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Updated December 2021		    Next review to commence in December 2022.

1.0 About this Plan

1.1 Document Control

	Date
	Revision/Amendment Details & Reason 
	Author

	08/12/2020
	Creation Date
	Bradley Ekman (Business Manager)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



1.2 Plan Purpose

To provide a flexible response so that Jubilee Primary School can:

· Respond to a disruptive incident (incident management)
· Maintain delivery of critical activities during an incident (business continuity)
· Return to ‘business as usual’ (resumption and recovery)

1.2.1 Definition

An emergency is any event, which causes, or has the potential to cause injury, loss of life, damage to property or significant business disruption. 

A disaster is the escalation of an emergency to the point where normal conditions are not 
expected to be recovered for at least 24 hours. 

1.2.2 Review and Training 
The Leadership Team and the Board of Governors should review this document annually. 


1.3 Plan Remit

The following School functions are covered by this Plan:

· . Teaching, school administration, catering, out of hour’s clubs, school trips etc. 

The following School premises are covered by this Plan:

· classrooms, office, hubs


1.4 Plan Owner

Tom Prestwich is this Plan’s Owner and responsible for ensuring that it is maintained, exercised and updated in accordance with School Policy for reviewing business continuity and emergency response plans. 

1.5 Plan Distribution

This Business Continuity Plan is distributed as follows:

	NAME
	ROLE
	ISSUE DATE

	Tom Prestwich 
	Headteacher
	December 2020

	Bradley Ekman
	Business Manager
	December 2020

	Philippa Cail
	Deputy Headteacher
	December 2020

	Samantha Etsy
	Deputy Headteacher
	December 2020

	Alastair Crockett 
	Assistant Headteacher
	December 2020

	Strictly Education
	Network Manager
	December 2020

	Juan Suarez
	Premises Manager
	December 2020

	Simon Funnell
	Chair of Governors
	December 2021

	Jennifer Moate 
	Vice Chair 
	December 2021




1.6 Plan Storage

All parties on the distribution list, see above, are required to safely and confidentially store either a hard copy of this plan or an electronic copy provided on a flash drive, at their regular place of work and off-site i.e. at home/in vehicles (if appropriate) /in grab bags.  


1.7 Plan Review Schedule

This Plan will be updated as required and formally reviewed in line with the School’s review timetable. Once fully approved by the Governing Body this will be reviewed annually. 

Next review to commence in December 2021.

2.0 Plan Activation 

2.1 Circumstances

This Plan is to be activated in response to an incident causing significant disruption to the School, particularly the delivery of key/critical activities.  

Examples of circumstances triggering activation of this Plan include:

· Loss of key staff or skills e.g. above normal levels of absenteeism due to illness or other scenarios such as severe weather, transport disruption
· Loss of critical systems e.g. ICT failure, power outage
· Denial of access, or damage to, facilities e.g. loss of a building through fire or flood, an external emergency with the School in the Emergency Service’s cordon preventing access, School facilities in use for General/Local Elections, severe weather scenarios or utilities failure 
· Loss of a key resource e.g. an external supplier/partner vital to the delivery of a critical school activity such as your catering provider or any providers of transport e.g. for SEN pupils.


2.2 Responsibility for Plan Activation

Only a member of the nominated School Incident Management Team (See 3.1 below) can activate and stand down this Plan.





2.3 Activation Process
[image: 2010-08-17 Plan Activation Procedurev3]
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Updated December 2020
3.0 Roles and Responsibilities 

3.1 School Incident Management Team 


	Role
	Responsibilities
	Accountability / Authority

	Headteacher
Mr T Prestwich
	· Senior responsible owner of Business Continuity Management in the School 
· Ensuring the School has capacity within its structure to respond to incidents
· Determining the School’s overall response and recovery strategy
	The Headteacher has overall responsibility for day-to-day management of the School, including lead decision-maker in times of crisis.

	Business Continuity Coordinator
Business Manager
	· Business Continuity Plan development 
· Developing continuity arrangements and strategies e.g. alternative relocation site, use of temporary staff etc.
· Involving the School community in the planning process as appropriate
· Conducting ‘debriefs’ following an incident, test or exercise to identify lessons and ways in which the plan can be improved
· Training staff within the School on Business Continuity
· Embedding a culture of resilience within the School, involving stakeholders as required
· Maintaining contact details of staff and students
	Business Continuity Co-ordinator reports directly into the Headteacher and is a member of the School Incident Management Team.

	School Incident Management Team 
Mr T Prestwich
Miss S Etsy
Miss P Cail
Mr B Ekman
Mr J Suarez

	· Declaring that an ‘incident’ is taking place
· Leading the School’s initial and ongoing response to an incident 
· Activating the Business Continuity Plan
· Notifying relevant stakeholders of the incident, plan activation and ongoing response actions
· Providing direction and leadership for the whole School community
· Undertaking response and communication actions as agreed in the plan
· Prioritising the recovery of key activities disrupted by the incident
· Managing resource deployment
· Welfare of Pupils
· Staff welfare and employment issues
	The School Incident Management Team lead by the Headteacher has the delegated authority to authorise all decisions and actions required to respond and recover from the incident.

Should the Headteacher not be available then either the Deputy Headteachers or the Business Manager has the authority to declare an emergency.
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The following Staff have been identified as the School’s Incident Management Team (SIMT):

	Name
	Role
	Contact Details (delete/amend as necessary)

	Tom Prestwich
	Headteacher and ultimate decision maker
	Mobile Number:
Email Address:  tprestwich@jubilee.lambeth.sch.uk 

	Bradley Ekman
	Business Manager
	Mobile Number: 07453307540
Email Address: b.ekman@jubilee.lambeth.sch.uk 

	Philippa Cail 
	Deputy Headteacher
Recovery Coordinator
	Mobile Number:
Email Address:   pcail@jubilee.lambeth.sch.uk 

	Sam Etsy
	Deputy Headteacher
Recovery Coordinator
	Mobile Number: 
Email Address:  sesty@jubilee.lambeth.sch.uk

	Alastair Crockett
	ICT Network Manager

	Mobile Number: 
Email Address:   acrockett@jubilee.lambeth.sch.uk 

	Juan Suarez
	Premises Manager
	Mobile Number: 
Email Address:  jsuarez@jubilee.lambeth.sch.uk 




3.2 Additional Response and Recovery Roles

Depending on the circumstances of the incident, it may be necessary to activate one or all of the roles described below.


	Role
	Responsibilities
	Accountability / Authority

	Incident Log (record keeper)

	· Ensuring that all key decisions and actions taken in relation to the incident are recorded accurately
	Reporting directly to the Headteacher or School Incident Management Team.

	Stakeholder Liaison  

	· Co-ordinating communication with key stakeholders as necessary.  This includes (but does not cover all): 
· Governors 
· Parents/Carers
· Key Tower Hamlets Council Services 
· External agencies e.g. Emergency Services, Health and Safety Executive (HSE) etc.
	All communication activities should be agreed by the School Incident Management Team.  Information sharing should be approved by the Headteacher (or the above named if the Headteacher is unavailable).

	Premises Manager

	· Undertaking duties as necessary to ensure site security and safety in an incident
· Liaison with the School Incident Management to advise on any issues relating to the school physical infrastructure
· Lead point of contact for any Contractors who may be involved in incident response 
	Reporting directly to the Headteacher or School Incident Management Team.

	ICT Network Manager

	· Ensuring the resilience of the School’s ICT infrastructure
· Work with the Business Continuity Coordinator to develop proportionate risk responses
	ICT Coordinator reports directly to the Business Continuity Coordinator for plan development issues. 


