
 

 

Procedure for pupil or staff member developing symptoms of COVID-19 

Rationale 

 

All members of the school including staff and pupils should be continually supported to 

understand the symptoms to look for and parents should be routinely asked about whether their 

child has any of the symptoms at drop-offs. 

 

COVID-19 Symptoms 

new continuous cough or fever or loss of/ change in sense of smell or taste  

These symptoms can range from a mild-to-moderate illness to severe acute respiratory infection.  

Staff and children who develop symptoms consistent with COVID-19 must be encouraged to stay 

at home, self-isolate, and contact the NHS for advice on testing.  

Those who test positive for COVID-19 will be asked to continue to self-isolate for 7 days.  

Their close contacts, identified through contact tracing, will be asked to self-isolate for 14 

days.  This will include the other children in their ‘Bubble’ group at school. 

The school will contact the local health protection team for advice if we have two or more cases 

(staff or students) or an increased rate of background illness.  

 

The school will maintain an accurate, rigorous and robust register of absences of pupils and staff 

and whether these are due to possible or confirmed COVID-19. 

 

What happens if a child or staff member develops symptoms in school? 

 

All staff and pupils must let someone know immediately if they are feeling unwell. 

 

If a staff member or pupil becomes unwell due to suspected coronavirus, a member of the Senior 

Leadership Team will be called. 

Symptomatic pupils 

Any pupil developing symptoms will be brought along to the Health Hub, our designated isolation 

room.   

Windows should be opened to ensure the room is well ventilated.  

A sign will be put on the entry door from the corridor indicating that “Isolation room is in use”.  

If the staff member with the child needs to administer any first aid then PPE should be worn, 

including face and nose mask, gloves and face visor. 



 

The pupil should only use the toilet adjacent to the Health Hub during this time. 

Parents will be contacted by a member of the Senior Leadership Team or office staff asking them 

to collect their child as soon as possible.  A Senior Leadership Team member will meet the parent 

at external Door 3.  The parent should remain outside Door 3 and the member of the SLT will being 

their child out to them.  

Once the child has left, all PPE and cleaning waste will be placed safely in a sealed double bin 

bag. This will be taken to the waste quarantine area where it will be kept for 48 hours before being 

placed in the general waste dumpster outside. 

The pupil will get tested for coronavirus and they and members of their household must self-isolate. 

If they test positive for Coronavirus, they will be asked to continue to self-isolate for 7 days. Their 

close contacts, identified through contact tracing, will be asked to self-isolate for 14 days. 

If other staff or pupils need to self-isolate as a result of coming in to contact with them, they will be 

contacted by the NHS.  

 

Symptomatic staff members 

If the staff member has mild symptoms they have to go home as soon as they notice symptoms 

and self-isolate.  

Where possible they should minimise contact with others, for example, use a private vehicle to go 

home.  

If it is not possible to use private transport, they will be advised to return home quickly and directly.  

If using public transport, they should try to keep away from other people and catch coughs and 

sneezes in a tissue or into the crook of the elbow. Any used tissues should be put in the rubbish bin 

as soon as possible. Clothes should be washed on return to home. 

If they are so unwell that they require an ambulance, a member of the Senior Leadership Team 

will phone 999 and let the call handler know they are concerned about COVID-19.  

The symptomatic individual should avoid touching people, surfaces and objects and be advised 

to cover their mouth and nose with a disposable tissue when they cough or sneeze, and then put 

the tissue in the bin.  

Once a possible Coronavirus case has left the premises, the immediate area occupied by the 

individual, for example, their desk space and key touch points, should be cleaned with detergent 

and disinfectant. This should include any potentially contaminated high contact areas such as 

door handles, telephones and grab-rails. This will be undertaken by members of the Facilities 

Management Team. 

Once this process has been completed, the area can be put back into use.  

Any public areas where a symptomatic individual has only passed through (spent minimal time in), 

for example corridors, and which are not visibly contaminated with any body fluids, do not need 

to be further decontaminated beyond routine cleaning processes.  

 



The staff member must get tested for Coronavirus. Information on how to do this can be found 

here: https://self-referral.test-for-coronavirus.service.gov.uk/test-type#local 

They and their household must self-isolate.  

If they test positive for Coronavirus, they will be asked to continue to self-isolate for 7 days. Their 

close contacts, identified through contact tracing, will be asked to self-isolate for 14 days. 

If other staff or pupils need to self-isolate as a result of coming in to contact with them, they will be 

contacted by the NHS. 

If there are any cases of a pupil or staff member becoming symptomatic whilst at school, the 

Head Teacher will action the Significant Occurrence reporting procedure. 

https://self-referral.test-for-coronavirus.service.gov.uk/test-type#local

