry that we couldn’t bring in an ice-cream van like in previous
years.
In addition, I would like to welcome 14 new members of staff to Coláiste De Lacy. It is also a very strange time
for new staff to be joining a school. Staff commenced in their Pods this week, and I know that they will all look
out for each other. All staff have been engaging in collaborative planning and professional development this
week.
Please find below some further developments, progress, information and points of clarification for our school
community (since last week):












A reminder that students and staff must stay at home if they feel unwell or have any of the symptoms
of Covid-19 or if they have been abroad (to a non-Green List country) in the last 14 days!
All students must maintain a social distance, even during break time. It is totally natural for students to
want to chat in groups or to remove their mask, but the groups are limited in size and the removal of
masks can only happen where a 2-meter distance can be maintained outside. We will work with
students to remind them of this during induction
All classroom floors have been marked to show the correct position of the table and chair in order to
maintain the correct distance
All corridor floors have been marked to show the One-Way System in the prefabs and the Walk on the
left system in the main building
Lots and lots of deliveries arrived this week, e.g. posters, signage, hand sanitiser…etc. However, we are
still waiting on a back order of masks and wipes so please ensure that your son/daughter brings their
own (and a spare in their school bag). We have some to get us started but not enough to hand out to
everyone
We received further clarification this week regarding the wearing of face coverings to confirm that face
coverings must be worn in school as we cannot maintain a 2-meter distance. This is a question of duty
of care for everyone in the school. The school is following guidance from DES and public health bodies.
If a medical condition exists that would preclude wearing of a mask or visor, we need a medical
practitioner to evidence that they meet one of the exemptions that allows them to not wear same. In
the event that a student without such supporting evidence presents at school without a face mask or
visor the school reserves the right to refuse entry in the interests of public health and safety. As a school
we recommend masks for everyone but visors will be accepted on an individual basis also. All staff must
also wear a face covering
Hand dryers were installed in most toilets this week and the works will be completed early next week
Some Covid-19 resources have been developed by the DES for both students and parents. I have
included a copy of the Health Advice, Back to School Advice and the Directory of Supports for Parents at
the end of this letter. These are also available on gov.ie/backtoschool along with some short videos for
students and parents
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The DES published ‘’Schools Pathway for Covid-19, the Public Health Approach’’ last night. This outlines
the response to confirmed cases or outbreaks of Covid-19 in the community or in a school. It basically
says that the Department of Health and the HSE will respond on a case-by case basis following a local
risk assessment. I have also included a copy of this document at the end of this letter for your
information
The DES also published guidance for teachers of practical subjects and PE this week. Each relevant
subject department is considering the guidance and will implement measures to keep students safe in
practical lessons. This may require students to purchase their own resources e.g. safety goggles,
colouring pencils…etc. in certain subjects but teachers will advise students of this if necessary
A number of Medication Meetings took place this week. Many thanks to all parents who completed the
Request for Access form. A link to this form is currently on the school website but should be completed
only AFTER a provisional appointment has been agreed between the school and parent/guardian.

We will continue to communicate with parents/guardians via letter/Twitter/school website…etc. and we will
provide clarification regularly.
Just a reminder to parents/guardians that students should walk/cycle to school where possible. In addition, we
respectfully request parents/guardians to avoid driving onto the campus for drop-off/collection. The Health &
Safety of all of our students, and indeed that of the pupils in the other three schools on campus, is our primary
concern. Where parents/guardians must drive onto the campus, then please drive carefully, use set-down areas
only and do not park in staff parking.
Once again, I wish to thank everyone for all of the hard work and co-operation to date. We will hopefully have
another successful induction week next week and we will continue to work hard to keep everyone safe. We are
grateful to parents/guardians for discussing all of the public health advice with their son/daughter, e.g.; correct
hand washing techniques, good respiratory etiquette for coughing/sneezing, the correct wearing of face
masks…etc. We need your continued support to reinforce all of these important messages for your son/daughter
as often as you can.
Sincere thanks and appreciation to you all!
Looking forward to welcoming the remainder of students back soon.
Stay safe.
Kind regards,
Janice Uí Bheoláin (Principal)
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Return Schedule (as of 28th August 2020, subject to change due to Public Health Advice):
Date
Monday 31st August
2020

