
 

1 
 

City of Edinburgh Council Covid-19 Incident Management Crib Card  

Pupil/Member of staff Covid-19 Symptoms

The most common symptoms are:

- new continuous cough and/or 

- fever/high temperature and/or

- loss of, or change in, sense of smell or taste

Following the guidance below send member of 

staff home if well enough / take pupil/member of 

staff to specified isolation area

https://www.hps.scot.nhs.uk/web-resources-

container/covid-19-guidance-for-non-healthcare-

settings/

Significant Occurrence form completed and sent 

to cf.emergencycontinuity@edinburgh.gov.uk 

Symptomatic individuals are tested 

Follow advice in Health Protection Scotland 

Covid-19 Toolkit

If you are advised of a member of staff 

or a pupil within the school testing 

positive and/or you have more than 

one person symptomatic on site 

please contact Health Protection and 

the  Virtual  Waverley Court using the 

telephone numbers detailed below 

immediately

 

 

Schools should contact Health Protection: 

• All confirmed cases of COVID-19 

• Any suspicion of a cluster of cases of COVID-19 in the school of either suspected or 
confirmed cases of COVID-19 
 

A cluster is defined as "increase in background rate of absence due to suspected or confirmed 

cases of COVID-19". If there is a general increase in respiratory illness in the school-whilst this 

may be due to other infections such as influenza, schools should be alert to the possibility this 

could be due to COVID-19.  

Where pupil/s are symptomatic a check must be undertaken with the parent/carer to establish 

if siblings are in other schools, these schools must be alerted to ensure pupils are not in 

school when they should be self-isolating/awaiting test results. 

 

The link to the government website with the list of countries where quarantine is arrived on 

arrival to the UK is below: 

https://www.gov.uk/guidance/coronavirus-covid-19-countries-and-territories-exempt-from-

advice-against-all-but-essential-international-travel  

 

Health Protection 

Team NHS Lothian 

 

health.protection@nhslothian.scot.nhs.uk  

0131 465 5420/0131 

242 1000  

Care Inspectorate https://www.careinspectorate.com/index.php/coronavirus-

professionals/covid-19-notifications 

0131 653 4100 

Schools C&F Emergency Number 0131 529 5600 

0131 469 3832 / 

https://www.gov.uk/guidance/coronavirus-covid-19-countries-and-territories-exempt-from-advice-against-all-but-essential-international-travel
https://www.gov.uk/guidance/coronavirus-covid-19-countries-and-territories-exempt-from-advice-against-all-but-essential-international-travel
mailto:health.protection@nhslothian.scot.nhs.uk
https://www.careinspectorate.com/index.php/coronavirus-professionals/covid-19-notifications
https://www.careinspectorate.com/index.php/coronavirus-professionals/covid-19-notifications
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Michelle McMillan 

Claire Thompson 

Lynn Patterson  

Arran Finlay 

Lorna Sweeney 

Jack Simpson 

07763 277 469 

0131 529 4970 / 

07712 648 687 

0131 469 3131 / 

07858 925 411 

0131 469 3063 / 

07793 147 321  

0131 469 3138 / 

07584 197 059 

0131 469 3137  

Special 

Schools/Disability 

Anna Gray  0131 469 3960 / 0771 

086 0674 

Early Years Donna Murray 07525 388 065 or 

07881 743 857 

 

 

 

 

 

Coronavirus Toolkit for use in Educational Settings (schools and 

nurseries) in Lothian 

This guidance details the measures that should be taken in response to a single 

case or an outbreak of Coronavirus involving staff and children. A COVID-19 

outbreak is normally defined as two linked cases of a disease within a specific 

setting over a period of 14 days. 

The objective for staff is to minimise the spread of infection by using the toolkit to 

prepare and rehearse using scenarios and guidance provided. 

Information is included on how the response to a suspected or actual Coronavirus 

outbreak should be managed and the support available. 

The Health Protection Team (HPT) at NHS Lothian will be involved in providing 

advice and support to Head teachers and Establishment Managers during an 

outbreak or a single case. The Health Protection Team has prepared an FAQ to 

answer questions on COVID-19 and what will happen if there are cases in the school 

environment. A shorter, simpler FAQs for parents/carers is underway.  

