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About this Model Outbreak Contingency Plan  

Please note the following: 

●  It has been devised to support schools in writing their own plan which should be 

used in the event of an outbreak of COVID-19.  It is based on the content of the 

Operational Guidance for Schools, the “Contingency framework: education and 

childcare settings” document and advice from the local Health Protection Team.  

It has been written by the NCC Corporate Health and Safety Team, in conjunction 

with the NCC Education and Public Health Teams.   

• This is a model template – you must read through the whole document carefully 

and add/remove text as appropriate to record the specific arrangements relating 

to your site. If schools already have such a plan in place they may find it useful 

to check it covers the arrangements mentioned within this policy. 

 

• The ‘Protective Measures - Arrangements’ section is designed to highlight how 

a typical school may manage a covid outbreak; the recommendations and 

arrangements for each school type will be different.  Schools should record how 

they would operate if additional measures were introduced. You may signpost to 

other separate documents such as the schools covid risk assessment which 

records the general protective measures in place within your school. 

 

 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/schools-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-local-restrictions-in-education-and-childcare-settings/contingency-framework-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-local-restrictions-in-education-and-childcare-settings/contingency-framework-education-and-childcare-settings
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Introduction 

All education and childcare settings are required to have an outbreak management 

plan (sometimes called a contingency plan) which outlines how they would operate 

if any of the measures described in this document were recommended for their 

setting or area. This includes how they would ensure every child, pupil or student 

receives the quantity and quality of education and care to which they are normally 

entitled. 

The school management team (SMT) recognises the need to respond to outbreaks of 

COVID-19 quickly, effectively and proportionately, to ensure a safe school 

environment whilst minimising the effect of loss of face-to-face education by prioritising 

measures which ensure business continuity.  In all circumstances, the potential benefit 

of measures to reduce transmission will be weighed against the potential impact on 

education and restrictions on attendance will only be considered as a last resort.  The 

health and safety of staff, pupils and visitors remains our number one priority. 

The COVID-19 risk assessment for the school [Eastlea Primary COVID risk 

assessment 090322 v21] records the key protective measures in place, including 

some measures which may need to be re-introduced as part of this plan.   

 

What is an Outbreak? 

Where the number of positive cases substantially increases, this could indicate 

transmission is happening in the school. At this point, advice may need to be sought 

from the NCC Public Health Team in the following circumstances [applicable to most 

settings]:  

• 5 children, pupils, students or staff, who are likely to have mixed closely, 

test positive for COVID-19 within a 10-day period; or  

• 10% of children, pupils, students or staff who are likely to have mixed 

closely test positive for COVID-19 within a 10-day period  

Identifying a group that is likely to have mixed closely will be different for each 

setting. A group will rarely mean a whole setting or year group.  For schools, this 

could include:  

• a form group or subject class  

• a friendship group mixing at breaktimes  

• a sports team  

• a group in an after-school activity  

The school will also seek public health advice if a pupil, student, child or staff 

member is admitted to hospital with COVID-19.  Hospitalisation could indicate 

increased severity of illness or a new variant of concern. Support in managing risk 

assessments and communicating with staff and parents may be offered. 

 

 

Eastlea%20Primary%20COVID19%20-%20School%20Risk%20Assessment%20-%20090322%20v21.pdf
Eastlea%20Primary%20COVID19%20-%20School%20Risk%20Assessment%20-%20090322%20v21.pdf
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Communication and Record Keeping 

This plan is kept under periodic review by the Head Teacher and will be reviewed 

following an outbreak to identify any aspects which worked well or areas for 

improvement. 

The following arrangements are in place/will be put in place in the event of a case(s) 

of COVID-19: 

• Parents are asked to inform the school of any positive COVID-19 case as 

soon as possible, as per normal arrangements for reporting sickness 

absence.  Usually this will be via a phone call to the school office or a message 

sent to a class teacher.  The Head Teacher is then notified of all COVID-19 

related absences, so that appropriate action can be taken and advice provided. 
 

 

• NHS Test & Trace will undertake contact tracing and provide advice to 

close contacts.  Note: staff are instructed not to share contact details of 

individuals with anyone other than Test and Trace/Public Health Team (staff 

should not share contact details of close contacts with other parents/carers) 
 

 

• Details of the positive case will be kept by the Head Teacher so that any 

linked cases can be identified - including dates of symptoms/date of positive 

test/date last in school/details of class or social group. 
 

 

• Staff are informed when there has been a case of COVID-19 within the 

school and to be vigilant of anyone displaying symptoms. 
 

 

• Inform and advise communications are sent to parents and advice letters 

issued to parents of pupils who may be possible contacts of the positive case.  