Tuesday 1st September
2020

Schedule
 ½ day Orientation for all Sixth Year students (9:00 am – 12:15pm)
 Students will be met outside of the school entrance where they will sanitise
their hands and put on their mask/face covering before entering the
building. Students will then be shown where to go for a short socially
distanced assembly
 Students will be shown to their base classrooms
 Students will meet their teachers and get their timetables during the day
 Students should bring their school bags, a copy and their pencil case
 Students will finish school at 12:15 pm
 No school for all other students








Wednesday
September 2020

2nd









Thursday
September 2020

3rd

Friday 4th September
2020


















½ day Orientation for all Third Year students (9:00 am – 12:15pm)
Students will be met outside of the school entrance where they will sanitise
their hands and put on their mask/face covering before entering the
building. Students will then be shown where to go for a short socially
distanced assembly
Students will be shown to their base classrooms
Students will meet their teachers and get their timetables during the day
Students should bring their school bags, a copy and their pencil case
Students will finish school at 12:15 pm
No school for all other students
½ day Orientation for all Fifth Year students (9:00 am – 12:15pm)
Students will be met outside of the school entrance where they will sanitise
their hands and put on their mask/face covering before entering the
building. Students will then be shown where to go for a short socially
distanced assembly
Students will be shown to their base classrooms
Students will meet their teachers and get their timetables during the day
Students should bring their school bags, a copy and their pencil case
Students will finish school at 12:15 pm
No school for all other students
½ day Orientation for Transition Year students (9:00 am – 12:15pm)
Students will be met outside of the school entrance where they will sanitise
their hands and put on their mask/face covering before entering the
building. Students will then be shown where to go for a short socially
distanced assembly (different location for 5th years and TY’s)
Students will be shown to their base classrooms
Students will meet their teachers and get their timetables during the day
Students should bring their school bags, a copy and their pencil case
Students will finish school at 12:15 pm
No school for all other students
½ day Orientation for all Second Year students (9:00 am – 12:15pm)
Students will be met outside of the school entrance where they will sanitise
their hands and put on their mask/face covering before entering the
building. Students will then be shown where to go for a short socially
distanced assembly
Students will be shown to their base classrooms
Students will meet their teachers and get their timetables during the day
Students should bring their school bags, a copy and their pencil case
Students will finish school at 12:15 pm
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Monday
September 2020

7th



No school for all other students






Normal timetabled lessons for all 1st year, 3rd year and 6th year students
Students should not arrive at school before 08:15 am
Students should proceed directly to their base classrooms upon arrival
Students should put on their face mask/coverings before entering the
building and sanitise their hands at the entrance
Full day for 1st, 3rd and 6th year students
No school for all other students



Tuesday
September 2020

Wednesday
September 2020

8th

9th













Normal timetabled lessons for all 2nd year, 5th year and TY year students
Students should not arrive at school before 08:15 am
Students should proceed directly to their base classrooms upon arrival
Students should put on their face mask/coverings before entering the
building and sanitise their hands at the entrance
Full day for 2nd year, 5th year and TY year students
No school for all other students
Full school returns for timetabled lessons
Students should not arrive at school before 08:15 am
Students should proceed directly to their base classrooms upon arrival
Students should put on their face mask/coverings before entering the
building and sanitise their hands at the entrance
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APPENDIX 2: Phase 3 LMETB Return to Work Safely Protocol
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Appendix 3:

Pre-Return to Work Questionnaire COVID-19

LMETB provided a digital version of the Return To Work Questionnaire using MS Forms which was
accessed via a link sent to all staff in numerous emails.

