Royds School Coronavirus Response Procedure
1. Introduction
Coronavirus, specifically COVID-19, is an infectious disease which has spread from the Wuhan area
of China during January 2020. Cases have spread across the world.
The incubation period is between 2 and 14 days. The following symptoms may then develop in some
people:
▪
▪
▪

Cough
Fever
Shortness of breath.

The symptoms will generally be manageable with self-isolation for most people however the disease
can cause more severe symptoms for those with weakened immune systems, older people and
those with chronic long-term conditions.

2. Prevention
COVID-19 is most likely to be spread through close contact with an infected person and the risk
increases the longer someone has close contact. There are two main ways that it is believed to be
spread:
▪
▪

Someone breathes in airborne droplets from the nose or mouth of an infected person who
has coughed or sneezed.
Someone touches a surface or object that has been contaminated by an infected person
touching it after having touched their mouth, nose or eyes.

The best way to prevent the spread of COVID-19 is through good hygiene. The school will therefore
be implementing the following control measures and would ask for support form all parties in this
effort:
▪

▪
▪
▪

Educating students about the disease, the importance of good hygiene and handwashing
procedures. The school will also ensure that students are given a realistic perception of the
risk and are able to respond in a mature and informed manner.
Promoting handwashing with soap or using alcohol gels when handwashing is not possible.
See Section 2.1: Handwashing.
Classrooms have been supplied with tissues so that students should cover coughs and
sneezes with a tissue and then throwing it in the bin i.e. catch it, bin it, kill it.
Staff and students who feel unwell with potential COVID-19 symptoms should not attend
school. See Section 2.2 and 2.3 for staff and student absence procedures.

▪
▪
▪
▪
▪

When a student is suspected of developing symptoms during the school day, it is expected
that families will make arrangements to collect them as soon as possible.
Encouraging all persons to avoid touching their eyes, noses and mouth with unwashed
hands.
Encouraging people wherever possible to avoid contact with anyone who has symptoms of
COVID-19.
Adjusting cleaning duties to prioritise areas that pose a higher infection transfer risk.
Requesting families and staff to follow all government guidance with regards to self-isolation
following overseas travel.

There is no current requirement for school to close or for anyone to wear additional PPE e.g.
facemasks etc.

2.1 Handwashing
One of the primary means of combatting the spread of COVID-19 is through good hygiene
procedures. The school will therefore be asking students to wash their hands more frequently.
Students are asked to follow the handwashing guidance set out by the government. Hands are to be
washed:
▪
▪
▪
▪
▪
▪
▪

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.

There is a higher risk of transmission on public transport therefore this is especially important for
students travelling on buses.
Royds will make every effort to maintain supplies of handwashing and cleaning materials however
this is subject to national supply and availability. It is recommended, where possible, that staff and
students carry reserve alcohol gel with them.

2.2 Student Absence Procedures
Any student who is absent either due to symptoms of COVID-19 or public health advice to selfisolate should telephone the Attendance Team immediately and state that they are absent for this
reason.
The Attendance Team will log the absence using a separate code so that it is clear that the absence is
for this reason. Professional judgement will then be used with regards to the absence being taken
into consideration for monitoring purposes.
The Attendance Team will need to know the following information:
▪
▪
▪
▪
▪

When the symptoms developed.
When the student last attended school.
When the student last had any close contact with someone from school.
What medical advice has been sought and given.
What the duration is of the likely absence.

When a student is absent for this reason, it is not necessary to notify the Attendance Team daily. It is
expected that school will be notified prior to a student returning.
Absences due to students or families pre-emptively self-isolating will be unauthorised and normal
absence management procedures will be followed.

2.3 Staff Absence Procedure
Any member of staff who is absent either due to symptoms of COVID-19, caring for a dependent
with symptoms or on public health advice to self-isolate should telephone the staff absence line
immediately and state that they are absent for this reason.
The absence will be logged so that it is clear that the absence is for this reason. Professional
judgement will then be used with regards to the absence being taken into consideration for
monitoring purposes.
The school will need to know the following information:
▪
▪
▪
▪
▪
▪

When the symptoms developed.
When the member of staff last attended school.
Whether they undertook anything outside their timetabled / normal duties in the preceding
two weeks.
When was the last close contact with someone from school.
What medical advice has been sought and given.
What the duration is of the likely absence.

When a member of staff is absent for this reason, it is not necessary to ring the absence line daily. It
is expected that school will be notified prior to returning.
It is expected that wherever possible, dependency leave will be shared and minimised.

3. Action on Actual or Suspected COVID-19 Cases
3.1 Unconfirmed Case Management
When a person believes they have been exposed to COVID-19, develops symptoms especially if they
have returned from certain government identified countries, they must contact NHS 111
immediately. While a case is still unconfirmed, school will remain open and no additional controls
are required.
If this happens at school, they will be asked to wait for a parent or carer to collect them in a
containment area. This will be behind a shut door and more than two meters away from other
people with separate toilet facilities. They will be asked to avoid touching things and to carry out all
hygiene procedures outlined above. All rubbish generated will be disposed of as outlined by the
government and the room will be cleaned.

3.2 Confirmed Case Management
When a case has been confirmed, current government advice indicates that school will be contacted
by the local Public Health Protection Team (PHPT) however it is requested that school is notified by
either the member of staff, their family or the student’s family as soon as possible.

