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Introduction and document updates 
The health, safety and well-being of all colleagues is of utmost importance to NCC.  

We are keeping up to date with latest information from Public Health England and will 
continue to put strategies in place to ensure that the risk is effectively managed on 
their advice.  
 
To help you to work safely, NCC guidance summarises and simplifies the PHE 
guidance. Please be aware, in some cases, NCC guidance reflects a higher standard 
than is recommended by PHE. 
 
This guidance applies to all employees who work in a school setting and should be 
used in conjunction with the COVID-19 Compliance Code for educational settings as 
well as where relevant the guidance for home visits and/or special schools, all of which 
are available on  InfoSpace and  Norfolk Schools.  
 
This guidance is updated regularly, please ensure you are referring to the latest 
available versions. 
 

Date of change Section, Page and Change 
 

23 August 2021 New document 

 
Key messages 

• Follow the safe working arrangements that have been put in place to protect the 
safety of you, your colleagues, pupils and your family. 

• Do not come to work if you have: symptoms of COVID-19 (no matter how mild), a 
positive LFD test or are required to isolate in line with national guidelines.  

• Go home quickly if you develop symptoms of COVID-19 while you are at work, no 
matter how mild and notify your manager. 

• Carry out PCR testing if you have COVID-19 symptoms, are a close contact of a 
positive case or have tested positive using a LFD test and inform your manager of 
the results. 

• Participate in regular asymptomatic testing (LFD) as required by your setting. 

• Participate in the vaccination programme where you are eligible to do so  

• Set a good personal example both in and out of work to reduce the risk of virus 

transmission. 

• Request an individual assessment from your manager if you are in any of the 
individual risk categories identified in this guidance or you feel it appropriate for any 
other reason 

 
 
 
 
 
 

https://www.infospace.org.uk/hr/health-safety-and-wellbeing/covid-19-coronavirus-health-and-safety-guidance/
https://www.schools.norfolk.gov.uk/coronavirus/health-safety-and-wellbeing
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Summary of key infection control measures 

 

 
As outlined in the diagram above, there are 6 key areas of control to consider: 
 
Regular Testing (and isolation) 
Asymptomatic testing will help to identify anyone who does not have symptoms but 
does have the virus so they can take the appropriate action and isolate to prevent 
passing the virus onto others. Staff and pupils with a positive lateral flow device (LFD) 
test will need to get a PCR Test (and self-isolate in line with stay at home guidance) 

 
Anyone who has symptoms of COVID-19 should obtain a PCR test and follow the stay 
at home guidance.  
 
Testing is available to all staff and students over the age of 11. Further information is 
available on the Norfolk Schools Site 
 
It is important to note that testing is a complimentary tool and not a substitute for 
adequate infection prevention and control measures that are outlined in this compliance 
code. 
 
Maximising Fresh Air 
Adequate ventilation reduces how much virus is in the air by helping to reduce the risk 
from aerosol transmission (when someone breathes in small particles (aerosols) that 
can be in the air after a person with the virus has been in the same area). Therefore, 
everyone should: 
 

• work outdoors or in well ventilated areas as much as possible 

• Making sure indoor spaces have a direct supply of fresh air 
 

Universal hygiene measures  
These measures both increase personal protection and also protect others: 

 

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.schools.norfolk.gov.uk/coronavirus/health-safety-and-wellbeing
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• Thoroughly wash hands with soap and water often following the NHS guidance. 
Use alcohol-based hand sanitiser if soap and water isn’t available. In particular 
you should clean your hands when entering a building, after using the toilet, before 
eating and drinking, after coughing or sneezing, after using shared items or equip-
ment, after moving around a premises if you have touched surfaces such as hand-
rails, door panels etc and before you leave for the day. 

• Keeping your hands below shoulder height as much as possible. This will help to 
avoid touching your eyes, nose or mouth, this is particularly important while you 
have gloves on and if you haven’t washed your hands recently. 

• Catch it, Bin it, Kill it - Covering the mouth and nose with a tissue or sleeve when 

sneezing and put used tissues in the bin straight away (or put them in your pocket 
until you can dispose of them). Always wash your hands afterwards 

• Minimise touching hand contact surfaces with your hands as far as is reasonable 
and safe to do so.  