A member of staff in LMETB head office provided collated data to the relevant school principals on a
daily basis. The system is very efficient and continues to operate for new appointments. The format
and questions asked in the digital version of the form included:
1. Do you have symptoms of cough, fever, high temperature, sore throat, runny nose,
breathlessness or flu like symptoms now or in the past 14 days?
2. Have you been diagnosed with confirmed or suspected COVID-19 infection in the last 14 days?
3. Have you been advised by the HSE that you are you a close contact of a person who is a
confirmed or suspected case of COVID-19 in the past 14 days?
4. Have you been advised by a doctor to self-isolate at this time?
5. Have you been advised by a doctor to cocoon at this time?
6. Have you been advised by your doctor that you are in the very high risk group?
If yes, please liaise with your doctor and Principal re return to work.

60

Appendix 4:

Further Information on the Role of the 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. These
arrangements will operate for the 2020/21 school year and will be kept under review by the parties.
This section 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 Post Primary Schools (available on the Department of Education
website).

1. Collaborative Approach
Responsibility for the development and implementation of the COVID-19 Response Plan and the
associated control measures lies with the Board of Management/ Education and Training Board and
school 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 obligation 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
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The role of LWR is separate to that of the Safety Representative under the health and safety legislation.
However the Safety Representative may act as the LWR if selected to do so by the staff.
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;
Keep up to date with the latest COVID-19 public health advice;
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;
Consult with school management on the control measures required to minimise the risk of
staff and students being exposed to COVID-19;
Promote good hygiene practices, in conjunction with school management, such as washing
hands regularly and maintaining good respiratory etiquette along with maintaining social
distancing in accordance with public health advice;
Assist school management with 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;
Monitor, in conjunction with school management, adherence to measures put in place to
prevent the spread of COVID-19;
Conduct reviews of safety measures that are in place to address and suppress COVID-19 in the
workplace. Reviews (including an examination of the workplace) should be conducted on a
regular basis (at least twice per week);
Report any issues of concern immediately to school management and keep records of such
issues and actions taken to rectify them;
Consult with the school management on the school’s COVID-19 Response Plan in the event of
someone developing COVID-19 while in school including the location of an isolation area and
a safe route to that area;
Following any incident, assess with the school management any follow up action that is
required;
Consult with colleagues on matters relating to COVID-19 in the workplace;
Make representations to school management on behalf of their colleagues on matters relating
to COVID-19 in the workplace.

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
Configuration/re-configuration of the school facilities, including classrooms, corridors, halls,
open areas, entry and exit points, school grounds etc.
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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

4. Does a LWR have any legal responsibilities?
No. A Lead Worker Representative does not have any duties in relation to COVID-19 other than those
that apply to employees generally. In other words, the LWR is not responsible for the control measures
within an organisation, which remains the employer’s responsibility.

5. Lead Worker Representative(s)
Every school will appoint one Lead Worker Representative.
In schools with more than 40 staff, a second Lead Worker Representative will be appointed.

6. Selection of Lead Worker Representative(s)

The school staff are entitled to select staff members for the LWR position(s). The LWR(s) represent all
staff in the workplace regardless of role and must be aware of specific issues that may arise in respect
of different staff cohorts. In this regard, where a school has two LWRs, the roles should be spread
between teaching and non-teaching staff where feasible
All staff are entitled to volunteer for the LWR role and have their name put forward for election where
necessary. The process for the selection and appointment of the LWR(s) is that management will seek
expressions of interest from all staff in the first instance. A template email for this purpose is attached.
If an election is necessary, all school staff members will have an equal vote to select the LWR(s).”

7. Supports for the Lead Worker Representative/s
The LWR(s) shall be entitled to:


Be provided with information and training in respect of their role [further detail to be
provided];
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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 school management on issues related to COVID-19;
Be informed of changes in practice arising from COVID-19 response measures;
Have access to any risk assessments prepared or carried out in relation to COVID-19 and to
details of incidents of suspected COVID-19 cases that have been notified to the HSE, where
they occurred and any actions taken.
Be provided with the necessary facilities to enable them to consult with employees or prepare
any submissions or reports. These might include access to a meeting room, photocopier,
communications and equipment.

