
 
 
 

Charles Dickens Primary School  
Coronavirus (Covid-19) Response Policy and Action Plan 

 
March 2020 

 
This response policy and action plan has been written provide advice for pupils, staff and parents or 
carers regarding: 

 
• the novel coronavirus, COVID-19,  
• how to help prevent spread of all respiratory infections including COVID-19, 
 
• what to do if someone confirmed or suspected to have COVID-19 has been in a school or 

other educational setting, and 
 

• what advice to give to individuals who have travelled from specified countries or areas within 
the last 14 days, including school trips 

 
The information and guidance in this policy is subject to change and alteration as the government advice is 
updated and the school will follow the latest advice issued by the Department for Education and Public 
Health England in order to ensure the continued safety and wellbeing of staff, pupils and our wider 
communities. 

 
Our staff and  parents/carers can contact a new dedicated Department for Education Covid-19 helpline if 
they have any questions about Covid-19 and schools: 

 
Phone: 0800 046 8687 
Email: DfE.coronavirushelpline@education.gov.uk 
Opening hours: 8am to 6pm (Monday to Friday). 

 
1. Information about the virus 

 
A coronavirus is a type of virus. As a group, coronaviruses are common across the world. COVID-19 is a new 
strain of coronavirus first identified in Wuhan City, China in January 2020. The incubation period of COVID-19 
is between 2 and 14 days. This means that if a person remains well 14 days after contact with someone with 
confirmed coronavirus, it is unlikely that they have been infected. 

 
The following symptoms may develop in the 14 days after exposure to someone who has COVID-
19 infection: 
  

• cough 
• difficulty in breathing 
• fever 

  
Generally, these infections can cause more severe symptoms in people with weakened immune systems, 
older people, and those with long-term conditions like diabetes, cancer and chronic lung disease. There is 
no evidence that children are more affected than other age groups – very few cases have been reported in 
children. 



 
2. How COVID-19 is spread 

 
The spread of COVID-19 is most likely to happen when there is close contact (within two metres) with 
an infected person. It is likely that the risk increases the longer someone has close contact with an 
infected person. Droplets produced when an infected person coughs or sneezes (termed respiratory 
secretions) containing the virus are most likely to be the most important means of transmission. 

 
There are 2 routes by which people could become infected: 

 
• secretions can be directly transferred into the mouths or noses of people who are nearby (within two 

metres) or could be inhaled into the lungs 
 
• it is also possible that someone may become infected by touching a surface or object that has been 

contaminated with respiratory secretions and then touching their own mouth, nose, or eyes (such as 
touching a door knob or shaking hands then touching own face). 

 
There is currently no good evidence that people who do not have symptoms are infectious to others. 

 
3. Preventing the spread of infection 

 
There is currently no vaccine to prevent COVID-19. The best way to prevent infection is to avoid 
being exposed to the virus. 

 
Charles Dickens Primary  will share the most up to date information from Public Health England and The 
Department of Health with staff, students and parents/carers to ensure all understand the steps they can 
follow to help prevent the spread of respiratory viruses, including: 

 
• washing your hands often - with soap and water, or using alcohol sanitiser if handwashing facilities are 

not available. This is particularly important after taking public transport 
 

• covering your cough or sneeze with a tissue, then throwing the tissue in a bin. See Catch it, Bin it, Kill it  
• people who feel unwell should stay at home and should not attend work or any education or 

childcare setting  
• pupils, students, staff and visitors should wash their hands:  

- before leaving home  
- on arrival at school  
- after using the toilet  
- after breaks and sporting activities  
- before food preparation  
- before eating any food, including snacks  
- before leaving school  

• use an alcohol-based hand sanitiser that contains at least 60% alcohol if soap and water are not available  
• avoid touching eyes, nose, and mouth with unwashed hands  
• avoid close contact with people who are unwell  
• clean and disinfect frequently touched objects and surfaces 
 
• if individuals are worried about their symptoms or those of a child or colleague, they should call NHS 111. 

They should not go directly to a GP or other healthcare environment



• see further information on the Public Health England Blog and the NHS UK website. 
 