This will be done via Tapestry/Seesaw and if appropriate via paper copies sent 

home with the children.  Letters will also be shared on the school website. 

 

 

• All staff cases of COVID-19 [where NCC is the employer] are recorded on 

ANVIL to determine if a case is reportable to the HSE under RIDDOR. 
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Activating the Plan - Collaboration 

The Local Authority, Director of Public Health for Northumberland, and Public Health 

England local health protection teams are responsible for managing localised 

outbreaks. They play an important role in providing support and advice to education 

and childcare settings. In all situations where this plan is implemented, the school will 

liaise and cooperate with the above to agree on the most appropriate protective 

measures which may need to be reintroduced to contain an outbreak, bearing in mind 

the priority of maintaining school attendance. 

The plan will be activated in the following circumstances: 

• to help manage a COVID-19 outbreak within the school 

• if there is extremely high prevalence of COVID-19 in the community and other 

measures have failed to reduce transmission 

• as part of a package of measures responding to a Variant of Concern (VoC) 

The Headteacher or a deputy head will contact the NCC Public Health Team if they 

consider there may be an outbreak within the school due to illness reported (via web 

enquiry form).  The NCC Public Health Team will contact a nominated 

person/Headteacher from the school if they become aware of a possible outbreak 

within the school/area from PHE data they receive. 

 

Step A – a single case or cases below the threshold of an Outbreak 

of COVID-19 in setting 

• Parents notify school of a positive case.  

 

• NHS Test & Trace will undertake contact tracing and provide advice to close 

contacts in line with national guidance.   The school is not expected to follow 

up the results of PCR tests. 
 

• School should note details of the case so that any linked cases within school 

can be identified. 
 

• The actions in the Communication and Record Keeping section are 

implemented. 
 

• Covid risk assessment/existing protective measures are reviewed to identify 

any areas for improvement [as a very minimum enhanced cleaning, ongoing 

hand and respiratory hygiene and good ventilation should already be in place]. 
 

• Staff/pupils are reminded of the importance of following the protective 

measures in place within the setting. 

 

https://form.northumberland.gov.uk/form/auto/covid19_education_enq
https://form.northumberland.gov.uk/form/auto/covid19_education_enq
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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Step B - An outbreak of COVID-19 in setting  
When the school becomes aware of a possible outbreak the Head teacher (or a deputy 

head) will contact the NCC Public Health Team via their enquiry form: 

NCC Public Health Team Enquiry Form 

The NCC Public Health Team will: 

• work with the school to identify the cohort the cases belong to and undertake 

an assessment including number of cases, spread within the school and 

evidence of ongoing transmission. 
 

• work with the school to determine appropriate public health action in the event 

of an outbreak 
 

• Hold an Outbreak Control Team meeting if required (informed by the public 

health team’s risk assessment)  
 

• Variant of Concern (VOC) cases – may be managed differently. Additional 

actions / investigations may be undertaken if a new variant is detected and 

that this will be led by the Health Protection Team in Public Health England 

(PHE). 

The school/setting will: 

• Implement the Outbreak Management Plan (and go through the Public Health 

Outbreak Checklist). 
 

• Follow protocol as in Step A for a single case. 
 

• Review and reinforce the testing, hygiene and ventilation measures they 

already have in place.  

 

• Consider whether any activities could take place outdoors, including exercise, 

assemblies, or classes  

 

• Consider ways to improve ventilation indoors, where this would not significantly 

impact thermal comfort  

 

• Arrange a one-off enhanced clean focussing on touch points and any shared 

equipment 

 

• Follow the advice of the NCC Public Health Team/Outbreak Control Team to 

implement recommended additional protective measures. 

 

• Follow the actions in the Communication and Record Keeping section. 

https://form.northumberland.gov.uk/form/auto/covid19_education_enq
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Possible Protective Measures – Arrangements  
[contingency plans should be in place to be able to implement measures 

quickly  - see school specific detail below]  

The following may be considered as additional protective measures to be 

reintroduced in school in the event of an outbreak. 

Reintroduction of “bubbles”/Limits on mixing of pupils 

The DfE advise that any recommendation for the reintroduction of ‘bubbles’ is not 

taken lightly and would need to take account of the detrimental impact they can have 

on the delivery of education.  However, in certain settings (e.g. primary schools) it is 

likely that this can be done without too much impact on education.   

N.B.  Natural groupings in year group ‘classes’ are already in place at Eastlea.   