	Recovery Coordinator

	· Leading and reporting on the School’s recovery process
· Identifying lessons as a result of the incident 
· Liaison with Business Continuity Coordinator to ensure lessons are incorporated into future versions of the plan.
	Is likely to already be a member of the School Incident Management Team, however will remain focussed on leading the recovery and resumption phase.




3.3 The Role of Governors


	Role
	Responsibilities
	Accountability / Authority

	Board of Governors
Led by (Chair)



	· Working in partnership with the Headteacher to provide strategic direction in planning for and responding to disruptive incidents 
· Undertaking actions as required to support the School’s response to a disruptive incident and subsequent recovery
· Acting as a ‘critical friend’ to ensure that the School Business Continuity Plan is fit-for-purpose and continuity arrangements are robust and reliable
· Monitoring and evaluating overall performance in developing School Resilience and reporting to Parents/Carers
	Liaison with the Headteacher or School Incident Management Team in response to a crisis. 




4.0 Incident Management

4.1 Purpose of the Incident Management Phase

The purpose and priorities for this phase are to:

· Protect the safety and welfare of pupils, staff, visitors and the wider community
· Protect vital assets e.g. equipment, data, reputation 
· Ensure urgent and necessary communication takes place
· Support the Business Continuity phase
· Support the Recovery and Resumption phase 

4.2 Incident Management Actions

	
	ACTION
	FUTHER INFO/DETAILS
	ACTIONED? (tick/cross as appropriate)

	1. 
	Make a brief initial assessment:
· Survey the scene if safe to do so.
· Assess (i.e. scale/severity, duration & impact)
· Disseminate information (to others)
	Gather and share information to facilitate decision-making and enhance the response

A full impact assessment form can be found in Appendix A 
	[bookmark: Check3]|_|

	2. 
	Call the Emergency Services 
(as appropriate)

	TEL: 999
Provide as much information about the incident as possible
	|_|

	3. 
	· Evacuate/Close the School building, if necessary.  
· Consider whether it may be safer or better for the welfare of pupils to stay within the School premises and congregate at a relative place of safety indoors.
· If there is time and it is safe to do so, consider the recovery of vital assets/equipment to enable delivery of critical School activities
· Notify relevant stakeholders of site evacuation

	· Use normal fire evacuation procedures for the School
· Consider arrangements for staff/pupils with special needs
· If the decision is to stay within the School, ensure the assembly point is safe and take advice from Emergency Services as appropriate

	|_|

	4. 
	Ensure all Pupils, Staff and any School Visitors report to the identified Assembly Point.
	The normal Assembly Point for the School is: the school playground

The alternative Assembly Point for the School is: the wide pavement in front of London Metropolitan University

	|_|

	5. 
	Check that all Pupils, Staff, Contractors and any Visitors have been evacuated from the building and are present. 

Consider the safety of all pupils, staff, contactors and Visitors as a priority.
	The Business Manager (or Office Staff in their absence) will take a register from the Staff Lists, Teacher registers and using signing in/out sheets for School visitors to account for all individuals in the building.

The fire wardens will evacuate each of their floors as per our fire evacuation plan.
	|_|

	6. 
	Ensure appropriate access to site for Emergency Service vehicles
	Ensure any required actions are safe by undertaking a dynamic risk assessment
	|_|

	7. 
	Establish a contact point for all supporting personnel
	Consider the availability of staff and who may be best placed to communicate information 
	|_|

	8. 
	Ensure a log of key decisions and actions is started and maintained throughout the incident 
	The Log template can be found in Appendix A 
	|_|

	9. 
	Where appropriate, record names and details of any staff, contractors or visitors who may have been injured or affected by the incident as part of your incident record keeping 
	This information should be held securely as it may be required by Emergency Services or other agencies either during or following the incident
	|_|

	10. 
	· Take further steps to assess the impact of the incident
· Agree response / next steps 

	Continue to record key decisions and actions in the incident log
The impact assessment form can be found in Appendix B.  
	|_|

	11. 
	Log details of all items lost by Pupils, Staff, Visitors etc. as a result of the incident, if appropriate
	A form for recording this information is in Appendix C
	|_|

	12. 
	Consider the involvement of other Teams, Services or Organisations who may be required to support the management of the incident in terms of providing additional resource, advice and guidance

	Depending on the incident, the following Teams in Children’s Services may be approached to assist with incident management:
· Management Support for Schools
· Planning and Accommodation Support Service
· Education Psychology Service
	|_|

	13. 
	If appropriate, arrange contact with the Council Press Office via Management Support for Schools.
	Establish a media area if necessary.
	

	14. 
	Assess the key priorities for the remainder of the working day and take relevant action.



	Consider actions to ensure the health, safety and well-being of the School community at all times.
Consider your business continuity strategies i.e. alternative ways of working, re-location to your recovery site etc to ensure the impact of the disruption is minimised.
Business Continuity Strategies are documented in Section 5.3

Consider the School’s legal duty to provide free school meals and how this will be facilitated, even in the event of emergency school closure.

	|_|

	15. 
	Ensure Staff are kept informed about what is required of them
	Consider:
· what actions are required
· where staff will be located
· Notifying Staff who are not currently in work with details of the incident and actions undertaken in response
	|_|

	16. 
	Ensure Pupils are kept informed as appropriate to the circumstances of the incident
	Consider communication strategies and additional support for pupils with special needs.  Consider the notification of pupils not currently in School.
communicate with Pupils – school will use email, notices on the website, text services and telephone contacts to communicate with parents and pupils

	|_|

	17. 
	Ensure Parents/Carers are kept informed as appropriate to the circumstances of the incident.
Parents/carers of those immediately affected by the incident will require additional considerations to ensure information is accurate and up-to-date.
	Agree arrangements for parents/carers collecting pupils at an appropriate time
Consider how emergency communication needs will be established e.g. phone lines, answer machine message, website update

	|_|

	18. 
	Ensure Governors are kept informed as appropriate to the circumstances of the incident
	Headteacher will contact Chair of governors (vice Chair in their absence) by phone to communicate with all the Governors.  Governors will be updated regularly depending on the nature of the incident.
Governing body to hold emergency meetings if required
	|_|

	19. 
	Consider the wider notification process and the key messages to communicate
	Local Radios may be useful in broadcasting key messages
	|_|

	20. 
	Communicate the interim arrangements for delivery of critical School activities
	Ensure all stakeholders are kept informed of contingency arrangements as appropriate through the school website, by email and telephone etc.  
All pupils and parents as well as staff, governors and other key stakeholders, customers, suppliers will be notified of arrangements
	|_|

	21. 
	Log all expenditure incurred as a result of the incident ensuring receipts are kept.
	Record all costs incurred as a result of responding to the incident 
The Financial Expenditure Log  can be found in Appendix D
	|_|

	22. 
	Seek specific advice/ inform your Insurance Company as appropriate
	Insurance Policy details can be found with the Business Manager.
	|_|

	23. 
	Ensure recording process in place for staff/pupils leaving the site
	Ensure the safety of staff and pupils before they leave site and identify suitable support and risk control measures as required
	|_|






5.0 Business Continuity

5.1  Purpose of the Business Continuity Phase

The purpose of the business continuity phase of your response is to ensure that critical activities are resumed as quickly as possible and/or continue to be delivered during the disruption.  This may involve activating one or more of your business continuity strategies to enable alternative ways of working.  During an incident it is unlikely that you will have all of your resources available to you, it is therefore likely that some ‘non critical’ activities may need to be suspended at this time.