Relevant publications 
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Coronavirus (COVID-19): guidance on preparing for the start of the new school term 

in August 2020 

https://www.gov.scot/publications/coronavirus-covid-19-guidance-preparing-start-

new-school-term-august-2020/ 

COVID-19 – guidance for non-healthcare settings 

https://www.hps.scot.nhs.uk/web-resources-container/covid-19-guidance-for-non-

healthcare-settings/ 

Coronavirus (COVID-19): getting tested in Scotland 

https://www.gov.scot/publications/coronavirus-covid-19-getting-

tested/pages/arrange-a-test/ 

 

 

 

 

https://www.gov.scot/publications/coronavirus-covid-19-guidance-preparing-start-new-school-term-august-2020/
https://www.gov.scot/publications/coronavirus-covid-19-guidance-preparing-start-new-school-term-august-2020/
https://www.hps.scot.nhs.uk/web-resources-container/covid-19-guidance-for-non-healthcare-settings/
https://www.hps.scot.nhs.uk/web-resources-container/covid-19-guidance-for-non-healthcare-settings/
https://www.gov.scot/publications/coronavirus-covid-19-getting-tested/pages/arrange-a-test/
https://www.gov.scot/publications/coronavirus-covid-19-getting-tested/pages/arrange-a-test/


 

4 
 

Coronavirus information 

What is coronavirus disease (COVID-19)? 

The disease COVID-19 is caused by a new strain of coronavirus (SARS-CoV-2) that 

was first identified in Wuhan City, China in December 2019. Symptoms range from 

mild to moderate illness to pneumonia or severe acute respiratory infection requiring 

hospital care. COVID-19 was declared a pandemic by the World Health Organisation 

on 12 March 2020. 

What are the typical signs and symptoms of COVID-19? 

The most common symptoms are: 

• new continuous cough and/or  

• fever/high temperature and/or 

• loss of, or change in, sense of smell or taste.  

For most people the symptoms of COVID-19 will be mild. Some people, however, 

will have more serious symptoms, including pneumonia or difficulty breathing, which 

might require admission to hospital. 

How is coronavirus spread? 

There are two routes by which COVID-19 can be spread:  

• Directly: from close contact with an infected person (within 2 metres) where 

respiratory secretions can enter the eyes, mouth, nose or airways. This risk 

increases the longer someone has close contact with an infected person.  

• Indirectly: by touching a surface, object or the hand of an infected person that has 

been contaminated with respiratory secretions and then touching own mouth, nose 

or eyes. Under most circumstances, the amount of infectious virus on any 

contaminated surfaces is likely to have decreased significantly by 72 hours. 

How can spread be prevented? 

A range of public health measures are used in non-health care settings to try and   

control transmission of SARS-CoV-2.  These include physical distancing, improved 

personal hygiene – regular handwashing and face coverings, and increased 

environmental cleaning. As part of the gradual relaxation of lockdown measures the 

Test and Protect programme, which includes contact tracing, is being implemented 

to allow a sustained reduction in new cases, outbreaks and to reduce transmission. 

Staff, parents, visitors or children should not go to school if they: 

• have developed COVID-19 symptoms or have been diagnosed with COVID-19 or 
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• are from the same household as someone who has symptoms of COVID-19 or 

has been diagnosed with COVID-19 or 

• have been identified as a close contact of someone with COVID-19. 

A close contact is someone who has been physically close enough to the confirmed 

case for a long enough period of time, that they may have had the virus transmitted 

to them. Close contacts will be informed of this by the Test and Protect contact 

tracing team. 

The local HPT will be notified of any positive case in complex settings (e.g. schools, 

nurseries) and will be in touch to offer support and advice to the establishment. 
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What to do if someone develops symptoms 

Section A: Staff member feels unwell with symptoms of COVID-19 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Really useful documents. 

Staff member feels unwell with symptoms of COVID-19 

• New continuous cough and/or 

• Fever/high temperature and/or 

• Loss of, or change in, sense of smell or taste. 

If at work, staff member goes home as soon as 

possible. 

