
 



 

Future Education have clearly communicated the need for our candidates to follow government guidelines on managing their 
personal risk of infection if they are experiencing symptoms or if they are living with someone with symptoms.  

Extra procedures have been put in place to ensure candidates are carefully monitored before and during any assignments. Upon 
registration a detailed form is completed by the candidate to assist consultants in identifying any underlying medical conditions 
and potential risk factors. Following on from this a condensed version of the form is sent to candidates regularly that monitors 
symptoms, exposure and any travel changes.    

Before being placed into a booking a series of pre-screening questions are asked by consultants immediately prior to confirming 
the candidate.  

In both cases, if any candidate is found to have contracted the virus, is displaying symptoms or has been in contact with 
someone infected with COVID 19 or displaying symptoms, however mild, they are advised to stay at home and not leave their 
house for at least 10 days from when the symptoms started (if they live alone), or 14 days (if they live with someone who has 
symptoms), and will not be considered available for work with Future Education during this period.  

Our candidates have all been issued government guidance on working in education settings. We will continue to monitor the 
situation and guidance given and will update candidates as and when any advice changes. 

 

We will work closely with our clients to ensure that all staff booked to work in their schools are aware of government guidance and best 

practice on working in educational settings during the pandemic. Clients will be asked to share their plans and procedures with regards 

to re-entry, social distancing and health & safety with candidates in advance of bookings and on arrival on site. 



 

 

 

 

 

 

 

 

Scenario Hazarads and Risks Risk Level Control Measures Mitigation Actions 
Candidates 
Returning 
to schools  
 
 
(bookings 
and 
Interviews) 

Passing infections onto 
others.  
 
Direct transmission – 
person to person 
spread, via spread of 
droplets from coughs, 
sneezes, personal 
physical contact.  
 
Cross contamination 
from surfaces such as 
keyboard, desk, door 
handles, taps, phone 
etc.  
 
 
Public/Students/ School 
staff at risk 

Medium All candidates are pre-screened and required to complete a form upon registration to 
identify individuals with medical conditions.  
 
Before any work is offered, checks are carried out by consultants to identify if 
candidates are suffering any symptoms of COVID 19/ have been in contact with 
anybody displaying symptoms/who has the virus.  
 
Checks are required weekly for staff out working, and before confirming 
interview/booking for staff available to work.  
 
Ensure candidate awareness of government advice in relation to staying safe and 
recognising symptoms through regular communication.  
 
To clarify the most important symptoms of coronavirus (COVID-19) are:  
• a new continuous cough 
• a high temperature 
• a loss of, or change in, your normal sense of taste or smell (anosmia) 
 
If anyone has any of the symptoms above, they should self-isolate at home and 
arrange to be tested.  
 
All candidates representing Future Education are expected to follow proper 
Coronavirus Hygiene Guidance as stated: 
 
1. Wash hands more often than usual, for 20 seconds using soap and hot water. Use 

alcohol-based hand sanitiser frequently, especially after touching the face or on 
community/public shared areas. 

2. To reduce the spread of germs when coughing and sneezing cover mouth and 
nose with flexed elbow or tissue – throw tissue away immediately and wash your 
hands.  

3. Clean and disinfect regularly touched objects and surfaces using your regular 
cleaning products to reduce the risk of passing the infection on to other people. 

4. Candidates should supervise young children to ensure they wash their hands 
more often than usual. They should do so thoroughly for 20 seconds with running 
water and soap and dry them thoroughly or use alcohol hand rub or sanitiser. 

5. Follow school procedures and policies in relation to social distancing, health and 
safety whilst on site and review the schools Risk Assessment policy.  

Pre screening form to clear 
candidate to return to work.  
 
 
Weekly check ups from 
consultants via phone calls 
and emails.  
 
 
Candidate status reviewed 
on database to authorise fit 
to work.  
 
 

Continue to follow government 
advice and protocols in regard to 
self-isolation. 

Vulnerable Candidates: If 
candidates believe they have a 
medical condition that puts 
them at risk they will need to 
consult with their Doctor.  

 
Weekly emails and calls to 
candidates communicating any 
changes to government 
guidance including reminders 
around infection control 
measures.  

Forward on client risk 
assessments and H&S 
information to candidates prior 
to bookings/interviews (via 
booking confirmations, online 
and verbal confirmations). 

