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This template was prepared for and provided to all Gloucestershire schools and early years 
settings by the local authority, Gloucestershire County Council.  It is subject to change 
pending further national or regional PHE guidance and review of the Contingency 
framework for education and childcare settings 
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https://www.gloucestershire.gov.uk/schoolsnet/noticeboard/covid-19-information-and-guidance/planning-for-covid-19/#main
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Changes to the previous versions 

 

Version 3 – 22.11.21 

 

On 11.11.21 GCC advised all education settings that the regional covid group (South West 

Directors of Public Health, Regional Schools Commissioner, Gloucestershire County Council) 

had reviewed the need for control measures up to 12.11.21 and taken the view these 

measures should be maintained at least until the end of November 2021.  The group 

acknowledged that rates have started to decline in Gloucestershire but remain ‘concerningly 

high’ with current rates above national and regional averages. 

 

Oak Hill Church of England Primary School had its first confirmed positive covid case amongst 

staff or pupils during term time on 15.11.21.  At the time of publishing this document as Version 

3, no further cases have been confirmed or are awaiting PCR results. 

 

The content of the cover page in the section ‘Plan Administration’ was amended to reflect the 

review dates, timescale of future reviews and plan responsibility.  This section defining 

changes from previous versions was also added to assist the reader in understanding when, 

how and why changes are made to the school’s COVID management arrangements. 

 

This document was amended at paragraph 2 to reflect the updates to the Department for 

Education’s Contingency Framework provided on 16.11.21.  The GCC Covid Response 

Checklist (V3 – 28.10.21) and PHE SW Schools Flow Chart (V17 – 15.10.21) were amended 

in the document and added as Appendix A and Appendix B.   Appendix A of Versions 1 and 2 

was moved to become Appendix C as of Version 3 on 22.11.21. 

 

Paragraph 3 was amended to reflect in greater detail the roles and responsibilities of the 

school’s leadership team, namely the Head Teacher’s operational role and the monitoring & 

support responsibilities of the Governing Board.  Details of the Chair of Governors regular 

reviews with the Head Teacher were noted and confirmation of the school’s nominated Health 

and Safety Governor was added. 

 

Version 2 – 29.10.21 

 

A joint consensus letter dated 21.10.21 from the South West Directors of Public Health, UK 

Health Security Agency and Regional Schools Commissioner was  forwarded to all schools 

on 22.10.21.  It was accompanied by a joint letter from Gloucestershire County Council’s 

Director of Education and  the Executive Director of Adult Social Care and Public Health also 

dated 21.10.21.  Both letters were received by all GCC education settings after schools had 

closed for the half term break on Friday 22.10.21.  Oak Hill Church of England Primary 

School’s  risk assessment was reviewed during the half term break.  On 29.10.21 the Head 

Teacher informed the Chair of Governors, all staff, pupils and families of changes to the 

school’s risk assessment and daily operating practices including the reintroduction of face 

coverings by adults in communal areas and by pupils on the school bus further to the letters 

received on 22.10.21.   
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No changes to this document were applied in version 2.  The version number is to define the 

document as having been reviewed further to receipt of the letters detailed above and 

subsequent changes to the school’s risk assessment.   

 

The Head Teacher reiterated to the whole school community on 29.10.21 that changes to the 

risk assessment were for a preliminary two week period  up to 12.11.21, in line the review 

timescales shared by GCC and the joint consensus authors. 

 

 

 

 

 

 

1.  Introduction 

 

This plan was produced by Gloucestershire County Council for all education and early years 

settings in the county.  It is based on the DfE’s Contingency Framework (as updated on 16 

November 2021) which lays out how to manage local outbreaks of COVID-19. The guidance 

states schools should have “outbreak management plans” outlining “how they would operate” 

if any of the measures described in the guidance were recommended for their setting or area.   

 

Schools should refer to the most recent versions of both GCC Covid-19 response checklist 

(currently version 3 – 28.10.21) and PHE SW Schools Flowchart (currently version 17 – 

15.10.21) before contacting the Covid School Enquiries advice line or local HPT.  The current 

versions of both documents are attached as Appendix A and Appendix B.  Additional control 

methods are described in Appendix C.  Settings must review and adapt this plan to meet the 

context and needs of their organisation.   

 

Local authorities, directors of public health (DsPH) and PHE health protection teams (HPTs) 

are responsible for managing localised outbreaks. They play an important role in providing 

support and advice to education and childcare settings and can recommend certain measures 

as part of their outbreak management responsibilities.  Where there is a need to address more 

widespread issues across an area, “ministers will take decisions on an area-by-area basis”. 

 

Schools will need to consider the implementation of some, or all, of the measures in this plan 

in response to recommendations provided by HPT, the DfE or the government. 

 

It may be necessary to implement these measures in the following circumstances:   

 

● to help manage a COVID-19 outbreak within the school  

● as part of a package of measures responding to a ‘Variant of Concern’ (VoC) or to 

extremely high prevalence of COVID-19 in the community 

● to prevent unsustainable pressure on the NHS 

https://www.gov.uk/government/publications/coronavirus-covid-19-local-restrictions-in-education-and-childcare-settings/contingency-framework-education-and-childcare-settings
https://www.gloucestershire.gov.uk/schoolsnet/noticeboard/covid-19-information-and-guidance/planning-for-covid-19/#main
https://www.gloucestershire.gov.uk/schoolsnet/noticeboard/covid-19-information-and-guidance/planning-for-covid-19/#main
https://www.gloucestershire.gov.uk/schoolsnet/noticeboard/covid-19-information-and-guidance/planning-for-covid-19/#main
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2.  Roles and responsibilities 

 

Adam Greaves, Head Teacher of the School is responsible for all day to day operations 

including contacting the relevant authorities in an outbreak.  In his absence, Gail 

Hainsworth/Esther Brindle will take on the responsibility and liaise with the Chair of Governors, 

Victoria Leather. 