5.2 Business Continuity Actions

	
	ACTION
	FUTHER INFO/DETAILS
	ACTIONED? (tick/cross as appropriate)

	1. 
	Identify any other stakeholders required to be involved in the Business Continuity response 
	Depending on the incident, you may need additional/specific input in order to drive the recovery of critical activities, this may require the involvement of external partners 
	|_|

	2. 
	Evaluate the impact of the incident 
	Take time to understand the impact of the incident on ‘business as usual’ School activities by communicating with key stakeholders to gather information.

Consider the following questions:
· Which School activities are disrupted?
· What is the impact over time if these activities do not continue?
· Would the impact be: 
· [bookmark: Check7]Manageable?	|_|
· Disruptive? 		|_|
· Critical? 		|_|
· Disastrous? 	|_|
· What are current staffing levels?
· Are there any key milestones or critical activity deadlines approaching?
· What are your recovery time objectives?
· What resources are required to recover critical activities?
	|_|

	3. 
	Plan how critical activities will be maintained, utilising pre-identified or new business continuity strategies (See Section 5.3)
	Consider: 
· Immediate priorities
· Communication strategies
· Deployment of resources 
· Finance
· Monitoring the situation
· Reporting
· Stakeholder engagement
Produce an action plan for this phase of response.
	|_|

	4. 
	Log all decisions and actions, including what you decide not to do and include your decision making rationale
	Use the Decision and Action Log to do this.
The log template can be found in Appendix A
	|_|

	5. 
	Log all financial expenditure incurred ensuring receipts are kept
	The Financial Expenditure Log can be found in Appendix D
	|_|

	6. 
	Allocate specific roles as necessary
	Roles allocated will depend on the nature of the incident and availability of staff 
	|_|

	7. 
	Secure resources to enable critical activities to continue/be recovered
	Consider requirements such as staffing, premises, equipment, ICT, welfare issues etc.
	|_|

	8. 
	Deliver appropriate communication actions as required
	Ensure methods of communication and key messages are developed as appropriate to the needs of your key stakeholders e.g. Staff, Parents/Carers, Governors, Suppliers, Local Authority, Central Government Agencies etc.
	|_|



5.3 Business Continuity Strategies

	
	Arrangements to manage a loss or shortage of Staff or skills

Please add/amend/delete as appropriate
	Further Information
(e.g. Key contacts, details of arrangements, checklists)

	1. 
	Use of temporary staff e.g. Supply Teachers, Office Staff etc.
	Business Manager has details of supply agencies

	2. 
	Multi-skilling and cross-training to ensure staff are capable of undertaking different roles and responsibilities, this may involve identifying deputies, job shadowing, succession planning and handover periods for planned (already known) staff absence e.g. maternity leave
	Headteacher has details of staff expertise

	3. 
	Using different ways of working to allow for reduced workforce, this may include:
· Larger class sizes (subject to adult and child ratios)
· Use of Teaching Assistants, Student Teachers, Learning Mentors etc.
· Virtual Learning Environment opportunities
· Pre-prepared educational materials that allow for independent learning
· Team activities and sports to accommodate larger numbers of pupils at once
	Headteacher with SLT will implement this

	4. 
	Suspending ‘non critical’ activities and focusing on your priorities
	

	5. 
	Using mutual support agreements with other Schools
	

	6. 
	Ensuring Staff management issues are considered i.e. managing attendance policies, job description flexibility and contractual requirements etc.
	



	
	Arrangements to manage denial of access to your premises or loss of utilities


	Further Information
(e.g. Key contacts, details of arrangements, checklists)

	1. 
	Using mutual support agreements with other Schools
	Loughborough Primary School

	2. 
	Pre-agreed arrangements with other premises in the community i.e. Libraries, Leisure Centres, Colleges, University premises
	Support from Lambeth to acquire other sites as stated in the Funding Agreement

	3. 
	Virtual Learning Environment opportunities
	Office 365

	4. 
	Localising the incident e.g. isolating the problem and utilising different sites or areas within the School premises portfolio
	

	5. 
	Off-site activities e.g. swimming, physical activities, school trips
	



	
	Arrangements to manage loss of technology / telephony / data / power

	Further Information
(e.g. Key contacts, details of arrangements, checklists)

	1. 
	Back–ups of key school data e.g. CD or Memory Stick back–ups, photocopies stored on and off site, mirrored servers etc.
	Strictly Education keeps back up/Cloud

	2. 
	Reverting to paper-based systems e.g. paper registers, whiteboards etc.
	Business Manager

	3. 
	Flexible lesson plans
	Google Classrooms

	4. 
	Emergency generator e.g. Uninterruptible Power Supply (UPS)
	

	5. 
	Emergency lighting 
	



	
	Arrangements to mitigate the loss of key suppliers, third parties or partners

	Further Information
(e.g. Key contacts, details of arrangements, checklists)

	1. 
	Pre-identified alternative suppliers
	

	2. 
	Ensuring all external providers have business continuity plans in place as part of contract terms
	

	3. 
	Insurance cover
	Lambeth Insurance 

	4. 
	Using mutual support agreements with other Schools
	

	5. 
	Using alternative ways of working to mitigate the loss e.g. suspending activities, adapting to the situation and working around it
	



6.0 Recovery and Resumption

6.1 Purpose of the Recovery and Resumption Phase

The purpose of the recovery and resumption phase is to resume ‘business as usual’ working practises for the School as quickly as possible.  Where the impact of the incident is prolonged, ‘normal’ operations may need to be delivered under new circumstances e.g. from a different location.

6.2 Recovery and Resumption Actions

	
	ACTION
	FUTHER INFO/DETAILS
	ACTIONED? (tick/cross as appropriate)

	1. 
	Agree and plan the actions required to enable recovery and resumption of normal working practises
	Agreed actions will be detailed in an action plan and set against timescales with responsibility for completion clearly indicated.
	|_|

	2. 
	Respond to any ongoing and long term support needs of Staff and Pupils
	Depending on the nature of the incident, the School Incident Management Team may need to consider the use of Counselling Services 
	|_|

	3. 
	Once recovery and resumption actions are complete, communicate the return to ‘business as usual’.

	Ensure all staff are aware that the business continuity plan is no longer in effect. 
Staff will be notified via email
Parents will be notified via the school website, text messaging, telephone and letters.  
Local Authority and Governors will be notified
	|_|

	4. 
	Carry out a ‘debrief’ of the incident with Staff (and possibly with Pupils).
Complete a report to document opportunities for improvement and any lessons identified
	The incident debrief report should be reviewed by all members of the School Incident Management Team and in particular by the Business Continuity Coordinator to ensure key actions resulting from the incident are implemented within designated timescales.  Governors may also have a role in monitoring progress in completing agreed actions to further develop the resilience of the School.
	|_|

	5. 
	Review this Continuity Plan in light of lessons learned from incident and the response to it
	Implement recommendations for improvement and update this Plan.  Ensure any revised versions of the Plan is read by all members of the Business Continuity Team
	|_|



7.0 Appendices

Please insert page numbers upon plan completion
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	Log of Events, Decisions and Actions

	Completed by
	
	Sheet Number
	

	Incident
	
	Date
	

	Time
	Log Details

	24hr clock
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




	Impact Assessment
	Logged Response

	How were you made aware of the incident?
	

	What is the nature of the incident? 
(e.g. type, location & severity)
	






	Are there any staff or pupil casualties or fatalities? (Complete casualty / fatality sheets if needed)

	

	Have the Emergency Services been called?
	