Further options for Eastlea could include: 

minimising pupil movement between classes, a return to separate class playground 

zones, strict one way systems within shared areas, more staggered lunchtimes, a 

return to Zoom assemblies, changes to seating plans/layout within classrooms/dining 

hall etc., timetabling changes for shared spaces such as the computer suite, further 

reinforcement of social distancing for staff in school (and class bubble limitations), 

social distance markers at drop off/collection by parents and/or staggered start and 

finish times to reduce overcrowding at key times of the day, changes to entry points to 

minimise mixing between key stages [Y5/Y6 entry via main entrance], 

separate/identified toilets for upper KS2 classes. 

N.B.  highlighted options above were introduced based on NCC advice in November 2021, 

retained in January/February due to higher number of cases and maintained in March 2022 

as the systems are working well.   

 

Testing 
 

Staff identified as ‘close contacts’ of positive cases will be asked to increase the use 

of rapid lateral flow device (LFD) testing. 
 

Close contacts of positive cases of COVID-19 are already advised to carry out daily 

LFD testing for 7 days. 

 

Face coverings (staff and visitors) 

The reintroduction of face coverings is one of the least disruptive protective 
measures and can be quickly and easily activated.  Where this is recommended the 
school will: 

• Agree with NCC Public Health Team if these will be worn in communal areas 
and/or classrooms, school transport (although these are likely to be already 
being worn) and how long these temporary arrangements will remain in force.   
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• Review and update the school COVID-19 risk assessment/separate face 
coverings risk assessment* [Eastlea Primary face coverings risk assessment 
090322 v3] 

• Implement the control measures detailed in the risk assessment e.g. 
reminders on donning and doffing safely, ensure sufficient bins for disposal, 
ensure there is a supply of disposable face coverings 

• letter/messages home to parents informing them of the change in practice. 

N.B.  *Face coverings worn by staff/visitors in both communal areas (dining hall) and when 

moving around the building – in place from January 2022 until February half term. This can 

be reinstated as required if there if a further outbreak/guidance from Public Health.   

 

Restricting Attendance 

Due to the number of days of missed on-site education, restricting attendance of 
pupils at school will only be considered if absolutely necessary and on the advice 
from the DfE/Government/Public Health Team/Director of Public Health for 
Northumberland.   

Where restricted attendance is in place, the school will reactivate its 
arrangements to enable high quality remote learning  
At Eastlea this will be provided via the online platforms of Seesaw (KS1 & 
KS2) or Tapestry (EYFS).  Paper based work packs may also be provided 
depending on the needs and age of the child(ren) concerned.    
IT devices are available to loan to individuals for whom access to remote 
learning may be problematic.   
Packed lunches will be made available for those who are entitled to benefit 
based FSM if they are required to access remote learning due to restricted 
attendance measures put in place by school.   
 

• Priority for on-site attendance is given to vulnerable children and children of 
critical workers.  
‘Keeping in touch’ safeguarding systems at Eastlea will ensure that contact is 
maintained with all pupils/families and communication with outside agencies 
working with vulnerable/SEND pupils will also be maintained.   

 

Shielding 

Following expert clinical advice and the successful rollout of the COVID-19 vaccine 
programme, those previously considered to be clinically extremely vulnerable (CEV) 
will not be advised to shield again. Individuals previously identified as CEV are 
advised to continue to follow the guidance on how to stay safe and help prevent the 
spread of COVID-19 (and follow the protective measures in place in their individual 
risk assessment or care plan, which will incorporate any specific advice from their 
health professional on whether additional precautions are required). 

Eastlea%20Primary%20COVID19%20-%20Face%20Coverings%20in%20Schools%20Risk%20Assessment%20(v3).pdf
Eastlea%20Primary%20COVID19%20-%20Face%20Coverings%20in%20Schools%20Risk%20Assessment%20(v3).pdf
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Other measures 

It may be necessary to cancel, postpone or review arrangements for out of school 

visits, after school activities or large scale gatherings/events.   This may include:  

• residential educational visits - any attendance restrictions should be reflected 

in the visits risk assessment and setting leaders should consider carefully if 

the educational visit is still appropriate and safe. Only children who are 

attending the setting should go on an educational visit. Education settings 

should consult the health and safety guidance on educational visits when 

considering visits. 

• non-residential visits 

• open days (e.g. reading launch event) 

• transition days 

• parental attendance in settings (e.g. for parents appointments) 

• performances in settings 

• clubs [indoor/outdoor clubs could be separated in class bubbles again if 

required] 

• sports events 

• Golden Days   

• swimming sessions 

Resources 

 

COVID-19 management flowchart  and Advice letters for close contacts – including 

link to Public Health enquiry form. (updated Jan 2022) 

Outbreak Checklist for Schools - checklist to review current arrangements and 

additional measures that could be implemented (updated Jan 2022) 

Advise and Inform - Model letter to all parents 

 

Advise and Inform - Model Text message  

 

Government Guidance: 

Operational Guidance for Schools 

“Contingency framework: education and childcare settings” 