 

The Governing Board is responsible for reviewing the school’s risk assessments and 

associated documents such as this contingency and outbreak management plan.   

 

The Head Teacher is fully responsible for the day to day operations of the school and 

governors are responsible for the strategic aspects of the school.  The whole school 

community must be mindful of the crossover between these two very distinct and important 

roles, namely operational decisions and strategic decisions. 

 

The Governing Board’s role is to review the thoroughness of the school’s pandemic planning, 

including contingency and outbreak plans and to support the Head Teacher in solving any 

issues identified in the risk assessment.   

 

The Chair of Governors, Victoria Leather undertakes reviews of risk and management plans 

with the Head Teacher as part of their regular meetings.  When appropriate, the Chair of 

Governors reports as soon as possible to the Governing Board any changes or additions to 

the school’s arrangements.  The Governing Board has a nominated Health and Safety 

Governor, Carole Kettle. 

 

3.  What do I do if....? 

 

This is not an exhaustive list but is intended to provide scenarios to help answer school 

queries.   

 

A pupil/staff has 

symptoms at school 

 

Symptomatic person needs to be isolated immediately 

Book a PCR test at a testing site within 48 hours.  Only the 

person with symptoms needs a test. Continue to isolate whilst 

waiting for the results. 

Enhanced cleaning carried out 

A pupil/staff with 

symptoms tests positive 

 

Continue to isolate for 10 days. Isolation should start from the 

date of positive test or onset of symptoms.  

Pupil/staff to liaise with NHS test and trace for close contact 

purpose and inform school of positive result 

Consider whether and how to communicate information on 

positive cases to parents and the school community, this could 

be through a ‘warn and inform’ letter. 

Enhanced cleaning to be carried out 
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Record details of the positive case using the Educational 

Settings Cases Template 

Schools to identify any close contact co-workers and report 

these to the self-isolation hub (020 3743 6715). 

A pupil/staff with 

symptoms tests 

negative 

 

Inform https://www.gov.uk/report-covid19-result and school of 

negative result 

Return to school/work when better 

A parent reports their 

child has symptoms and 

is staying home 

 

Record child’s absence as Covid using DfE attendance code 

X02 or X01 if child is non-compulsory school age. 

Keep in contact with family for update.   

Refer to school attendance policy procedures for any concerns 

about persistent absenteeism 

A pupil with no 

symptoms tests positive 

 

Continue to isolate for 10 days.  

Isolation should start from the date of positive test.  

Pupil/staff to liaise with NHS test and trace for close contact 

purpose and inform school of positive result 

Consider whether and how to communicate information on 

positive cases to parents and the school community, this could 

be through a ‘warn and inform’ letter. 

Enhanced cleaning carried out 

Record details of the positive case using the Educational 

Settings Cases Template 

Schools to identify any close contact co-workers and report 

these to the self-isolation hub (020 3743 6715). 

A pupil with symptoms 

or who should be self-

isolating still comes to 

school 

 

The Head Teacher should refuse the pupil if, in their reasonable 

judgement, it is necessary to protect other pupils and staff from 

possible infection with COVID-19 

School to liaise with home 

Someone in a 

pupil’s/staff household 

has symptoms or tests 

positive 

 

Fully vaccinated or aged under 18 years and 6 months are not 

legally required to self-isolate if household contact has tested 

positive for COVID-19 

If well and not showing any symptoms should attend school 

A close contact of a 

confirmed case then has 

symptoms/tests positive 

 

Symptomatic person needs to isolate immediately and book a 

PCR test at a testing site within 48 hours.   

Continue to isolate whilst waiting for your results.  

For a positive result the individual will need to follow PHE 

guidance and continue isolation period.   

Inform https://www.gov.uk/report-covid19-result and school of 

positive result 

https://www.gov.uk/report-covid19-result
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection#exempt
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection#exempt
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection#exempt
https://www.gov.uk/report-covid19-result
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The outbreak threshold 

is reached  

 

Establish if close mixing has taken place (i.e. form group, class, 

subject group, friendship group mixing at break times, sports 

team, afterschool club/activity group) 

Refer to school’s outbreak management plan 

Contact DfE helpline and local HPT 

 

4.  When and how to seek public health advice 

 

For most education and childcare settings, whichever of these thresholds is reached first: 

● 5 children, pupils, pupils or staff, who are likely to have mixed closely, test positive for 

COVID-19 within a 10-day period; or  

● 10% of children, pupils, pupils or staff who are likely to have mixed closely test 

positive for COVID-19 within a 10-day period  

● There are any admissions to hospital for COVID-19 

● You are having problems implementing the control measures. 

● You have applied the control measures and are still seeing a significant rise in cases. 