 
Cleaning the space and things around you 
Enhanced cleaning and disinfection arrangements should continue. Where possible, 
staff and pupils (where age appropriate) should support these measures by disinfecting 
touch points (such as those in the classroom) and shared equipment etc. even if 
cleaning doesn’t normally form part of their role  
 
Respectful Space 
Whilst school bubbles and social distancing (keeping 2m from others) is no longer a 
requirement, any measure that minimises the number, proximity and duration of in 
person contacts reduces the risk of transmission. In addition, it is important to consider 
that increased mixing will lead to increased cases and therefore staff absence due to 
isolation requirements. Therefore, settings should consider where they may be able to 
provide people with the opportunity to keep space between them and others. Members 
of staff can support this by following the approach laid out by the setting, in when 
working with other members of staff, in staff rooms and office spaces. 

 
Personal protective equipment (PPE) 
The majority of staff in education settings will not need additional PPE beyond what 
would normally be worn. Please refer to the detailed guidance on Personal Protective 
Equipment for further details on what is required when and how to put on and remove 
PPE safely. 

 
Individual Risk Assessments 

Some colleagues will need individual risk assessments to be in place as a result of 

particular personal factors that may increase their risk of contracting COVID-19 or the 

potential health outcomes if they do.  

 

Research of the pandemic has indicated that people with a health condition that makes 

them extremely clinically vulnerable or clinically vulnerable, who are pregnant or who 

are from a Black, Asian or Minority Ethnic background may be at increased risk.  

https://www.youtube.com/watch?v=aGJNspLRdrc
https://www.youtube.com/watch?v=JtbMgDz3GdM
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Some factors appear to be more significant than others as risk indicators and therefore 

it is important for each risk assessment to be tailored to individual circumstances. 

Particular risk factors are: 

 

1. Age.  Risks of severe COVID-19 consequences increase with age. Anyone over 60 

may be at increased risk 

2. Underlying health conditions. Emerging evidence suggests that particular 

conditions: hypertension, cardiovascular disease, diabetes and chronic kidney disease 

are especially important risk factors.  

3.Obesity. A BMI of 30 or greater has been identified as an independent risk factor for 

COVID-19 hospitalisation. The risk increases for some groups, (people of Asian family 

origin and older people) with a BMI of 27.5 or greater. 

4. Ethnicity. People from some ethnic backgrounds may be at increased risk, 

particularly where the person may also have other risk factors such as underlying 

health conditions. Where this is the case, they are presenting with adverse outcomes 

at a younger age than their counterparts.  

5. Pregnancy. Particularly relating to women over 28 weeks pregnant. For pregnant 

women with underlying health conditions at any stage of pregnancy a more 

precautionary approach is required, and ethnicity should be included in the 

consideration.  

 

Manager’s may not know if a member of their team falls into an at-risk group. 

Therefore, managers should proactively ask team members to inform them if they 

consider themselves to be at increased risk or if they have any concerns they might 

be, and staff are encouraged to approach their manager about any concerns they may 

have. 

 

Manager’s must undertake an individual risk assessment with anyone identifying 

themselves as such using the template form to record the conversation and agreed 

controls. 

 

The conversations should not be considered to be a single, point in time discussion 
but ongoing. The evidence regarding risk factors is constantly evolving but managers 
also need to make sure that colleagues mental stress is not increasing over time and 
changes may be needed as a result of changes to their physical health. Whilst the risk 
assessment will focus on the factors affecting physical safety, managers should also 
consider psychological safety.   
 
For staff who have been shielding or have previously worked from home and no longer 
can it is understandable that returning to work may create anxiety and concern. In 
addition, after spending a long time away from the wider community, they may need a 
period of readjustment before returning to full duties. As part of the risk assessment 
managers should be mindful of this and consider the supportive measures that may be 
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needed to help colleagues reintegrate into their working life, particularly where they 
cannot work from home. 
 
All conversations must be undertaken in a sensitive and considerate way. For some 
employees the conversation may be very difficult, and they may not have widely 
discussed the issues raised previously if at all. Managers must ensure there is enough 
time to have the conversation at a pace and in a way that works for the employee. 
 
