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PART A – Background and Requirements 

1. Our approach to Outbreak Response  

1.1 Our approach to outbreak response is based on the following principles: 

 Monitor – maintaining awareness of what is happening within the 
Durham University community, the wider local area and at a national 
level. 

 Analyse – analyse the data and information to understand where further 
action may be required. 

 Decide – using the Outbreak Response plan as a guide, decide on the 
appropriate actions in the situation. 

 Act – take the agreed course of action for the situation whilst 
maintaining our agility to change course as the situation requires. 

 
2. Government approach to managing Covid-19 

2.1 From 19 July 2021, the Government in England moved to Step 4 of its roadmap 
out of lockdown and legislated restrictions. From this point, they moved away 
from legislated restrictions towards advising people and organisations on how 
to protect themselves and others, alongside targeted interventions to reduce 
risk. 

2.2 To do this, the government has said it will: 

 Reinforce the country’s vaccine defence, through booster jabs and driving 
take up; 

 Enable the public to make informed decisions through guidance, rather than 
laws; 

 Retain proportionate test, trace and isolate plans; 

 Manage risks at the border; 

 Retain contingency measures to respond to unexpected events, while 
accepting that further cases, hospitalisations and deaths will occur as the 
country learns to live with Covid-19. 

 

3. Government approach to managing Covid-19 in Higher Education 

3.1 The Government laid out its broad approach to managing Coronavirus in HE 
settings in its document 'Higher Education Covid-19 operational guidance'. 

 

https://www.gov.uk/government/publications/higher-education-reopening-buildings-and-campuses/higher-education-covid-19-operational-guidance
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3.2 There are no longer restrictions on the approach to teaching and learning in 
higher education providers as a result of COVID-19. There is no requirement 
for social distancing or other measures within in person teaching. 

3.3 HE providers should continue to conduct risk assessments for their particular 
circumstances. They should implement sensible and proportionate control 
measures which follow the health and safety hierarchy of controls to reduce the 
risk to the lowest reasonably practicable level. Providers must consider and 
comply with their legal responsibilities including the Health and Safety at Work 
Act 1974, and the Equality Act 2010. 

3.4 Control measures that providers are expected to use include: 

 A suitable and sufficient, and regularly reviewed and updated, risk 
assessment, with appropriate control measures to manage risks; 

 Use of face coverings in line with current government guidance, or if the 
local Director of Public Health advises that they be used in certain settings; 

 Appropriate cleaning regimes; 

 Keeping occupied spaces well ventilated; 

 Encouraging staff and students to participate in LFD testing programmes, 
including provision of onsite testing where possible; 

 Asking students to test before travelling back to University, and twice once 
they arrive at University; 

 Supporting students who need to self-isolate; 

 Communicating clearly to students and staff to encourage adherence to 
covid guidelines and to encourage uptake of vaccinations and testing 
programmes; 

 Communicating clearly to international students on government travel 
guidance; 

 Having an outbreak response plan in place.  

3.5 The guidance requires that Outbreak Response Plans should identify 
proportionate actions to reduce transmission, covering scenarios including: 

 increased prevalence of infection locally that requires interventions in the 
whole community, including students and staff 

 a large-scale outbreak that may impact on the activities of the university 

 a localised outbreak in student accommodation 
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 a localised outbreak involving a particular student or staff member, faculty or 
department 

These scenarios, and the associated actions, are outlined in Part D. 

3.6 Additional control and response measures in use at Durham University are 
outlined in detail in Part C, below. 

 

4. Additional controls a Director of Public Health, or National Government, 
may require1 

4.1 Testing – more frequent testing of staff and students, or reintroduction of testing 
sites (if they have been stood down) 

4.2 Face coverings – temporarily requiring them to be worn in settings such as 
teaching spaces, communal areas, offices, etc. 

4.3 Shielding (can only be reintroduced by the national government) 

4.4 Limiting activities such as face-to-face open days, or others which could result 
in mixing between members and non-members of the community 

4.5 Attendance restrictions – face-to-face teaching may, as a last resort, be 
restricted, requiring access for only priority groups, alongside high-quality 
remote education. 

 

PART B – Outbreak Response 

 
5. Escalation to an Outbreak Control Team 

5.1 An outbreak is usually defined as 2 or more linked cases within a 14 day 
period.  

5.2 Government guidance for HE settings recommends that additional control 
measures should be considered when 5 or more student or staff, who are likely 
to have mixed closely, test positive for Covid-19 within a 10-day period. 

5.3 Durham University’s response to a cluster, or an outbreak, will be in 
consultation with PHE and DCC Public Health: 

 A multi-agency Outbreak Control Team (OCT) can be convened by DCC 
Director for Public Health, when deemed necessary, following notification that 
they have received a report of two or more linked cases of Covid-19 within a 
14-day period. 

                                                
 
 
1 See Contingency Framework for Education Settings for more information 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1011704/20210817_Contingency_Framework_FINAL.pdf
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 Covid-19 outbreaks will follow the Public Health England (PHE) joint 
management arrangements as agreed and outlined in the Joint Working 
Standard Operating Procedure. 

 The university will work closely with the Director of Public Health and the 
Health Protection Assurance Board and PHE if an Outbreak Control Team is 
required. 

 Template Terms of Reference and membership, agendas, action and decision 
logs and update forms are all in place. 

 
5.4 Additional local communications and mitigation measures may be agreed with 

partners and employees, informed by: 

 Internal reporting of suspected or positive cases, through the process 
identified in Section 8. The University will ensure that all suspected cases that 
it is made aware of report to NHS Test and Trace. 

 Observation of student behaviours and COVID-19 compliance. 
 
6. Single Points of Contact 

6.1 The following are the agreed Single Points of Contact (SPOC) between PHE, 
DCC Public Health and Durham University for information and intelligence 
sharing: 

 DCC Public Health - CovidOutbreakManagement@durham.gov.uk 

 Public Health England – icc.northeast@phe.gov.uk 
 

 Durham University – information.centre@durham.ac.uk (See operating hours 
at 7.1 below) 

 University Security 0191 3342222 (out of hours) 
 

7. Role of the Incident Control Centre (ICC)  

7.1 The ICC is resourced as a minimum Monday-Friday 9am-5pm, whilst the 
Covid-19 Planning Group remains stood up and there is a risk of outbreak on 
campus. It can be resourced 8am - 8pm, 7 days a week when an outbreak 
occurs, or in accordance with needs, with the capability to move to 24/7 
operating hours at short notice as outlined in the Crisis Management Plan and 
supporting Aide Memoire. 

7.2 The role of the ICC in Outbreak Response is to provide a central information 
management point; receiving, storing and disseminating information both 
externally and internally, as appropriate. 

8. Reporting 

8.1 Staff Reporting 

 Staff members are asked to report their symptoms and book a test through 
the NHS, as a matter of priority. 

mailto:CovidOutbreakManagement@durham.gov.uk
mailto:icc.northeast@phe.gov.uk
mailto:information.centre@durham.ac.uk
https://www.nhs.uk/conditions/coronavirus-covid-19/
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 Staff members are then asked to report their absence, due to suspected or 
confirmed Covid-19, to their line manager. 

 Line managers should follow the steps outlined in the guidance poster and 
use the Oracle web form to report this. 

 Students / staff in close contact with suspected or confirmed cases will be 
informed through either the line manager, or ICC as appropriate, and asked to 
self-isolate, or advised to take a PCR test, in line with NHS guidance. 

 The Oracle web form will notify the ICC who will arrange any required 
cleaning via Housekeeping Cleaning and General Services. 