 

For special schools, residential settings, and settings that operate with 20 or fewer children, 

pupils, pupils and staff at any one time: 

● 2 children, pupils, pupils and staff, who are likely to have mixed closely, test positive 

for COVID-19 within a 10-day period  

 

If and when outbreaks occur, providers should work with the local HPT to identify any 

additional measures to put in place by contacting healthprotection@gloucestershire.gov.uk 

 

All settings should seek public health advice if a pupil, student, child or staff member is 

admitted to hospital with COVID-19. They can do this by phoning the DfE helpline (0800 046 

8687, option 1), or in line with other local arrangements. Hospitalisation could indicate 

increased severity of illness or a new variant of concern. Settings may be offered public 

health support in managing risk assessments and communicating with staff and parents.  

 

5. Actions to consider once a threshold is reached  

 

Review and reinforce the testing, hygiene and ventilation measures already in place.  

Consider 

● whether any activities could take place outdoors, including exercise, assemblies, or 

classes  

● ways to improve ventilation indoors, where this would not significantly impact thermal 

comfort  

● one-off enhanced cleaning focussing on touch points and any shared equipment  

 

mailto:Healthprotection@gloucestershire.gov.uk
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If and when outbreaks occur, providers should work with the local HPT to identify any 

additional control measures to put in place by contacting 

healthprotection@gloucestershire.gov.uk 

 

Settings may wish to seek additional public health advice if they are concerned about 

transmission in the setting, either by phoning the DfE helpline (0800 046 8687, option 1) or in 

line with other local arrangements. 

 

The COVIDschoolenquiries@gloucestershire.gov.uk email is available for providing Covid 

support and advice relating to educational matters.  If your enquiry is to solely report and notify 

of an outbreak please contact healthprotection@gloucestershire.gov.uk 

 

 

APPENDIX A 

 
Gloucestershire County Council  
Covid-19 Response Checklist  
Version 3 (28.10.21) 

 
Schools no longer have to carry out routine contact tracing. Close contacts are now identified 
and contacted by NHS Test and Trace and schools will not routinely be contacted to provide 
details of close contacts. 
 
Schools will be required, however, to monitor cases to identify any outbreaks that meet the 

threshold for escalation defined in the Education Contingency Framework.  In order to do this 

we recommend that schools keep a record of positive cases on the Educational Cases 

Reporting Template (v3 29.10.21).   Schools should record who each case 'mixed closely' with 

prior to symptom onset/positive result to inform decisions regarding outbreak management. 

Symptomatic staff or pupils, and those who record a positive test, will still need to isolate in 
line with current guidance. 
 
A UKHSA flowchart  has been designed to give guidance for the management of Covid-19 in 

your school.  Attached as Appendix B 

If you do think you have an outbreak in school that meets threshold, contact the DfE helpline 
directly on 0800 046 8687 option 1. The DfE will escalate/report any concerning situations or 
schools requesting further support to UKHSA or GCC for a quick local response. 
 
The following checklist is to be used on receiving notification of a positive case(s) of Covid-19 

within a school setting, either amongst staff and/or pupils. 

COVIDSchoolenquiries@gloucestershire.gov.uk will continue to field queries and deal with 

concerns. The health protection team will remain available to support schools with enquiries 

and to respond to referrals from DfE.  We do not routinely require reporting templates, or 

completed checklists, to be sent in but Health Protection are likely to request them in the event 

of an outbreak. 

mailto:healthprotection@gloucestershire.gov.uk
mailto:COVIDSchoolenquiries@gloucestershire.gov.uk
mailto:healthprotection@gloucestershire.gov.uk
https://www.gloucestershire.gov.uk/schoolsnet/noticeboard/covid-19-information-and-guidance/response-and-reporting/#main
https://www.gloucestershire.gov.uk/schoolsnet/noticeboard/covid-19-information-and-guidance/response-and-reporting/#main
https://www.gloucestershire.gov.uk/schoolsnet/noticeboard/covid-19-information-and-guidance/response-and-reporting/#main
mailto:COVIDSchoolenquiries@gloucestershire.gov.uk
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N.B. The overarching objective is to maximise the number of children and young people 

in face-to face education or childcare and minimise any disruption, in a way that best 

manages the COVID-19 risk. 
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Action 
Please document your actions in the case of an outbreak 

Date Completed  
& Notes 

Most suitable contact name and telephone number with the times of day/time 

slots they are available for a telephone call from the Health Protection Team if 

necessary  

Name: 

Number: 

Availability:  

Record details of the case on the Educational Cases Reporting Template 
 
Subsequent cases can be added to the original spreadsheet. 
 
 

 

https://www.gloucestershire.gov.uk/alternate-tests/covid-19-information-and-guidance/response-and-reporting/#main
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As an employer you have a duty of care to continue contact tracing amongst staff. 
 
Where a staff member is identified as having been in close contact with the 
person who tested positive, they should be advised to take a PCR test. They 
should also be advised to self-isolate unless one of the following applies: 
 

• They are fully vaccinated (Fully vaccinated means that you have been 
vaccinated with an MHRA approved COVID-19 vaccine in the UK (some 
vaccines administered outside of the UK are not MHRA approved) and at 
least 14 days have passed since you received the recommended doses of 
that vaccine) 

• They are below the age of 18 years and 6 months 

• They have taken part in or are currently part of an approved COVID-19 
vaccine trial 

• They can evidence that they are unable to be vaccinated for medical 
reasons 
 

The updated educational contingency framework no longer requests schools to 
routinely provide details of staff contacts following a positive staff case. It now 
details that schools may consider providing staff details (such as 8-digit NHS Test 
and Trace Account ID/CTAS number of the person who tested positive and the 
names of co-workers identified as close contacts) to the NHS self-isolation hub 
(020 3743 6715) to ensure eligible individuals identified as a close contacts can 
access self isolation payments if: 
 
a.) A staff member who was in close contact with a person testing positive 
has indicated they are not exempt from self-isolation (e.g not fully vaccinated), 
but the person testing positive was unable to provide that person’s detail to NHS 
Test and Trace.  
b.) It is particularly difficult for the person testing positive to identify or 
provide details of some members of staff they were in close contact with, for 
example, because they are temporary staff (and thus would reasonably not have 
their contact details) 
 
Schools are no longer required to close contact trace for a positive case within 
the student body, this will be carried out by NHS test and trace and schools may 
be asked to assist in this process. 
 
