
 

 

Westbourne Academy 
 

Part 10 – Covid-19 Risk Assessment - Dealing with Positive Covid Cases – June 2021 
 

 
Positive case 

notified 

 
 

 
Identify close 

contacts (using 

checklist if required) 

 
 
Close contact: 
 

Been in contact with the 
confirmed case, within 1 metre, 
face to face, for a minute or 
more, or within 2 metres for 15 
minutes or more. This would 
normally be within 48 hours 
prior to the positive test. 

 

 
 

Contact DfE 

helpline 

0800 046 8687 
 
 
 

Is there a need to 

ask others to self- 

isolate? 

Contact LHPT to 

make them aware 

of action taken 

 

 
 

No 

 
Notify all academy 

community 

members of positive 
case but continued 

need to attend. 

Yes 
 

 
 

Contact RED to 

authorise 

bubble/academy 

closure; notify CLAC 

 

 
If academy/bubble closure needs 

to be considered beyond DfE 

advice (rooted in capacity/safety 

concerns) then CEO authorisation 

required 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Links to documents: 

 
 

Provide details of 

action to Andy 

Gannon: 

andy.gannon@acad 

emytransformation. 

co.uk 

 
 
 
 

Actions for HoCA: 
 
▪ Notify ELT 
▪ Notify Ops 

Directors 

▪ Add incident 
to log 

▪ Update 

Trustees 

Notify close 

contacts of need to 

self-isolate and 

remote learning 

arrangements; 

notify all remaining 

academy 

community 

members of 

requirement to 

continue to attend. 

 

 
Provide details of 

action to Andy 

Gannon: 

andy.gannon@acad 

emytransformation. 

co.uk 

 
 
 

 
Actions for HoCA: 

Provide local 

press with 

statement 

(Principal to 

decide whether 

this is proactive 

or reactive) 
 

 
 

Publish 

information re 

closures on 

website 

 
 
 
 
 
 
 
 
 
Further actions: 

Checklist for dealing with positive Covid cases 
 

Templates for notification of closures/need to 

attend/press statement 

 

Incident log 
(HoCA/ELT 
only) 

 
▪ Notify ELT 

▪ Notify Ops 
Directors 
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https://academytransformation.sharepoint.com/Covid19/Templates%20and%20documents%20shared%20on%20daily%20emails/Checklist%20-%20positive%20case%20of%20Covid.docx
https://academytransformation.sharepoint.com/Covid19/Templates%20and%20documents%20shared%20on%20daily%20emails/Templates%20for%20dealing%20with%20Covid%20closures.docx
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https://academytransformation.sharepoint.com/sites/ELT/Shared%20Documents/General/Covid%20cases/Covid%20cases%20log.xlsx?web=1
https://academytransformation.sharepoint.com/sites/ELT/Shared%20Documents/General/Covid%20cases/Covid%20cases%20log.xlsx?web=1


 

 

▪ Add incident to log 
▪ Update 

Trustees 

▪ Notify 
Chartwells 
(PW) 

▪

 Co
nfirm 
FSM 

provision 
(Finance) 

▪

 

Cle
ani
ng 
req
uir
em
ent
s 
(Es
tat
e 