	Is the incident currently affecting School activities?
If so, which areas?

	





	What is the estimated duration of the incident?

	

	What is the actual or threatened loss of workforce?

	Over 50% 
	[bookmark: Check4]|_|

	
	20 – 50%
	[bookmark: Check5]|_|

	
	1 – 20%
	[bookmark: Check6]|_|

	Has access to the whole site been denied? If so, for how long? 
(provide estimate if not known)
	

	Which work areas have been destroyed, damaged or made unusable?
	



	Is there evidence of structural damage?
	



	Which work areas are inaccessible but intact?
	

	Are systems and other resources unavailable?
(include computer systems, telecoms, other assets)

	

	If so, which staff are affected by the ICT disruption and how?
	

	Have any utilities (gas, electricity or water) been affected?
	





	Is there media interest in the incident?
(likely or actual)
	

	Does the incident have the potential to damage the School’s reputation?
	

	Other Relevant Information
	










































	Lost Property Form

	Completed By
	
	Incident
	

	Date
	
	Time
	



	No.
	Name


	Status 
(e.g. staff, pupil visitor)
	Details of possessions lost/left behind

	
	
	
	What
	Where left/lost

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	Financial Expenditure Log

	Completed By
	
	Incident
	

	Date
	
	Time
	



	No.
	Expenditure Details 
(What, for whom etc.)

	Cost
	Payment Method
	Transaction made by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	













CONTENTS OF EMERGENCY BOX / ‘GRAB BAG’



	Section
	Details

	Business Continuity
	Business Continuity Plan (plus spare copies of forms in Appendices)

	
	Key contact details, including Governors, Parents/Carers, Local Authority, Suppliers etc.

	Organisational Information
	Electronic

	
	

	
	

	
	

	Financial Information
	Electronic

	
	

	
	

	
	

	Staff Information
	Staff contact details 

	
	Staff emergency contact details

	IT / Equipment Information
	Electronic

	
	

	
	

	Equipment and other items
	First Aid Kit

	
	Torch

	
	Stationery

	
	School Floor Plans

	
	Whistle/megaphone

	
	High Visibility jacket

	
	Batteries
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	LEGEND

	I
	Impact

	P
	Probability

	I x P
	Risk Rating



IDENTIFYING, EVALUATING AND MANAGING RISKS 





GUIDANCE FOR COMPLETING THE RISK MATRIX:

To establish your risk rating, it is necessary to multiply the perceived consequence (or impact) of the risk (score 1 - 5) with the perceived likelihood (or probability) of that risk occurring (score 1-5).  Please see tables below for guidance on risk rating scores.

	Impact (or Consequence)
	Probability (or likelihood)

	Description
	Indicators
	Description
	Indicators

	5 (Major)
	The risk has a major impact if realised
	5 (Very Likely
	The risk will emerge

	4 (Significant)
	The risk has a significant impact if realised
	4 (Likely
	The risk should emerge

	3 (Moderate)
	The risk has a moderate impact if realised
	3 (Unlikely)
	The risk could emerge

	2 (Minor)
	The risk has a minor impact if realised
	2 (Very Unlikely)
	The risk is unlikely to emerge

	1 (No consequence)
	The risk has no consequence if realised
	
	






	Score
	Risk Description
	Action Required

	25
	Extreme Risk
	· Immediate escalation to Headteacher for risk control activities

	20 - 15
	High Risk
	· Risk to be actively managed with appropriate risk control activities

	12 - 6
	Medium Risk
	· Take appropriate action to manage the risk

	5 and below
	Low Risk
	· Risk to be removed from register with monitoring activity to assess changes in risk rating











Example School Risk Assessment (partially complete)

	
	Risk Description
	I
	P
	Risk Rating
	Risk Control(s)
	Additional Controls Required (if any)
	Lead for Risk Control Activities

	1. 
	Pandemic or epidemic e.g. influenza virus, meningitis


	3
	3
	12
	Staff absence policy

Use of Supply Teachers 
Send pupils affected home and inform parents to seek medical help
	Pre-prepared Teaching packs for Virtual Learning Environment
Seek advice from DfE and Health officials
Notify local authority
Notify governors and work on alternative provisions
	Business Manager

	2. 
	Severe weather events e.g. high winds, snow, heat wave, drought
	3
	3
	9
	Emergency closure procedures
	Have print out of all pupils contact details so that text message can be sent
Update information on the internet
	Business Manager

	3. 
	Power outage
	2
	3
	6
	H&S Policy
	Contact electricity board to carry out repairs
	Business Manager

	4. 
	Utilities disruption e.g. gas, electricity or water supply
	2
	3
	6
	Send students home
Call in plumbers to address problem
Staff to work from home
	Contact electricity board to carry out repairs
	Business Manager

	5. 
	Telephony failure
	2
	4
	8
	Use school mobile phone for communication
	Have print out of all pupils contact details so that text reminder of school mobile can be sent
	Business Manager

	6. 
	Fire affecting the School premises
	5
	4
	20
	Inform insurance to ensure speedy recovery and return to business as usual
Students to be provided with work packs through Office 365 until alternative premises can be established
	Liaise with DfE and local authority for alternative premises making use of existing local capacity (London Met, Wapping High School, Bow School)

	Business Manager

	7. 
	Widespread or localised flooding
	3
	2
	6
	Inform insurance to ensure speedy recovery and return to business as usual
Students to be provided with work packs through Office 365 until alternative premises can be established
	Liaise with DfE and local authority for alternative premises making use of existing local capacity (London Met, Wapping High School, Bow School)

	Business Manager

	8. 
	Mass staff absence e.g. industrial strikes, lottery syndicate
	3
	4
	12
	Use in house cover (Teaching Apprentice, HLTA, Learning Mentors and other staff free)

	Keep school open for some student at least 
Keep details of local supply agencies for replacement staff
	Mr T Prestwich

	9. 
	Transport disruption
	4
	5
	20
	Staff absence policy
School cover policy
	Inform all staff in advance of any planned strikes/disruption
	Business Manager

	10. 
	Violent extremist activity on School premises
	3
	2
	6
	Safeguarding policy
	Contact police
	Headteacher

	11. 
	Local hazards in the area e.g. School proximity to airport, railway line, tram line, motorways, industrial sites etc.
	3
	2
	6
	Monitor situation and respond appropriately
	
	Business Manager

	12. 
	Internet not working
	2
	3
	6
	Use fax line and mobile phones to communicate

	Have print out of all pupils contact details so that text reminder of school mobile can be sent
	Business Manager

	13. 
	LG Member absence
	3
	4
	12
	Staff absence policy
Distribute management loading to other LG Members and if required middle leaders

	Inform Chair of Governors
Cover lessons as above using in house cover (Teaching Apprentice, HLTA, Learning Mentors and other staff free)
	Business Manager

	14. 
	SIMs down
	2
	3
	6
	Export pupil and parents details to excel three times a year to ensure up to date contact details available

	Collect Parents details three times a year to ensure changes to mobile numbers and addresses can be managed
Have print out of all pupils contact details so that text reminder of school mobile can be sent
	Business Manager






Critical Incident Decision-Making Tool




	Information

What do you know/what do you not know?
	Issues

What are the problem/issues arising from that piece of information
	Ideas

What are the ideas for solving the issues/problems?
	Actions

What are you going to do? What are you not going to do? Who is responsible?  What are the timelines?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

















Insert SIMS printout of staff information
Staff Telephone Numbers

	Title
	Forename
	Surname
	Telephone Number

	
	
