
Staff Handbook 1 Pandemic Policy 

PANDEMIC POLICY 

 

LINKS WITH OTHER POLICIES/DOCUMENTS  

 
This policy should be read in conjunction with the following: 
 

 Curriculum Policy (5.2) 

 College Emergency Plan 

 Staff Working from Home in Exceptional Circumstances Policy 
 
 

AIMS & SCOPE 

 
The aim of this policy is to advise staff about the precautions needed when dealing with a pandemic 
outbreak which affects the College. This policy takes into account the guidance given from the World 
Health Organisation, the UK Government, Public Health England, NHS England and Hampshire Public 
Health Authority.    
   
This policy contains information and outline guidelines for members of staff, parents, pupils and 
Governors showing how to deal with a pandemic. Due to the unique nature of each pandemic (for 
example, different symptoms, transmission, severity, etc.) the College will adapt these guidelines as 
appropriate according to Government and health advice.  
 
 

FOUR PILLAR RESPONSE PLAN  

 
The following plan will provide a basis for the College's response to a pandemic. Should the 
Government or Local Authority inform the College that there is the risk of a pandemic or that one is 
imminent, the Head will revisit the plans, meet with the members of the Senior Leadership Team (SLT), 
and will keep the Chair of Governors fully informed.  
 
The four key pillars of any response are:  
  

 ASSESS 

 PREPARE 

 STAY SAFE 

 RECOVER 
  
 
ASSESS – The College’s risk to a pandemic 
 
There are a number of viruses and illnesses known, emerging or indeed as yet undiscovered that may 
develop into pandemics.  Examples include influenza, swine flu, SARS and coronavirus.  
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 Although the risk in the UK for most pandemics is low, the College will stay informed about possible 
risks and emerging pandemics at all times, using trusted sources such as UK Government, Public 
Health England and NHS websites. 

 The College will be alert to the increased risk from any persons connected with the College who 
travel to or return from any affected areas.  

 Anyone connected with the College, such as pupils, members of staff and parents who travel to an 
at-risk area should heed UK Foreign and Commonwealth Office (FCO) and NHS travel and health 
advice.  

 The College Emergency Plan will consider the impacts of a pandemic.  

 All College trip planning will consider the health risks associated with travelling to, through and 
within countries with a higher risk from pandemic-related illnesses and viruses. UK FCO and NHS 
travel and health guidelines will be followed. 

 
Local Authorities and Other Bodies 
Local Authorities are responsible for communicating information from Central Government to all 
schools. The College will receive and follow government-published guidance as well as that from 
Hampshire County Council, the NHS, Public Health England and the Department for Education.  If the 
situation were to deteriorate significantly the College would also take account of any Government 
public health measures and restrictions that may be communicated via media broadcasters such as 
the BBC.  
 
Closure of the College  
Depending on the nature of a pandemic virus, children's vulnerability to it and the regions it has 
reached, the College may be formally advised to close by the Government or Local Authority. The Head 
and Chair of Governors will be responsible for responding appropriately to the advice received. 
Although the Government will normally advise for schools to remain open for as long as possible 
(‘business as usual’), the College will be prepared for a complete closure during a pandemic.  If the 
College is formally advised to close, it will consider that the College buildings are closed rather than 
the College community itself, and arrangements will be made, if at all possible, to continue with 
educational provision.  If there is no formal advice to close the College, it will remain open as long as 
there are sufficient staff members available for the College to function.    
 
 
PREPARE – The College for a pandemic outbreak 
 

 At all times the College will encourage pupils to stay healthy and fit, as this contributes substantially 
to having a 'tough' immune system.  This is the best first line of defence. 

 The College will seek advice on vaccination or preventative medications if they are available for the 
specific disease which has developed into a pandemic, or may do so in the immediate future. 

 The College’s Emergency Plan will ensure that sufficient emergency supplies are located at the 
College and that hygiene and infection control are reinforced.   

 Appropriate staff will be equipped with relevant infection control supplies such as face masks, 
surgical gloves, eye protection and alcohol hand sanitiser. 

 
Communication 
Efficient and effective routine communication by the College with parents, staff, pupils and Governors 
will be critical during any pandemic outbreak. The College requests staff and parents to update contact 
information annually.  However, if it is informed of a developing pandemic, immediate steps will be 
taken to ensure all emergency contact information is as up to date as possible.  If appropriate the 
College will test the communications links to all staff, parents and Governors. 
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 ClarionCall: The established ClarionCall system will also be utilised by the College to maintain 
contact with parents, staff and Governors in the event of a pandemic. 

 
Catering and Food Supply 
The contract caterers will be responsible for keeping the supply of College meals available as long as 
possible. A certain amount of non-perishable foodstuffs is always stored to enable the College to offer 
some provision in emergency situations. 
 
Maintenance Staff 
The Maintenance Department staff will be responsible for keeping the College running during a 
pandemic, and ensuring measures are in place to quickly close the College down should a decision be 
made by the Head to do so. 
 