Managers can access further advice and support on undertaking an assessment 
through contacting: 
 
• HRenquiry@educatorsolutions.org.uk (where the school uses NCC occupational 

health services) or 

• Their occupational health provider 

 
Clinically Extremely Vulnerable and Shielding Advice 
People who are in this category are identified by the NHS as being clinically extremely 

vulnerable and through the COVID-19 Population Risk Assessment as they are at a 

higher risk of becoming seriously ill if they were to catch COVID-19. The requirement 

to shield no longer applies, however, it remains important to ensure that: 

• Stringent control measures are in place and followed by all colleagues 

• An individual assessment is carried out. 

 

Please check the most up to date list for details of conditions which are classed as 
extremely clinically vulnerable as these are regularly updated. 
 
If you believe that there are clinical reasons why you should be considered Clinically 
Extremely Vulnerable, you should discuss your concerns with your GP or hospital 
clinician.  
 
Specific risk groups  

Pregnancy 
Separate guidance on considerations for pregnant employees are provided in the new 
and expectant mothers compliance code P640, and COVID-19 Guidance for new and 
expectant mothers (supplement). However, manager’s must also ensure they consider 
any other increased risk factors as detailed in this section as part of that assessment. 
Please note: women who are pregnant with significant heart disease, congenital or 
acquired are included on the extremely clinically vulnerable list. 
 
Ethnicity 
Research shows that ethnically diverse communities are disproportionately affected by 
COVID-19. The reasons for this are not yet fully understood but are considered to be 
multifaceted and a recent review commissioned by Public Health England concluded 
that the COVID-19 pandemic has exposed and exacerbated longstanding health 
inequalities affecting ethnically diverse communities in the UK.  

mailto:HRenquiry@educatorsolutions.org.uk
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19#cev
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Data analysis shows that the risk for black males is more than three times higher than 
white males and nearly two and a half times higher for black females than white. 
Adjusting for socio-economic factors and geographical location partly explains the 
increased risk, but there remains twice the risk for black males and around one and a 
half times for black females. Significant differences also remain for Bangladeshi, 
Pakistani and Indian men. 
 
All colleagues who may be at an elevated risk because of their ethnicity, such as Black 
and Asian colleagues, colleagues who identify as from a mixed or multiple ethnic 
background or Gypsy, Roma or Traveller background  should be offered an individual 
risk assessment to record the conversation or that a conversation has been offered 
and declined. If colleagues do not wish to have an assessment regarding their 
ethnicity but they have other increased risk factors as outlined in this guidance an 
individual assessment should still be conducted using the individual risk assessment 
for those other increased risk factors. Managers should have sensitive and 
comprehensive conversations with such colleagues to undertake their individual 
assessment, recognising the long-standing context of the poorer experience some 
colleagues may have associated with their ethnicity.  
 
It is also important in those conversations to identify any existing underlying health 
conditions or other factors that may increase the risks for them in undertaking their 
roles.  
 
Adjustments that may be considered appropriate for employees who are at an 
increased risk  
The manager should have a comprehensive discussion with the individual member of 

staff about: 

 

• The general arrangements that have been put in place to manage the risk 

• How arrangements will be monitored to ensure that they are being implemented 

• The concerns that the employee has. 

 

As a result of the conversation a number of measures may be considered appropriate 

to manage the risks and/or anxieties. Examples include: 

 

• Alteration of duties to enable working from home where this is possible 

• Carrying out a role that requires less face to face contact, for example, developing 
support plans and learning materials in an area that is separate from other staff 
members. 

• Identifying where pupils cannot follow infection control measures, for example,  
pupils who are less able to follow hand and respiratory hygiene measures fully and 
allocating the member of staff to a group who are able to follow these requirements 
instead 
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• Scheduling work activities so that the member of staff does not support a 
symptomatic pupil who is waiting to be collected or work in self-isolating 
households. 

• Identify any specific activities and times where close contact may be more 
predictable, in order to allocate the member of staff to duties which are not 
supervisory e.g. first aid, working with younger children. 

• Avoiding public transport/rush hour through adjustments to work hours 

• Avoid meeting with parents/carers or anyone in the school setting who is not part of 
their cohorted colleague group (if you work with a cohorted group) or only meet 
outdoors or in large, well ventilated spaces where you can distance yourself from 
others. 

   
All conversations and reviews relating to staff health including the agreed controls 
should be recorded. A template Individual risk assessment form is available for this 
purpose. 
 
