
                                  
 

Ormesby Primary School 

September Reopening of School – March 2021 

Appendix 3 - Action Plan for anyone showing signs and symptoms of Covid-19 
 

INTRODUCTION 

The school will reopen fully following the closure due to the Covid-19 pandemic. 

This plan outlines the actions to be taken in the instances of children or adults developing the signs and 

symptoms of Covid-19 while in school. 

 

Pupils will be working in set bubbles (class groups) and any signs and symptoms will be detected by the 

teacher, teaching assistant or lunchtime supervisor allocated to their group. 

 

Adults will need to take responsibility for their own welfare and take the appropriate action as outlined 

below. 

 

If any adult suspects that any child or adult in the school is showing signs and symptoms of Covid-19, they 

should inform the Head Teacher or School Administrators as soon as possible. 

 

The following members of staff will act as ‘first contact’ with responsibility for the removal, supervision and 

support of the person showing symptoms. 

 

Tracy Clarvis  Head Teacher 

Kerry Shaw  School administrator 

Nicola Pemberton          School administrator 



IN THE INSTANCE OF A CHILD SHOWING SIGNS AND SYMPTOMS 

 

1. The child should remain where they are. 

 

2. All other children and adults must be removed to a distance of at least 2m, while themselves 

maintaining social distancing. 

 

3. An adult should inform the Head Teacher or school administrators immediately.  The following 

information should be given. 

 The child’s name 

 Their location in school 

 The name of the member of staff remaining with the child 

 The nature of the signs and symptoms the child is showing 

 

4. Upon receiving this information, first contact staff will wash their hands and don the following PPE 

 Apron 

 Gloves 

 Face Mask 

  

5. The first contact staff will remove the child to the head teacher’s office immediately avoiding any 

contact with the child.  The doors to the head teacher’s office should remain closed and the 

window opened. 

 

6. Parents will be contacted and asked to collect the child immediately from school. 

 

Following the incident: 

1. The first contact staff will doff the PPE and dispose of in accordance with DfE guidelines. 

2. The first contact staff will be given the opportunity to go home, shower and change clothes. 

3. The head teacher’s office will be intensively cleaned 

4. The appropriate classroom will be intensively cleaned – pupils will be relocated, either to an 

outside task or into the hall. 

5. The parent of the child concerned will be asked to arrange a test for Covid-19 for the child and 

should follow the isolation guidance for families provided by the NHS. 

6. The Head Teacher will contact the parent/guardian concerned to support their wellbeing and 

discuss the next steps in testing and isolation. 

 

 



IN THE INSTANCE OF AN ADULT SHOWING SIGNS & SYMPTOMS 

 

If the adult is too unwell to follow the guidance below, medical attention should be sought immediately. 

 

1. The adult should remove themselves from the classroom to the school office, waiting at the door 

and explaining they are feeling unwell and the signs and symptoms they are experiencing.  They 

should then retreat to the head teacher’s office. 

 

2. The first contact staff will wash their hands and don the following PPE: 

 Apron 

 Gloves 

 Face Mask 

 

3. The first contact staff will ascertain from the adult: 

 What signs and symptoms are being experienced 

 What areas of school that member of staff has visited during the day 

 If they have had any contact with other members of staff 

 The location of their personal belongings 

 

4. The first contact staff will organise collection of personal belongings (bag, car keys etc.) then the 

member of staff experiencing signs and symptoms of Covid-19 will leave the site. 

 

5. The member of staff experiencing signs and symptoms of Covid-19 will arrange for a test as soon as 

possible and follow the isolation guidance provided by the NHS. 

 

Following the incident: 

1. The first contact staff will doff the PPE and dispose of in accordance with DfE guidelines. 

2. The first contact staff will be given the opportunity to go home, shower and change clothes. 

3. The head teacher’s office will be intensively cleaned 

4. The appropriate classroom will be intensively cleaned – pupils will be relocated, either to an 

outside task or into the hall. 

5. The Head Teacher will contact the member of staff concerned to support their wellbeing and 

discuss the next steps in testing and isolation. 

 

 

 

 

 

 

 

 

 

 

 



This diagram shows how to advise individuals (children and adults) and their 
households if they become unwell OR if they are sent home because they 
have been in contact with someone who is ill. It is based on the guidance for 
the full opening of schools set out in section one, Public Health advice to 
minimise risks. This is not a substitute for reading the full guidance and CST 
does not accept responsibility if you use this solely or instead of the planning 
guidance.  
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https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools


A person who is sent home because they have been in contact with 
someone with who has tested positive  
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