Where the LWR is a teacher, the LWR will receive protected time of 2 hours per week from timetable
to enable them to carry out their duties in that role. In the rare instances where the appointment of a
teacher selected for the LWR would cause curricular/timetabling difficulties which cannot be resolved,
school management will examine internal and external possibilities to enable the teacher’s
appointment as LWR. Where the matter cannot be resolved, management will set out the reasons
why this is the case. In this circumstance, an alternative individual must be appointed as LWR.
Where the LWR is an SNA, 66 of the “72 hours” will be utilised by the LWR to carry out their duties in
that role.
Where the LWR is a Secretary or Caretaker, a re-prioritisation of duties by school management should
be carried out to afford the staff member sufficient time to carry out their duties in that role within
the scope of their normal contracted hours.

8. Procedure for dealing with issues that arise
Where a COVID-19 control 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 as a matter of urgency.
Staff should be informed of the outcome. It is envisaged that issues will be resolved at school level to
the maximum extent possible.
If agreement cannot be reached, the LWR should notify the Board of Management (Chairperson in the
first instance)/ Education and Training Board head office of the issue. Action points for addressing the
issue should where possible be agreed between the LWR and the BoM/ETB head office as a matter of
urgency. Staff should be informed of the outcome.
If, having exhausted the process above, a serious issue of concern remains outstanding, the LWR may
have recourse to the Health and Safety Authority.
9. Glossary of Terms
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COVID-19 Response Plan: plan designed to support the staff and BOM/ ETB 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 Post primary Schools are available on the Department’s website.



Labour Employer Economic Forum (LEEF): the forum for high level dialogue between
Government, Trade Union and Employer representatives on matters of strategic national
importance - involves the Irish Congress of Trade Unions, Government & Employers.



Return to Work Protocol: national protocol designed to support employers and workers to
put measures in place that will prevent the spread of COVID-19 in the workplace.



Safety Representative: Section 25 of the Safety, Health and Welfare at Work Act 2005 sets
out the selection and role of the Safety Representative in the workplace. The rights of the
Safety Representative are set out in legislation. (Note: A Safety Representative has rights and
not duties under the 2005 Act). This role is separate to the LWR under COVID-19, but the
Safety Representative may act as the LWR if selected to do so by the staff.
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LETTER SENT TO STAFF REGARDING LEAD WORKER REPRESENTATIVE APPOINTMENT PROCESS

LETTER
SENT TO STAFF REGARDING LEAD WORKER REPRESENTATIVE APPOINTMENT PROCESS
17th August 2020
Dear all,
As you will be aware, significant work and consultation has taken place to enable a full return to school
from the beginning of the 2020/21 school year.
The resumption of school-based teaching and learning and the return to the workplace of staff must
be done safely and in strict adherence to the advice and instructions of public health authorities and
the Government.
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. In addition, every school has a COVID-19
Response Plan in place.
The Return to Work Safely 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.
A copy of the school’s COVID-19 Response Plan is attached and this includes further detail on the role
of the Lead Worker Representative.
In this school, there are 2 Lead Worker Representative positions.
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Under the Protocol, the school staff are entitled to select staff members for the LWR position(s). In
this regard, I am now inviting expressions of interest from staff for these positions, by return email.
The LWR(s) represents all staff in the workplace regardless of role and must be aware of specific issues
that may arise in respect of different staff cohorts. Where a school has two LWRs, the roles should be
spread between teaching and non-teaching staff where feasible e.g. where there is a significant
number of non-teaching staff in the school and one or more expressions of interest are received from
that cohort.
Training for the role will be provided.
If an election is necessary, all school staff have a vote to select the LWR(s). Further details on this
process will be sent to you if this arises. Following selection by the school staff, the LWR(s) will be
formally appointed. The LWR details will be sent to all staff following their appointment.
Yours sincerely, Janice UÍ Bheoláin

67

Appendix 5: CDL Covid-19 Induction for Students and Staff

68

69

70

71

Appendix 6 Risk Assessment
COVID-19 Risk Template (List identifies COVID-19 as the hazard and outlines control measures required to deal with this risk)
Hazards

Is
the
hazard
present?
Y/N

What is
the risk?

