Covid-19 Positive Case Action Card for Early Years and Childcare
Settings in Bolton
This action card has been established to support Bolton settings should a positive Covid-19 case
be identified. It refers to the most recent guidance available as at 30.6.2020. It is recommended
that you read the full note and think about these actions, and who may carry each out if a positive
test for Covid-19 arose in your setting.
This is the process should a positive test be linked to your setting.
IDEAL: GM Integrated Contact
Tracing Hub receive information
from national testing centre

GM Contact Tracers
alerted

POSSIBLE: Staff member or parent reports
positive test result and GM Contact Tracer
has not yet spoken to setting

PH NW Office alert
contact tracers

Setting contact Public Health
England NW Office (0344 2250562)

Settings should act while waiting for Contact Tracer to get in touch, or will need to look at
these points when contacted:
a) Identify an appropriate member of the leadership team to work with the contact tracer.
b) Begin the process of identifying direct and close contacts of the case within the setting
during the 48 hours prior to the child or staff member falling ill or whilst the child or
staff member was ill. This is likely to be the practitioners and children in that group.
c) Consider the potential number of direct and close contacts and the implications of this
for business continuity.
d) Begin to consider the potential support requirements of those who may be asked to
self-isolate, including potential online learning requirements.
e) Identify any other individuals who may be symptomatic and support them to apply for a
test.

GM Contact Tracers / Setting Conversation
•
•

Setting share details of case: Direct contacts without PPE / Close contact without PPE
Contact Tracer will share advice and will provide a standard letter to the setting containing
the advice for contacts and their families. The setting will be asked to send the letter to
the identified contacts.

Confirmed
direct and
close contacts
self-isolate 14
days (starting
from last day in
contact with
case) – use
letter provided
by Contact
Tracer. No test
unless develop
symptoms

Setting contact Local Authority:
1. startwell@bolton.gov.uk (with
details to report a case)
2. Ring Social Care Duty Team to
log any children with a social
worker who have a positive test
or have been asked to isolate

Bolton Start Well to contact
setting to identify any further
support needs

Household members of an
identified contact do not need
to self-isolate unless the contact
develops symptoms
Personal & community contacts
will be contacted by national
Test & Trace (no setting action)

Email requests from the media to
policyandperformance@bolton.gov.uk
for co-ordinated response

•
•
•

Action
Close the bubble/group that the child/staff is part of.
Parents to be contacted to collect asap. Isolate as a bubble
until collected.
Ask staff not to speak to media – queries to Manager / Deputy
and emailed to policyandperformance@bolton.gov.uk for coordinated LA response

•

Close off the affected classroom/toilets etc and arrange a
thorough clean and disinfect

•

Contact Public Health England – North West Office (0344
2250562)

•

Contact relevant Governance Structures

•

Report case to the local authority via startwell@bolton.gov.uk –
please give the listed information

•

Report any children with a social worker who will not be in
school or setting to Social Care (numbers below)

Notes
Children and staff sent home must isolate for 14 days. Other family members in their households
do not need to isolate. If any member of staff or a child has to self-isolate because their family
member tests positive, but they do not have symptoms, the whole bubble does not need to selfisolate – unless that person develops symptoms, then the bubble would self-isolate for 14 days
from last contact.
Script for parents:
‘There has been a confirmed COVID-19 case in your child xxx bubble. In line with current guidance
your child will need to self-isolate for 14 days from today. The rest of your family do not need to
isolate.’
(Note to staff making calls that no details about the person with the confirmed case are to be
shared. )
• Once all other rooms are empty, arrange for a thorough clean and disinfect of all other rooms.
• Re-assess impact of closed classrooms on other bubbles and adapt site plan as required
(including any changes to fire procedure).
• May have to speak to a member of staff and wait for a call back from a clinician.
• Will need to provide the school / setting postcode and the name of the person with the positive
test.
• Useful to have a copy of the risk assessment to hand and an awareness of the level of contact
people in the affected bubble have had with each other.
• Discussion around current actions and any further guidance as required.
Owner/ Committee Chair / Regional Manager /Chair of Trust / CEO - You may want to add their
phone numbers here
1. Setting name
2. Age group / Bubble (i.e. whether whole group or part of a separate age group that has closed)
3. Estimated numbers asked to isolate
4. Number of children with a social worker who have been asked to stay away from setting
5. Expected reopening date
If closing any aspect of your provision results in a child with a social worker being asked to not
attend the setting, please contact the relevant Social Care Duty Desk (numbers below) with the
child’s details to enable their Covid-19 Social Care risk assessment to be reviewed.

NB Any confirmed cases of coronavirus (Covid-19) in the setting (either child or staff member), and if the setting is advised to close as a result, should be swiftly
reported to Ofsted through the usual notification channels. https://www.gov.uk/guidance/report-a-serious-childcare-incident

•
•

Action
Inform staff and parents of the situation by (emailed) letter
Check in with all staff working in the building and provide
support as necessary (staff welfare)

Notes
I am writing to inform you that we have had a confirmed case of COVID-19 in one of our bubbles in setting
The DfE guidance advises:
‘Where the child or staff member tests positive, the rest of their group within their childcare or education
setting should be sent home and advised to self-isolate for 14 days. The other household members of that
group do not need to self-isolate unless the child or staff member they live with in that group subsequently
develops symptoms.’
We have therefore closed the bubble and have commenced deep cleaning of the area. I have been in touch
with Public Health England who have confirmed that all required steps have been taken and that there is no
further action necessary to maintain the safety of the children and staff currently attending the setting.
As always, if your child or anyone in your household is presenting with COVID-19 type symptoms, please stay
at home and book a test immediately. If you need any help with booking a test, please don’t hesitate to phone
the setting and we can support you with this.

Additional Information
Children’s Social Care Duty Team Numbers

Who are ‘direct’ are ‘close’ contacts?