Staff who are not in any of the increased risk groups can carry out their work by 
following the infection control measures that are detailed in the relevant guidance and 
risk assessment, including: 
 
• COVID-19 Compliance code for educational settings  

• COVID-19 Guidance for complex needs residential educational settings 

• COVID-19 Guidance for education staff who carry out home visits  

• COVID-19 PPE guidance - specified activities in education G646f and instruction 
video 

 
Reasonable adjustments 
It is possible that the current situation of the COVID-19 pandemic could bring 
additional or new further challenges for colleagues with disabilities and therefore 
current reasonable adjustments may need amending or altering. In addition, there may 
be some colleagues who haven’t previously needed any specific adjustments, but the 
current situation means they now do. For example; some conditions may result in a 
weakened immune system, leaving the person more vulnerable to getting an infection, 
some people may have difficulties with using personal protective equipment (PPE) or 
interacting with people who do where it is required, and those with a mental health 
condition may feel increased levels of anxiety and stress. This should be assessed 
and explored as part of any individual risk assessment process.   
 

Other 

If employees live in a household with someone who is in an increased risk group and 
are concerned that work will increase the risk to themselves and thereby to their 
household, they should discuss their concerns with their manager. In addition to all 
employees stringently following infection control measures, colleagues may need 
support to feel less anxious and, in some cases, additional controls may be considered 
appropriate.  
 

https://www.youtube.com/watch?v=0d2YUC-d5Po&feature=youtu.be
https://www.youtube.com/watch?v=0d2YUC-d5Po&feature=youtu.be
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If a colleague has any other concerns that are not included in the above managers 
should discuss these and consider if any adjustments or supportive measures would 
be appropriate. 

 

Circumstances where PPE is needed 

Please refer to the detailed guidance on Personal Protective Equipment for further 
details on what is required when and how to put on and remove PPE safely. The 
majority of staff in education settings will not need additional PPE beyond what would 
normally be worn.  Face masks are not recommended under any other circumstances. 
 
In the event that you come into contact with a symptomatic person inadvertently at 
work, please notify your manager and monitor your health for signs of infection (a new 
persistent cough, a high temperature or a change to your sense of taste/smell). While 
you are symptom free, you can continue to work as normal unless you have 
formally been identified as a close contact. 

 
Face coverings 

A face covering is not Personal Protective Equipment (PPE) and not intended to 
protect the wearer. They are not therefore intended to replace other control measures 
that are required such as good ventilation, disinfection or personal hygiene (regular 
hand washing for 20 seconds and following catch it, bin it, kill it advice). 
 
The use of face coverings are now advised and recommended in more crowded 
spaces and enclosed spaces where you come into contact with people you don’t 
normally meet for example, while using public transport. They are not advised for use 
in the education environment, however, you may be asked to wear one in staff spaces. 
You can also choose to wear a face covering in other circumstances such as when 
you are shopping.  
 
Advice on how to wear a face covering can be found here. 
 
COVID-19 Vaccine 

Having the vaccine does not guarantee you won’t get the virus, it does however for the 
vast majority of the population, increase your likelihood of only having mild effects from 
it. You may still get the virus and there is also a risk that you may pass it on to others. 
Therefore, anyone who is fully vaccinated must continue to follow the control 
measures that have been put in place at your setting (and national guidance which 
outlines the general requirements that you must follow such as isolating if you have 
symptoms). 
 
There is emerging evidence that suggests that some immunocompromised and 
immunosuppressed individuals may not respond as well to the COVID-19 vaccines as 
others. Studies have shown that people who are immunosuppressed are significantly 
better protected from symptomatic infection following the second dose of a COVID-19 
vaccine. It is really important that you have both your first and second dose. 
 

https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own/face-coverings-when-to-wear-one-and-how-to-make-your-own
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The people you live with should continue to follow the public health rules and guidance 
as long as they are in place, including if you and they have received the vaccine. 
 

Supporting your general health and well-being 

The COVID-19 pandemic has brought about significant and ongoing changes to 

people’s personal and working lives. In addition to management support, speak to your 

manager about what support is already available to you such as: 

 
Employee Assistance Programmes for example Norfolk Support Line. If you don’t 

currently purchase NSL and would like to please email well-being@norfolk.gov.uk 

• The musculoskeletal rehabilitation service, for support and guidance relating to 
your musculoskeletal health. Click on  my IPRS Health if you have access to this 
service. 