Risk rating Controls
H=High
M=Medium (When all controls are in place risk will
be reduced)
L=Low

COVID-19

N

Illness

H

School Covid19 Response Plan in place in line with
Department of Education guidance and the Return to
Work Safely Protocol and public health advice

Is this Action/to do list/outstanding
control controls
in
place?
*Risk rating applies to
outstanding
controls outlined
Yes
Examples
of Actions
in this column

Person
responsible

Signature
and
date
when action
completed

All staff

Follow public health guidance from HSE re
hygiene and respiratory etiquette
Complete School COVID-19 Policy Statement Principal
Return to Work Forms received and reviewed LMETB & Principal
Undertake Induction Training

All staff

Maintain log of staff, student and visitors

LMETB & Principal

Complete checklists as required:
School Management
How to deal with a suspected case
Physical distancing requirements
Cleaning checklist

Principal/Deputy
Principal/Admin
Staff/LWR

If there is one or more High Risk (H) actions needed, then the risk of injury could be high and immediate action should be ta ken. Medium Risk (M) actions should be dealt with as soon as possible. Low
Risk (L) actions should be dealt with as soon as practicable.
Risk Assessment carried out by:
Date: / /
© All rights reserved.
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Appendix 7

Checklist for School Management

This checklist supports planning and preparation, control measures and induction needed to support a safe
return to school for students, staff, parents and others.
For completion by the agreed person with overall responsibility of managing the implementation of the
COVID-19 Response plan. This is likely to be the principal (with supports as agreed with the Department).
Planning and Systems
1.

2.
3.
4.
5.
6.
7.
8.
9.

10.
11.

Is there a system in place to keep up to date with the latest advice from Government and DES, to ensure
that advice is made available in a timely manner to staff and students and to adjust your plans and
procedures in line with that advice?
Have you appointed staff member/s to the LWR position (detailed at Section 4.3 above) in accordance
with the agreed protocol?
Have you advised staff as to has been appointed to the position of LWR?
Have you prepared a school COVID-19 response plan and made it available to staff and students?
Department of Education guidance and templates provided
Have you a system in place to provide staff and students 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?
Have you displayed the COVID-19 posters in suitable locations highlighting the signs and symptoms of
COVID-19?
Have you told staff and students of the purpose of the COVID-19 contact log?
Have you a COVID-19 contact log in place to support HSE tracing efforts if required? (Contact log
template attached).
Have you informed staff on the measures that have been put in place to help prevent the spread of the
virus and what is expected of them, and provided a system for them to raise issues or concerns and to
have them responded to?
Have you reviewed and updated risk assessments in line with Department advice to take account of any
controls to help prevent the spread of COVID-19? (Risk template attached)
Have you updated emergency plans, in particular to take account of the COVID response plan?

Staff
12.
13.

14.
15.
16.

Have you made available to each staff member a COVID-19 return-to-work form to be completed and
returned 3 days before they return to the workplace? (Template attached)
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 Department of Education’s agreed
arrangements for management of those staff?
Have you advised staff and students they must stay at home if sick or if they have any symptoms of
COVID-19?
Have you told staff and students what to do and what to expect if they start to develop symptoms of
COVID-19 while in school, including where the isolation area is?
Have you advised staff of the availability of the supports of the occupational health and wellbeing
programme through Spectrum Life?

Training and Induction
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17.
18.
19.

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

Buildings / Equipment
20.
21.
22.
23.

If you have mechanical ventilation does it need cleaning or maintenance before the school reopens?
Does your water system need flushing at outlets following low usage to prevent Legionnaire’s Disease?
Have you visually checked, or had an appropriate person check, all equipment in the school for signs of
deterioration or damage before being used again?
Have you arranged for the school including all equipment, desks, benches, doors and frequently touched
surfaces points, been thoroughly cleaned before reopening?

Control Measures in place
Hand / respiratory hygiene
24.

25.
26.
27.
28.
29.
30.
31.
32.
33.
34.