	Staff number are accessible via Groupcall emerge 
	All admin staff have a login 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



KEY CONTACTS LIST

	NAME
	ROLE
	TELEPHONE

	Tom Prestwich
	Headteacher
	07966927676

	Bradley Ekman
	Business Manager
	07453307540

	Philippa Cail
	Deputy Headteacher
	07764947641

	Samantha Etsy
	Deputy Headteacher
	07956856198

	Alastair Crocket 
	Assistant Headteacher
	07500 827072

	Strictly Education 
	Phil Ratcliffe 
Technical Service Desk Manager
	Tel: 0330 123 2544 (Opt 2) | Mob: 07796 541 284 | Fax: 020 3475 3489 
Address: Strictly Education Ltd, No1 Pixham End, Dorking, RH4 1QA.
Email: phil.ratcliffe@strictlyeducation.co.uk Web: www.strictlyeducation.co.uk


	Juan Suarez
	Premises Manager
	07946263374

	Simon Funnell 
	Chair of Governors
	07976313259 sfunnell4.208@lgflmail.org  

	Jennifer Moate 
	Vice Chair of Governors
	jmoate.208@lgflmail.org 




	Key Local Authority Contacts
	

	Clare  (LEA Interim Director of Services)
	Insert phone number 

	
	

	Other Local Contacts
	

	Police
	999 or 101 (for general enquiries)

	Police – your local station/community officer
	Brixton Station

	Fire & Rescue Services
	999 or 101

	Hospital – your nearest A&E
	Kings College Hospital 

	
	

	Other Useful Contacts
	

	LCRC 0300 303 0450
Email LCRC@PHE.GOV.UK 
	

	Tim Coulson – DfE Regional Office
	Rsc.eastnelondon@education.gsi.gov.uk
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What this pack is for 


Since students have returned to school in London, the Department for Education, Lcoal 


Authorities and the London Coronavirus Response Cell (LCRC) have been supporting schools 


with their response to COVID-19 cases. As these have become more frequent, the LCRC 


recognises the need to enable schools to manage their response in a timely manner, whilst 


ensuring we make ourselves available to assist in managing the most complex school 


situations. With this in mind, from 9th October we will be piloting schools conducting their own 


on-site risk assessments to manage cases of COVID-19 in their setting. This pack has been 


put together by the LCRC to simplify this process, by giving you the information and resources 


you need to: 


• Carry out on-site risk assessments 


• Know when to escalate the situation to the Department for Education or LCRC 


• Send communications to parents 


• Seek advice from other resources 


Please note, the information in this pack is accurate at the time of its publication, but is subject 


to change, and users should also check for updates on a regular basis by using embedded 


hyperlinks and the Government website. The advice within should be used in conjunction with 


guidance from other sources, such as: 


• Your Local Authority public health, social care and education teams 


• The Department for Education guidance for schools and helpline 


• Other educational organisations and resources, such as the GLA’s Healthy Schools 


London, the Association of School and College Leaders (ASCL) or similar. 


  



https://www.gov.uk/coronavirus/education-and-childcare
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Process Flowchart (Primary Schools) 
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Process Flowchart (Secondary Schools) 
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Background and Key Definitions 
Coronaviruses are a family of viruses that mainly cause lung diseases. The name of the 


current coronavirus is SARS-COV-2, and the disease that it causes is called COVID-19. 


The main symptoms of COVID-19 are: 


• A high temperature 


• A new continuous cough 


• A loss of, or change in, normal sense of taste or smell 


Other symptoms may be present, but testing and public health decisions are based on these 


three symptoms. 


Diarrhoea/vomiting in children during this season is most commonly associated with viral 


gastroenteritis, though it may also be a minor symptom of CVOID-19. At this point, diarrhoea 


and vomiting are not included in the symptoms which are required to obtain a test for Covid-


19. If a child has symptoms of diarrhoea/vomiting they must be excluded from school until 48 


hours after their symptoms resolve 


Disease Course 


Understanding the course of the disease can help us to reduce its spread. There are a few 


key time periods that you should know about: 


• Incubation period: the time when a person is infected but not showing any symptoms 


o For COVID-19, this is usually 5-6 days, but can be between 1-14 days 


• Infectious period: the time when a person who has COVID-19 can infect others 


o For COVID-19, this is from 2 days before symptom onset, to 10 days after 


symptom onset 


o For asymptomatic people who test positive, this is from 2 days before the test 


until 10 days after 


A person is no longer infectious if 10 days have passed from symptom onset and their 


symptoms have resolved (including being fever free for 48 hours). An ongoing cough or 


continued loss of taste or smell is not a sign of infection and may continue for several weeks 


after infection. 


COVID-19 tests may remain positive for up to 6 weeks. This does not mean that someone is 


infectious, but if their symptoms re-start they would need to self-isolate and get tested again. 


Transmission 
Transmission occurs from person to person after the virus is released from a person who is 


infected. It can then be transmitted to another person directly through the air, or indirectly by 


resting on a surface that another person touches.  
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We can break the chain of infection and keep protecting each other by remembering “hands, 


face, space”: 


• Hands: wash your hands regularly for at least 20 seconds with soap and water 


• Face: use a face covering when social distancing is not possible 


• Space: try to keep your distance from those not in your household 


In addition to these, key steps for schools are: 


- Promote good coughs/colds hygiene practices – catch it, bin it, kill it. 


- Clean high-touch surfaces regularly throughout the day by using normal cleaning 


products. 


Contacts 
A ‘contact’ is a person who has been in close proximity with COVID-19 and is therefore at risk 


of infection. As well as cases, contacts must self-isolate. Contacts are defined in the following 


ways: 


Direct contact: 


• Anyone who lives in the same household as a case 


• Anyone who has had face to face contact with a case, for any length 


of time, including being coughed on or talked to 


• Anyone who has been within 1 meter of a case for one minute or 


longer 


Proximity contact: 


• Anyone who has been within two meters of a case for more than 15 


minutes 


• Anyone who has travelled in a small vehicle with a case 


Contacts of contacts do not need to self-isolate. This means that household members of 


students or staff that are self-isolating because they are contacts of a case do not need to 


self-isolate themselves. 


Bubbles 
Bubbles act to reduce the number of contacts per case. Within a bubble, there is potential for 


the entire group to be exposed, but the exposure should be limited within the bubble. Smaller 
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bubbles will reduce the impact of positive cases. Remember that when finding contacts, you 


must consider ALL the bubbles that a case is part of – in class, in clubs, and on transport.  


In Primary Schools, bubbles will often correspond to a single class, and we recognise that 


younger children will not be able to maintain social distancing.  


In secondary schools, we are aware that bubbles may need to be large in order for schools to 


deliver the full range of subjects, but that older students are better able to social distance. For 


this reason, there are different approaches to risk assessment and the identification of 


contacts in primary and secondary school settings. This is described in more detail in the risk 


assessment checklist.  


Who should isolate? 
The following chart gives a broad overview of who should isolate and get tested following a 


confirmed case of COVID-19 in your school. Contacts should be identified by the school using 


the risk assessment checklist included in this pack.  


 


 


  







 


9 
 


How to respond to cases of COVID-19 in your school 
You will be able to manage many of the situations that arise in your school with support from 


this pack, as well as the government guidance for schools, available here: 


https://www.gov.uk/government/collections/guidance-for-schools-coronavirus-covid-19. 