Household members should also isolate, until the results are known, unless the 
following applies: 

• they are fully vaccinated*  

• under 18 and six months  

• are not able to get vaccinated for medical reasons 

• have taken part in or are currently part of an approved Covd-19 vaccine 
trial 

 

*Fully vaccinated means that you have been vaccinated with an MHRA approved 

COVID-19 vaccine in the UK (some vaccines administered outside of the UK are 
not MHRA approved) and at least 14 days have passed since you received the 
recommended doses of that vaccine (currently 2nd dose). 
 
Close contacts will be contacted by NHS Test and Trace, informed they have been 
in close contact with a positive case and advised to take a PCR test. 
  
They should continue to attend school as normal. They do not need to wear a 
face covering within the school, but it is expected and recommended that these 
are worn when travelling on public or dedicated transport. 

 

https://www.gov.uk/get-coronavirus-test
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Consider daily LFD testing for close or household contacts (identified by NHS Test 
and Trace) while awaiting PCR results.(This can be applied in secondary and in 
primary, at parent/guardian discretion.) 
 
 

All settings should seek public health advice if a pupil, student, child or staff 
member is admitted to hospital with COVID-19. They can do this by phoning the 
DfE helpline (0800 046 8687, option 1).  Hospitalisation could indicate increased 
severity of illness or a new variant of concern. Settings may be offered public 
health support in managing risk assessments and communicating with staff and 
parents. 

 

 
Disinfect the areas that the suspected case(s) was using during the infectious 
period (up to 2 days/48 hours prior to symptoms appearing) Please see the 
cleaning in non healthcare setting guidance.  
 

 

Fu
rt

h
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 c
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Consider whether you may have an outbreak. The thresholds for  when to seek 
public health advice are: 
 

• 5 children, pupils, pupils or staff, who are likely to have mixed closely, 
test positive for COVID-19 (either LFT or PCR) within a 10-day period; or  

• 10% of children, pupils, pupils or staff who are likely to have mixed 
closely test positive for COVID-19 (either LFT or PCR) within a 10-day 
period 

• And also if a case is admitted to hospital 

• You are having problems implementing the control measures. 

• You have applied the control measures and are still seeing a significant 
rise in cases. 

 
 “Mixed closely” implies more substantial contact than the ‘close contact’ 
definition.  
 
For schools, close mixing this could include: 

 

• a form group or subject class 

• a friendship group mixing at breaktimes 

• a sports team 

• a group in an after-school activity   

•  
For boarding schools close mixing could include: 
 

• staff and children taking part in the same class or activity session 
together 

• children who share the same common space in a boarding house 

• children who have slept in the same room or dormitory together 

 

 
The threshold is lower for special schools, residential and small settings (<20 
children/staff): 

• 2 children, pupils, pupils and staff, who are likely to have mixed closely, 
test positive for COVID-19 within a 10-day period 

 

 

If you consider that you have an outbreak, contact DfE helpline (0800 046 8687, 
option 1) for further advice. 
 

 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1011704/20210817_Contingency_Framework_FINAL.pdf
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 If you are unable to report the potential outbreak as the helplines are out of hours 
then email Healthprotection@gloucestershire.gov.uk  which is monitored Monday 
to Friday with an out of hours telephone line available at weekends. 
 

 

 Consider any staff or pupils who are clinically extremely vulnerable, vulnerable or 

pregnant. If you have concerns and need further assistance to support these 

individuals please contact Healthprotection@gloucestershire.gov.uk 

 

 

 If the situation is creating staffing issues which may impact on the school’s ability 
to remain fully open, please contact Covidschoolenquiries@gloucestershire.gov.uk 
 

 

Fu
rt

h
er

 c
o

m
m

u
n

ic
at

io
n

 

Post details of cases and any impact on the Gloucestershire Closed Schools 
website. Refer to number of confirmed cases, number of pupils required to self 
isolate and any year group closures including dates 

 

Ensure DfE attendance returns reflect confirmed cases and isolating pupils  

Ensure isolating pupils are informed of remote learning arrangements in 
accordance with any remote education policy 

 

Do not provide any information to the media or place anything on social media 
about possible/confirmed cases. Contact 
communications@gloucestershire.gov.uk  if you are receiving unwelcome media 
interest, who can help with messaging and letters to parents/carers. 

 

A
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Consult your Outbreak Management Plan. 
Additional control measures may be required depending on the scale and severity 
of the outbreak.  
 