Have you accessed supplies of hand sanitizers and any necessary PPE equipment in line with the HPSC
health guidance relating to the reopening of schools, from the national framework provided by the
Department? This framework close to being finalised and will be available for drawdown with guidance
as to how and what to order accompanying it.
Are there hand washing/hand sanitising stations in place to accommodate staff, students and visitors
adhering to hand hygiene measures in accordance with Department guidance?
Have arrangements been made for staff and students to have regular access to hand-washing/hand
sanitising facilities as appropriate?
Are hand sanitisers easily available and accessible for all staff, students and visitors – e.g. in each
classroom and at entry and exit points to school buildings?
Have you made arrangements to ensure hand hygiene facilities are regularly checked and well-stocked?
Does the alcohol-based hand sanitiser have at least 60% ethanol or 70% isopropanol as the active
ingredient?
Have you informed staff and students about the importance of hand washing?
Have you arranged for staff and students 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?
Have you shown staff and students how to use hand sanitiser correctly and where hand-sanitising
stations are located?
Have you displayed posters on how to wash hands correctly in appropriate locations?
Have you told staff and students when they need to wash their hands or use hand sanitiser? This
includes:
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35.

 before and after eating and preparing food
 after coughing or sneezing
 after using the toilet
 where hands are dirty
 before and after wearing gloves
 before and after being on public transport
 before leaving home
 when arriving/leaving the school /other sites
 after each class
 after touching potentially contaminated surfaces
 if in contact with someone displaying any COVID-19 symptoms
Have you told staff and students of the importance of good respiratory measures to limit the spread of
the virus, including?
 avoid touching the face, eyes, nose and mouth
 cover coughs and sneezes with an elbow or a tissue
 dispose of tissues in a covered bin

Physical Distancing:
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.

Have you identified all available school space to be used to maximise physical distancing?
Have you reviewed the templates provided by the Department of Education which show options for
revised layout of school rooms to meet physical distancing requirements?
Have you arranged to revise the layout of the rooms and furniture as per the Department guidelines?
Have you arranged in each room that the teacher’s desk should be at least 1m (and where possible 2m)
away from student desks?
Have you arranged in each room that students would be, at least 1m and (where possible 2m) away from
each other?
Have you where possible and practicable assigned students to main class cohorts to minimise the risk of
infection from COVID-19?
Have you arranged the timetable to facilitate double classes where possible and practicable?
Have you advised staff and students that when students are moving to an elective subject they would,
where practicable be seated with members of their main class cohort?
Have you made arrangements to limit interaction on arrival and departure from school and in other
shared areas?
Have you encouraged walking or cycling to school as much as possible?
Have you made arrangements, in so far as possible, to open additional access points to school to reduce
congestion?
Can you provide a one system for entering and exiting the school, where practical?
Have you arranged for staff meetings to be held remotely or in small groups or in large spaces to facilitate
physical distancing?
Have you taken steps to minimise rotation of staff between classes where possible?
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50.
51.
52.

Have you a system to regularly remind staff and students to maintain physical distancing?
Have you advised staff and students not to shake hands and to avoid any physical contact?
Have you stopped all non-essential travel for school activities?

Visitors to Schools
53.

54.
55.

Have you identified the activities that involve interacting with essential visitors to schools, made
arrangements to minimise the number of such visitors and put in place measures to prevent physical
contact, as far as possible?
Are there arrangements in place to inform essential visitors to schools of the measures to help prevent
the spread of infection?
Have you a system in place for all visitors who do need to come to the school to make appointment,
arrange to contact a central point and to record their visit using the contact tracing log?
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Appendix 8

Checklist for dealing with a suspected case of COVID-19

Each main class cohort should be considered a separate group for the purpose of managing suspected
cases. Each teacher/staff member will be required to manage a suspected case in line with the
protocol and training.
A nominated member of the school management team will be responsible for ensuring that all
aspects of the protocol to deal with suspected cases have been adhered to.
Isolation Area