• NCC’s Well-Being Services that are being provided. 
 

Educational Support Helpline 
The Education Support Helpline is available for all teachers and staff in education 
(primary, secondary, further or higher education). Schools staff should use this support 
line if they do not already have access an Employee Assistance Programme  
 

Critical Incident Support 

The Critical incident support service provides support to schools, academies 
subscribing independence schools and Early Years settings in a Critical Incident. 
 
A Critical Incident is defined as “an event or events, usually sudden, which involve the 
experience of significant personal distress to a level which potentially overwhelms 
normal responses, procedures and coping strategies, and which is likely to have 
emotional and organisational consequences.” 

 
NHS Live-well information 
• The NHS Live Well provides advice, tips and tools to help you to make the best 

choices about your health and well-being 

• The NHS - Mental wellbeing audio guides (covering low mood, sadness and 

depression; anxiety control training; overcoming sleep problems; low confidence 
and assertiveness; unhelpful thinking) and NHS - Breathing exercise for stress 

• The Every Mind Matters site provides advice on tips for looking after your mental 
health 

• Mental Health at Work provide links to providers of various resources such as 

Mind and Twinkl 

• Anna Freud the National Centre for Children and Families provide Schools in Mind 

resources  

• Future Learn have made a psychological first aid course freely available on line 

 

COVID-19 Actions to take on development of symptoms, test and trace 

If you develop symptoms (no matter how mild) 

http://www.norfolksupportline.co.uk/
mailto:well-being@norfolk.gov.uk
https://www.myiprshealth.com/
https://www.educationsupport.org.uk/helping-you/telephone-support-counselling
https://www.schools.norfolk.gov.uk/school-management/emergencies/critical-incidents
https://www.nhs.uk/live-well/
https://www.nhs.uk/conditions/stress-anxiety-depression/moodzone-mental-wellbeing-audio-guides/
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nhs.uk%2Fconditions%2Fstress-anxiety-depression%2Fways-relieve-stress%2F&data=01|01||aa1d2c61026e4b768f9c08d7c9d01381|9fe658cdb3cd405685193222ffa96be8|1&sdata=ZCRWrN%2BWFi%2B%2FBGpjPrcJgOJSQqEEDSjqe968F4vPxio%3D&reserved=0
https://www.nhs.uk/oneyou/every-mind-matters/
https://www.mentalhealthatwork.org.uk/resource/teacher-wellbeing-during-coronavirus/?read=more
https://www.annafreud.org/schools-and-colleges/
https://www.futurelearn.com/courses/psychological-first-aid-covid-19/1
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• Leave work and go home (please note: the only exception to this is where there is 
a significant risk to a vulnerable person in your care and you need to wait at a safe 
distance until another member of staff arrives) 

• Notify your manager as soon as possible. 

• Notify other members of your household so that they can isolate in line with 
national guidance.  

• Follow the arrangements to organise for testing detailed in this section. 
 
When you first develop symptoms and order a test, you will be encouraged to alert the 
people that you have had close contact with in the 48 hours before symptom onset.  
 
Alerting others  
You should notify your manager that you have symptoms and have booked a test so 
that managers can identify any work-related close contacts and advise them to: 
 

• avoid individuals who are at high-risk of contracting COVID-19, such as someone 
who has an individual assessment as outlined above  

• take extra care in practising good hygiene and in watching out for symptoms. 
  

This will enable them to be better prepared if the person who has symptoms has a 
positive test result and if they (the contact) receive a notification from the NHS test and 
trace service explaining they need to self-isolate. 
 
Manager actions are detailed in Case Management Guidance  
 
Testing 

PCR Testing (when you have symptoms or have been notified that you are a 
close contact of a positive case) 
Being tested means it can be established whether you have the virus, and it will help 
you to return to work if the tests are negative. This testing is particularly helpful if you 
have just developed a COVID-19 symptom, such as a new persistent cough, high 
temperature or a loss or change in your sense of smell.  
 
You can ask for a test through the NHS website 
 

Please note: by attending a test you must agree that the test provider shares results 
with your employer in order to follow the appropriate course of action. However, we 
would also ask you to share your test results with your manager as soon as you have 
them. 
 