Staff/pupils/parents who have returned from Category 1 specified countries/areas in the last 14 days have 
been advised to self-isolate. This includes avoiding attending an education setting or work until 14 days after 
they return. (see section 7) 

 
Staff/pupils/parents who have returned from Category 2 specified countries/areas in the last 14 days, are 
advised to stay at home if they develop symptoms. (see section 8) 

 
All other pupils and staff should continue to attend school as normal unless instructed to do otherwise. 

 

 
COVID-19 Preventative Action in each School 

 
• Increased preventative cleaning measures in schools focusing on work surfaces, light switches, 

toilets, sinks, eating areas.  
• Additional sanitisers deployed across the School sites along with additional tissues and bins with 

sealable liners.  
• The School websites now have news items regarding the Coronavirus outbreak and include links to 

NHS and other government websites where the latest information can be found.  
• Regular emails to all parents/carers and staff with updates on advice and guidance as necessary  
• Public Health posters regarding the Coronavirus and preventative measures have been placed in 

prominent locations.  
• Pupils informed in school about the outbreak and given key hygiene advice.  
• Personalised advice and guidance shared with the families of students who have been on any school 

trips abroad.  
• Action has been circulated around the senior team and governors  

 
4. What the School will do if pupils or staff or visitors  become unwell and believe they have been exposed 
to COVID-19 

 
IMMEDIATE ACTION: 

 
• In school, the ill person (staff/child/visitor) will be taken to the designated First Aid room (inclusion 

room) and a qualified first aider will call NHS 111, or 999 in an emergency (if the individual is 
seriously ill or their life is at risk)  

• Whilst waiting for advice from NHS 111 or an ambulance to arrive, the individual will be kept 
isolated from other people in school in the designated first aid room and others will be 
prevented from entering this room.  

• The individual will be instructed to 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 put the tissue 
in the bin.  

• The designated First Aid room will be kept freshly stocked each day with disposable tissues, hand 
sanitiser, disposable gloves and face masks. The bins will be emptied in sealed bags and the 
designated First Aid room will be deep cleaned once the unwell individual has left and will be 
thoroughly cleaned each day with specialist antibacterial cleaning agents whether there have 
been any suspected cases of Covid-19 or not.  
If the individual needs to go to the bathroom whilst waiting for medical assistance, they will 
use a toilet specifically designated for use by any suspected (ground floor disabled toilet). This 
space will also be subject to the cleaning regime as indicated for the designated First Aid room 
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• The School will follow emergency medical advice and seek further advice from the NHS 111 
• The School will immediately contact a pupil’s parent/carer and have the child collected 
• The School will immediately contact a member of staff’s emergency contact 

 
SHORT TERM ACTION: 

 
• the School will await confirmation of the infection and follow the advice of Public Health England 

and the Local Authority as appropriate  
• The School will clean the classrooms used by the pupil/member of staff with the suspected 

infection.  
• If anyone has been in contact with a suspected case in school, no restrictions or special 

control measures are required while laboratory test results for COVID-19 are awaited.  
• The  School will not close or send other learners or staff home where we have a suspected case. 

This is in line with the current government advice and could change as that advice is updated.  
• Once the results arrive, those who test negative for COVID-19 will be advised by the Headteacher 

about their return to school. 
 
5. If a case of COVID-19 (pupil or staff) is confirmed in either of our schools. 

 
• If the School has a confirmed case of Covid-19 among its staff or pupils, we will be contacted by the 

local Public Health England Health Protection Team to discuss the case and identify people who 
have been in contact with the sick individual, and they will advise on any actions or precautions that 
should be taken.  

• An assessment of the school in question will be undertaken by the Health Protection Team with 
relevant school staff. Advice on the management of pupils or students and staff will be based on this 
assessment.  

• The Health Protection Team will also be in contact with the patient directly to advise on isolation 
and identifying other contacts, and will be in touch with any contacts of the patient to provide 
them with appropriate advice.  

• Advice on cleaning of communal areas such as classrooms, changing rooms and toilets will be 
given by the Health Protection Team and is outlined later in this document.  

• If there is a confirmed case, a risk assessment will be undertaken by the individual school with advice 
from the local Health Protection Team.  

• In most cases, closure of a school will be unnecessary but this will be a local decision based on 
various factors such as establishment size and pupil mixing. 