Please ensure you have implemented the following baseline outbreak control 
measures: 
 

• Strengthen communications to encourage pupils to undertake twice 

weekly LFD testing (staff and secondary aged or above pupils only) and 

reinforce advice on symptoms and case isolation 

• Follow and promote public health guidance on testing, self-isolation and 

managing confirmed cases of COVID-19 

• Maintain appropriate cleaning regimes 

• Keep occupied spaces well ventilated and use CO2 monitors as they 

become available 

• Appropriate use of PPE 

• Deliver strong messaging about signs and symptoms of Covid-19, 

isolation advice and testing to support prompt isolation of suspected 

cases 

• Encourage vaccination uptake for eligible pupils and staff 

• Promote of PCR testing for close contacts identified by NHS Test and 

Trace 

• With current high case levels we would recommend daily LFD testing for 

close or household contacts (identified by NHS Test and Trace) while 

awaiting PCR results. (This can be applied in secondary and in primary, at 

parent/guardian discretion.) 

If you are having issues with implementing baseline measures or have concerns 

over waning LFD testing in staff and pupils, please document them here for the 

Healthprotection team: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:Healthprotection@gloucestershire.gov.uk
mailto:Healthprotection@gloucestershire.gov.uk
mailto:Covidschoolenquiries@gloucestershire.gov.uk
mailto:communications@gloucestershire.gov.uk
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At this stage you may also wish to consider implementing the following additional 
control measures: 
 

• Provide warn and inform information to identified group (e.g. class, year 

group, common activities group). 

• Provide outbreak information to whole setting community  

• Consider moving activities outdoors, including exercise, assemblies and 

classes 

• Further improvement of ventilation indoors (where this would not 

significantly impact thermal comfort). This may include the use of CO2 

devises to measure sufficient ventilation in settings where available. 

• One-off enhanced cleaning focusing on touch points and any shared 

equipment 

• Review and reinforce hygiene measures 

Taking into consideration the severity of the outbreak and case rates in the local 

area, the following enhanced control measures may be considered: 

 

 

• Extended daily LFD testing for close or household contacts (identified by 
NHS Test and Trace) while awaiting PCR results to a minimum of 5 days, 
increasing to 7 days as necessary to ensure the final test is taken on a 
school day.(This can be applied in secondary and in primary, at 
parent/guardian discretion.) 

• Introduced methods to reduce intergroup mixing (for example separate 
break times, staggered entry etc.) 

• Promoted social distancing and reducing crowding.  

• Reduced mixing of staff e.g. by holding meetings remotely 

• Temporary reinstated face coverings in communal areas and/or 
classrooms for pupils/pupils/staff (primary age children should not be 
advised to wear masks) 

• Limited residential education visits, open days, transition/taster days, 
parental attendance, live performances. 

 
Please highlight in bold any of the additional or enhanced measures above that 
you have implemented so the Health Protection Team are able to understand 
what action you have already taken. They will contact you to discuss outbreak 
measures, if necessary.  If you are not contacted please be assured that the 
team have risk assessed your situation as low risk and that you are 
implementing the required outbreak measures at this stage. You may also wish 
to consider further measures if they are feasible or appropriate in your setting. 
However, if your situation escalates please contact 
healthprotection@gloucestershire.gov.uk. 
 
Please give any additional information you would like to provide the Health 
Protection Team about your outbreak: 
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We would also advise you attend COVID-19 educational setting webinars run by 
the South West Health Protection Team for educational setting webinars for any 
educational setting to attend on Thursdays. The sessions will cover infection 
prevention principles and then discuss scenarios to illustrate this. The webinars 
are an opportunity to ask direct questions of the team about your own specific 
issues and concerns. 
 
Please register for a ticket on the date that you would like to attend using this link 

 
https://www.eventbrite.co.uk/e/covid-19-educational-settings-webinar-tickets-
109457638744 

 
Registering for a ticket is free, it does not cost anything to attend these webinars.  
 
Once you have registered, you will receive a confirmation email with details on 
how to join. On the day of your webinar another email containing a copy of the 
presentation for you to access will be sent out.  

 
If you have any difficulties, you can contact the South West Health Protection 
Team on 0300 303 8162 or via email contact swhpt@phe.gov.uk. 
 
 

 

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.eventbrite.co.uk%2Fe%2Fcovid-19-educational-settings-webinar-tickets-109457638744&data=04%7C01%7CSophie.Edwards%40phe.gov.uk%7C0c453cac293040f965c508d98321a13d%7Cee4e14994a354b2ead475f3cf9de8666%7C0%7C0%7C637685002745459083%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=3tWvUI1cDRmTvAhsvKXMhv4kWNG2S%2FTkqlB4T%2Favzuo%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.eventbrite.co.uk%2Fe%2Fcovid-19-educational-settings-webinar-tickets-109457638744&data=04%7C01%7CSophie.Edwards%40phe.gov.uk%7C0c453cac293040f965c508d98321a13d%7Cee4e14994a354b2ead475f3cf9de8666%7C0%7C0%7C637685002745459083%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=3tWvUI1cDRmTvAhsvKXMhv4kWNG2S%2FTkqlB4T%2Favzuo%3D&reserved=0
mailto:swhpt@phe.gov.uk
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APPENDIX B 

UKHSA Schools Flowchart (v17 15.10.21) 

 

UKHSA SW: Guidance for Childcare and Educational Settings in the Management of COVID-19UKHSA SW: Guidance for Childcare and Educational Settings in the Management of COVID-19

Version 17 2021.10.15Version 17 2021.10.15

Ph
as

e
Ph

as
e

POSSIBLE case in child or 
staff member

IF the CHILD 
is in the 
setting – 
Isolate away 
from others 
and send 
home. 