 The Maintained Colleges (St. Chad’s and St. John’s) will have their own 
reporting and investigation processes, but will also inform the ICC of any 
confirmed staff cases for information. A joint OCT with College and DU staff 
(ICC and CoS) with Public Health may be convened. 

 
 

8.2 Health and Safety Service (HSS) Investigation of Staff cases 

The ICC sends a report of new staff cases (only) to HSS via email: 
health.safety@durham.ac.uk. These are distributed to the relevant HSS 
Business Partner for further investigation. The primary function of an HSS 
investigation into a Covid-19 notification is to establish whether there has been 
the opportunity for workplace transmission. This focus on investigation of 
individual staff cases reflects the Health and Safety Executive’s (HSE) position 
in relation to the RIDDOR reporting of cases. 

The full process for HSS investigations into confirmed covid-19 cases can be 
found here: 
https://www.dur.ac.uk/resources/coronavirus/password/InvestigatingCovidCase
s.pdf  

8.3 Student Reporting  

 Students are asked to report their symptoms and book a test through the 
NHS, as a matter of priority. 

 Students are then asked to report whether they are self-isolating, displaying 
symptoms or have received a confirmed test result for Covid-19, using a web 
form in Banner, following the steps outlined in our guidance . 

 The Banner web form will feed into a reporting tool using PowerBI, and 
automatically send a notification email to the ICC.  

 LFD Test results will be reported to Banner/Oracle by staff at the Test sites, 
including participating colleges, and will feed into the PowerBI reporting tool 
also. 

 Colleges and Departments will have access to information about their 
students through PowerBI. 

o Colleges will know the Covid- status of their students, in order to take 
the appropriate response steps to support the wellbeing of the student 
and reduce transmission. 

o Departments will be able to see which of their students are self-
isolating only, in order to move them to online teaching and back to 
FTF as appropriate. 

https://www.dur.ac.uk/resources/coronavirus/password/A4Posters_symptoms_tests.pdf
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/
mailto:health.safety@durham.ac.uk
https://www.dur.ac.uk/resources/coronavirus/password/InvestigatingCovidCases.pdf
https://www.dur.ac.uk/resources/coronavirus/password/InvestigatingCovidCases.pdf
https://www.nhs.uk/conditions/coronavirus-covid-19/
https://sway.office.com/EAHUg05sQBZsaYoX
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 Students / staff in close contact with suspected or confirmed cases will be 
informed through either the line manager, or ICC as appropriate, and asked to 
self-isolate, or advised to take a PCR test, in line with NHS guidance. 

 For students, Durham has its own Track & Trace capability in addition to the 
NHS service, which will be used to contact close contacts of positive cases – 
see below at Section 13. 

 The ICC will notify additional internal departments who may need to be aware, 
for example Housekeeping, Cleaning and General Services. 

 
8.4 ICC and Information Management  

 The web forms from Banner and Oracle feed in to an internal reporting 
system, PowerBI, which the ICC team will manage on a day to day basis. 

 The PowerBI system produces daily dashboard reports which highlight any 
potential clusters or outbreaks as they are reported. 

 An automated report is generated from PowerBI, on a daily basis, to report 
new case information to PHE, as outlined in the Joint Working Agreement. 
This helps ensure we are sharing intelligence and identifying potential issues 
early. 

 Using the Power BI daily dashboard report, potential outbreaks will be 
identified early and this intelligence will be shared with PHE and DCC Public 
Health. CPG Chief of Staff will liaise with CPG Lead, PHE and DCC Public 
Health SPOC and if in agreement, an Outbreak Control Team will form.  

 PHE will share information and intelligence with the ICC as the agreed SPOC 
for the University. As indicated above, if intelligence comes through out of 
hours, this will be via University Security. PHE will initiate the formation of the 
Outbreak Control Team with the ICC coordinating University membership.  

 
 
 
9. Decision Making 

The following diagram is provided to support decision making, following notification 
of a suspected or confirmed case of Covid-19: 
 
 

 

https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/


 

8 

 
 

10. Invocation of the Outbreak Response Plan (core operating hours) 

10.1 Following notification from the ICC of a potential cluster or outbreak, either 
identified internally, or following notification from DCC Public Health or Local 
Tracing Partnership, or PHE, the ICC will notify the CPG Chief of Staff (CoS). 

10.2 ICC and CoS will coordinate the formation of the University’s representation on 
the Outbreak Control Team. Business Resilience will be informed and will 
inform the on call SILVER (unless SILVER responsibilities have been 
subsumed by the Chief of Staff following invocation of the Crisis Management 
Plan). 

10.3 The Outbreak Control Team will form using the principles outlined in the Major 
Incident Response Plan (MIRP) plan on a page for infectious outbreaks with 
suggested membership, both internal and external, as follows:  

 Outbreak management lead: As identified by Local Health Protection 
Assurance Board (external) 

 DCC Public Health Team (external): Director of Public Health, Local Tracing 
Partnership contact, Strategic Manager Outbreak Control 

 Public Health England Health Protection Team (external) 

 CPG Chief of Staff 

 Student Support and Wellbeing  

 HR (if staff may be impacted)  

 College, including operations representative (if students may be impacted) 

 Department (if specific to a building, or small number of buildings) 

 H&S  

 Occupational Health 

 Business Resilience 

 Marketing and Communications 

Staff / student suspected or 
tests positive for Covid-19

Staff / student reports this to 
the University as outlined in 

this plan

Response initiated through 
Colleges and / or ICC, as 
appropriate, in line with 

Response Matrix (Section 15)

Cumulative case data 
reviewed by ICC, COS and 

CPG Leads

Do we have a potential 
outbreak or area of concern? 

(Decision based on volume 
and setting)

If no, continue to montior 
the situation

If yes, DU SPOC to notify PHE 
and DCC Public Health SPOC

Is an outbreak confirmed and 
does the OCT need to stand 

up?

If no, continue to monitor 
and discuss appropriate 

internal actions at CPG, using 
the Response Matrix (Section 

15) as a guide

If yes, the OCT convenes, led 
by PHE and reporting to CPG 

Lead and COS

Actions identified in the 
Response Matrix invoked, as 
appropriate to the situation, 

for teaching, colleges, 
student support, staff 

welfare, comms and research
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 Representative from the ICC 

 Environmental Health Officers (Community Protection Service): Joanne 
Wallers (Joanne.Waller@durham.gov.uk )  (external) 

 Infection Prevention and Control Team (registered nurses) in the CCG: 
generic inbox necsu.ddesinfectioncontrol@nhs.net  (external) 

 Information intelligence analysts (external) 
 

The following areas will need to be notified and consulted with if appropriate: 

 International Office (optional depending on situation) 

 Academic Office 

 Estates and Facilities (including Accommodation and Commercial Services) 

 CIS 
 
10.4 The Outbreak Control Team will report to the DCC Health Protection Assurance 

Board and internally, the CPG Lead (where CPG is in operation), or to UEC or 
relevant UEC Lead. 

10.5 DCC Director of Public Health will chair the Outbreak Control Team and the 
OCT will consult with DU and DCC communications leads over the issuing of 
all communications – internal and external.  

10.6 The University may be asked to share information with Public Health England 
and local authority Public Health. This information may have been either 
captured by the ICC (details of the staff or student reporting for example) or 
information held locally by departments (visitor lists for example) or Colleges 
(details of others in the household). Staff and student privacy notices, and 
college and departmental visitor sign in processes have been updated to reflect 
this, and a data sharing agreement between DU and DCC will be put in place (if 
one does not already exist at the time). 

 

11. Invocation of the Outbreak Response Plan (out of hours) 
 

11.1 PHE may inform the University of a suspected, or confirmed, cluster or 
outbreak out of hours. The agreed out of hours contact is University Security 
0191 3342222, who will immediately notify the on call Business Resilience 
Manager.  