The following will then happen:
▪

▪
▪
▪

School will analyse the student or staff member’s timetable and attempt to establish who
the student has been in contact with. For staff, this will be led by they Head’s PA and for
students it will be the Learning Manager / Pastoral Leader. Both will report this to the
Business Manager.
The Business Manager will liaise with the PHPT and work with the Headteacher to carry out
a risk assessment as to what further controls are needed.
The PHPT will also contact the patient directly to advise on isolation and informing other
contacts. School will not make contact with people who may have been exposed.
School will arrange for any areas to be cleaned in line with PHPT advice.

It is unlikely that school will be required to close due to the number of student cases however advice
will be taken from the PHPT. Closure may be required if a significant number of staff are unable to
attend work and safe staffing ratios cannot be achieved.

3.3 Close Contact
Close contact is defined by the government as:
▪
▪
▪
▪
▪

any student or staff member in close face-to-face or touching contact including those
undertaking small group work; within two 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 student or staff member living in the same household as a confirmed case.

A contact is not considered to be a case if they are well. They are not likely to have spread the
infection to others. The government will however expect contacts to:
▪
▪
▪

self-isolate at home for 14 days wince they last had contact with the confirmed case.
work with the PHPT.
telephone 111 for assessment if they develop symptoms and be tested for COVID-19.

People who are not contacts do not need to do anything else and are able to attend school as
normal. This applies to staff and students who have been in the same class as a confirmed case –
they are not contacts unless they meet the criteria above.

4. School Management Issues
4.1 Cleaning
Royds School cleaning is subcontracted to Leeds City Council. All British Institute of Cleaning (BICS)
industry standards are followed and Leeds City Council provide relief cleaners should there be an
increase in absence.
Cleaners have been asked to adjust duties to prioritise cleaning areas with higher risk of infection
transmission over regular duties. Areas which could be contaminated with bodily fluids or highcontact areas are classified as higher risk areas.
Deep cleans will be arranged should the need arise.

Rubbish will be disposed of in the routine manner with the exception of bins in the containment
area. Rubbish from here will be disposed of as outlined in government guidance.
School is purchasing cleaning and hygiene materials however this is subject to national availability.

4.2 School Closure
Royds does not intend to close unless required to do so by either wider government policy, Leeds
City Council or PHPT advice. School will remain open and it is expected that staff and students attend
as normal unless advised to do so by an appropriate person e.g. medical expert. Daily updates will;
be issued.

4.3 Communication
School will not inform the wider community of suspected or confirmed cases as this is the role of the
PHPT if there is a risk to a person. It is requested that people refrain from social media speculation
and discussion as this is frequently counter-productive and can increase fear and anxiety
unnecessarily.
Students and staff should attend school as normal. If there is any need for a school closure, people
will be informed as soon as possible by text message and it will be placed on the school website and
social media feeds. Please ensure contact details are correct and up to date.
It is expected that if any staff members or students are absent due to either symptoms or selfisolation, they will inform school as soon as possible and keep school informed of any changes to
their condition.

4.4 Staffing Levels
It is understood that staff may need to be absent either due to illness themselves, self-isolation or
looking after dependents. It is anticipated that this will cause strain to staffing levels and there could
be difficulty obtaining supply teachers as other schools experience the same pressures.
It is therefore asked that staff members and students / families are flexible and patient as groups
may require altering or amalgamating to allow school to operate on reduced staffing levels. At the
height of a potential pandemic, staff members are likely to be required to cover ad hoc lessons more
frequently than would normally be requested.
Certain staff have specialist training in particular areas e.g. first aid at work or child protection. A
number of staff are trained in such areas to be able to cover for each other. In rare cases during a
severe outbreak it may be that staff with these specialist skills are not available. In such cases, it may
be necessary to close the school if it is not safe to open with key staff absent.

4.5 Meal Provision
The school will endeavour to remain open to students however there could be challenges to the
food supply. The Catering Manager will make contingency plans to allow students to still be fed
around moderate disruption to deliveries or staffing levels. It should however be understood that
there may be times when it is not possible to offer a normal menu and either school food standards
would have to be relaxed or only cold food would be available.

4.6 Curriculum Provision

It is understood that student, staff absence and other disruption caused by a COVID-19 outbreak will
impact on curriculum continuity. The school will prioritise Year 11 during the exam period to
minimise the impact on their GCSE sitting.
Where students are well but required to self-isolate, the school will attempt to make work available
through online platforms e.g. Heggarty Maths or GCSE Pod. If a student does not have IT access at
home or a smartphone, school will endeavour to post work home. Due to the volume of potential
cases, work will not be able to be hand-delivered.
The Attendance Team will work with Heads of Department and Progress Directors to ensure that
where students have had absences or are required to self-isolate, they are able to catch up in as
quicker manner as possible.
Where staff absences occur staff are requested to set cover if they are well enough. Heads of
Department will attempt to ensure that appropriate work is set for classes and disruption is
minimised.
When a member of staff is self-isolating, it is expected that they will maintain contact with school
and carry out as much of their role as practicable from home. Where a teacher is working from
home, it may be that they can either plan or mark an additional amount of work to support a
colleague who is attending work but has an increased teaching number of lessons or volume of
students.

4.7 Exams
The school is closely monitoring JCQ and exam board advice. Every effort will be made to ensure that
disruption to the exam season is a last resort. Contingency measures are being put in place to ensure
staff would have appropriate evidence to submit if students were unable to sit a particular paper.

4.8 Event Cancellation
School will try to remain open and operating as normal during any disruption caused by COVID-19.
Advice will be taken from general government or Leeds City Council guidance or specific advice from
PHPTs. Consideration of the current context will be made before any large event or school visit. Risk
assessments will take this into consideration and it may be that it is necessary to cancel or postpone
events. The school does not accept any liability for financial loses or disruption caused by this.