 
6. School action if pupils, students or staff are contacts of a confirmed case of COVID-19 

 
The definition of a contact includes: 

 
• any pupil or staff member in close face-to-face or touching contact including those undertaking small 

group work (within 2 metres of the case for more than 15 minutes)  
• talking with or being coughed on for any length of time while the individual is symptomatic  
• anyone who has cleaned up any bodily fluids of the individual  
• close friendship groups  
• any pupil or staff member living in the same household as a confirmed case. 
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Contacts are not considered cases and if they are well, they are very unlikely to have spread the infection 
to others, however: 

• they will be asked to self-isolate at home, for 14 days from the last time they had contact with the 
confirmed case and follow the home isolation advice sheet 

• they will be actively followed up by the Health Protection Team 
 
• if they develop any symptoms within their 14-day observation period they should call NHS 111 

for assessment  
• if they become unwell with cough, fever or shortness of breath they will be tested for COVID-19 
 
• if they require emergency medical attention, call 999 and tell the call handler or ambulance control 

that the person has a history of potential contact with COVID-19 
 
• if they are unwell at any time within their 14-day observation period and they test positive for COVID-19 

they will become a confirmed case and will be treated for the infection 

 
Family and friends who have not had close contact (as listed above) with the original confirmed case do 
not need to take any precautions or make any changes to their own activities such as attending school or 
work, unless they become unwell. If they become unwell, they should call NHS 111 and explain their 
symptoms and discuss any known contact with the case to consider if they need further assessment. 

 
If a confirmed case occurs at Charles Dickens Primary, the local Health Protection Team will provide advice and 
will work with the Headteacher and senior leadership team. Outside those that are defined as close contacts, the 
rest of the school does not need to take any precautions or make any changes to their own activities attending 
educational establishments or work as usual, unless they become unwell. 

 
If they become unwell they will be assessed as a suspected case depending on their symptoms. This advice 
applies to teaching staff and children in the rest of the class who are not in a close friendship group or 
children undertaking small group work. The decision as to whether pupils and staff fall into this contact 
group or the closer contact group will be made between the Health Protection Team, the School and (if they 
are old enough) the student. Advice should be given as follows: 

 
• if they become unwell with cough, fever or shortness of breath they will be asked to self-isolate 

and should seek medical advice from NHS 111 
 
• if they are unwell at any time within the 14 days of contact and they are tested and are positive for 

COVID-19 they will become a confirmed case and will be treated as such. 
 
 
Actions and Guidance regarding recent travel 

 
 
7. Guidance regarding pupils, students or staff who have travelled from any Category 1 
specified country/area in the past 14 days 

 
If an individual falls into this category, they will be advised to contact NHS 111 for further advice: 

 
• if they are currently well, they will be advised to self-isolate for 14 days and you should follow the 

advice as above for contacts of confirmed cases in the educational setting  
• if they become unwell they will be advised to call NHS 111 immediately for them to be assessed by 

an appropriate specialist.  
• If they require emergency medical attention, they will be advised to call 999 and tell the call handler or 

ambulance control that the person has a history of recent travel to risk areas for COVID-19 
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8. Guidance regarding pupils or staff members who have travelled from a Category 2 specified 
country/area in the last 14 days 

 
If they are currently well: 

 
• they will be advised to self-isolate only if they develop symptoms  
• they can continue to attend work or education  
• they do not need to avoid contact with other people  
• their family do not need to take any precautions or make any changes to their own activities  
• testing people with no symptoms for COVID-19 is currently not recommended 
 
 
If they become unwell: 
 

• they will be advised that they should stay indoors and avoid contact with other people as they 
would with other flu viruses (see this home isolation advice sheet).  

• they (or a family member, colleague or member of staff) should call NHS 111 immediately for them to 
be assessed by an appropriate specialist, as quickly as possible  

• they should stay at home and should not attend work or education  
• they should not go directly to their GP or other healthcare environment 
 
• if they require emergency medical attention, they will be advised to call 999 and tell the call handler 

or ambulance control that the person has a history of recent travel to risk areas for COVID-19 
 

• see further information and the Public Health England Blog 
 
9. Guidance regarding pupils, students or staff members who have travelled anywhere else in the 
world within the last 14 days 

 
• Currently there are minimal cases outside the risk areas and therefore the likelihood of an 

individual coming into contact with a confirmed case is low. This is an ever-changing picture and any 
recently returned travellers will be directed to the latest government advice online: 
https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public  

• Currently the advice is that these pupils, student or staff should attend school as normal unless they 
have had contact with a confirmed case of COVID-19.  