11.2 The on call Business Resilience Manager will notify the on call SILVER, who in 
turn will notify the on call GOLD (unless the Chief of Staff and CPG Lead have 
taken on call responsibility, as outlined in the Crisis Management Plan). 

11.3 The on call Business Resilience Manager will coordinate the out of hours 
membership of the Outbreak Control Team in the first instance, with 
membership as follows, as agreed with Public Health England: 

 CPG Chief of Staff / Deputy Chief of Staff 

 College Student Support on call officer 

 College Operations on call officer 

mailto:Joanne.Waller@durham.gov.uk
mailto:necsu.ddesinfectioncontrol@nhs.net
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 Business Resilience on call officer 

 Marketing and Communications on call officer 

 Durham County Council Public Health (external) 

 Public Health England Health Protection Team (external) 
 

The following areas may need to be consulted with and asked to support if required: 

 Estates and Facilities on call officer (if buildings or areas need to be closed to 
prevent further access) 

 
11.4 The out of hours Outbreak Control Team will hand over to the full team at the 

point of transition to normal operating hours, with consistency in membership 
where possible. 

 
 

PART C – Outbreak control measures 

 
12. Testing Arrangements 

12.1 The University has worked closely with DCC and the Local Resilience Forum 
and have a commitment that a PCR testing facility, for those displaying Covid-
19 symptoms, is to be located in Durham City Centre throughout the academic 
year. This is to ensure students, staff and the wider community living in the City 
Centre and without their own transport are able to walk to a testing facility 
without having to use public transport. As outlined in our guidance documents, 
staff and students are advised to book a test through the NHS, in line with 
national guidance.  

12.2 The University operates its own Lateral Flow Device testing sites, which make 
regular LFD testing readily available to all students and staff. Currently we have 
permission and resource to continue running these until the end of Michaelmas 
term 2021. 

12.3 Test on arrival and Test to Participate.  

12.3.1 Students arriving from outside the UK will be required and supported to 
follow all relevant government requirements regarding quarantine and 
testing, and then to test twice weekly at our test sites after they complete 
their quarantine period. If no quarantine period is required, they will be 
encouraged to participate in twice weekly testing at our Test sites 
immediately upon arrival. 

12.3.2 Students arriving from within the UK will be strongly encouraged to take a 
home LFT before departure, another on the day of arrival, and twice weekly 
thenceforth. 

12.3.3 A Test to Participate scheme will operate initially, requiring students to show 
evidence of a negative LFT from a DU testing site in order to participate in 
non-educational activities or events. 
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12.4 For the purposes of Outbreak Response, LFTs will enable asymptomatic 
positive cases to be identified – but our response to those cases will be the 
same as for symptomatic cases identified through PCR tests. 

12.5 In the case of an outbreak in a College, whether amongst students or staff or 
both, in-College LFTs will be made available to all students and staff. The aim 
would be to maximise uptake of asymptomatic tests, ideally within 24 hours of 
the outbreak being identified, and continuing for two weeks to enable multiple 
tests. 

12.6 Each college has been issued with an Outbreak Control LFT Emergency Use 
Box which contains: 

 Kits – a total number of tests sufficient to test entire liver-in and staff community 
once 

 SOP – the below specific outbreak control SOP and the fuller LFT SOP 

 Comms 
o Template emails 
o Posters to print and display showing process for testing: 

 Copy of the consent form 
 

12.7 The procedure for enacting rapid in-College testing is as follows: 

1. Should a potential outbreak be identified, the college should initiate this rapid 
response protocol for use of LFTs, pending the confirmation of a potential 
outbreak by the ICC. 

2. An outbreak or suspected outbreak will be identified by the ICC and confirmed 
by the Outbreak Control Team. 

3. An Outbreak Control Team meeting with Public Health colleagues will usually 
be arranged, but this should not delay the establishment of the rapid testing. 

4. On the day of potential outbreak identification, the nominated college contact 
should notify by email the LFT Programme Team (Jacqui Ramagge, Camila 
Caiado, Dan Patterson and Andy Cattermole) of the decision to use the kits 
provided for outbreak control.  

5. The LFT Responsible Officer should confirm: 
a. The day(s) for Outbreak Control Testing (recommend commencing the 

next day to facilitate rapid response) and the slots for household testing 
(unless offering drop-in testing) 

b. That a sufficient number of kits to test entire livers-in and onsite staff 
community are held in the OC emergency response box 

c. That designated individuals are prepared to undertake their roles  
d. The designated room(s) for testing – separate rooms may be required 

for staff and student testing dependent on timings etc.  
e. Who in the college has not yet trained/registered – this information is 

held on Power BI 
6. On the same day, the Responsible Officer should issue rapid communications 

to the college community, using the templates provided in the LFT Outbreak 
Control kit. These communications will invite and strongly encourage the entire 
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college community to take part in onsite LFT mass testing over the subsequent 
days. 

7. On the next day, the following should take place: 
a. Reminder communication to entire student body in line with emergency 

comms template 
b. Day 1 of (x) mass testing in line with the following [see full SOP for further 

details] 
 
The full SOP for rapid in-College testing is held by the ICC and every college. 
 
 

12.8 The ICC can provide information to departments and colleges on the uptake of 
LFTs amongst their staff and students, to aid them in encouraging higher 
uptake. 

12.9 Waste-water testing capabilities may be developed in the future. These would 
enable non-invasive early detection of the presence of a virus at a building level 
such as a College residence block.  Waste-water testing could then be 
combined with targeted personal testing to uncover individual cases, primarily 
in areas already known to be affected. This may prove a more efficient and 
effective means of mass-testing for asymptomatic cases which minimises the 
need for proactive engagement with invasive testing. 

 

13. Track and Trace 

13.1 The University has its own Track and Trace capability, having been trained by 
DCC Public Health colleagues. This was initially conducted by paid student 
workers, but more recently has been undertaken by the ICC. ICC maintain the 
ability to call on student workers should demand require this. 

13.2 The purpose of T&T is two-fold: 

 To inform and remind close contacts of positive cases of the guidance on 
self-isolation, and advice on how long they should be in self-isolation, where 
applicable; 

 To identify potential transmission points, in order to minimise outbreaks. 

13.3 During significant outbreaks, T&T efforts can be directed to specific groups of 
students, as directed by Chief of Staff, CPG Leads, or OCT Chair. 

13.4 Outside of significant outbreaks, all positive cases should be subject to T&T. 

 

14. Support for the Clinically Extremely Vulnerable 

14.1 Staff who are at increased risk of severe C-19 infection, due to being clinically 
extremely vulnerable (which may include those who were advised to shield or 
those with multiple health/risk factors), should have individual risk assessments 
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carried out before returning to site.  These should be carried out in conjunction 
with their line manager, to identify and agree any additional controls required, 
this may include being supported to work from home.  Guidance is available on 
the University C-19 website and support is available from Occupational Health, 
Human Resources and H&S Business Partners.  The need for an individual risk 
assessments is included in the Re-induction to Campus checklist 

14.2 Staff and line managers should review and update individual risk assessments, 
in line with changes in personal circumstances and C-19 guidance. 

14.3 Students are encouraged to report they are at increased risk of severe C-19 
infection on their online form, and to discuss with their General Practitioner.  
Additional support is available through College Student Support Office in line 
with their guidance.  In most cases (unless there is a mandatory practical 
element to the course or accreditation requirements that must be carried out in 
specific facilities, due to an H&S requirement), students have the option for 
learning online.  Students can update this information in the online system and 
departments notified. 