• Minimise contact with others 

• Wear face covering on public transport 

If at home, staff member must remain at home and 

follow school’s absence procedures. 

Staff member arranges a test online at www.nhsinform.scot 

or by calling 0800 028 2816.  

Alternatively, the staff member can be referred for testing 

via the Employer portal. 

Staff member and household should remain isolating at 

home while waiting for the test result. 

Staff member must isolate for 10 days. 

Household must isolate for 14 days 

School should inform the HPT as soon as possible 

School arranges deep cleaning of affected areas. 

 

Staff member can return to work 

provided they are well enough and 

have not had a fever for 48 hours. 

The negative test result should be 

shown to the school. 

The Test and Protect contact tracing team will be in touch with the staff member to identify any 

potential contacts.  

The HPT will be informed of the result and will contact the school to follow up school contacts and to 

provide further advice. 

 

Negative result Positive result 

Immediate area (e.g. desk) 

occupied by staff member is 

cleaned with detergent and 

disinfectant using 

appropriate PPE. 

Double bag any cleaning 

waste and PPE and store 

securely for 72 hours before 

disposal. 
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Checklist: Staff member feels unwell with symptoms of COVID-19 

Actions to be taken Complete Y/N 

 
Staff member should go home as soon as possible, minimising contact with others.  
 
If using public transport a face covering must be worn in line with Scottish 
Government guidance. 
 

 

 
Staff member to arrange a test via NHS Inform (online at www.nhsinform.scot or 
call 0800 028 2816.) 
 
Alternatively, schools will be able to register their symptomatic staff as category 3 
key workers under the employer referral portal to ensure priority access to 
testing. To get a login, employers should email portalservicedesk@dhsc.gov.uk 
 
Results are sent by text to the staff member within 48 hours. Staff member will 
inform their manager of the result once they have received it (see Section C). 

 

 
The immediate area occupied by the staff member e.g. desk, telephone, door 
handles should be cleaned following the Council’s cleaning advice.  
 
Gloves and aprons should be used when cleaning the areas where a person 
suspected of having COVID-19 has been. 
 
Cleaning and disinfection undertaken using disposable cloths.  All waste items (e.g. 
PPE, cloths) should be double bagged and stored securely for 72 hours before 
disposal.  
 
 

 

 
Individuals who have had any contact with the staff member should wash their 
hands thoroughly for at least 20 seconds and remain vigilant regarding developing 
symptoms of COVID-19. 

 

 

 

 

 

 

 

 

 

 

mailto:portalservicedesk@dhsc.gov.uk
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Section B: Child feels unwell with symptoms of COVID-19 

Child feels unwell with symptoms of COVID-19 

• New continuous cough and/or 

• Fever/high temperature and/or 

• Loss of, or change in, sense of smell 

or taste. 

Child is removed from contact with others and 

isolated somewhere safe and at least 2 meters 

away from other people. Staff looking after the 

child should wear gloves, apron and a fluid 

resistant surgical mask.  

 

Parents/carers contacted and asked to collect child as soon as possible. 

Parents/carers arrange a test for the child online at www.nhsinform.scot or call 0800 

028 2816. 

Child and household should remain isolating at home while waiting for the test result.  

Parent/carer should notify the school of the result when they receive it 

Child must isolate for 10 days. 

Household must isolate for 14 days 

School should inform the HPT as soon as possible. 

School arranges deep cleaning of affected areas. 

 

Child can return to school provided they are 

well enough and have not had a fever for 48 

hours. The negative test result should be 

shown to the school. 

If the child is not well enough to return to 

school then the normal procedure for illness 

should be followed. 

The Test and Protect contact tracing team will be in touch to identify any potential close 

contacts.  

The HPT will be informed of the result and will contact the school to follow up school contacts 

and to provide further advice. 

 

Immediate area (e.g. desk) occupied by 

child is cleaned with detergent and 

disinfectant using appropriate PPE 

Double bag any cleaning waste and PPE 

and store securely for 72 hours before 

disposal. 