 
STAY SAFE – Keep the College safe during a pandemic 
 

 The standard practice in the UK is to contain outbreaks.  The College will follow government advice 
throughout and will take note of publications such as the UK Government Pandemic Flu Public 
Health Response. 

 Pupils and staff will be encouraged to minimise risk by avoidance, the practise of good hygiene 
procedures and to remain vigilant and informed.  They will also be encouraged to carry appropriate 
supplies, such as alcohol hand sanitiser, when travelling to and from the College or on trips. 

 If anyone is concerned that they might have been affected they will be directed to seek medical 
help immediately.  

 
Continuity of Educational Provision 
The College will make all possible efforts to provide educational continuity where appropriate. Should 
the College be directed to close, or close due to a lack of staff, then every effort will be made to ensure 
pupils are equipped to study at home. The Deputy Head (Academic) will be responsible for ensuring 
appropriate plans are in place to support pupils who attend College and those who are unable to 
attend, with Heads of Department taking responsibility for academic provision in each subject.  
Particular priority will be given to those pupils in GCSE and A level examination years. Should the 
College reach a point where there are insufficient staff due to illness then the Head, in conjunction 
with the SLT and Governors, will make the decision to stop all education support.  However, this 
decision would only be made in exceptional circumstances. 
 
In certain cases, and on medical advice from their GP, Public Health England or the NHS, individual 
members of staff may be advised to stay away from the College during a pandemic because of, for 
example, underlying health conditions.  If they are not unwell, they will be considered to be ‘working 
from home under exceptional circumstances’ and able to provide work, as well as fulfilling their usual 
responsibilities such as administration and report-writing.  They will return to College as soon as 
reasonably practicable, following advice from their health professional. 
 
Symptoms & Advice 
Any pupil or member of staff who exhibits any symptoms related to the pandemic (or possible 
pandemic) illness should remain at home and follow GP or NHS advice until they are completely well 
again.  They should only return to College/work after any relevant isolation period has come to an 
end.  In the case of influenza, any person with a pre-existing chronic health condition or anyone over 
the age of 65 should always ensure that they are fully immunised, for example those with:  
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 chronic heart/lung/metabolic disorders (including severe asthma & diabetes) 

 kidney problems 

 immune system impairment (including cancer treatment) 
  
If a pupil or member of staff begins to have symptoms during the College day they should immediately 
go to Reception (and quarantined if appropriate).  In most cases they will need to go/be taken home 
as soon as possible, although in very serious cases they may require hospitalisation directly from the 
College. 
  
Reducing the Spread of Infection 
All staff and pupils are advised to take the following actions to reduce the spread of infection: 
 

 cover the nose and mouth when coughing or sneezing (preferably with a tissue) 

 dispose of used tissues promptly and carefully 

 maintain good basic hygiene (frequent hand washing with soap and water) 

 avoid non-essential travel and large crowds 

 clean all hard surfaces frequently (work surfaces, door handles) 
 
General Hygiene at College 

 Teaching staff will remind pupils to follow the hygiene guidelines described above. 

 The Bursar and Maintenance Manager will ensure that there are adequate supplies of tissues, soap 
and hot water and that bins are emptied regularly. 

 Pupils will be advised to bring alcohol gel to College to strengthen hygiene procedures even further. 

 Housekeeping staff will be carefully directed to priority areas to maintain high levels of hygiene 
throughout the period.  

 
 
RECOVER – The College to Business as Usual  
 
Return of staff and pupils post infection 
Any person who has been ill as a result of the pandemic virus should follow medical advice as to their 
return to College and not return until they have discussed the matter with the Deputy Head (Pastoral). 
Ideally, individuals should be infection free for at least 14 days to ensure that the pandemic is not 
reintroduced to the College.  Government and NHS guidelines should be strictly adhered to in these 
cases. 
 
Returning the College to Business as Usual 
The College will take all reasonable steps to return to ‘business as usual’ as quickly as possible, 
although the severity of a pandemic will dictate the time-scale of this return.  The Head in conjunction 
with the SLT and Governors will plan and implement any recovery operation.  Efficient and effective 
communication will be maintained with members of staff, parents, pupils and Governors throughout 
a pandemic and through to recovery to business as usual. 
 
 
This policy was last updated and reviewed on 13th March 2020 by the Bursar. 
 
Useful Resources: 
 
https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public 

about:blank
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https://www.who.int/health-topics/coronavirus 
 
https://www.who.int/emergencies/diseases/en/ 
 
https://www.gov.uk/guidance/pandemic-flu 
https://www.gov.uk/government/publications/pandemic-influenza-response-plan 
https://www.hse.gov.uk/biosafety/diseases/pandflu.htm 
https://www.england.nhs.uk/publication/operating-framework-for-managing-the-response-to-
pandemic-influenza/ 
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