 



 

 

 

 

 

Candidate 
who has 
confirmed 
Coronavirus 

Passing on infection to 
others 
 
 
Public/ Pupils/School 
staff 

Very High All candidates found to have contracted the virus should not be placed into 
bookings and advised to self-isolate for 10/14 days. Candidates must pass results 
over to consultants immediately after receiving them to show they are confirmed 
for immediate action to be taken.  
 
Bookings will not be offered until period of self-isolation has been completed. 
 
Clients where the candidate has worked in the last 5 days should be contacted and 
made aware of the situation and associated risks. 
 

Candidate status changed 
on the database. 
 
Candidate diary blocked 
for isolation period. 
 
Weekly check in with 
candidate via phone and 
email. Updates to be 
recorded on candidate 
record. 

Candidates confirmed to have 
COVID-19 are managed to ensure 
they cannot be placed in any 
booking until they are symptom 
free and the required time 
between a positive test and being 
able to come out of isolation 
has elapsed. 
 
After 10 days:  

• If they no longer have a 
temperature, they can stop 
self-isolating 

• If they still have a 
temperature, they must 
continue the isolation period. 

 
If the candidate develops 
symptoms while isolating, they 
must count 10 days from the day 
they first started experiencing 
symptoms. If they do not develop 
symptoms after 14 days they can 
stop self-isolating.  
 
Weekly check-ups will be 
mandatory and before the 
candidate can go out to work after 
the isolation period, they must 
complete a return to work form. 

Candidate 
experiencing 
symptoms of 
COVID-19 

Passing on infection to 
others 
 
 
Public/ Students/ 
School staff 

High All candidates found to have contracted the virus should not be placed into 
bookings and advised to self-isolate for 10/14 days. 
 
Bookings not offered until after period of self-isolation. 
 
Clients where the candidate has worked in the last 5 days should be contacted and 
made aware of the situation and associated risks. 
 
Candidates to be referred for a test via the following site: 
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested 
 
If the test comes back negative and the candidate is no longer displaying symptoms, 
they can return to work following completion of a return to work risk assessment 
form. 

Candidate status changed 
on the database. 
 
 
Candidate diary blocked 
for isolation period. 
 
 
Weekly check in with 
candidate and updates to 
be recorded on candidate 
record.. 

Candidates experiencing 
symptoms of COVID-19 will need 
to self-isolate. Said candidate 
cannot be placed in any booking 
until they are symptom free or 
have received a negative test 
which must be provided to Future 
Education.  
 
If the test is positive the above 
rules apply. 
 
 

https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Candidates 
travelling 
on public 
transport 

Risk of contracting 
infection and passing to 
others 
 
 
Public/ Students/ 
School staff 

High Candidates will be advised to avoid using public transport where possible. 
Recommend walking, cycling and other forms of transport where possible. 
Candidates will be reminded of the fact face coverings are now compulsory when 
using public transport. Consultants will endeavour to place candidates in close 
proximity to their home address, limiting the need of public transport. For those 
that do rely on public transport to decrease risk of exposure bookings will remain a 
short distance away.   
 
If using public transport, follow recommendations of: 
• Maintaining good hand hygiene and carry alcohol-based hand sanitiser. 
• Practice social distancing 
• Follow NHS advice displayed on public transport 
• Use contactless payment methods 
• Be aware of the surfaces you touch. Be careful not to touch your face. Cover 

your mouth and nose with a tissue or your elbow when coughing or sneezing. 
• MUST wear a face covering 

Regular comms and online 
advice to candidates to 
avoid using public transport 
where possible. Prior to 
booking, consultants will 
confirm the transport and 
make recommendations. 

Our database enables us to 
prioritise available candidates 
who are local to each school and 
keep candidate within a 
particular radius.  
 
Pre screening Return to Work 
form also assesses candidates 
nominated mode of transport.  
 
We record on file whether a 
candidate has their own 
transport. This information is 
available to our consultants when 
selecting candidates for bookings 
and have been advised to 
prioritise candidates that have 
their own mode of transport as a 
precaution. 