 

Positive 
Negative 

Child unwell with other respiratory 
symptoms e.g. runny nose, sore throat, 
sneezing. Then:  

• Follow usual policy for sickness at 
school (stay home at least 48hrs & 
until fully recovered and free of 
fever for 48hrs) 

• No need for COVID testing unless 
develops symptoms of COVID-19 

• Ensure good hand & respiratory 

hygiene 

. 
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Section B: Child feels unwell with symptoms of COVID-19 

Actions to be taken Complete Y/N 

 
The affected child should be isolated somewhere safe and at least 2 metres away 
from other people. 
 
If possible, the door should be closed with appropriate adult supervision and a 
window could be open for ventilation. Where possible, a separate bathroom 
should be designated for the individual to use. 
 
If 2 metre distance cannot be maintained then adult should wear PPE (gloves, 
apron and fluid-resistant surgical mask). 

 

 
The child 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.  

 

 
Contact the Parents/carers of the child and request that they come to collect their 
child as soon as possible.  
The person collecting the child should be a non-vulnerable (to COVID-19) adult 
member of their household. 
 
The parent/carer should contact NHS Inform immediately to arrange a test for the 
child. Results are sent by text within 48 hours. 
 
The parent/carer of the child should notify the school of the result as soon as 
possible (see Section D). 

 

 
If the affected person has mild symptoms and is over the age of 16 they should go 
home as soon as possible minimising contact with others where possible.  
 
If using public transport a face covering must be worn in line with Scottish 
Government advice.  
 
They should contact NHS Inform immediately to arrange a test. 

 

 
The isolation room and immediate area (e.g. desk) occupied by the child should be 
cleaned with detergent to remove organic matter then a disinfectant to kill 
pathogens.  
Gloves and aprons should be used when cleaning the areas where a person 
suspected of having COVID-19 has been. 
 
Cleaning and disinfection should be undertaken using disposable cloths. All waste 
items (e.g. PPE, cloths) should be double bagged and stored securely for 72 hours 
before disposal. 

 

 
Individuals who have had any contact with the child should wash their hands 
thoroughly for at least 20 seconds and remain vigilant regarding developing 
symptoms of COVID-19. 
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Section C: Child who does not attend school/reports an absence 

 

 

 

 

 

 

  

School pupil registered 

as absent from school 

If absence due to COVID-19 symptoms: 

• New continuous cough and/or 

• Fever/high temperature and/or 

• Loss of, or change in, sense of 

smell or taste. 

 

 

Advise parents/carers to arrange a test for the child online at www.nhsinform.scot or 

call 0800 028 2816. 

Child and household should remain isolating at home while waiting for the test result.  

Parent/carer should notify the school of the result when they receive it. 

Child must isolate for 10 days. 

Household must isolate for 14 days. 

School should inform the HPT and local authority as soon 

as possible. 

School arranges deep cleaning of affected areas. 

 

Child can return to school provided they are 

well enough and have not had a fever for 48 

hours. 

If the child is not well enough to return to 

school then the normal procedure for illness 

should be followed. 

The negative test result should be shown to 

the school. 

 

 

No need for any action by school until test 

result available. However, school should 

record absence on usual reporting system 

and notify local authority education lead.  

If an increase in the background rate of 

absence due to suspected cases of COVID-19, 

HPT should also be informed.  

Usual cleaning policies should be followed. 

Us 

 

usu 

 

Call parent/carer to 

confirm reason for 

absence 

If absence due to household member with 

COVID-19 symptoms, school pupil should 

self-isolate as per NHS inform advice. They 

should remain in isolation for at least 14 days 

if household member’s test is positive, and if 

they remain without symptoms.   

No further action required by school, unless 

pupil then develops symptoms.  

Positive 
Negative 
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Section C: Child who does not attend school/reports an absence 

Actions to be taken Complete Y/N 

 
Call parent/carer to enquire about reason for absence 
 

 

 
If absent due to household member having symptoms of COVID-19, check pupil 
aware of self-isolation advice as per NHS inform and should not return to school 
until the test result of the symptomatic household member is returned.  
 
If the test is positive, the pupil should isolate for at least 14 days as advised by the 
Test and Protect team and NHS inform.  
 
The pupil can return to school after the 14 days as long as they remain without 
symptoms. If they develop symptoms, follow actions in the next box.  
 