1. Have you identified a place that can be used as an isolation area, preferably with a door that can
2.
3.
4.
5.
6.

close?
The isolation area does not have to be a separate room but if it is not a room it should be 2m away
from others in the room.
Is the isolation area accessible, including to staff and students with disabilities?
Is the route to the isolation area accessible?
Have you a contingency plan for dealing with more than one suspected case of COVID-19?
Are the following available in the isolation area(s)?
 Tissues
 Hand sanitiser
 Disinfectant/wipes
 Gloves/Masks
 Waste Bags
 Bins

Isolating a Person

7. Are procedures in place to accompany the infected person to the isolation area, along the isolation
route with physical distancing from them?
8. Are staff familiar with this procedure?
9. Have others been advised to maintain a distance of at least 2m from the affected person at all
times? (it is intended that this will be dealt with as part of DES online training)
10. Is there a disposable mask to wear for the affected person while in the common area and when
exiting the building?

Arranging for the affected person to leave the School

11. Staff – have you established by asking them if the staff members feel well enough to travel home?
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12. Student – have you immediately contacted their parents/guardians and arranged for them to
collect their student? Under no circumstances can a student use public or school transport to
travel home if they are a suspected case of COVID-19.
13. The affected person should be advised to avoid touching other people, surfaces and objects.
14. The affected person should be advised to cover their mouth and nose with disposable tissue(s)
when they cough or sneeze, and to put the tissue in the bin.
15. Has transport home or to an assessment centre been arranged if the affected person has been
directed to go there by their GP?
16. Has the affected person been advised not to go to their GP’s surgery or any pharmacy or hospital?
17. Has the affected person been advised they must not use public transport?
18. Has the affected person been advised to continue wearing the face mask until they reach home?
Follow up

19. Have you carried out an assessment of the incident to identify any follow-up actions needed?
20. Have you advised the LWR of the incident in accordance with the agreed protocol?
21. Are you available to provide advice and assistance if contacted by the HSE?
Cleaning

22. Have you taken the isolation area out-of-use until cleaned and disinfected?
23. Have you made arrangements to clean and disinfect any classroom space where the staff or
students were located?
24. Have you arranged for cleaning and disinfection of the isolation area and any other areas involved,
as soon as practical after the affected person has left the building?
25. Have the cleaners been trained in dealing with contaminated areas and supplied with the
appropriate PPE? (It is intended to provide online training for cleaning staff. Appropriate PPE will
be available to schools through the national procurement process which schools can access in line
with the guidance which will be provided shortly)
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Appendix 9

Checklist Lead Worker Representative

Checklist of questions in line with the protocol at Appendix 3 as agreed between the Department
and management bodies