14.4 Risks to new and expectant mothers should be identified through the new and 
expectant mother risk assessment process. 

 

PART D – Contingency Plans 

15. Teaching 

15.1 The government’s Contingency Framework for education settings states that 
Local authorities, directors of Public Health and PHE health protection teams 
can recommend measures for HE settings as part of their outbreak 
management responsibilities. Their priority will be to maximise face-to-face 
education in a way that best manages the Covid-19 risk. 

16. Research 

16.1 The Research Recovery Group has coordinated planning with the departments 
that have determined that on-site access to facilities is critical to delivery of 
their research, should there be a future need to limit access to campus*.  

16.2 This has led to Departmental research contingency plans that outline actions to 
be taken within the anticipated range of scenarios and sets out detailed plans 
for resourcing research activity (both staff and materials) during these 
circumstances.  

16.3 These plans are held by Heads of Department and will be invoked, as required, 
as part of the response to an outbreak on campus or a local lockdown scenario. 
Researchers in Departments that do not require access to laboratories or 
facilities on campus to undertake their research would return to working from 
home in future lockdown scenarios. 

https://www.dur.ac.uk/coronavirus/
https://www.dur.ac.uk/coronavirus/password/staff/return/
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(* Anthropology, Archaeology, Biosciences, Business School, Chemistry, 
Computer Science, Earth Sciences, Education, Engineering, Geography, 
Mathematical sciences, Physics, Psychology, Sport and Exercise Sciences and 
University Library and Collections.)  

 

17. Outbreak Response Scenario Plans 
17.1 CPG Lead, or on call Gold if urgent action is required out of hours, will sanction 

the agreed level of response from the matrix below, based on 
recommendations from the OCT.  

17.2 There might be occasion where PHE or DCC PH make a request for Durham 
University to take further action, using the matrix to guide the level of response, 
This would be carried out by the OCT, on behalf of the CPG Lead, or on call 
Gold if out of hours. 

17.3 UEC and the relevant UEC Lead has overall governance of the response 
process and is responsible, through the Covid Oversight Group and OCT, for 
providing direction, advice and support to individual departments and colleges 
on their actions.  

17.4 In conjunction with the Director for Public Health, and as per the procedure 
above for convening an OCT, the following actions would be considered in 
response to scenarios: 

Scenario Response Communication 
Localised outbreak 
involving a particular 
student or staff 
member, faculty or 
department 

 ICC respond to case – see above Sections 
8, 9, 14; 

 If escalated to an OCT by DPH, additional 
actions could include: 
o Rapid mass LFT testing of all 

staff/students in department; 
o Reinstating use of face coverings (if not 

already in use under DU policy). Likely 
to employ policy institution-wide as 
precaution. 

 

N/A 
 
 
 
Internal – Department 
with ICC 
University policy 
communicated to all 
staff and students 
(Comms – multi-
channel) 

Localised outbreak in 
student 
accommodation 

 ICC/College respond to cases – see above 
Sections 8, 9, 14; 

 If escalated to an OCT by DPH, additional 
actions could include: 
o Rapid mass LFT testing of all 

staff/students in College; 
o Support for self-isolations, including 

seeking to move positive cases out of 
households, where possible 

o Consider reinstating use of household 
bubbles to prevent transmission 

o Reinstating use of face coverings (if not 
already in use under DU policy). Likely 
to employ policy institution-wide as 
precaution. 

 

N/A 
 
 
 
Internal – College with 
ICC 
N/A 
 
 
Internal – College with 
ICC 
University policy 
communicated to all 
staff and students 
(Comms – multi-
channel) 

Large-scale outbreak 
that may impact on 

As above, plus:  
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the activities of the 
university 

 Consider reintroducing operating under 
social distancing, or online (some services 
and/or teaching), including staff working from 
home where possible (in accordance with 
government guidance) – see additional 
action plan below. 

See Comms plan 
below 

Increased 
prevalence of 
infection locally that 
requires 
interventions in the 
whole community, 
including students 
and staff 

As above, plus: 

 Consider reintroducing operating under 
social distancing, or online (some services 
and/or teaching), including staff working from 
home where possible (in accordance with 
government guidance) – see additional 
action plan below. 
 

 

 
See Comms plan 
below 
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Action Plan for moving to 1m+ Social Distancing, or Online provision 

 1m+ 
Online (where applicable) Return to no SD 

Communications 

Internal: 

 Key messages agreed in advance (based 

on operational planning) 

 Agree cascade from UEC Leads to 

operational teams who will need to act 

immediately to make changes 

(Timetabling, Colleges, E&F) – using 

agreed key messages alongside 

operational detail 

 Key messages issued for use in local 

communications (Colleges, Departments, 

student leaders, DSU, ICC)  

 Comms to staff and students to clarify DU 

position, rationale for decision and 

reconfirm commitment to H&S 

 Individual Colleges / Departments to 

issue own communications on specifics 

for their area (using agreed key 

messages, alongside operational detail). 

 Update web and signpost to guidance 

 Central comms supported on BAU 

channels 

 

External: 

 Media statement developed and 

published to website for reactive use 

Internal / External 

 As 1m 

 Clear communication required as per 

Timetabling comment below 

Internal 

 As 1m / online 

 

External 

 Approach to vary depending on whether this 

is a UK Govt / UEC decision. 

 

 Anticipate having advance warning from Govt 

/ UEC decision making as ‘tide goes down’ 
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(Proactively issue statement to 

Palatinate) 

 Engagement with external stakeholders 

e.g. UUK, RG 

 Social media to reconfirm our 

commitment to H&S and protecting our 

community 

 Ongoing social / media monitoring 

Teaching Estate 

 No furniture to be removed, plans 

created for teaching spaces at 1m+ with 

all furniture in situ. 

 Signage erected by external resources 

to  indicate which seats can be used 

 Need to clearly communicate to 

teaching staff 

 Labs to continue to operate at 1m+ 

 All other teaching entirely online 

 

Timetabling 

 In July Timetabling will map rooms 

currently used for teaching to their SD 

equivalent (all activities over a certain 

size will have to move online) 

 All activities will have to temporarily be 

online for 1 to 2 weeks to give 

Timetabling the chance to make the 

changes 

 The room in which teaching is currently 

scheduled will be marked in a field in 

the timetable 

 All activities in a given room will be 

moved to their SD equivalent room (as 

identified through the mapping 

exercise). This process will start with 

the smallest rooms and continue until all 

appropriate rooms have been allocated 

 There will need to be clear 

communication about the fact that if a 

room location is not attached to a 

teaching activity then it should be 

assumed that the activity is being run 

online as the Timetabling Team are 

unlikely to have the resource to 

change the ‘status’ of thousands of 

teaching activities (and potentially 

change them back again if SD is 

removed). 

 The Timetabling Team will need 1 to 2 

weeks to reverse the room mapping process 

 As the original scheduled room will have 

been noted in the system then it should be a 

case of changing the room allocation back 

room by room 

 This process will take longer than the original 

move to SD as activities (and bookings) may 

have changed in the interim and it may not 

always be possible to allocate the original 

room, so an alternative location may have to 

be found 

 Teaching activities will take precedence over 

any bookings. 
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 Teaching will take precedence over any 

bookings 

 All activities over a certain size will have 

to move online. If there is no room 

allocated the assumption needs to be 

that the activity is taking place online 

(see online column) 

 All changes will need to be 

communicated to students and teaching 

staff (changes should appear on 

MYTimetable) 

Colleges 

 Students moved into households – no 

greater than 25. 

 College dining managed by booking slots 

for each household. 

 College formals managed by households 

or rule of six, with different service 

options (servery, family or table service) 

 College bars likely to operate indoor and 

outdoor. Booking required for households 

or rule of six, and table service only 

 College gyms – access managed locally 

depending upon local risk assessments. 

 Students moved into households – no 

greater than 25. 

 College dining managed by booking 

slots for each household. 

 College formals managed by 

households only, with servery service 

only. 

 College bars likely to operate outdoors 

only. Booking required for households 

or rule of six, and table service only 

College gyms – access managed locally 

depending upon local risk assessments. 

 All College and WSE activity to resume under 

business as usual conditions. 

WSE 

 Experience Durham and SU club/society 

events will need to use seating 

arrangements as per teaching estate 

 Risk assessments for activity will need to 

note how SD maintained off estate 

premises 

 Exemptions for some activity will need to 

be approved (through additional LFT 

testing) [where 1m can’t be achieved] 

 Likely some element of F2F activity 

within households, requirement to be 

risk assessed ahead of time.  

 Risk assess online activity as have 

done during lockdowns and highlight 

good online etiquette 

 Normal service resumes 
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 Covid marshalls required, likely cost of 

~£100k, also need to be trained. 

 Marquees to be used where events not 

viable indoors, possible cost of ~£50k. 

SU 

 Seating in building marked up / removed 

from operation 

 Signage to be maintained 

 Room bookings to be limited (and activity 

risk assessed at reduced numbers) 

 Staff office – reduced numbers to 

accommodate distancing (supported by 

flexible working) 

 Building closed to all activity  Normal service resumes 

Library 

 Reduce numbers in building 

 Move to majority bookings only for 

access to study space and browse and 

borrow 

 Number of seats reduced 

 Limit staff numbers on site 

 Support of reception service and 

extension to supervision of building 

 Covid Marshalls continued, x1 in BBL & 

TLC 

 

 Further Reduce numbers in building 

 Move to majority bookings only for 

access to study space and browse and 

borrow 

 Number of seats reduced further 

 Additional limit to staff numbers on site 

 Support of reception service and 

extension to supervision of building 

 Covid Marshalls continued, x3 in BBL & 

TLC 

 

 Revert to normal running 

Departments 

 See Teaching Estate and Timetabling 

actions above 

 Staff should work from home if possible 

when not teaching 

 Access to onsite research requirements 

subject to same access as during 

equivalent period last year, dependent 

upon Govt. guidelines 

 Limited office spaces to have plans for 

1m+, remaining to be formulated locally 

 Communication that all staff should 

work from home if possible 

 Access only for business-critical needs 

– essential research to be guided by 

RRG in consultation with departments 

 Grab and go available if required 
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 Spaces marked for 1m+ distancing 

 Grab and go available if required  

PS Offices 

 Communication that all staff should work 

from home if possible 

 Access only for business critical needs 

 Limited office spaces to have plans for 

1m+, remaining to be formulated locally 

 Spaces marked for 1m+ distancing 

 Grab and go available if required 

 Communication that all staff should 

work from home if possible 

 Access only for business-critical needs 

 Grab and go available if required 

 Hybrid working to continue 

 Arrangements to be managed locally 
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22 

PART E – Principles, governance and further information  

 

18. Principles and Governance 

18.1 This response plan outlines the process, roles, responsibilities, and terms of 
reference for responding to clusters or outbreaks of Covid-19 that might 
adversely impact upon Durham University students, staff, operations or the 
local community. 

18.2 Whilst this plan has been developed to respond specifically to COVID-19 it can 
be adapted to respond to other communicable, infectious outbreaks or future 
pandemics. 

18.3 The process is designed to provide detailed guidance, whilst being flexible 
enough to respond to any variations in size, severity and duration of the 
outbreak. 

18.4 This Outbreak Response Plan has been developed in consultation with Durham 
County Council Public Health team and is intended to complement Durham 
County Council’s Local Outbreak Management Plan.  

18.5 The principles outlined in the Public Health England, Local Authority and Higher 
Education Joint Working Agreement are followed in this plan. This is supported 
by a Durham County Council Public Health and Durham University Joint 
Working Standard Operating Procedure. 

18.6 The principles outlined in Public Health England’s Higher Education Action 
Card are also followed in this plan. 

18.7 The processes outlined in this plan are subject to continual development as the 
university responds dynamically and innovatively, revising our approach as the 
national coronavirus action plan and recovery strategy evolves. 

18.8 This plan and the processes identified seek to align with national policy, 
guidance and mechanisms including outbreak control and NHS Test and Trace 

18.9 This plan should only be invoked as part of a Crisis Management Response or 
Major Incident Response at the decision of the Covid-19 Planning Group (CPG) 
Lead, or the on duty Gold Commander. 

18.10 This plan will be reviewed no less than annually and exercising of this plan will 
be included in the annual Major Incident Response Plan and Crisis 
Management Plan exercise programme. Opportunities will also be taken to 
capture lessons identified following actual incidents by using approved debrief 
processes, as appropriate. 

18.11 Local supporting guidance, processes and procedures are identified in 
Section 17 of this document. 
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19. Purpose 

19.1 The purpose of this plan is to address the following issues related to outbreaks: 

 Create clear and robust reporting procedures for staff and students. 

 Highlight the infection control systems and processes within Durham 
University to include if possible, systems to reduce infection transmission in 
students, staff and visitors.  

 Coordinate responses from core operational areas, to a variety of scenarios 
the University may face during the Covid-19 pandemic.  

 Align with Business Continuity plans to maintain where possible, the 
delivery of services during times of significant and sustained reduced 
staffing levels. 

 To reinforce existing links to partner agencies to provide mutual support 
and maintenance of essential services during an outbreak. 

20. Mitigation Measures 

20.1 Durham University has put in place a holistic range of measures aimed at 
mitigating the risks from, and spread of COVID-19. Our comprehensive Covid-
19 Risk Assessment can be found here. This includes ensuring that all 
buildings and activities to be completed within them have passed the University 
Five Test model. This allows for the University to understand the activities 
onsite and the resource implications. When all measures are applied to a 
building, a certificate of conformity (COVID checklist) is displayed at the main 
entrance to the building.  

 All buildings have been assessed to ensure that suitable ventilation is 
available using guidance from CIBSE and REHVA to inform the risk 
assessment process. 

 Cleaning regimes have been enhanced across the estate to ensure greatly 
increased cleaning common areas and high footfall spaces. This is 
supported by the provisions of ‘clean as you go’ supplies. 

 The ability for the University community to maintain hand hygiene is greatly 
increased through the provision of hand sanitiser stations at points of 
access and egress to all buildings and teaching spaces.  

 Lids have been provided to all non-accessible toilets to reduce risk of 
spread. 

 Face coverings policy is updated as required by the local situation and 
national guidance.  

 Clear signage and induction materials are provided to ensure that members 
of the University community understand what is required of them including 
symptoms and actions to take (not attending, reporting etc.). 

 Staff who are clinically extremely vulnerable (including those with two or 
more risk/health factors that would equate to being clinically extremely 
vulnerable) will be considered for additional mitigations. 

https://www.dur.ac.uk/resources/coronavirus/password/UniversityCOVID19RiskAssessmentv3July21.pdf
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21. Guidance for Students 

21.1 The following guidance has been produced, and is available to all students on 
the University’s Covid-19 web pages: 

https://www.dur.ac.uk/coronavirus/password/students/ 

This includes guidance on health and wellbeing, including specific guidance for 
reporting, self-isolation etc. but also wider guidance on teaching and 
assessment, financial support and accommodation and visas. 

 

22. Guidance for Staff 

22.1 The following guidance has been produced, and is available to all staff on the 
University’s Covid-19 web pages: 

https://www.dur.ac.uk/coronavirus/password/staff/ 

This includes guidance on wellbeing, working arrangements, health and safety 
and campus management. 

