
 

 

 
 

SUSPECTED COVID-19 SYMPTOMS 
PROCEDURES 

 

Ratified by: SLT 

Date: 11 September 2020 

Next Review: As and when required 

 

 
 

Distribution: OneDrive 

Staff Room Notice Board 

Website 

Amendment 

Record 

Updated 1 Sept 2020 to reflect Government Guidance for the Full Opening of Schools 

dated 28 August 2020 

 Updated 9 September to reflect DfE Guidance.  What to do if a pupil is displaying 

symptoms of coronavirus (COVID-19). 

 Updated 11 September as above 

 



2 
Love Learning, Work Together, Achieve and Shine 

  



3 
Love Learning, Work Together, Achieve and Shine 

Suspected Covid symptoms procedure: 
 
All staff members to be aware of the current advice on symptoms, which are (NHS at time of writing): 

• high temperature 

• new, persistent cough 

• loss or change to your sense of smell or taste 
 
If anyone is school becomes unwell with either of the above symptoms they must go home and follow the guidance 
for households with possible or confirmed coronavirus (COVID-19) infection.  This sets out that they must: 
 
If a child in your class/group displays any one of these symptoms: 
 

• Instruct child to put face mask on themselves (simple instructions should already be shared with group and 
on display), ensure they stay at their table and other children are at least 2m away 

• Alert Headteacher/office 

• Headteacher to get one adult to go into the isolation room and push open the exterior door 

• Headteacher to take one walkie-talkie and go to the exterior door of their class/group room and escort them 
to the isolation room:   

- maintaining a distance of 2m  
- child carrying all their belongings 
- walking around the outside of the building, avoiding any groups outside 
- ensuring the child does not touch anything on the way 
- Headteacher to push the exterior door to, but not completely closed 
- Door/window to be open for ventilation 

• One adult to stay outside the isolation room observing the child 

• Office to arrange contact with parent to collect the child and take them home.  Parents must be advised that 
all household members will need to isolate and refer them to the guidance for households with possible or 
confirmed coronavirus (COVID-19) infection. 

• Office to contact cleaner 

• Parent to access the exterior door of the isolation room via the Reception playground (this will only take 
place with no children on the Reception playground, top playground, or field zones) to collect their child, 
arrange for the child to be tested and follow current government guidelines.  Parents should advise the 
school of the test results as soon as these are known. 

• Staff caring for a pupil while they are awaiting collection should maintain 2 metre distancing.  If not possible, 
when dealing with young children, they should wear suitable PPE. 

Situation PPE 

2m distance cannot be maintained A face mask should be worn 

Contact is necessary Gloves, an apron and a face mask should be worn 

Risk of fluids entering the eye (e.g. from coughing, 
spitting or vomiting) 

Eye protection should also be worn 

 
 
If the child with symptoms has a sibling also at school on that day, as soon as Headteacher has taken the child with 
symptoms to the isolation room she will go to the exterior door of the sibling’s group room and collect the sibling 
(who will carry their own belongings).  She will escort them around the outside of the building and to the front 
entrance hall.  
 
After the parent has collected their first child from the isolation room, they will go to the front door and collect their 
sibling. 
 
Adult in the patient’s group room to ensure no one touches the child’s table once they have left the room.  
 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
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Cleaners will be contacted and will attend as soon as possible to clean the child’s table/chair, sink/taps, 
door/handles in their group room, then the isolation room (wearing PPE throughout, all of which will then be 
disposed of). 
 
Cleaner will follow separate guidance in procedure for cleaning after a suspected Covid case 
 
What to do if a pupil tests positive for coronavirus (COVID-19) 
 

• Notify the local health protection team (HPT) immediately when you are informed of one or more confirmed 
cases, if informed of a possible or confirmed case by NHS Test & Trace, staff or a parent or carer of a pupil 
within the last 14 days. 

• If the result of a test is not known or if there is any indication of an increase in sickness absence HPT should 
be contacted for advice. 

 
Headteacher to contact Local Health Protection Team and inform them that we have sent a child home with 
suspected Covid symptoms and follow advice given. 
 
The health protection team will carry out a rapid risk assessment and identify appropriate next steps.  Following 

their advice those who have been in close contact with the symptomatic person will be able to be identified. Contact 

tracers will inform contacts that they need to self-isolate for 14 days in line with guidance for households with 

possible or confirmed coronavirus (COVID-19) infection.  

A template letter will be provided to schools, on the advice of the health protection team, to send to parents and 

staff if needed. Schools must not share the names or details of people with coronavirus (COVID-19) unless essential 

to protect others. 

In the majority of cases, schools and parents will be in agreement that a child with symptoms should not attend 

school, given the potential risk to others. In the event that a parent or guardian insists on a child attending school, 

schools can take the decision to refuse the child if in their reasonable judgement it is necessary to protect their 

pupils and staff from possible infection with coronavirus (COVID-19). Any such decision would need to be carefully 

considered in light of all the circumstances and the current public health advice. 