Candidates 
who are 
classified as 
vulnerable 

 

Risk of contracting 
infection and passing to 
others 

 
Public/ Students/ 
School staff 

Very High 

 

Upon registration, a detailed form must be completed detailing any medical 
conditions or health vulnerabilities. All candidates are then to be screened again 
before being offered work to check if they are suffering any symptoms of COVID 19 
/ have been in contact with anyone who has the virus or displaying symptoms or are 
in the vulnerable category. 

If candidates believe they have a medical condition that puts them at risk they will 
need to consult with their Doctor.  

 
The UK Government has issued advice stating that for those who are over 70, those 
who have an underlying health condition or those who are pregnant should: 
• Avoid contact with someone who is displaying symptoms of coronavirus 

(COVID-19). These symptoms include high temperature and/or a new and 
continuous cough. 

• Avoid non-essential use of public transport, varying your travel times to avoid 
rush hour, when possible. 

• Avoid large gatherings, and gatherings in smaller public spaces such as pubs, 
cinemas, restaurants, theatres, bars, clubs. 

• Avoid gatherings with friends and family. Keep in touch using remote 
technology such as phone, internet, and social media. 

• Use telephone or online services to contact your GP or other essential services. 
• Be particularly stringent in following social distancing measures. 
 

Candidates to consult their 
Doctor to calculate risk  

 
Weekly check-ups from 
consultants via phone calls 
and emails.  
 
 
Booking checklist 
completed for every 
candidate on current 
coronavirus status.  
 
 
School policies and risk 
assessment sent to 
candidates. 

Weekly emails to candidates 
communicating any changes to 
government guidance and 
reminders around infection 
control measures.  

Client risk assessment and H&S 
information to be emailed to 
candidates via the database to 
create a record of the 
information being sent (via 
booking confirmations, online 
and verbal confirmations) 

Checklist added to booking 
process that our staff will need to 
complete before being able to 
confirm a booking. 



 

 

 

 

 

 

Candidates 
feeling ill 
whilst in 
school 

 

Risk of contracting 
infection and passing to 
others 

Public/ Students/ 
School staff 

High 

 

If staff develop coronavirus (COVID-19) symptoms while at school they must be sent 
home. 
 
If anyone has any of the Coronavirus symptoms they should self-isolate at home. 
 
If the candidate suspects their symptoms could indicate Coronavirus they must be 
referred for a test via the following site: 
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested 
 

Weekly check-ups from 
consultants via phone 
calls and emails.  
 

Return to work risk 
assessment completed 
and returned directly to 
consultant – no bookings 
offered without this. 

 

Candidates experiencing 
symptoms of COVID-19 are 
managed to ensure they cannot be 
placed in any booking and must 
complete a return to work form 
when they are feeling well.   

Client risk assessment and H&S 
information to be emailed to 
candidates via the database to 
create a record of the information 
being sent (via booking 
confirmations, online and verbal 
confirmations). 

Supervising 
a Student 
who feels 
unwell in 
School.  
 
 

Risk of contracting 
infection and passing to 
others 

Public/ Students/ 
School staff 

Low Candidates must follow the school’s policy and procedures and any students who 
develop COVID-19 symtpoms must be sent home and advised to follow COVID-19 
guidance for households.  
 
As supply staff, advise candidates that they must ensure a permanent member of 
staff handles the situation and oversees the pupils care as well as communication 
with the parents. Do not delay in informing your direct line IMMEDIATELY.  
 
If a 2 meter distance isn’t possible then face masks must be worn whilst attending to 
the student.  
 
When assisting somebody that is displaying symptoms, candidates do not need to go 
home (unless they subsequently develop symptoms or the child tests positive and 
therefore a test for themselves is imperative). 
 
Candidates will need to wash their hands and disinfect any possible contaminated 
areas immediately after assisting somebody with symptoms to help with infection 
control.  

Daily check ups with the 
candidate to assess 
whether they develop 
any symptoms. 
 
 
 

Daily check ups with the candidate 
to assess whether they develop 
any symptoms. 
 
In the event symptoms develop, 
their availability will be blocked 
out for 10/14 days and the 
candidate advised to self isolate 
per government guidelines.  
 
Candidate will need to book a test 
and inform Future Education of the 
outcome. If the test is negative, 
the candidate can return to the 
school.  
 
If the test is positive, after the 
isolation period, a Return to Work 
form will need to be completed 
prior to the candidate being 
offered work/ placed back into the 
school.  
 
 
 

https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested

