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PANDEMIC POLICY 
 
Policy Statement 
In the event of a pandemic Sir William Perkins’s School seeks to promote the health, safety and 
well-being of all students and staff whilst seeking to sustain the School’s key functions and 
services. In doing so Sir William Perkins’s School will follow all the appropriate recommendations 
from the World Health Organisation (WHO), the British Government, Public Health England (PHE), 
the Department for Education (DfE), Surrey County Council and Runnymede Borough Council 
(RBC). 
 
In line with our Provision for Information policy, this document is available to all interested parties 
on our Website and on request from the School Office. 
 

Sir William Perkins’s School is fully committed to ensuring that the application of this policy is 
non-discriminatory, in line with the UK Equality Act (2010). Further details are available in the 
school’s Equal Opportunities policy 
 
Scope 
This document policy covers the School’s procedures in the event of any potential pandemic i.e. 
an epidemic of infectious disease.  The specific examples addressed in this policy relate to 2009-
2010 flu pandemics but the general policy will be followed for any possible pandemic, 
recognising that specific diseases may require particular additional/ alternative actions to be 
taken. 
 
Policy Activation 
The activation of this policy and procedures is linked to the WHO International Phases for the 
development of pandemic flu and the UK Alert levels that apply when a pandemic is declared (see 
Annex A).   
 
When a UK Alert Level 3 is notified then a Crisis Management Team will be formed and at Level 4 
will hold regular reviews of the situation, implementing preventative action as recommended by 
the DfE, WHO and PHE. The Crisis Management Team will consist of the full Senior Leadership 
Team plus others seconded as appropriate. 
 
Procedures 
The Crisis Management team will follow the procedures set out below in line with the relevant 
alert level and taking into account advice from relevant authorities.  In addition we will liaise 
closely with our transport and catering contractors to also provide us with a statement about their 
procedures pertinent to any real threat; this will be reviewed as the situation develops.  Our risk 
assessments for trips and visits will continue to consider controls to avoid contacts with any animal 
species affected, both domestic and wild, as do other activities (e.g. PE, rowing, DoE etc.). 
 
Throughout any period of pandemic, the Governing Body will expect staff, if they are well, to 
continue to work as normal for as long as possible, while taking additional precautions to protect 
themselves from infection and lessen the risk of spread to others.  The School will make every 
effort to support staff and take into account individual personal circumstances, but any 
unexplained absences will be dealt with according to Absence policy. 
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A number of temporary working arrangement may be identified and implemented in order to 
reduce the spread of infection during a pandemic and all staff will be expected to be flexible in 
terms of the way they work and the duties and responsibilities they undertake. 
 
Those staff at high risk of infection complications may request to be deployed away from direct 
student care to minimise risk of infection.  These staff will include, for example, pregnant women 
and those who have pre-existing respiratory disease or comprised immune systems.  Staff who 
believe they fall into this category should inform the Head who will make appropriate 
arrangements. 
 
In the extreme situation of the School having to close, the School’s remote access systems will be 
used to provide access to lesson and learning materials for students.  Teachers will ensure that 
students have work to do, keeping to the normal timetable of lessons as far as possible.  Teachers 
will email students to send them work and/or to let them know that new material is available for 
them on the relevant systems.  Students will be expected to start at 8.45am at home, when Period 
One would have started, and continue through to the end of the School day.  Work will then be 
submitted via email or remote access for assessment by teaching staff. 
 
Key Procedures for Alert Levels (WHO phases 1-6, See Annex A) are set up, with specific actions 
for each level. 
 
Alert Level 1 & 2:  Inter-pandemic period 

• No action needed, as primarily animal-related infection, but at Level 2 the Bursary will 
monitor the situation closely. 

 
Alert Levels 2 and 3: Increasing global concerns about virus, but humans not yet affected 

• Crisis Management Team set up and prepared to act using Annex B. 

• More preventative guidelines are set up for trips and visits. 

• Information is communicated to all parents and employees. 

• Response plans are prepared in conjunction with advice from the various agencies (see 
above). 

• New activities will need to consider this risk as part of their overall risk assessment. 

• Current activity risk assessments are to be reviewed for where there may be contact 
with the source of infection for pupils or staff, and a decision is taken on whether these 
may go ahead. 

• Vaccination is encouraged if this is Government policy. 
 
Alert Level 4: Inefficient human-to-human transmission cases outside UK but UK has links to 
affected countries 

• Crisis Management Team meets. 

• Protection measures are re-enforced: some travel and some activities may be  
cancelled after review. 

• Additional supplies of materials may be ordered: sanitising liquid soaps, extra soap 
dispensers, paper towels, extra bins, tissues, bin liners.  

• We apply most stringent recommendations  from official bodies and RBC 

• Catering contractors’ procedures are reviewed as appropriate. 

• IT Support do an audit of staff e-mail and remote access to intranet from home, local 
library, etc.  

• Staff begin to prepare for possible delivery of courses by e-mail and remote access.  

• Reviewed Plans are communicated to parents and students. 
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Alert Level 5: Pandemic cases outside UK, or inefficient human-to-human cases in UK  

• All Trips and Visits are reviewed in the light of national/regional DfE advice. 

• External visits are reviewed in the light of national/regional DfE advice. 

• Regular information meetings for staff, parents and students. 

• School remains open (subject to RBC decision) unless specific quarantine for endemic 
cases in school proximity. 

• Catering contractors’ procedures are reviewed and confirmed as appropriate. 

• Risk assessment done before any visitors are allowed in School from areas where there 
is pandemic (including prospective parents and students, and job applicants). 

• Quarantine arrangements for students or staff who may have been abroad where 
pandemic cases have occurred. 

• Staff advised not to travel to these areas. 

• Locations are confirmed for: Extra hand cleaning dispensers, paper towels, tissue bins, 
and class room for emergency sick room. 

• Cleaning regime changed to address cleaning of: hard surfaces, door handles and 
empting of additional tissue bins. 

• Staff finalise arrangements for possible delivery of courses by e-mail and remote 
access. 

 
Alert Level 6:  Pandemic cases in UK 

• We will follow UK Government plan  

• Hygienic materials and equipment installed and utilised: extra liquid soaps dispensers, 
paper towel dispensers, tissue bins. 

• Class room prepared as emergency sick room overspill. 

• Staff and students will be notified of this immediately by the normal internal email 
facility and parents via the Schoolcomms email facility. 

• School may be closed (on Government or RBC decision). 

• Daily communication by mail, e-mail and website. 

• Pupils follow courses by e-mail and remote access.  
 

Alert Levels moving down: 

• Quarantine arrangements for students or staff who may have been near pandemic 
cases. 

 
Monitoring and Review  
This policy will be reviewed and updated annually or as events or legislation requires, by the 
School Business Director. 
 
Next scheduled review date: Apr 23 Last reviewed: Apr 2022 
Key updates in 
this version:  

• Minor changes text/grammar/layout 
 

 
Annexes:  
A - WHO pandemic phases  
B – DfE Pandemic Flu Planning Model Plan/Checklist for Schools 
Appendix 1 – Avian Flu Additional Notes 
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PANDEMIC POLICY ANNEXES AND APPENDICES 
 
 
Annex A: WHO pandemic phases  
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PANDEMIC POLICY ANNEXES AND APPENDICES 
 
Annex B: Checklist for Sir William Perkins’s School 
Early Planning : 
WHO phases 1 – 4 (see Annex A) 
 
Comple

ted 
In 

Progress 
Not 

Started 
            Comments 

   1.1 Read the Pandemic guidance 
documentation then in force for 
schools, available at 
https://assets.publishing.service.gov.
uk/government/uploads/system/upl
oads/attachment_data/file/1068459/
_Emergency_planning_and_respons
e_for_education__childcare__and_c
hildren_s_social_care_settings.pdf 
and share it with others in your 
school – including staff and 
governors.  