 

 
If absence due to COVID-19 symptoms, advise parent/carer to contact NHS Inform 
immediately to arrange a test for the child (if not already done so). Results are 
sent by text within 48 hours. 
 
The parent/carer of the child should notify the school of the result as soon as 
possible (see Section D). 
 

 

 
If the pupil tests positive, the pupil should isolate for at least 10 days as advised by 
the Test and Protect team.  
 
School should inform the HPT and local authority as soon as possible. 
 
School arranges deep cleaning of affected areas. 
 

 

 
If an increase in the background rate of absence due to suspected cases of COVID-
19 is noted, HPT should also be informed.  
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Section D: Actions following results of test 

If a staff member, child or young person tests negative they can return to school provided 

they are well enough (according to the school’s sickness policy) and have not had a fever for 

48 hours.  

If a staff member, child or young person tests positive they will be required to isolate at 

home for 10 days. Household contacts must isolate for 14 days. Other close contacts will be 

identified via the Test and Protect process and will be contacted by the contact tracing 

service. The HPT will be informed of any positive result in a child or staff member after the 

contact tracing service has identified where the positive cases work or attend school.   

As this process can take time the school may be informed of the positive result before the 

HPT is aware.  The Head teacher or Business Manager must contact HPT if they are 

informed about a positive result using the phone numbers below.  

Schools should inform the HPT for: 

• all confirmed cases of COVID-19 

• any suspicion of a cluster of cases of COVID-19 in the school of either suspected or 

confirmed cases of COVID-19 

• an increase in the background rate of absence due to suspected or confirmed cases 

of COVID-19 (this does not include absence rate due to individuals shielding or self-

isolating as contacts of cases).  

• if there is a general increase in respiratory illness in the school – whilst this may be 

due to other infections such as influenza - schools should be alert to the possibility 

this could be due to COVID-19.  

Schools do not need to inform HPT of single suspected cases. However, Head Teachers or 

business managers should make themselves aware of the reporting and notification process 

to their local authority education leads, and report all suspected cases (including single 

cases) and confirmed positive cases of COVID-19. 

The HPT will provide support and advice to the school in the event of a positive case or an 

outbreak. When the situation requires it, the HPT will form an Incident Management Team to 

lead and manage the response to the situation.   

 

Health Protection contact details 

Office hours phone number: 0131 465 5420 / 5422 

Out of hours phone number: 0131 242 100 (Edinburgh Royal switchboard)  

                                                    Ask for Public Health on Call 

Email: health.protection@nhslothian.scot.nhs.uk  

  

mailto:health.protection@nhslothian.scot.nhs.uk
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Appendix 1: Possible COVID-19 scenarios in schools (or similar) educational 

settings 

 

If a positive case of COVID-19 is identified in the school, do shielded staff members or 

vulnerable groups need to go back into self-isolation? 

If there is a positive case in the school of COVID-19, there will be a risk assessment to 

determine the possible spread of infection and risk to others. This will include whether 

shielded or vulnerable staff or children have come into contact with the case. The health 

protection team will advise the school if any shielded or vulnerable people need to stay off 

school. Similarly, if there is an outbreak in the school, the health protection team will review 

the situation and assess if it is still safe for shielded/vulnerable staff or children to stay at 

school.  

 

If cross regional lockdowns are put in place, for example a lockdown in Midlothian, 

would staff who work in schools in Edinburgh but live in Midlothian still be able to go 

to attend their school to work?  

Yes, as long as they have no symptoms. School staff are keyworkers and so will be able to 

attend for work even if the region they live in is in lockdown. However, they should take extra 

precautions when going outside in the region they live in (e.g. to shops) and closely follow 

the guidance by avoiding contact with other people outside their household, washing their 

hands regularly and adhering to physical distancing. They should also continue to follow the 

advice that if they have any symptoms of COVID-19 they should stay at home, self-isolate 

and get tested. 

 

One positive case is identified in a high school and one case in a feeder primary 

school 

A risk assessment will be undertaken by the health protection team to determine if there is 

any link between the cases in the high school and feeder primary school. The risk 

assessment will consider movement of staff and pupils between the schools to determine the 

possible risk of spread of infection. Based on this risk assessment, the appropriate actions 

required to manage the situation will be determined, including infection control measures 

(such as deep cleaning) and whether any classes should to be advised to stay at home. The 

health protection team will consider whether an incident management team (IMT) should be 

formed to co-ordinate the response. 