You can also follow this link to provide staff with a short video about the drive through 
testing process:  COVID-19 Getting Tested 
 

If your setting has registered with the local NHS trust for prioritised key worker testing 
(known as pillar 1 testing) you may also be able to access testing via this route. 

https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/ask-for-a-test-to-check-if-you-have-coronavirus/
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested


                                                     

  

COVID-19 Your health and your safety when working in educational settings 
G646c  

 

      Last reviewed on: 23 August 2021 
Approved By: Head of Health, Safety and Well-Being 

  Page 12 of 15 
 
 

Further information on how to register and access this testing is available on Norfolk 
Schools and Infospace sites.  
 

Please note the pillar 1 testing capacity is prioritised as follows: 
 

1. education workers working in Special Educational Needs settings (main group 
for pillar 1 testing) 

2. Education and childcare workers working in other educational settings (eligible 
if capacity is available) 

 
Asymptomatic Testing 
Lateral Flow Device (LFD) testing protocols are in place in Educational Settings for 
people who are asymptomatic. Asymptomatic testing does not: 

• replace the current testing policy for those with symptoms. Anyone with symptoms 

(even if they recently had a negative test result), should still self-isolate 

immediately following government guidelines. Those with symptoms are also 

expected to order a test online or visit a test site to take a lab-based polymerase 

chain reaction (PCR) test to check if they have the virus. 

• Change the need to rigorously follow the control measures that schools have 

already put in place. 

 

Testing is voluntary but you are encouraged to participate to help trace the virus and 

help stem transmission. 

 

Individuals with a positive test result will need to self isolate and undertake a 

confirmatory PCR test within 48 hours in line with national guidance. A negative PCR 

result means that you can continue to attend work unless you are required to isolate 

for other identified reasons or develop symptoms. 

 

Norfolk is currently piloting LAMP testing in some complex needs schools. LAMP 
testing is an alternative to twice weekly LFD which uses saliva rather than nasal or 
nose and throat swabbing. In this way it is far less intrusive and therefore is ideal for 
people who cannot perform a swab test. The sample is sent to a laboratory for 
analysis. The accuracy and reliability of LAMP tests also means they only need to be 
undertaken once a week and if the result is positive a confirmatory PCR is not 
required. Following collection at home the sample will need to be returned to setting 
where it will be collected for analysis. Samples must be analysed within 24 hours of 
production. If you are involved in the pilot or further roll out of LAMP testing you will 
receive full details on the process to follow. 
 

 

 

 

 

 



                                                     

  

COVID-19 Your health and your safety when working in educational settings 
G646c  

 

      Last reviewed on: 23 August 2021 
Approved By: Head of Health, Safety and Well-Being 

  Page 13 of 15 
 
 

Tracing  
If you have a positive test you will be contacted by NHS Test and Trace and asked 
about people you have been in contact with for the 2 days before you have symptoms 
(or your test date if asymptomatic) and the days afterwards. 
 
Close contact is most easily defined as anyone you have been face to face within one 

metre for any amount of time, within a metre of (but not necessarily face to face for 1 

minute or more), or anyone you have been within two metres of for 15 minutes or more 

(the 15 minutes may be accumulated time throughout the day and does not have to 

occur within a single exposure), or anyone you have travelled in a vehicle with. Test 

and Trace will then seek to notify those people that they may have been exposed and 

advise them on the action to take. 

 
Using the NHS COVID-19 app as a worker 
The app should be left on as much as possible to notify you if you have been exposed 
to the virus. If contact tracing is turned off then the app will not work as intended and 
you will not be notified if another app user, who you have been in close contact with, 
later tests positive for COVID-19. 

There are some specific workplace scenarios when you are advised to pause the 
contact tracing feature. These are: 

• when you are working behind a fixed Perspex (or equivalent) screen and are fully 
protected from other people 

• if you store your phone in a locker or communal area, for example a staff room 
while working 

• if you are a worker in health and social care and are wearing medical 
grade PPE such as a surgical mask 

Contact tracing can be paused within the app by selecting ‘manage contact tracing’ on 
the home screen. It’s important you turn the contact tracing toggle back on as soon as 
you are not in one of the above scenarios, for example, when you retrieve your phone 
from your locker. To help you, you will be given the option to pause the feature for 
different time periods – after which you will receive a reminder to turn the contact 
tracing feature back on. 