• If individuals are aware that they have had close contact with a confirmed case of COVID-19 
they should contact NHS 111 for further advice. 

 
 
10. School trips  
Pupils and staff returning from school trips in specified countries/areas will be given the same advice as 
given above (sections 7,8 and 9). Our only planned trip abroad is France in June 2020.  
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PREMISES ACTION PLAN: 

 
1. Cleaning where there are pupils or staff with suspected cases of COVID-19:  
Once we have a suspected case of Covid-19 in school, all surfaces that the suspected case has come into 
contact with will be cleaned using disposable cloths and household detergents, according to current 
recommended workplace legislation and practice. 

 
These include: 

 
• all surfaces and objects which are visibly contaminated with body fluids  
• all potentially contaminated high-contact areas such as toilets, door handles, telephones 

 
Public areas where a symptomatic individual has passed through and spent minimal time in (such as 
corridors) but which are not visibly contaminated with body fluids do not need to be specially cleaned 
and disinfected. 

 
If a student or member of staff becomes ill in a shared space, these will be cleaned as detailed above. 

 
2. Disposal of rubbish in school, including tissues, if students or staff become unwell with 
suspected COVID-19 

 
All waste that has been in contact with the individual, including used tissues, and masks if used, will be put in 
a plastic rubbish bag and tied when full. The plastic bag will then be placed in a second bin bag and tied. It 
will then be put in a safe place and marked for storage until the diagnostic test result is available. 

 
If the individual tests negative, this can be put in the normal waste. 

 
Should the individual test positive, we will be instructed what to do with the waste by the Health 
Protection Team. 

 
POTENTIAL SCHOOL CLOSURE: 

 
The current advice from the government is that widespread school closures are not advised to contain the 
outbreak but this advice may be changed as the situation develops over the coming weeks and months. 

 
The School will, at all times, follow advice from Government agencies regarding the outbreak of 
Coronavirus virus and its possible consequences, including the potential closure of the School. 

 
The Headteachers at each School will liaise with their Senior Leadership Teams and The Trust Board and 
Local Governing Bodies to implement the following: 

 
• The School will consult with Governing Body, the Local Authority and other Government 

Agencies concerning the potential closure of the School.  
• The School will warn all parents/carers by email and letter of the Governing Body of the intention to 

close the School if the School regard it as necessary for the protection of its pupils and staff in the light 
of a growing threat of a possible outbreak.  

• The School will notify all Teaching and Support Staff throughout the School of this action. 
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• If the decision is made to close the School during the course of a school day, the School will notify 

all parents and carers of the closure and arrange with them the collection of pupils to their parents 
or carers or other agreed arrangements for the dismissal to home of all pupils.  

• the School Finance and Premises Team will consult with its suppliers, service providers, contractors 
and Emergency Services.  

• The Chairs of Governing Body will notify the other members of the Governing Body and the 
Business Manager will notify the School insurers 

 
Reopening of the School(s) 
 
On formal notification from the Local Health Protection Team and/or Public Health England that the Schools 
are to open, the School will notify staff and write to parents and carers: 
 

• advising of the date the School will re-open. School suppliers, service providers, IT Support, the Trust 
Board and Local governors and the School Insurers will also be notified.  

• The School will maintain close contact with the Local Authority and Government Agencies as 
appropriate once the School returns to work in consideration of a probable second outbreak which 
may result in school closure.  

• In the event of any of the School’s leadership team being taken ill, the deputising system will 
operate with deputy headteachers and assistant headteachers providing leadership functions as 
appropriate. The school will also inform the local authority and seek additional support if needed.  

 
EDUCATIONAL PROVISION DURING A POTENTIAL SCHOOL CLOSURE 
 
In the event that either school has to close for a period due to the current Covid-19 outbreak: 
 

• Staff will be instructed to plan and provide work that can be completed by pupils from home 
where possible. This will be using My Maths for maths work as well as completing workbooks and 
revision booklets where this is manageable for children.  

• Children will also be given additional reading books 
• Staff will also use our social media platforms and blog to share instructional videos and lesson 

using workbooks.    
• All pupils will be given clear instructions on what is expected of them during a potential school 

closure with regards to work. 
 