 

 
SLT 

   1.2 Identify who would make any 
decision on whether to close (and 
reopen) the school in the case of 
government advice, staff absence 
or to prevent the spread of 
infection. 
 

Head 

   1.3    Determine who is the Local 
Authority (LA) liaison on this issue 
at Runnymede Borough Council or 
Surrey County Council. 

 

School Business Director 
(SBD) 

   1.4    Check whether your school is 
suitably equipped with materials 
needed to implement infection 
control measures (e.g. tissues and 
tissue disposal, antiseptic 
materials/ gels etc). 

SBD & Estates and 
Facilities Manager 

   1.5   Check cleaning arrangements / 
contracts and whether special 
provision could be provided 
during a pandemic. 

SBD & Estates and 
Facilities Manager 

   1.6   Develop communication and 
dissemination plans for staff, 
students, and families, including 
information about possible 
closures, any timetable changes, 
and – where relevant - transport 

Head & Dir of Comms 
and Admissions (DoCA) 

SBD 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1068459/_Emergency_planning_and_response_for_education__childcare__and_children_s_social_care_settings.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1068459/_Emergency_planning_and_response_for_education__childcare__and_children_s_social_care_settings.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1068459/_Emergency_planning_and_response_for_education__childcare__and_children_s_social_care_settings.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1068459/_Emergency_planning_and_response_for_education__childcare__and_children_s_social_care_settings.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1068459/_Emergency_planning_and_response_for_education__childcare__and_children_s_social_care_settings.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1068459/_Emergency_planning_and_response_for_education__childcare__and_children_s_social_care_settings.pdf
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changes. 

   1.7    Consider allocating some 
curriculum time to pandemic flu. 

DH (Academic) 

2. Preparedness: 
WHO phases 1 – 4 
Comple

ted 
In 

Progress 
Not 

Started 
In addition to the steps listed above:        Comments 

   

   2.1   Compile a list of key contacts.  Head, Head’s PA & 
School Business 
Directors’ PA 

   2.2   Check and update student and 
parent/carer contact details.  

Head/Head’s PA  

   2.3   Consider how you might operate in 
the event of key staff absence 
(including both teaching and 
support staff). Review 
arrangements for covering 
teaching and non teaching duties. 

SLT/ DH (Academic) 

 

Head 

 

   2.4   Consider the allocation of 
responsibilities, duties and cover 
arrangements during a pandemic, 
including who would take key 
decisions in the event of leadership 
team absence. 

 

 

SLT 

   2.5   Review procedures for 
communicating with staff, students, 
and families. 

Head & DoCA 

 

   2.6   Consider pastoral needs of the 
students and staff during a 
pandemic; are there staff training 
needs that could be met now? 

SLT 

   2.7   Consider the needs of any blind 
and deaf students or others with 
special educational needs. 

SLT 

   2.8   Preplan; develop template letters, 
both for closure and reopening. 

Head & DoCA 

 

   2.9   Consider testing communications 
mechanisms in the possible event 
of school closure e.g. 
SchoolComms. 

Head & DoCA 

   2.10 Consider compiling a pool of 
parents / volunteers (who are DBS-
checked) who could be used to 
supervise children in times of 
significant absence.  

 

SLT 
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PANDEMIC POLICY ANNEXES AND APPENDICES 

Appendix 1 

AVIAN AND OTHER INFLUENZA ADDITIONAL NOTES 
 
Additional Actions to be taken for Avian Flu: 
 

• Our catering contractors provide us with a statement about their procedures concerning 
the purchasing of poultry; this will be reviewed as the situation develops.   

 
• Our risk assessments for trips and visits consider controls to avoid contacts with birds, both 

domestic and wild, as do other activities (e.g. rowing). 
 

• Our outdoor sports facility options are reviewed with the Head of PE in conjunction with 
the SLT. 

 
• All gutter roosting locations are identified and actions taken to deter birds from 

contaminating classrooms and out-door seating areas. 
 

• Bird faeces are removed as much as possible from buildings, windows and footpaths. 
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