
Colfe’s School Coronavirus Specific Attendance Policy (including 

protocols for suspected or confirmed cases of COVID-19) 

 

Introduction 

This policy applies to both Colfe’s Pupils and Staff.  It details both attendance procedures during the 

pandemic and the protocols to be followed for a suspected or confirmed case of COVID-19 at the 

school.  Colfe’s School will follow at all times the up to date government and Public Health England 

guidance, in relation to when a pupil or member of staff should not attend school. This may be found 

here.  This policy will be updated in line with the changing situation as new advice is issued by these 

bodies. 

 

COVID-19 (Coronavirus) Symptoms 

COVID-19 symptoms include: 

- A new, continuous cough; and / or  

- A high temperature (fever); and / or 

- Anosmia (loss or a change in the sense of taste or smell). 

For most people COVID-19 will be a mild infection and many people may be asymptomatic. 

 

Attendance 

No one with coronavirus symptoms, who is clinically vulnerable or extremely vulnerable or who is 

required to self-isolate for the reasons detailed below should physically attend Colfe’s School for any 

reason.  Anyone who falls into the clinically vulnerable or extremely vulnerable category who wishes 

to attend school / work must first contact the school so that an individual risk assessment can be 

undertaken.  If someone within a pupil’s or member of staff’s household is extremely clinically 

vulnerable, they should only attend if stringent social distancing can be adhered to.  This should be 

discussed with the School in advance of attendance and will be subject to a specific risk assessment.   

Anyone displaying coronavirus symptoms should notify the school as soon as possible.  

Pupils should follow the normal absence reporting procedures by emailing office@colfes.com (senior 

school) or junioroffice@colfes.com (junior pupils).  Staff should follow their normal absence reporting 

procedure. 

For pupils the school will resume taking an attendance register for those year groups that have 

returned to school.  This is in addition to continuing to complete the online Educational Setting Status 

form which is submitted to the Department for Education daily to allow for the national monitoring 

of pupil and staff attendance. 

 

What happens if someone becomes unwell? 

The following guidance is taken from this government document. 

If anyone becomes unwell with a new, continuous cough (coughing repeatedly over an hour), a high 

temperature or anosmia (a loss of smell or taste) they will be sent home and advised to follow the 

appropriate government guidance.  A staff member should advise an appropriate member of the Senior 

Management Team. 

 

https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
mailto:office@colfes.com
mailto:junioroffice@colfes.com
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
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If a child is awaiting collection they will be moved to the designated room in either the Junior or Senior 

school where they can be isolated behind a closed door, with adult supervision as appropriate to the 

age of the child.  A member of the senior management team will also be alerted.  A window will be 

opened in the medical room for ventilation.  A designated toilet facility has been identified in both the 

Junior and Senior school should this be required which will not be used by other pupils or staff.  

Appropriate PPE, which will include a face mask, visor, gown and gloves will be worn by any member 

of staff required to care for the child if a distance of 2m cannot be maintained or if it is their personal 

preference.  The school will call 999 if the pupil is considered to be seriously ill or injured. 

A member of staff who has helped someone who is unwell with coronavirus symptoms does not need 

to go home themselves unless they develop symptoms (in which case they should stay at home and 

apply for a test) or if the child subsequently tests as positive.  They should wash their hands with soap 

for 20 seconds after any contact with someone who is unwell.   

The affected area will be appropriately cleaned with normal household disinfectants after someone 

with symptoms has left in accordance with the government guidance.   

 

What happens if there is a confirmed case of COVID-19 at Colfe’s? 

If a pupil or staff member develops symptoms compatible with COVID-19 they will be sent home 

immediately to self-isolate for 7 days.  Their fellow household members should self-isolate for 14 days.  

All staff and pupils attending school will be eligible for a coronavirus test if they are symptomatic and 

they are encouraged to apply online for a test at the earliest opportunity.  The result of this should be 

shared with the school.  Please note that the School will only accept the results of a NHS / government 

test (viral and antibody) and not a test undertaken privately. 

If a pupil or member of staff tests negative they can return to Colfe’s school immediately and their 

fellow household members are no longer required to self-isolate. 

Should a pupil or staff member test positive, the rest of the group they have been in contact with at 

school will be informed and they will immediately be sent home to self-isolate for 14 days.  Please 

note that you will only be told if a pupil or member of staff that your child has been grouped with has 

tested positive and you will not be notified during the period whilst an individual is awaiting a test 

result.  We appreciate that this may be worrying but this is the government guidance which we must 

follow.  The other household members of a pupil or member of staff who have been in contact with 

a confirmed case of coronavirus do not need to self-isolate unless the pupil or staff member they live 

with becomes symptomatic.   

As part of the national test and trace programme, if other cases are detected within the cohort or in 

the wider school, Public Health England’s local health protection teams will conduct a rapid 

investigation and offer advice to the school on the most appropriate action to be taken.  In some cases 

a larger number of other children or staff may be asked to self-isolate at home as a precautionary 

measure – perhaps an entire class, year group or the entire school.   

 

Should parents report pupils’ temperatures at the start of each day? 

Parents and the school do not need to take pupil’s temperatures every morning – the government 

advises that routine testing of an individual’s temperature is not a reliable method for identifying 

coronavirus.   

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
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Are pupils eligible for testing? 

When Colfe’s reopens to the specified year groups all those pupils eligible to attend, and members of 

their households, will have access to testing if they display symptoms of coronavirus.  To access testing 

parents will be able to use the 111 online coronavirus service if their child is 5 or over.  Parents of 

children aged under 5 should call 111 to request a test.  Please note that the School will only accept 

the results of a NHS / government test (viral and antibody) and not a test undertaken privately. 

 

Are staff eligible for testing? 

Access to testing is already available to all essential workers.  This includes anyone involved in 

education.  Should a member of staff require a test they should book this directly though the 

government portal.  Please note that the School will only accept the results of a NHS / government 

test (viral and antibody) and not a test undertaken privately. 
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