• With respect to possible disruption to external tests and screenings, the Schools will follow the latest 
guidance provided by the Department for Education.  
 

 
EXTERNAL COMMUNICATIONS 
 
Press and Media 

 
When advised by the School Medical Officer of a DOH Assessment Phase, the headteacher will prepare a Press 
Statement to be approved by the Chairs of Governors for issue in response to Press and other Media enquiries. 
 
FINANCE CONSIDERATIONS 

 
The Business Manager will keep the School’s Insurers informed of advice received from the Local 
Authority and Government Agencies and the actions of the School. 
 
 
 

8 



 
The School will register a potential claim under Business Interruption Cover with the School’s Insurers at 
the assessment of the commencement of DOH Assessment Phase. 

 
On the decision to close the School and/or commencement of DOH Treatment Phase, the Headteacher, in 
consultation with the Business Manager will advise the Governing Body concerning the possible 
acceleration of the payment of salaries, if appropriate, before the onset of DOH Escalation Phase, when it 
may be assumed that the normal financial operating network will cease to operate effectively. 

 
 
 
 

KEY STAFF RESPONSIBILITIES  
 
The Charter Schools Educational Trust 

 
Claire Maugham and 
Rebecca Kaloo  
 
 
Chairs of the 
Governing Body  

 chair@charlesdickens.southwark.sch.uk 
 
 
 

o  Main point of contact for GB 
o  Approval of press releases 
o  Communication with other GB members 
o  Oversight and approval with Gb on key 

decisions 

 
 
 
 

Cassie Buchanan 
Headteacher 
 
Deputy 
Headteachers – 
Michael Eggleton 
and Jemima Rhys-
Evans will fulfil these 
duties in the absence 
of the Headtecher 
 
Assistant 
Headteachers- 
Daniel Huxley and 
David Windle will 
fulfil these duties in 
the absence of the 
headteacher and the 
deputy headteachers  
 
 
 

 cbuchanan@charlesdickens.southwar
k.sch.uk 
 

• Approval of press releases 
• Works with SLT to ensure adherence to policy and 

advises on any changes required should 
government policy change 

• Oversight and approval on key decisions 
• Liaises with local Health Protection Team and 

other government agencies should Headteachers 
be indisposed. 

• Works with  SLT and GB to monitor latest advice, 
guidance and risk and its potential impact on staff 
and students  

• Works with school SLT and HR and finance to 
ensure continuing provision of education 

• Works with SLT to ensure parents, carers, staff and 
pupils are suitably informed as the outbreak 
progresses 

• Works with SLT to respond to individual queries 
from parents/carers regarding potential cases and 
risks. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
9 



HR officer  - 
Sheila Thomas  

 sthomas@charlesdickens.southwark.sch
.uk 
 

o  works with school SLTs to ensure adherence to policy 
and advises on any changes required should 

government policy change with specific respect to 
staffing at each school 

o  Works with SLTs to respond to individual queries 
from staff regarding potential cases and risks. 

o  Works with SLTs to ensure staff resource is 
maintained 

         
         
         
         
         
         
         
         
       

Business Manager 
Sarah Ansah  

 sansah@charlesdickens.southwark.sc
h.uk 
 

 o  Ensures that finance systems remain operational if 
there is an outbreak including staff salaries, 
payments 
to suppliers and insurance arrangements in case of 
closure 

o  Works with Premises managers to ensure 
prevention 

and containment protocols are kept up to date and 
implemented in both Schools 

o  Reviews business continuity plan in the event of an 
outbreak at the Schools. 

 

JSPC – IT support  info@jspc.co.uk o  Ensures IT systems both in school and remote are 
–  James Stone           maintained and updated where required to ensure 

           access to school systems both on and off site 
HS officers  and First 
Aid Lead  
, 
Maria Faherty, 
Sheila Thomas and 
Linda Nash   

 mfaherty@charlesdickens.southwark.sc
h.uk 
Sthomas@charlesdickens.southwar.sch.
u 
lnash@charlesdickens.southwark.sch.uk 
 
 

Ensuring First Aid facilities are appropriately stocked and set 
up to handle suspected cases in school 
Ensuring First Aid staff are appropriately trained to handle 
suspected cases 
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