 

23. Local, supporting documentation and guidance for Outbreak Response 

23.1 ICC Standard Operating Procedures (copies kept by ICC) 

23.2 ‘Your actions, your university’ Comms campaign  

23.3 Housekeeping, Cleaning and General Services Response SOP (copies kept by 
ACS) 

23.4 Durham County Council Local Outbreak Control Plan 

23.5 Departmental research contingency plans 

 
  

https://www.dur.ac.uk/coronavirus/password/students/
https://www.dur.ac.uk/coronavirus/password/staff/
https://www.dur.ac.uk/coronavirus/youruniversity/
https://www.durham.gov.uk/covid19controlplan
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Appendix A – Action Cards / Standard Operating 
Procedures  

NOTE: Action Cards for some areas have been superseded by Standard Operating 
Procedures, which are held at a local level (linked here where possible) in the following 
areas: 
 
ICC 
 
Rapid mass in-college LFD testing 
 
 
 
College Operations 
 
Residential Services 
Cleaning 
Cleaning within Self-Isolating Environment 
Electrostatic Sprayer 
Emergency Maintenance within Self-Isolating Environments 
Fortnightly Room Checks 
General Cleaning Tasks 
General Maintenance & Legionella Tasks 
Gym Induction 
Quarantine Laundry 
Front Facing Reception and Porters Lodge 
Managing Works in Occupied Spaces 
Moving a Self-Isolating Student from a Shared Room 
PPE 
Self-Isolation Ambient Food Parcel 
Self-Isolation Guidance 
Student Self-Cleaning 
Test Delivery and Collection 
Touchpoints 
Touch Point Cleaning 
Waste 
 
Catering 
Managing a Covid-Secure Catering Operation 
Allocating Mealtimes for Catered Students 
Allocating Mealtimes for Catering Students – Epiphany Term 
Catering & Bar Touch Point Cleaning 
Central Production Kitchen Chef Guidance 
Electrostatic Sprayers 
Food for Self-Isolating Catered Package Students 
Managing Covid-Secure Social Dining 
Ordering and Receipt 
PPE 
Self-Isolation Ambient Food Parcel 
 
College Bars 
Managing a Covid-Secure College Café Bar Operation 
Guidance on Repurposed Multi-use Spaces 

https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/Cleaning%20SOP.docx?d=w9d62b4ad67574513b2e8951ab60a56c3&csf=1&web=1&e=J7JpSN
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/Cleaning%20within%20self-isolating%20environments.docx?d=wf9a135108a0e4baaa4ca1f54fa1d2abf&csf=1&web=1&e=3MUEgW
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/Operations%20Self%20Isolation%20Guidance%20v4.docx?d=wab05fd46a4e943eaa5f214e054296d85&csf=1&web=1&e=SlFwuc
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/Emergency%20Maintenance%20%20within%20Self-Isolating%20Environments.docx?d=w988b6cd22a984c76a6aeaced220fd48e&csf=1&web=1&e=4PwCeI
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/SOP%20Fortnightly%20Room%20Check.docx?d=w26009052585d4b0ba1575e9886217df1&csf=1&web=1&e=kO9dbL
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/General%20Cleaning%20Tasks.docx?d=w346fc4a3c37641879a92dfef0ea8093a&csf=1&web=1&e=Ps3dOa
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/General%20Maintenance%20%26%20Legionella%20Tasks.docx?d=w398b3c3d45624fc78f3cab1e6d46c871&csf=1&web=1&e=E2Uzmk
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/Gym%20Induction%20SOP.docx?d=wcc737cf210434f1ca88c15e8a05386ae&csf=1&web=1&e=CNo2rx
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/Quarantine%20Laundry%20%20-%20SOPV1%20(002).docx?d=wff3ba8345d2447139f2c8fd3aac20667&csf=1&web=1&e=RvMKex
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/ReceptionPorters%20Lodge%20Front%20Facing%20SOP.docx?d=w849ab8d6f9904572b1af6e890b8379ad&csf=1&web=1&e=ZTiQyG
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/SOP%20C19%20Managing%20Works%20in%20Occupied%20Spaces%20V1.1.docx?d=wa5b5a3b5fa2d43a9b3542abc32554a36&csf=1&web=1&e=BmeAtp
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/Moving%20a%20Self-Isolating%20Student%20from%20a%20Shared%20Room%20SOP.docx?d=wfced246a2b2142f28215955a345183a0&csf=1&web=1&e=UfjMlF
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/SOP%20PPE.docx?d=wbae14f4099cd49e5bd3a4c997e6211d8&csf=1&web=1&e=ICjL5g
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/Self%20Isolation%20Ambient%20Food%20Parcel%20SOP.%20V0.2.docx?d=w8ffd6e7c0ade4cf4999b760b3accee63&csf=1&web=1&e=GJchhb
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/Operations%20Self%20Isolation%20Guidance%20v4.docx?d=wab05fd46a4e943eaa5f214e054296d85&csf=1&web=1&e=SlFwuc
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/Student%20Self-Cleaning%20SOP.docx?d=w6bd40ed20d074b83951a0a4ad459869f&csf=1&web=1&e=k18cLE
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/Test%20Delivery%20and%20Collection-%20SOPV1%20.docx?d=w8bba731576074e7d9905afe8d30700d4&csf=1&web=1&e=Z77Ad7
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/SOP%20touchpoints.docx?d=wa9c43833814640b7846587b68b10d2a5&csf=1&web=1&e=vxv4zg
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/Touch%20Point%20Cleaning%20SOP.docx?d=w815f09665f8d4634804fca32fd75b3a0&csf=1&web=1&e=KixcTu
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Residential%20Services%20SOPs/Waste%20Standard%20Operating%20Procedure.docx?d=wb712787476164e20982894e52949f906&csf=1&web=1&e=5rbKJd
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Catering%20SOPs/4.6%20Managing%20a%20Covid-Secure%20Catering%20Operation%20SOP%20v0.2.docx?d=wca43404011244dbcb337bffce39e74fa&csf=1&web=1&e=kJNbpO
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Catering%20SOPs/Allocating%20Mealtimes%20for%20Catered%20Students%20SOP%20V1.0.docx?d=wb6f8c10cca6e48bcbca2747d40e8e6f1&csf=1&web=1&e=i7R0lH
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Catering%20SOPs/Allocating%20Mealtimes%20for%20Catered%20Students%20SOP%20V1.0.docx?d=wb6f8c10cca6e48bcbca2747d40e8e6f1&csf=1&web=1&e=eambk2
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Catering%20SOPs/Catering%20%26%20Bar%20Touch%20Point%20Cleaning%20SOP.docx?d=w88cd65d7446b4652bf4094240d37824e&csf=1&web=1&e=GeI07Y
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Catering%20SOPs/College%20Chef%20(Reheat)%20SOP.docx?d=wec4bf9fae48345068ea0e9a86453b48a&csf=1&web=1&e=yeW6yb
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Catering%20SOPs/Electrostatic%20sprayer%20SOP%2002.10.2020.docx?d=w0a2b63ab031745cdb23ee85c4b93f1d2&csf=1&web=1&e=hQIAfC
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Catering%20SOPs/Food%20for%20Self%20Isolating%20Catered%20Package%20Students%20SOP%20V0.1.docx?d=wd8b5b5562a2b4a35b8d0eff8d1f6c601&csf=1&web=1&e=D2GAl3
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Catering%20SOPs/Managing%20Covid-secure%20Social%20Dining%20SOP%20-%20V1.0.docx?d=wb3e5f20453814c769bdda2111677b1e0&csf=1&web=1&e=pUJpsq
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Catering%20SOPs/Managing%20Covid-secure%20Social%20Dining%20SOP%20-%20V1.0.docx?d=wb3e5f20453814c769bdda2111677b1e0&csf=1&web=1&e=pUJpsq
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Catering%20SOPs/Managing%20Covid-secure%20Social%20Dining%20SOP%20-%20V1.0.docx?d=wb3e5f20453814c769bdda2111677b1e0&csf=1&web=1&e=pUJpsq
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Catering%20SOPs/Self%20Isolation%20Ambient%20Food%20Parcel%20SOP.%20V0.2.docx?d=wd66a4d4dc78b4f109afe6dc47b4cd6c0&csf=1&web=1&e=lc0MuX
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Bar%20SOPs/Doc2Managing%20a%20Covid-Secure%20College%20Cafe%20Bar%20Operation%20SOP.docx?d=w6f6f26b188d24538873b2539969d4fc0&csf=1&web=1&e=uxMcPt
https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Bar%20SOPs/Covid%20summary%20guidance%20-%20repurposed%20multi-use%20spaces.docx?d=w484edb01cbf944e6a559e36e2bb64178&csf=1&web=1&e=2BdWbP
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Catering & Bar Touch Point Cleaning 
 