 

If a staff member or pupil (or their guardian/parent) refuses testing or declines to 

share their test result with the head teacher?  
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A discussion should be attempted to advise of the benefits of testing both for themselves 

and the wider community to help prevent the spread of COVID-19. If they still refuse, they 

need to be treated as if they are positive for COVID-19 i.e, they should be advised to stay off 

school and stay at home for at least 10 days, and the people they live with should also be 

advised to self-isolate for 14 days. If they refuse to listen to this advice and continue to try to 

come to school, the school should get in touch with the health protection team. 

 

A staff member has COVID-19 symptoms and tests negative 

If a staff member or pupil has COVID-19 symptoms but tests negative, this usually can give 

reassurance that the individual concerned does not have COVID-19. However, they may 

have another virus or infection causing their illness and so should stay off school until they 

are completely well and at least 48 hours after the last fever. If they remain concerned about 

COVID-19, or are more unwell, they should contact NHS 24 (111) for further advice, and a 

clinical assessment if needed. If there are urgent concerns they should contact 999 in an 

emergency as usual.  

 

Multiple pupils/staff report symptoms of COVID-19 

Anyone with symptoms of COVID-19 should be advised to self-isolate and get tested. Their 

household members should also be advised to self-isolate at home until the test result is 

available. If the school is concerned about multiple staff/pupils going off with symptoms of 

COVID-19, this should be escalated to the local education authority who will involve the 

health protection team to further assess this situation and decide on next steps to be taken. 

The school will be involved in these discussions.  

 

A coach or school bus driver tests positive 

If the driver of a school bus or coach tests positive for COVID-19, the health protection team 

will be involved and a risk assessment carried out to determine the risk to anyone on the bus 

and what infection control measures were in place between the driver and the pupils/other 

staff members e.g. a screen. Based on this risk assessment, the health protection team will 

decide the appropriate actions to manage the situation, which will include infection control 

measures (such as deep cleaning) and whether anyone on the bus needs to self-isolate as a 

precautionary measure.  

 

One of the catering staff tests positive for COVID-19 

The staff member will be advised to self-isolate and anyone who is identified as being a 

contact of the person by the Test and Protect team (e.g. face to face contact with the 

positive person, or within 1 metre for longer than 1 minute or within 2 metres for longer than 

15 min) will also be advised to self-isolate. A risk assessment will also be carried out to 
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determine if any further actions are required, including deep cleaning of the area that the 

staff member worked in, and if a further review by an environmental health officer is 

required.  

 

Pupil or staff member is contacted by TAP to self-isolate as a contact 

Anyone who is contacted by the Test and Protect team to self-isolate as a contact of a case 

within or out with the school, should follow their advice and self-isolate for 14 days as 

advised. The individual should advise the head teacher at the school of the situation so that 

they are aware of their absence. It is important for the individual to follow the advice of the 

Test and Protect team to help prevent the spread of COVID-19.  

 

A pupil/staff member tests positive for COVID-19 or is advised to self-isolate but still 

comes to school 

Further discussions initially should be held with the individual or the parent/carer to explain 

the benefit of self-isolation in helping to stop COVID-19. If they still refuse to adhere to the 

advice the school should get in touch with the health protection team.  

 

A positive case for COVID-19 has a sibling in another school 

The pupil who tested positive will be contacted by TAP and advised to self-isolate for at least 

10 days. The household members of this individual (including siblings) will also be advised to 

self-isolate for 14 days, and to get tested if they develop symptoms. The health protection 

team will also be alerted and a risk assessment undertaken to determine the possible risk of 

spread of infection. Based on this risk assessment, the appropriate actions will be identified 

to manage the situation in the school with the positive case and in the school with the sibling. 

This may include introducing further infection control measures (such as deep cleaning) and 

a review if anyone else (beyond the contacts of the positive case) needs to be advised to 

self-isolate.  

 

 

 

 