 

  

https://northumberlandeducation.co.uk/flowchart/
https://northumberlandeducation.co.uk/wp-content/uploads/2022/01/Outbreak-checklist-for-schools-Jan-2022-1.pdf
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnorthumberlandeducation.co.uk%2Fwp-content%2Fuploads%2F2022%2F01%2FAdvise-and-Inform-Letter-for-parents-carers-Jan-22-1.docx&data=04%7C01%7CAmanda.Young%40northumberland.gov.uk%7Ce8ca5e81e6cf491d747208d9ea22cad6%7Cbb13a9de829042f0a980dc3bdfe70f40%7C0%7C0%7C637798257409941605%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=fckuysZE6U0%2B1AVzBK%2BTfxBq19BwFYWJbuf3TrcDjmM%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnorthumberlandeducation.co.uk%2Fwp-content%2Fuploads%2F2022%2F01%2FAdvise-and-Inform-Letter-for-parents-carers-Jan-22-1.docx&data=04%7C01%7CAmanda.Young%40northumberland.gov.uk%7Ce8ca5e81e6cf491d747208d9ea22cad6%7Cbb13a9de829042f0a980dc3bdfe70f40%7C0%7C0%7C637798257409941605%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=fckuysZE6U0%2B1AVzBK%2BTfxBq19BwFYWJbuf3TrcDjmM%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnorthumberlandeducation.co.uk%2Fwp-content%2Fuploads%2F2022%2F01%2FAdvise-and-Inform-Letter-for-parents-carers-Jan-22-1.docx&data=04%7C01%7CAmanda.Young%40northumberland.gov.uk%7Ce8ca5e81e6cf491d747208d9ea22cad6%7Cbb13a9de829042f0a980dc3bdfe70f40%7C0%7C0%7C637798257409941605%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=fckuysZE6U0%2B1AVzBK%2BTfxBq19BwFYWJbuf3TrcDjmM%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnorthumberlandeducation.co.uk%2Fwp-content%2Fuploads%2F2022%2F01%2FAdvise-and-Inform-SMS-Jan-22.docx&data=04%7C01%7CAmanda.Young%40northumberland.gov.uk%7Cdef6aa8d8c6844e633e008d9e7ea32a6%7Cbb13a9de829042f0a980dc3bdfe70f40%7C0%7C0%7C637795815318588365%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=O0%2FCQmg6CVOSB1NEPOSXcYkkeBzZ%2FTWSs3UZm5MddJI%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnorthumberlandeducation.co.uk%2Fwp-content%2Fuploads%2F2022%2F01%2FAdvise-and-Inform-SMS-Jan-22.docx&data=04%7C01%7CAmanda.Young%40northumberland.gov.uk%7Cdef6aa8d8c6844e633e008d9e7ea32a6%7Cbb13a9de829042f0a980dc3bdfe70f40%7C0%7C0%7C637795815318588365%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=O0%2FCQmg6CVOSB1NEPOSXcYkkeBzZ%2FTWSs3UZm5MddJI%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnorthumberlandeducation.co.uk%2Fwp-content%2Fuploads%2F2022%2F01%2FAdvise-and-Inform-SMS-Jan-22.docx&data=04%7C01%7CAmanda.Young%40northumberland.gov.uk%7Cdef6aa8d8c6844e633e008d9e7ea32a6%7Cbb13a9de829042f0a980dc3bdfe70f40%7C0%7C0%7C637795815318588365%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=O0%2FCQmg6CVOSB1NEPOSXcYkkeBzZ%2FTWSs3UZm5MddJI%3D&reserved=0
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/schools-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-local-restrictions-in-education-and-childcare-settings/contingency-framework-education-and-childcare-settings
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Document History: 

 

Item Nature of change Date of Update 

Communication and Record 

Keeping 

Removal of the need to inform 

NCC public health of a positive 

case. Change in testing 

requirements for close contacts. 

Reminder to record all positive 

staff cases on ANVIL (for schools 

where NCC is the employer) - this 

is not required for pupil cases. 

01/02/2022 

Step A  Removal of the need to notify NCC 

public health of positive cases. 

Updated text to remove need for 

close contacts to take a PCR test. 

01/02/2022 

Step B  Addition of NCC public health 

outbreak checklist.  

01/02/2022 

 

Testing All settings to consider 

arrangements if increased testing 

is recommended.  Addition of 

increased use of LFD testing and 

requirement for close contacts to 

test for 7 days.  

01/02/2022 

Restricting Attendance Removal of specific advice for 

school tiers.  

01/02/2022 

Shielding Removal of shielding advice.  01/02/2022 

Resources Updated links 01/02/2022 

First Issue N/A 27/08/2021 
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