In general, you will need to take the following steps to manage a confirmed case of coronavirus 


in your school: 


1. Isolate case: Ensure the case has been tested and is isolating as appropriate 


2. Identify contacts: Conduct a risk assessment to identify contacts who will need self-


isolate, and provide them with the appropriate advice 


3. Escalate as appropriate: Inform the appropriate team about the situation, as 


described below 


4. Share information: Provide information to parents, staff, and your local authority 


The specific actions you need to take will vary depending on how many cases you have and 


the circumstances of your school. Below, you will find an overview of how to respond to various 


situations that arise. We have put together a checklist to assist you in the process.  


Sources of Support 
LCRC recommends that schools manage the risk assessment for all cases under the LCRC 


threshold, if they feel confident to do so. If you require support, you can seek advice from 


different sources depending on your current situation. In certain circumstances, you should 


escalate your situation to the London Coronavirus Response Cell (LCRC) so that you can be 


offered the appropriate support. If you are ever unsure about how to proceed, or concerned 


about the situation in your school, please seek advice from one of the below sources: 


1. The Government Guidance 


• You can consult the Government Guidance at any time by accessing the website 


here: https://www.gov.uk/coronavirus/education-and-childcare 


 


2. The Department for Education Helpline (T: 0800 046 8687) 


• If you have a confirmed case of COVID-19 in your school, you can contact the DfE 


helpline for advice 


 


3. Your Local Authority 


• Local Authority Public Health Teams in many boroughs are offering support to 


schools where they cannot access the LCRC or DfE. 


• If you have operational concerns about keeping the school open due to large 


numbers of staff or students self-isolating keep your local authority informed, and 


they may be able to provide additional support. 


 


4. The London Coronavirus Response Cell (T: 0300 303 0450, E: LCRC@phe.gov.uk) 


• You should contact the London Coronavirus Response Cell if: 


o For Primary Schools: 


▪ 10% (or more) of a bubble is affected within 14 days – for example, 


if there are 3 or more confirmed cases of COVID-19 in a bubble of 


30 people 


▪ 10% (or more) of staff are affected within 14 days – for example, if 


there are 6 or more confirmed cases of COVID-19 in a staff of 60 


▪ 3 (or more) bubbles within your school contain at least one 


confirmed case 



https://www.gov.uk/government/collections/guidance-for-schools-coronavirus-covid-19

https://www.gov.uk/coronavirus/education-and-childcare

mailto:LCRC@phe.gov.uk
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▪ There have been any admissions to hospital in your students or staff 


members due to COVID-19 


▪ If your school is for children and young people with special 


educational needs and disability (SEND) 


o For Secondary Schools: 


▪ 5 or more students are affected in a single school year within 14 


days i.e. 5 or more confirmed cases 


▪ 10% (or more) of staff are affected within 14 days – for example, if 


there are 6 or more confirmed cases of COVID-19 in a staff of 60 


▪ 3 (or more) bubbles within your school contain at least one 


confirmed case 


▪ There have been any admissions to hospital in your students or staff 


members due to COVID-19 


▪ If your school is for children and young people with special 


educational needs and disability (SEND) 


▪ If your school is a boarding school. 


• The LCRC is happy to receive emails from schools, as well as telephone calls.  


o It may be easier for you to get through to the LCRC by sending an 


email with your contact information, and one of the clinical staff will call you 


back between the hours of 9am and 6pm.  


o To simplify the process, we have created an email template, with spaces 


for the information we require. The template can be found at the end of this 


document. 
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COVID-19 Scenarios 
The following scenarios are designed to give you a broad overview of how to respond to 


various COVID-19 situations within your school. When managing confirmed cases, please 


make sure you complete the on-site risk assessment checklist. 


Suspected Case (Staff or Student) 


Case Isolate for 10 days from onset of symptoms 
Case must seek testing via online portal or calling NHS 111 
Case’s household must isolate for 14 days, including siblings that attend 
other schools 


Contacts No further actions 


Escalation No further actions 


Information No further actions 


 


Confirmed Cases 
Use the risk assessment checklist to assist you with these actions. The contact tracing 


questions can help you identify contacts. The “contacts letter” and “warn and inform 


letter” is included in this resource pack. 


Single Confirmed Case (Primary School) 


Case • Case should already be isolating at home. They will need to remain in 
isolation until 10 days have passed from symptom onset. 


• The case’s household (including siblings that attend other schools) 
should isolate for 14 days 


Contacts • Identify contacts using the risk assessment checklist and contact tracing 
questions 


• Contacts (for primary schools, this will usually be the class and 
teachers) should self-isolate for 14 days 


• The 14 day period starts on the last day of exposure (day 0) to the case 
whilst infectious 


• Send contacts letter to parents or staff members who have been 
identified as contacts 


Escalation • Department for Education helpline 


Information • Give information to parents and staff. Send warn and inform letter 


• Inform your Local Authority if required 


 


Single confirmed Case (Secondary School) 


Case • Case should already be isolating at home. They will need to remain in 
isolation until 10 days have passed from symptom onset. 


• The case’s household (including siblings that attend other schools) 
should isolate for 14 days 


Contacts • Identify contacts using the risk assessment checklist and contact tracing 
questions 


• Contacts (direct, proximity, friendship) should self- isolate for 14 days 


• The 14 day period starts on the last day of exposure (day 0) to the case 
whilst infectious 


• Send contacts letter to parents or staff members who have been 
identified as contacts 


Escalation • Department for Education helpline 


Information • Give information to parents and staff. Send warn and inform letter 


• Inform your Local Authority if required 
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More than one confirmed case 


Case • Case should already be isolating at home. They will need to remain in 
isolation until 10 days have passed from symptom onset. 


• The case’s household (including siblings that attend other schools) 
should isolate for 14 days 


Contacts • Identify contacts using the risk assessment checklist and contact tracing 
questions 


• Contacts (direct, proximity, and friendship) or bubble isolate for 14 days 


• The 14 day period starts on the last day of exposure (day 0) to the case 
whilst infectious 


• Send contacts letter to parents or staff members who have been 
identified as contacts 


Escalation • Department for Education helpline 


• If the any of the following criteria are met, contact the London 
Coronavirus Response Cell (LCRC): 


o For Primary Schools: 
▪ 10% (or more) of a bubble is affected within 14 days – for 


example, if there are 3 or more confirmed cases of 
COVID-19 in a bubble of 30 people 


▪ 10% (or more) of staff are affected within 14 days – for 
example, if there are 6 or more confirmed cases of COVID-
19 in a staff of 60 


▪ 3 (or more) bubbles within your school contain at least one 
confirmed case 


▪ There have been any admissions to hospital in your 
students or staff members due to COVID-19 


▪ If your school is for children and young people with special 
educational needs and disability (SEND) 


o For Secondary Schools: 
▪ 5 or more students are affected in a single school year 


within 14 days i.e. 5 or more confirmed cases 
▪ 10% (or more) of staff are affected within 14 days – for 


example, if there are 6 or more confirmed cases of COVID-
19 in a staff of 60 


▪ 3 (or more) bubbles within your school contain at least one 
confirmed case 


▪ There have been any admissions to hospital in your 
students or staff members due to COVID-19 


▪ If your school is for children and young people with special 
educational needs and disability (SEND) 


Information • Give information to parents and staff. Send inform and advise letter 


• Inform your local authority if required 
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Summary of scenarios 
 


Scenario Cases(s) Contact 
Isolation 


Escalation Information 


Suspected 
case 


Isolate (10 
days) 
+ test 


None None None 


Single 
confirmed case 
(primary 
school) 


Isolate (10 
days) 


Contacts/Bubbles 
(14 days) 


Department for 
Education 
Helpline 


Inform and 
advise letter 


Single 
confirmed case 
(secondary 
school) 


Isolate (10 
days) 


Contacts 
(14 days) 


Department for 
Education 
Helpline 


Inform and 
advise letter 


More than one 
case 


Isolate (10 
days) 


Contacts/Bubbles 
(14 days) 


LCRC, if criteria 
met 


Inform and 
advise letter 
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On-Site Risk Assessment Checklist (Confirmed Cases Only) 
 


 Information Gathered Action to Take 


Verify with confirmed case 


Check date of symptom onset or date of test if asymptomatic   


Identify dates of attendance at school during infectious period (48 hours prior to 
symptom onset or 48 hours prior to test date if asymptomatic, up to most recent 
day of attendance) 


 Advise on the self-isolation 
period: confirmed case(s) must 
not attend school for 10 days after 
the date of onset (or date of test if 
asymptomatic) and symptoms 
have resolved 


If confirmed case did not attend school during the infectious period then no further action is required with the school. 