(Refer to 
PPE 
guidance if 
personal 
care is 
required 
within 2m)

Clean and disinfect rooms 
the possible case was using 
– ensure appropriate PPE 

(see right) are used. 

Result of test?

Negative for COVID-19

Positive for 
COVID-19
FOLLOW 

THE 
CONFIRMED 

CASE 
process

Case can return once well 
and at least 24 hours fever 
free (without medication). 
Any household members 
who were still required to 

isolate can stop and 
continue as normal. 

CONFIRMED case in child or staff 
member

Ensure the case isolates, 
arranges a PCR test and 
informs you of the result. 
Household members should 
also isolate, unless they are 
fully vaccinated or under 18 
and six months, until the 
results are known

Clean and disinfect rooms the 
case was using – ensure 

appropriate PPE (see right) are 
used. 

More than 2 CONFIRMED 
cases in the same group or 

class within 14 days

Prevent the spread of all infections by maintaining high standards of hygiene, including hand washing and regular cleaning and disinfection of surfaces. 
If you have any infection control concerns or questions please call the Department for Education (DfE) advice line on 0800 046 8687.  
Your local process or the DfE will escalate to the South West Health Protection Team (HPT) as necessary for further risk assessment. Please only call the HPT 
if they advise you to do so.   
GUIDANCE: Visit https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/schools-covid-19-operational-
guidance#stepping
FOR TESTING: Visit https://www.gov.uk/get-coronavirus-test or call 119.

For most education and childcare settings:

 You have > 5 cases of confirmed COVID-19 
within 10 days of each other that have 
mixed closely. 

 10% of children, pupils, students or staff 
who are likely to have mixed closely test 
positive for COVID-19 within a 10-day 
period.

 There are any admissions to hospital for 
COVID-19.

 You are having problems implementing the 
control measures.

 You have applied the control measures and 
are still seeing a significant rise in cases.

For special schools, residential settings, and 
settings that operate with 20 or fewer children, 
pupils, students and staff at any one time:

 2 children, pupils, students and staff, who 
are likely to have mixed closely, test 
positive for COVID-19 within a 10-day 
period.

Follow the process for a 
possible/confirmed for each 

case

Cases & any isolating contacts 
can return once the isolation 

period is completed (so long as 
well).

Ensure baseline measures 
and outbreak control 
measures are in place:

 Regularly review and 
update risk assessments 
for proportionate control 
measures

 Implement a Contingency 
Plan setting out how the 
school would operate if 
additional measures were 
recommended in their 
setting to control an 
outbreak. 

 Follow advice on COVID-
19 testing in educational 
settings.

 Follow advice on 
managing a case of 
COVID-19 in your setting.

 Practice good hand and 
respiratory hygiene.

 Appropriate use of PPE.

 Ensure good ventilation 
of indoor spaces.

 Maintain appropriate 
cleaning regimes.

 Deliver strong messaging 
about signs and 
symptoms, isolation 
advice and testing, to 
support prompt isolation 
of suspected cases.

 Encourage vaccination 
uptake for eligible 
students and staff.

Ensure the case isolates for 10 
days. 
Household of the case isolates for 

10 days unless exempt. 

 
COVID-19 symptom 
definition: 
 high temperature
 A new, continuous cough
 A loss of, or change to, 

your sense of smell or 
taste

Reinforce infection 
prevention measures 

throughout your setting 
including baseline measures 

(see right) and:
- Rapid isolation of possible 

and confirmed cases
-Good hand and respiratory 

hygiene
-Good ventilation of indoor 

spaces
-Regular cleaning of 

frequently touched areas 

If the 
CONFIRMED 
case has not 
been in the 

setting during 
the infectious 
period (2 days 

before 
symptoms to 
10 days after) 

then no 
further action 
needs to be 
taken by the 

school

Infectious Period:
Two days before the onset of 

symptoms to 10 days after 
onset. 

IF case has no symptoms but a 
positive test, treat the two 

days prior to test as the 
infectious period

If positive test came from an LFD 
test, case should take a 

confirmatory PCR test within 48 
hours of the LFD.

No further action is needed 
until the test result is 

known. 

BEFORE USING THE FLOWCHART – PLEASE CHECK THE DEFINITION OF A POSSIBLE AND CONFIRMED CASE – SEE BOX AT BOTTOM OF PAGE

Possible and confirmed case definition
Possible case: A child or staff member with a new continuous 
cough and/or high temperature and/or loss of, or change in, 
normal sense of taste or smell (anosmia) prior to PCR testing.  

Confirmed case:  PCR or LFD positive case with or without 
symptoms. 

LFD testing: seek a follow-up PCR test following an LFD 
positive test at home or at an assisted site.  Staff and pupils 
with a positive LFD test result should self-isolate in line with 
the https://www.gov.uk/government/publications/covid-
19-stay-at-home-guidance/stay-at-home-guidance-for-
households-with-possible-coronavirus-covid-19-infection.  If 
the PCR is negative, and the case remains symptom free, the 
case can stop isolating. 

NB: If any staff or pupils develop COVID19 symptoms ALWAYS 
seek a PCR test. LFD tests should not be used on people with 
symptoms. 

.

Contact Tracing:
For PCR positives - NHS Test & 
Trace (T&T) will speak to the case 
(or their parent/carer) to identify  
close contacts and provide testing 
and isolation advice as required. 
Those exempt from isolation can 
attend the setting. T&T will advise 
close contacts to get a PCR test. 
Close contacts may wish to 
undertake daily LFD testing whilst 
awaiting the result. 

Where staff are identified as a close 
contact with a positive case they 
should be advised to take a PCR 
test. They should also be advised to 
self-isolate if not exempt (e.g. fully 
vaccinated). 

When a staff member has tested 
positive there is no routine 
requirement for settings to report 
other staff close contacts to the 
Self-isolation Self Service Hub (020 
3743 6715). However they may 
choose to do so to facilitate access 
to the self-isolation payment 
should there be a barrier to 
contacts being identified directly by 
the case to NHS T&T. 

SEND Settings: 
Based on an individual risk 
assessment SEND settings may wish 
to take additional protective 
measures whilst close contacts  
await their PCR results (e.g. rapid 
LFD testing). 

Contact Tracing:
For PCR positives - NHS Test & 
Trace (T&T) will speak to the case 
(or their parent/carer) to identify  
close contacts and provide testing 
and isolation advice as required. 
Those exempt from isolation can 
attend the setting. T&T will advise 
close contacts to get a PCR test. 
Close contacts may wish to 
undertake daily LFD testing whilst 
awaiting the result. 

Where staff are identified as a close 
contact with a positive case they 
should be advised to take a PCR 
test. They should also be advised to 
self-isolate if not exempt (e.g. fully 
vaccinated). 

When a staff member has tested 
positive there is no routine 
requirement for settings to report 
other staff close contacts to the 
Self-isolation Self Service Hub (020 
3743 6715). However they may 
choose to do so to facilitate access 
to the self-isolation payment 
should there be a barrier to 
contacts being identified directly by 
the case to NHS T&T. 

SEND Settings: 
Based on an individual risk 
assessment SEND settings may wish 
to take additional protective 
measures whilst close contacts  
await their PCR results (e.g. rapid 
LFD testing). 

If the follow-
up PCR is 

negative AND 
the case has 

no symptoms, 
the case can 

stop isolating.

Report outbreak for risk 
assessment if you meet the 
below threshold(s) via DfE 

helpline (0800 046 8687) or 
via your local process

If the possible case cannot, 
or will not, get a PCR test, 
they will need to isolate for 
10 days from the date their 
symptoms started.

https://www.gloucestershire.gov.uk/schoolsnet/noticeboard/covid-19-information-and-guidance/response-and-reporting/#main
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APPENDIX C 

Gloucestershire County Council  

Additional COVID control measures 

Details on the types of control measures schools might be asked to put in place by their local HPT to manage an outbreak may include:  

 

Additional 

Control 

Measure 

Primary, Secondary, Special and other FE settings 

Review and 

reinforce 

existing 

control 

measures 

The school will continue to review and reinforce testing, hygiene, ventilation and follow PHE advice on self-isolation and managing 

confirmed cases of COVID-19.  

 

Checklist 

The school will ensure:- 

● it has sufficient supplies for on-site ATS and LFD home test kits, PPE, face coverings, cleaning materials and hand 

washing/sanitising liquids that meet DfE/PHE requirements; 

● an enhanced cleaning schedule is in place which includes frequent cleaning of rooms, shared areas and equipment that are 

used by different groups and frequently touched surfaces; 

● verbal reminders are given about frequent hand washing and posters are displayed to promote Covid-19 hygiene awareness; 

● suitable and sufficient bins are provided to support pupils/pupils and staff to follow the ‘catch it, bin it, kill it’ approach; 

● sufficient tissues are in all rooms; 

● occupied spaces are kept well ventilated i.e. windows, doors and roof vents opened to increase air flow, rooms purged after 

use; 

● any individual who becomes unwell with COVID-19 symptoms will be isolated, sent home and provided with information on what 

to do next; 

● confirmed cases are managed by following PHE guidance; 

● all visitors and key contractors are aware of the school’s control measures and ways of working. 
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We will consider: 

● whether any activities could take place outdoors, including exercise, assemblies, or classes;  

● ways to improve ventilation indoors, where this would not significantly impact thermal comfort; 

● installing CO2 monitors to identify where air ventilation needs to be improved. 

Testing at 

home 

All staff and pupils (secondary only) will be reminded to undertake twice weekly testing.  This will be done by insert here (e.g. verbal 

briefings, letter, text, email, and website).   

We will ensure: 

● the school has sufficient stock of LFD test kits for distribution to staff and pupils; 

● if a staff member/student has a positive LFD result then they will be encouraged to take a free PCR test within 48 hours; 

● if a staff member/student has a positive PCR test then they must self isolate, liaise with NHS test and trace to identify close 

contacts, inform school of result and follow PHE guidance; 

● if a staff member/student has a negative PCR test they should attend school as normal, as long as the individual doesn’t have 

COVID-19 symptoms. 

 

Individuals are not required to self-isolate if they live in the same household as someone with COVID-19, or are a close contact of 

someone with COVID-19, and any of the following apply: 

Ẇ they are fully vaccinated 

Ẇ they are below the age of 18 years and 6 months 

Ẇ they have taken part in or are currently part of an approved COVID-19 vaccine trial 

Ẇ they are not able to get vaccinated for medical reasons 

Instead, they will be contacted by NHS Test and Trace, informed they have been in close contact with a positive case and advised 

to take a PCR test. 