1. Have you been s/elected by your colleagues on the staff and have you agreed with your school
principal to act as a Lead Worker Representative for your school, in accordance with the process
for lead worker representative/s in schools that has been agreed centrally and is to be
implemented locally).
2. Have you been provided with information and training in relation to the role of Lead Worker
Representative? (Training for this role is currently being explored with the HSA).
3. Are you keeping up to date with the latest COVID-19 advice from Government?
4. Are you aware of the signs and symptoms of COVID-19?
5. Do you know how the virus is spread?
6. Do you know how to help prevent the spread of COVID-19?
7. Have you watched and do you understand the online training provided by the Department of
Education and have you been given induction training before returning to school?
8. Have you been made aware of the control measures your school has put in place to minimise the
risk of you and others being exposed to COVID-19?
9. Are you helping in keeping your fellow workers up to date with the latest COVID-19 advice from
Government?
10. Have you completed the COVID-19 return-to-work form and given it to your school? (DES template
Return-to-Work form available)
11. Are you aware of the control measures your school has put in place to minimise the risk of you
and others being exposed to COVID-19? (Checklist for School Management available)
12. On behalf of the employer did your school principal consult with you when putting control
measures in place? Control measures have been agreed centrally between the Department and
education partners and will be revised as necessary. Consultation at school level should take place
on any specific local arrangements necessary to implement the protocol
13. Have you a means of regular communication with the principal and where applicable any other
person with overall responsibility for the school COVID-19 plan?
14. Are you co-operating with your school to make sure these control measures are maintained?
15. Have you familiarised yourself with the cleaning requirements needed to help prevent cross
contamination? (Checklist for Cleaning and Disinfection available)
16. Have you been asked to walk around and check that the control measures are in place and are
being maintained?
17. Are you reporting immediately to the person with overall responsibility for the school COVID-19
plan any problems, areas of non-compliance or defects that you see?
18. Are you keeping a record of any problems, areas of non-compliance or defects and what action
was taken to remedy the issue?
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19. Are you familiar with what to do in the event of someone developing the symptoms of COVID-19
while at school?
20. Are you co-operating with your school in identifying an isolation area and a safe route to that
area? (Checklist for dealing with suspected case of COVID-19 available)
21. Are you helping in the monitoring and keeping under review the management of someone
developing symptoms of COVID-19 while at school?
22. Once the affected person has left the school, are you helping in assessing what follow-up action
is needed?
23. Are you helping in maintaining the staff and student contact log?
24. Have you been made aware of any changes to the emergency plans or first aid procedures for
your school?
25. Are you making yourself available to fellow staff to listen to any COVID-19 control concerns or
suggestions they may have?
26. Are you raising those control concerns or suggestions with your school Principal and feeding back
the response to the staff member/s who raised the issue?
27. Are you aware of the availability of the Spectrum Life Wellbeing Together Programme?
28. Have you been provided by the Principal/ school management with the supports to which you are
entitled in your role as Lead Worker Representative?
29. If you are a teacher, have you been provided with the 2 hours per week of protected time off class
contact hours, as provided for in the protocol?
30. If you are an SNA, have you been provided with 66 of the “72 hours”, as provided for in the
protocol?
31. If you are a school secretary or a caretaker have your duties been re-prioritised by school
management to afford you sufficient time to carry out your duties as LWR within the scope of your
normal contracted hours, as provide for in the protocol?
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Appendix 10

Checklist for Cleaning

1. Have you a system in place for checking and keeping up to date with the latest public health advice
from Government and the Department of Education, to ensure that advice is made available in a
timely manner to staff and students and to adjust your cleaning procedures in line with that
advice?
2. Have you reviewed the HPSC 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 and students?
4. Are you aware that cleaning is best achieved using a general purpose detergent ad warm water,
clean cloths, mops and the mechanical action of wiping and cleaning, following by rinsing and
drying?
5. Have you sufficient cleaning materials in place to support the enhanced cleaning regime?
6. Have you provided training for cleaning staff on the enhanced cleaning regime? (DES 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 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 in place a system for regular cleaning of the following frequently touched surfaces?
 Door handles,
 Hand rails
 Chairs/arm rests
 Communal eating areas
 Sinks
 Toilets facilities
11. Have you provided cleaning materials to staff and students so that they can clean their own desk
or immediate workspace?
12. 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? E.g. mobile phone laptop
and to avoid leaving them down on communal surfaces or they will need to clean the surface after
the personal item is removed.
13. Have you advised staff and students to avoid sharing items such as cups, bottles, cutlery, pens
14. Have you put in place a written cleaning schedule to be made available to cleaning staff including:
 Items and areas to be cleaned
 Frequency of cleaning
 Cleaning materials to be used
 Equipment to be used and method of operation
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15. Details of how to clean following a suspected case of COVID-19 are at Section 7 of the Plan above
(can be added here again if considered useful)
16. If disinfection of contaminated surfaces is required, is a system in place to do this following
cleaning?
17. If cleaning staff have been instructed to wear gloves when cleaning are they aware of the need to
wash their hands thoroughly with soap and water, both before and after wearing gloves?
18. 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 and stored in a secure area for 72 hours
before being presented for general waste collection.
19. 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?
20. 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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School Contact Details
Principal:

Janice Uí Bheoláin

Deputy Principal:

Barry O’Higgins

Address:

Killegland, Ashbourne, Co Meath

Phone:

01 5241075

Email:

colaistedelacy@lmetb.ie

Website:

www.colaistedelacy.ie

Roll Number:

76196W
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