Return to work 

If staff are symptomatic when tested  

Symptomatic staff who test negative can return to work when they are medically fit to 
do so (e.g. they have been unwell as a result of another illness), so long as no-one 
else in their household has symptoms and following discussion with their line 
manager.  
 
Symptomatic staff who test positive or who have an inconclusive test result, and 
symptomatic staff who have not had a test, can return to work: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/885823/Flowchart_for_return_to_work_symptomatic.pdf
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• no earlier than 10 days from symptom onset, provided their symptoms have 

improved and they have not had a temperature without medication such as 
paracetamol for 48 hours and are fit to return 

• if a cough or a loss of or a change in normal sense of smell or taste is the only 
persistent symptom after 10 days and they have not had a temperature for 48 hours 
without medication and are fit to return (please note: these symptoms are known to 
persist for several weeks in some cases) 

 
Where a member of staff tests positive for COVID-19, if they become unwell again 
they should follow the isolation rules, this is because it is currently not known how 
effective any immunity is or how long it might last.  
 

If staff have been notified that they are a contact of a confirmed case  

Staff who have been identified as a contact of a confirmed case of COVID-19, must 
take the appropriate action as outlined below. 
 

• Notify your manager that you are a close contact and the circumstances of that 
contact if you know it.  

• If you have chosen not to be vaccinated, or have not completed your full 
vaccination at least 14 days prior to contact with a positive case follow the stay at 
home guidance 

• If you are exempt from vaccination for medical reasons or you have been fully 
vaccinated at least 14 days prior to contact with a positive case you do not need to 
isolate, however you should get a PCR test and continue to be cautious over the 
following 10 days. Guidance is available here. If you test positive from your PCR 
test you must follow isolation requirements.  

• As there remains a risk that you can still be infected with COVID-19 and pass it on 
to others, managers must therefore undertake a risk assessment to determine how 
and where you can work for the period that would have been your isolation period 
(10 days from the date of your exposure). The risk assessment should consider 
where possible: 

 
o Organising for you to work from home until you receive a negative test 

result. 
o If you do not get a PCR test, adapting your work to minimise the risk to 

others, preferably working from home for the duration of what would have 
been your isolation period.  

o Following a negative test consideration should be given to reducing the 
residual risk by enabling home working for the duration of what would have 
been the isolation period, if this is not possible altering working 
arrangements to reduce the number of people you come into contact with, 
ensuring you do not work directly with Clinically Extremely Vulnerable 
people and stringently applying all infection control requirements. 

 

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
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person#exempt
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However, the risks relating to potential virus transmission also needs to be balanced 

with the need to continue delivering education and learning and therefore the 

measures that can be taken will depend on the settings circumstances and the 

individual staff members role. 

Other points to note: 

• You should continue with twice weekly LFD tests and it is recommended that you 
increase this to daily testing for 10 days. 

• If your LFD test is positive at any point, take a confirmatory PCR test within 2 days. 
You must isolate until you have the results of your PCR. If it is positive you must 
follow isolation requirements, if negative continue with LFD testing. If you do not 
take a confirmatory PCR or cannot take one within 2 days you must follow isolation 
rules. 

• If you develop symptoms at any time you must isolate and get a PCR test. You 
must stay in isolation until you have the result. If your test is negative but you feel 
unwell follow the NHS guidance here. 

 
Further information 

• Assessments have been carried out to support the needs of pupils with an 
Education Health and Care Plan which includes pupils who are classed as an 
extremely vulnerable person and for those who are at an increased risk. 

• The COVID-19 Compliance Code for educational settings provides information 
where increased supportive measures require further assessment in order to 
protect both staff and pupils. 

• We want to make sure that you are kept well informed about coronavirus, and how 
it's affecting the way we work. InfoSpace and  Norfolk Schools is regularly updated 
with the key information you need to know. 

• Ensure that you only access information from reputable sources such as the NHS 
or Central Government. 

• Please talk to your manager if you have any concerns and we will keep you 
updated with information if anything changes. 

 

https://www.nhs.uk/conditions/coronavirus-covid-19/testing/test-results/negative-test-result/
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.infospace.org.uk/hr/health-safety-and-wellbeing/covid-19-coronavirus-health-and-safety-guidance/
https://www.schools.norfolk.gov.uk/coronavirus/health-safety-and-wellbeing