Risk Assessment 
Identify exposure areas (only exposures while the case was infectious): 
Consider class, year group and if a member of any other school groups (e.g. 
breakfast or after school club, sports or music group). 


Class: 
 
Year group: 
 
Breakfast club or after school club? 
 
Music, sports, or other activity? 
 
Travel to school? 
 
 


 


Identify contacts (only contacts while the case was infectious): 
You will need to consider contacts in all of the exposure areas identified above.  
Contacts may be: 


• Direct contacts: Face to face contact with a case for any length of time, 
including being coughed on, a face to face conversation, unprotected 
physical contact (skin to skin). This includes exposure within 1 metre for 1 
minute or longer 


• Proximity contacts: Extended close contact (within 2m for more than 15 
minutes) with a case 


• Travel contacts: Anyone who travelled in a small vehicle (car or people-
carrier size) with a case 


 Advise those identified as 
contacts to self-isolate for 14 days 
from date of last contact with the 
confirmed case 
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Refer to the appropriate section below 
Early Years and Key Stage 1 (Foundation to Year 2) 


• All children who had shared a classroom with the case during their infectious 
period 


• Children in friendship groups who are known to have had definite direct 
contact with them during their infectious period. This should be specific 
identifiable individuals (rather than groups where contact cannot be ruled out) 


• Staff members who report that they have had contact with the case during 
their infectious period  


 Advise those identified as 
contacts to self-isolate for 14 days 
from date of last contact with the 
confirmed case 


Key Stage 2 (Year 3-6) 


• If children mix a lot within the classroom then the whole class would usually 
be defined as contacts. 


• If there is a seating plan for all lessons and it is felt that social distancing has 
been observed in the classroom then look at seating plans instead. Identify 
contacts as children who sat within 2 metres of the case during their 
infectious period 


• Children in friendship groups who are known to have had definite direct 
contact with the case during their infectious period  


• Staff members who report that they have had contact with the case during 
their infectious period 


• Any other people who they have had definite face to face contact with at 
break times or in another group activities? This should be specific identifiable 
individuals (rather than groups where contact cannot be ruled out) 


 Advise those identified as 
contacts to self-isolate for 14 days 
from date of last contact with the 
confirmed case 


Key Stage 3, 4, and 5 (Year 7-13) 


• The default should NOT be to self-isolate the whole class or bubble in a 
secondary setting 


• Class contacts should be found by using the student timetable to identify 
classes during the infectious period. Look at seating plans and identify 
children who sat within 2 metres of the case during their infectious period in 
school 


• Children in friendship groups who are known to have had definite direct 
contact with the case during their infectious period  


• Staff members who report that they have had contact with the case during 
their infectious period 


• Any other people who they have had definite face to face contact with at 
break times or in another group activities? This should be specific identifiable 
individuals (rather than whole groups where contact cannot be ruled out) 


 Advise those identified as 
contacts to self-isolate for 14 days 
from date of last contact with the 
confirmed case 
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Additional Advice and Guidance on Infection Control 
 


Hand hygiene: 


• Reinforce education of staff and students about hand and respiratory hygiene and 


display posters widely 


• Clean hands more often than usual 


• Ensure liquid soap and disposable paper towels are available at each sink 


Use alcohol hand rub or sanitiser 


• Promote catch it, bin it, kill it 


• Use e-Bug resources to teach hygiene 


Resources: 


• www.england.nhs.uk/south/wp-content/uploads/sites/6/2017/09/catch-bin-kill.pdf 


• www.e-bug.eu 


Environment: 


• Remove soft furnishings, toys, and toys that are hard to clean, such as sand trays, 


play-doh 


• Close water fountains 


• Remove shared food and drink e.g. fruit bowls, water jugs 


• Regular cleaning 


Decontamination: 


• Use disposable cloths 


• Rooms to be thoroughly cleaned at the end of each day 


• Enhanced cleaning (frequently touched areas) 


• Wash hands after removing PPE 


Cleaning guidance: 


• https://www.hse.gov.uk/coronavirus/cleaning/index.htm  


• https://www.gov.uk/government/publications/covid-19-decontamination-in-non-


healthcare-settings/covid-19-decontamination-in-non-healthcare-settings  


Waste management: 
Gloves and aprons should be double-bagged, stored securely for 72 hours then disposed in 


the regular rubbish after cleaning is finished 


Isolation: 


• Children who develop symptoms at school should be isolated until collected by 


parents / carers 


• If isolation is not possible, move them to an area at least 2 metres from other people 


• If the child needs to go to the bathroom, this should be a separate bathroom 


• Bathroom should be decontaminated with standard cleaning products before being 


used by others  



http://www.e-bug.eu/

https://www.hse.gov.uk/coronavirus/cleaning/index.htm

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
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Inform and Advise Parent Letter 
 


Date:  


Dear Parents,   


We have been advised that there has been a confirmed case(s) of COVID-19 within the 


school.   


We are continuing to monitor the situation and are following government guidance. This 


letter is to inform you of the current situation and provide advice on how to support your 


child. Please be reassured that for most people, coronavirus (COVID-19) will be a mild 


illness.  


The school remains open and providing your child remains well they can continue to attend 


school as normal. We will keep this under review.   


 What to do if your child develops symptoms of COVID 19:  


If your child develops symptoms of COVID-19, they should remain at home for at least 10 


days from the date when their symptoms appeared.  


All other household members who remain well must stay at home and not leave the house 


for 14 days.   


The 14-day period starts from the day when the first person in the house became ill.  


Household members should not go to work, school or public areas and exercise should be 


taken within the home.   


Household members staying at home for 14 days will greatly reduce the overall amount of 


infection the household could pass on to others in the community.  


If you are able, move any vulnerable individuals (such as the elderly and those with 


underlying health conditions) out of your home, to stay with friends or family for the duration 


of the home isolation period. 


Symptoms  


The most common symptoms of coronavirus (COVID-19) are recent onset of:  


• new continuous cough and/or  


• high temperature  


• a loss of, or change in, normal sense of taste or smell (anosmia)  


For most people, coronavirus (COVID-19) will be a mild illness.  


If your child or anyone in the household does develop symptoms, you can seek advice from 


NHS 111 at: 


https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms/ or by phoning 111.  


How to stop COVID-19 spreading  


There are things you can do to help reduce the risk of you and anyone you live with getting ill 


with COVID-19.  



https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms/
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Hands 


• Wash your hands regularly and for at least 20 seconds. 


