
 

 Emergency Action Plan 
What to do if you believe you have (had) a person with coronavirus (COVID-19) at your school 

 
Keep monitoring government education and childcare guidance and guidance for full opening: 
schools as it is reviewed and updated regularly. 
 
Please bear in mind that not all cases of symptoms will be confirmed as coronavirus (COVID-19). 
You may also wish to contact your local Health Protection Agency team, who will be able to advise 
if there have been any other confirmed coronavirus cases in your area.  
 
If the person with symptoms needs clinical advice, they should go online to NHS 111 or call 111 if 
they don’t have internet access. In an emergency, call 999 if they are seriously ill or injured or their 
life is at risk. They should not visit their GP, pharmacy, urgent care centre or a hospital. 
 
If anyone becomes unwell with a new, continuous cough or a high temperature in the school, they 
should be sent home and advised to follow the stay at home guidance. The same advice applies 
without modification to persons in vulnerable groups such as those over 70 years old or women who 
are pregnant. Staff and children should stay at home if they are unwell with a new, continuous 
cough or a high temperature. 
 
If a setting becomes aware that a student or member of staff has tested positive for COVID-19, they 
can contact the new Public Health England service, delivered by the NHS Business Services Authority, 
if they need support on the action they should take. It can be reached by calling the Department for 
Education’s existing COVID-19 helpline number on 0800 046 8687 and selecting option 1. The advice 
service is open Monday to Friday from 8am to 6pm and 10am to 4pm on Saturdays and Sundays. The 
call will be with a dedicated team of advisors who will inform the setting of what action is needed 
based on the latest public health advice. They will work through a risk assessment to identify close 
contacts. Depending on the setting’s local arrangements, they may also want to inform their local 
authority of a positive case in their setting. Where more detailed local arrangements are in place 
with the local authority, and are working, the setting can continue to receive support through that 
route to take action in response to a positive case. 
 
Schools should have in place procedures to clean and disinfect regularly-touched objects and 
surfaces more often than usual using their standard cleaning products/equipment. Teachers should 
not be asked to undertake cleaning or to use their own products/equipment to clean their work base 
or the workplace. Where schools are unable to maintain cleaning routines, including deep cleaning 
in the event of a confirmed case of COVID-19, the site should be closed. 
 
If the person qualifies for testing, they should visit the relevant government website and book a test. 
Persons who cannot use the online services should instead contact the NHS Test and Trace service 
on 119 (or on 0300 303 2713 in Scotland only) to arrange a test. A decision on their return to work 
can be made based on receiving these results.  
 
An investigation will need to be completed to decide on whether the incident needs to be reported 
under RIDDOR (the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013).  
 
If a child or a member of staff is awaiting collection, they should be moved – if possible and if 
appropriate – to a room where they can be isolated behind a closed door. Ideally, a window should 
be opened for ventilation. If it is not possible or appropriate to isolate the individual, they should be 
moved to an area which is at least two metres away from other people. 

https://www.gov.uk/coronavirus/education-and-childcare
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection


 

 
A separate bathroom facility should be provided for individuals who display symptoms. Bathrooms 
should be cleaned and disinfected using standard cleaning products before being used by anyone 
else. 
 
Staff should not transport children home under any circumstances. 
 
Where a teacher has been with a child or another adult who has become unwell with a new, 
continuous cough or a high temperature, there is no requirement for that teacher to go home unless 
they also feel unwell with COVID-19-related symptoms. However, they should wash their hands 
thoroughly for 20 seconds after any contact with someone who is unwell. 
 
Headteachers or senior leaders must consider the full range of factors when making decisions to 
keep a school open or to close the site, including taking account of the size of the establishment and 
risk of further spread of the virus. 
 
It is very important at this time that we all follow a consistent, proportionate approach to avoid 
further spread of the virus or burdening the health services unnecessarily. Please ensure that you 
review the government guidance on a daily basis and follow it as closely as possible. Do not attempt 
to diagnose symptoms yourself or gamble on following guidance from unofficial sources. Sources 
such as the NHS or the World Health Organisation (WHO) that are directly referenced in the 
government guidance are still acceptable. If you have had a tested and confirmed COVID-19 case on 
your premises, then the NHS Test and Trace service or your local Health Protection Team will be in 
touch to take over the risk assessment process and advise you about what to do next. 
 
NHS COVID-19, Protect Scotland and StopCOVID NI apps 
 
The NHS apps are available to be used by those over the age of 16 and members of staff. Parents or 
guardians can decide to send their child to school with the app in use if they wish.  
 
The app complements, rather than replaces, the current school Emergency Action Plan.  

Students, in particular those who are under 18, are to inform a member of staff if they receive a 
notification during the day that they have been in contact with a positive case. To support this, the 
notification itself will advise them that if they are under the age of 18, they should show the 
message to a trusted adult and self-isolate. The staff member should then put in place the process 
above, including making appropriate arrangements for the student to leave the setting at the 
earliest opportunity to begin self-isolation. 

If a member of staff receives this notification, they should also follow the usual process of informing 
an appropriate person at the setting before self-isolating.  

No further action is needed unless the student or member of staff goes on to become a confirmed 
case themselves. 

 