 
ACS 
 
 
 
H&S 

 
Investigating staff Covid-19 cases  

https://durhamuniversity.sharepoint.com/:w:/r/teams/C19StudentEnrichmentTF-HealthandSafetyDocuments/Shared%20Documents/Health%20and%20Safety%20Documents/_Catering%20SOPs/Catering%20%26%20Bar%20Touch%20Point%20Cleaning%20SOP.docx?d=w88cd65d7446b4652bf4094240d37824e&csf=1&web=1&e=GeI07Y
https://www.dur.ac.uk/resources/coronavirus/password/InvestigatingCovidCases.pdf
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ACADEMIC DEPARTMENTS 
 

ACTION TO BE TAKEN WHEN A STUDENT IS REPORTED AS SELF-
ISOLATING 

Switch student to online activities, and vice versa when student reports as having completed 
period of self-isolation. 

Students who are too unwell to partake in online activities should submit self-certification form 
in the usual way. 

 
For each case, immediately after emailing the student, the Teaching Coordinator would also 
enter a brief (outline) Covid-19 entry at medical.php (akin to self-certification) which would 
then generate the usual automatic email, copied to relevant tutors/supervisors, lab 
technicians, etc. 
 

 
The class should be rearranged on-line if the specific learning outcomes for the class have 
not been met. 
 

 
ACTION WHEN COVID-19 IS SUSPECTED DURING FACE TO FACE 
TEACHING 

When a case of Covid-19 is suspected within a teaching activity the Class Leader must: 
 
CEASE THE TEACHING ACTIVITY IMMEDIATELY  
 
Tell the person with the suspected case to leave the room, taking their belongings with them, 
and to go directly home if able to do so safely wearing a face covering. 
 
 
The class leader and the rest of the class do not need to self-isolate unless they have been in 
close contact (15 minutes closer than 2m, or 1 minute closer than 1m) with the suspected 
case, or when instructed by NHS Track and Trace.   
 
If they do need to self-isolate, they should inform the University via the ICC via Banner 
(students) or their line manager (staff) who should register this on Oracle). 
 
The immediate area should be taken out of use until cleaning can be carried out by 
Housekeeping Service. 
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LINE MANAGERS 
 

ACTIONS IN THE EVENT OF A SUSPECTED OR CONFIRMED STAFF 
CASE (for line managers) 

If the colleague hasn’t had a test, advise them to book one via www.nhs.uk/coronavirus and 
report their test outcome 

 
Complete Oracle in respect of the absence 

 
If colleague is symptomatic or has had a positive test and is working on campus complete the 
webform which is on the manager’s Oracle ‘me’ page.  The webform is submitted to the 
Incident Control Centre 

 
If there has been any close contact (definition on webform and at close contact FAQ ) with a 
colleague in the manager’s department, they must advise them to self -isolate.  Close 
contacts outside of the department must be flagged on the webform. Information on self-
isolation, script for managers and email for managers to send to self- isolating colleagues is 
available here 

 
The Incident Control Centre will arrange for any cleaning which is required and will facilitate 
contact with any identified close contacts who are external to the department 

 
If the test outcome is negative, the colleague can return to work when they feel well.  Any 
close contacts should be advised by their manager that they can end their self- isolation 

 
Where the test outcome is positive, a colleague can return to work after 10 days from their 
first symptoms as long as their temperature has returned to normal. Close contacts who have 
been asked to self-isolate will need to do so for 10 days. If a close contact subsequently 
develops symptoms, they will need to complete a 10 day self-isolation period from the start of 
symptoms. 

Managers should keep in contact with colleagues who are self isolating and/or unwell as they 
would do during a period of sickness absence 

 
Resources are available via posters, managers guidance, FAQs, scenarios, infographic 
regarding self-isolation and the script for managers is here   

 

ACTIONS IN THE EVENT OF A SUSPECTED OR CONFIRMED 
OUTBREAK  (for line managers) 

If you suspect there is a link between two or more confirmed staff cases in your department, 
please flag this to the ICC coronavirus.information@durham.ac.uk 

If the ICC identify a potential link between two or more confirmed staff cases, or a link 
between student and staff cases, they will pass the details on to H&SS who will contact your 
department to investigate further. H&SS will investigate all staff cases. 

http://www.nhs.uk/coronavirus
https://www.dur.ac.uk/coronavirus/password/staff/hs/faq/?faqno=7848
https://www.dur.ac.uk/resources/coronavirus/password/A4TrackAndTraceInfographic.pdf
https://www.dur.ac.uk/resources/coronavirus/password/A4TrackAndTraceInfographic.pdf
https://www.dur.ac.uk/coronavirus/password/staff/hr/linemanagers/
https://www.dur.ac.uk/resources/coronavirus/password/A4Posters_symptoms_tests.pdf
https://www.dur.ac.uk/resources/coronavirus/password/ManagerGuidance.pdf
https://www.dur.ac.uk/coronavirus/password/staff/hs/
https://www.dur.ac.uk/resources/coronavirus/password/Scenarios.pdf
https://www.dur.ac.uk/resources/coronavirus/password/A4TrackAndTraceInfographic.pdf
https://www.dur.ac.uk/resources/coronavirus/password/A4TrackAndTraceInfographic.pdf
https://www.dur.ac.uk/coronavirus/password/staff/hr/linemanagers/
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Potential outbreaks will be flagged by the ICC to Public Health England and Durham County 
Council Public Health, they may request further information and an appropriate representative 
from your department may be asked to attend a fact finding call 

If an outbreak is confirmed involving staff from your department, or students who are linked by 
your department (for academic departments only), an appropriate senior representative from 
your department will be asked to join the Outbreak Control Team 

Further departmental action may be required, as advised by the Outbreak Control Team  
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MARCOMMS 
 

ACTION TO BE TAKEN ON AN ONGOING AND PRO-ACTIVE BASIS 

 Regular communication with staff, students and community via established channels 

 Wide horizon scanning, including social media and external / internal networks and 

escalate potential incidents 

 Publish statistics on DU website, as agreed by CPG 

 Assess and manage media enquiries and identify opportunities for reputation 

building activities / stories 

 Representation at DCC Local Reslience Forum Communications Cell  

ACTION TO BE TAKEN WHEN A SUSPECTED COVID19 CASE IS 

REPORTED – STUDENT AND STAFF 

 Ongoing and pro-active actions outlined above 

 Provide strategic communications support to Head of College using previously 

agreed key messages and email templates, to issue communications to: 