Face 


• Cover your face in enclosed spaces, especially where social distancing may be 


difficult and where you will come into contact with people you do not normally meet.  


• It is now compulsory to wear cloth face coverings on public transport, shops and 


several other indoor settings.   


Space 


• Stay 2 metres apart where possible, or 1 metre with extra precautions in place.  


• Keep your distance from people who are outside your household or support bubble. 


• Limit social gatherings (including abiding by the ‘rule of 6’) and avoid crowded places.  


 


Further Information  


Further information is available at: https://www.gov.uk/coronavirus/education-and-childcare  


Yours sincerely, 


 


  


Headteacher 


 


  



https://www.gov.uk/coronavirus/education-and-childcare
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Letter for Parents of Contacts and Staff Contacts 
 


Date:  


Advice to Self-Isolate for 14 Days   


Dear Parent,  


We have been advised that there has been a confirmed case(s) of COVID-19 within the 


school. 


We have followed the national guidance and have identified that your child [name] has been 


in close contact with the affected child. In line with the national guidance, we recommend 


that your child now stay at home and self-isolate until [ADD DATE] (14 days after contact). 


We are asking you to do this to reduce the further spread of COVID 19 to others in the 


community.  


If your child is well at the end of the 14 days period of self-isolation, then they can return to 


usual activities.  


Other members of your household can continue normal activities provided your child does 


not develop symptoms within the 14-day self-isolation period.  


Please see the link to the PHE Staying at Home Guidance  


https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-


guidance-for-households-with-possible-coronavirus-covid-19-infection 


What to do if your child develops symptoms of COVID 19  


If your child develops symptoms of COVID-19, they should remain at home for at least 10 


days from the date when their symptoms appeared. 


All other household members who remain well must stay at home and not leave the house 


for 14 days.  


The 14-day period starts from the day when the first person in the house became ill. 


Household members should not go to work, school or public areas and exercise should be 


taken within the home.  


Household members staying at home for 14 days will greatly reduce the overall amount of 


infection the household could pass on to others in the community. 


If you are able, move any vulnerable individuals (such as the elderly and those with 


underlying health conditions) out of your home, to stay with friends or family for the duration 


of the home isolation period. 


Symptoms of COVID 19  


The most common symptoms of coronavirus (COVID-19) are recent onset of: 


• new continuous cough and/or 


• high temperature and/or  


• a loss of, or change in, your normal sense of taste or smell (anosmia) 



https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
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For most people, coronavirus (COVID-19) will be a mild illness. 


If your child does develop symptoms, you can seek advice from NHS 111 at 


https://www.nhs.uk/conditions/coronavirus-covid-19/check-if-you-have-coronavirus-


symptoms/ or by phoning 111. 


How to stop COVID-19 spreading  


There are things you can do to help reduce the risk of you and anyone you live with getting ill 


with COVID-19 


Hands 


• Wash your hands regularly and for at least 20 seconds. 


Face 


• Cover your face in enclosed spaces, especially where social distancing may be 


difficult and where you will come into contact with people you do not normally meet.  


• It is now compulsory to wear cloth face coverings on public transport, shops and 


several other indoor settings.   


Space 


• Stay 2 metres apart where possible, or 1 metre with extra precautions in place.  


• Keep your distance from people who are outside your household or support bubble. 


• Limit social gatherings (including abiding by the ‘rule of 6’) and avoid crowded places.  


Further Information 


Further information is available at  


https://www.nhs.uk/conditions/coronavirus-covid-19/  


Yours sincerely 


 


Headteacher 


 


  



https://www.nhs.uk/conditions/coronavirus-covid-19/check-if-you-have-coronavirus-symptoms/

https://www.nhs.uk/conditions/coronavirus-covid-19/check-if-you-have-coronavirus-symptoms/

https://www.nhs.uk/conditions/coronavirus-covid-19/
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Template Letter for Headteachers Contacting the LCRC 
The template below is designed to be used by schools when contacting the LCRC to seek 


advice or discuss the situation in their setting. Please fill in the table with as much 


information as you are able and send it to LCRC@phe.gov.uk. The more information you 


give us, the better we will be able to advise you.  


You are welcome to add any further details but please do not include any information 


that could potentially be used to identify individuals, including name, date of birth, or 


address. Any such information must be sent securely or provided over the phone. 


The LCRC is requesting this information in order to respond to your query more quickly and 


efficiently. If you provide us with your contact details, we will call you back to discuss the 


situation as soon as we are able. This will be between the hours of 9am and 6pm.  


Please be aware that you do not need to discuss every case of COVID-19 with the LCRC. 


We have limited capacity and must direct our attention to the situations of most concern. 


With this in mind, we ask schools to contact us only if you have multiple confirmed cases 


and at least one of the following criteria are met: 


For Primary Schools: 


• 10% (or more) of a bubble is affected within 14 days – for example, if there are 3 or 


more confirmed cases of COVID-19 in a bubble of 30 people 


• 10% (or more) of staff are affected within 14 days – for example, if there are 6 or 


more confirmed cases of COVID-19 in a staff of 60 


• 3 (or more) bubbles within your school contain at least one confirmed case 


• There have been any admissions to hospital in your students or staff members due to 


COVID-19 


• If your school is for children and young people with special educational needs and 


disability (SEND) 


For Secondary Schools: 


• 5 or more students are affected in a single school year within 14 days i.e. 5 or more 


confirmed cases 


• 10% (or more) of staff are affected within 14 days – for example, if there are 6 or 


more confirmed cases of COVID-19 in a staff of 60 


• 3 (or more) bubbles within your school contain at least one confirmed case 


• There have been any admissions to hospital in your students or staff members due to 


COVID-19 


• If your school is for children and young people with special educational needs and 


disability (SEND) 


• If your school is a boarding school. 


 


Template Email (Please include table overleaf): 
 


Date:  


Dear LCRC, 


I am contacting you to request a call back to discuss the situation in my school. Please see 


below information for your consideration. 



mailto:LCRC@phe.gov.uk
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I look forward to hearing from you, 


[Insert name here] 


Fields marked with a star* are required 


Basic Information 


Name of Educational Setting*  
 


Your main reason for 
contacting the LCRC* 
 


 


Have you contacted the LCRC 
before? If so, please give your 
reference number 


 


Type of Educational Setting  
(please mark all that apply) 


Primary School  


Secondary School  


SEND school  


Further Education College  


Boarding School  


Address  
 
 
 


Post code* 
 


 


Total number of staff in 
school 


 


Total number of students in 
school 


 


Contact Details 


Main contact person* - name  
 


Main contact person – role 
 


 


Contact telephone number*  
(if including a mobile number 
please let us know what times 
are ok to call, as we work past 
the end of the school day) 


 


Email address for our reply* 
 


 


Other point of contact and 
contact details 


 
 


Situation Information 


Total number of students with 
a positive test result in the 
previous 14 days 


 


Which years/classes are these 
students in? Please let us 
know how many confirmed 
cases in each. 


 
 


How many households are 
affected? (Are there any 
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siblings amongst the confirmed 
cases) 


Primary schools – how many 
bubbles have been excluded? 
For each bubble, please give 
the number of students with a 
positive test 


 


Secondary schools – how 
many students have been 
excluded as contacts? Please 
give this by year if several years 
are affected 


 


Have any students or staff 
been admitted to hospital? 


 
 


Have there been any 
admissions to intensive care 
or deaths? 


 


Actions taken 


Please tell us what actions 
you have already taken 


 
 
 
 


What questions would you 
like us to answer? 
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