 

Reintroducing 

Asymptomatic 

testing on site 

(ATS) 

If recommended, the school will:  

● consult with the local PHE team to discuss what support we will need to reinstate an ATS; 

● this will be managed by (insert name for person); 
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(Secondary 

only) 

● ATS will be carried out in (insert room location); 

● on-site testing will be available for (identify who); 

● encourage more regular home testing; 

● reintroduce at school home tests; 

● HPT may advise a PCR testing site; 

● the following testing procedures will be followed (insert details): 

- Standard Operating Procedures (SOP) understood and followed; 

- testing registration arrangements made and details shared with all participants; 

- adequate staff available to support testing; 

- testing staff are appropriately trained and provided with sufficient information to understand their duties and adhere to SOP; 

- written consent obtained for each participant before test is performed; 

- strict hygiene and cleaning measures followed and reinforced; 

- procedures for participants with positive test results to be isolated and sent home. 

 

Face 

coverings 

If recommended pupils, pupils, staff and visitors (unless exempt) will be directed to temporarily wear face coverings in school for two 

weeks in the first instance, pending regular review:  

● when moving around indoor communal places where social distancing is difficult to maintain e.g. corridors, classrooms, dining 

areas; public transport and dedicated transport to schools 

● check recommended timeframe with HPT i.e. two weeks in the first instance, pending regular review; 

 

Shielding Shielding can only be reintroduced by national government. 

If recommended schools should: 

● identify staff on the shielded patient list (SPL) 

● carry out an individual risk assessment; 

● speak to individuals required to shield about additional protective measures in school;  

● consider arrangements for home working or learning;  

● refer to employer guidance on clinically extremely vulnerable persons. 

https://digital.nhs.uk/coronavirus/shielded-patient-list
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Bubbles ● It may become necessary to reintroduce bubbles and social distancing for a temporary period to reduce mixing between groups 

and the decision will need to take account of detrimental impact on delivery of education. 

Residential 

educational 

visits 

● visit leaders will consider carefully if the educational visit is still appropriate and safe; 

● only pupils/pupils who are attending the school will go on an educational visit; 

● schools will consult the health and safety guidance on educational visits when considering visits. 

https://www.e-visit.co.uk/Gloucestershire/eVisit/Login 

Other 

measures 

If recommended, the school will limit:  

● residential educational visits; 

● open days; 

● transition or taster days; 

● parents coming into school; 

● live performances in school. 

 

Attendance 

restrictions 

If advised to temporarily limit attendance the school will stay open for: 

● vulnerable pupils and young people; 

● children of critical workers; 

● Reception, Year 1, Year 2 and Year 6; 

 

If further restrictions are recommended, we will stay open for:  

● vulnerable pupils and young people; 

● children of critical workers. 

 

Remote 

learning 

If advised to temporarily limit attendance we will ensure that high-quality remote education is provided to all pupils not attending as 

outlined in our (insert location of your remote learning plan(s), e.g. remote learning policy).  

https://www.e-visit.co.uk/Gloucestershire/eVisit/Login
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Transport In line with national government advice, the school will recommend face coverings are worn by pupils and staff (unless exempt) 

when using: 

● public transport 

● dedicated transport to school or college; 

● coach/minibus for trips. 

 

The school will consult with transport providers to establish COVID safe practice and procedures are in place. 

https://www.gov.uk/government/publications/transport-to-school-and-other-places-of-education-autumn-term-2020/dedicated-

transport-to-schools-and-colleges-covid-19-operational-guidance 

 

School meals The school will continue to prioritise meals or lunch parcels for pupils eligible for benefits-related free school meals while they are not 

attending school because of COVID-19 isolation guidelines.  

Wraparound 

care/after 

school 

clubs/other out 

of school 

settings 

The school will limit access to before and after-school activities and wraparound care during term time and the school holidays to 

those that need it most.   

 

We will communicate to pupils/staff/parents/providers that will be eligible to attend once the restrictions are confirmed.  

 

Education 

workforce 

Should restrictions on student attendance be needed, school leaders will determine the workforce required onsite and if it is 

appropriate for some staff to work remotely.  The school will have regard to the Employer guidance on Clinically Extremely 

Vulnerable people. 

 

Safeguarding The school will aim to have a trained DSL or deputy DSL on site wherever possible.  if the DSL (or deputy) can’t be on site, they can 

be contacted remotely by mobile phone and email. 

● if the DSL (or deputy) is unavailable, we will share a DSL with (to be decided based on where is open); their DSL can be contacted 

by (insert contact details). 

https://www.gov.uk/government/publications/transport-to-school-and-other-places-of-education-autumn-term-2020/dedicated-transport-to-schools-and-colleges-covid-19-operational-guidance
https://www.gov.uk/government/publications/transport-to-school-and-other-places-of-education-autumn-term-2020/dedicated-transport-to-schools-and-colleges-covid-19-operational-guidance


Oak Hill Church of England Primary School 
COVID Contingency & Outbreak Management Plan 

Version 3 – 22 November 2021 
Page 21 of 21 

On occasions where there is no DSL or deputy on site, a senior leader will take responsibility for coordinating safeguarding on site. 

 

Large numbers 

out of school 

When a large number of pupils need to go home and isolate, the school will: 

● communicate with pupils/staff/parents/carers by email, text, updates to website; 

● liaise with home and transport providers to organise travel plans to get pupils home; 

● provide pupils with computer equipment; 

● deliver high quality home learning package; 

● ensure procedures in place to maintain contact and welfare checks. 

 

 