 Heads of College 

 Students in College who are required / not required to self-isolate 

 

ACTION TO BE TAKEN WHEN A CLUSTER / OUTBREAK 

IDENTIFIED 

 Ongoing and pro-active actions outlined above  

 Representation on Outbreak Control Team 

 Provide strategic communications support, including to Head of College using 

previously agreed key messages and email templates, to issue communications to: 

 Heads of College 

 Students in College who are required / not required to self-isolate 

 Liaison with DCC communications colleagues and inform  

ACTION TO BE TAKEN WHEN A CLUSTER / OUTBREAK 

IDENTIFIED AFFECTING AN ENTIRE COLLEGE 

 Ongoing and pro-active actions outlined above  

 Representation on Outbreak Control Team 

 Provide strategic communications support, including to Head of College using 

previously agreed key messages and email templates, to issue communications to: 

 Heads of College 

 Students in College who are required / not required to self-isolate 

 Communicate to all staff / students on behalf of CPG using previously agreed key 

messages and email templates in the event of a College lockdown 

 Liaison with communications colleagues / stakeholders (where appropriate) 

 DCC press@durham.gov.uk  

   

https://durhamuniversity.sharepoint.com/:w:/t/MarComms2/EfU_vghrT7VCiJxIeJyKcUEBpydTEQB01oprvecBi2Ezmw?e=FRRHad
https://durhamuniversity.sharepoint.com/:w:/t/MarComms2/EfU_vghrT7VCiJxIeJyKcUEBpydTEQB01oprvecBi2Ezmw?e=FRRHad
https://durhamuniversity.sharepoint.com/:w:/t/MarComms2/EfU_vghrT7VCiJxIeJyKcUEBpydTEQB01oprvecBi2Ezmw?e=FRRHad
https://durhamuniversity.sharepoint.com/:w:/t/MarComms2/EfU_vghrT7VCiJxIeJyKcUEBpydTEQB01oprvecBi2Ezmw?e=FRRHad
https://durhamuniversity.sharepoint.com/:w:/t/MarComms2/EfU_vghrT7VCiJxIeJyKcUEBpydTEQB01oprvecBi2Ezmw?e=FRRHad
https://durhamuniversity.sharepoint.com/:w:/t/MarComms2/EfU_vghrT7VCiJxIeJyKcUEBpydTEQB01oprvecBi2Ezmw?e=FRRHad
https://durhamuniversity.sharepoint.com/:w:/t/MarComms2/EfU_vghrT7VCiJxIeJyKcUEBpydTEQB01oprvecBi2Ezmw?e=FRRHad
https://durhamuniversity.sharepoint.com/:w:/t/MarComms2/EfU_vghrT7VCiJxIeJyKcUEBpydTEQB01oprvecBi2Ezmw?e=FRRHad
mailto:press@durham.gov.uk
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CLUSTER / OUTBREAK AFFECTING AN ENTIRE ACADEMIC 

DEPARTMENT 

 Ongoing and pro-active actions outlined above  

 Representation on Outbreak Control Team 

 Provide strategic communications support, including  to Head of 

Department/Department Manager 

 Liaison with communications colleagues / stakeholders (where appropriate) 

 DCC press@durham.gov.uk  

 Other stakeholders / relationship owners as appropriate to the situation 

LOCAL LOCKDOWN AFFECTING ENTIRETY OF CAMPUS AND 

LOCAL AREA 

 Ongoing and pro-active actions outlined above  

 Communicate to all staff / students on behalf of CPG using previously agreed key 

messages and email templates  

 Liaison with communications colleagues / stakeholders (where appropriate) 

 DCC press@durham.gov.uk  

 Other stakeholders / relationship owners as appropriate to the situation 

 

MOVE TO ENTIRELY ONLINE LEARNING 

 Ongoing and pro-active actions outlined  

 Communicate to all staff / students on behalf of CPG using previously agreed key 

messages and email templates  

o Provide strategic communications support, including to Heads of Academic 

Departments  

 Liaison with communications colleagues / stakeholders (where appropriate) 

 DCC press@durham.gov.uk  

 Other stakeholders / relationship owners as appropriate to the situation 

 
 
 

MARCOMMS SCENARIO PLANNING 

Scenario Author Audience Key messages 

Cases on 
campus 

CPG / PHE 
Webpage 

All staff 
All students 
Community 
Media 

Show care and concern for those 
self-isolating 
Provide detail of action taken by 
DU 
Outbreak Response Planning 
Support offered to those in self-
isolation 
Information on identifying and 
reporting symptoms 
 

mailto:press@durham.gov.uk
https://durhamuniversity.sharepoint.com/:w:/t/MarComms2/EfU_vghrT7VCiJxIeJyKcUEBpydTEQB01oprvecBi2Ezmw?e=FRRHad
https://durhamuniversity.sharepoint.com/:w:/t/MarComms2/EfU_vghrT7VCiJxIeJyKcUEBpydTEQB01oprvecBi2Ezmw?e=FRRHad
mailto:press@durham.gov.uk
https://durhamuniversity.sharepoint.com/:w:/t/MarComms2/EfU_vghrT7VCiJxIeJyKcUEBpydTEQB01oprvecBi2Ezmw?e=FRRHad
https://durhamuniversity.sharepoint.com/:w:/t/MarComms2/EfU_vghrT7VCiJxIeJyKcUEBpydTEQB01oprvecBi2Ezmw?e=FRRHad
mailto:press@durham.gov.uk
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Isolation of 
household 
within College 

Head of 
College 
Email 

College Heads Overview of students / 
households in self-isolation 

Isolation of 
household 
within College 
(suspected / 
confirmed 
case) 

Head of 
College 
Email 
College 
channels 
 

Students in College 
not required to self-
isolate 

Show care and concern for those 
self-isolating 
Provide reassurance for students 
who do not need to isolate  
Provide detail on actions taken by 
the College 
Information on identifying and 
reporting symptoms / NHS Test 
and Trace 
 

Isolation of 
your 
household 
within College 
(suspected / 
confirmed 
case) 
 

Head of 
College 
Direct 
communication 
to affected 
students 

Students in College 
required to self-
isolate 
 

Show care and concern for those 
self-isolating 
Provide reassurance that College 
will provide support (including 
contact details) 
Provide detail on actions taken by 
the College 
Information on how to self-isolate 
 

Closure of 
College – 
Precautionary 
measure / high 
vol of cases 
(Adapt 
message as 
appropriate) 

Head of 
College 
College 
channels 

All students within 
College 

Show care and concern for those 
self-isolating 
Provide reassurance PHE has 
been engaged and outline action 
taken 
Information on identifying and 
reporting symptoms / NHS Test 
and Trace 
Provide reassurance that College 
will provide support (including 
contact details) 
 

Closure of 
College – 
Precautionary 
measure / high 
vol of cases 
(Adapt 
message as 
appropriate) 
 

CPG 
C-19 email 
Website 

All staff 
All students 
Community 
Media 

Show care and concern for those 
self-isolating 
Provide reassurance PHE has 
been engaged and outline action 
taken 
Information on identifying and 
reporting symptoms / NHS Test 
and Trace 
Provide overview of support 
provided by College 
 

Closure of 
teaching space 
e.g. lab 

Need to 
understand 
communication 
channels 
available and 
owners 

Impacted staff Show care and concern for those 
self-isolating 
Provide an overview of the action 
taken by DU and action required 
by colleagues e.g. teaching online 
temporarily 
Information on identifying and 
reporting symptoms / NHS Test 
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and Trace (Reinforce ‘close 
contact’ messaging) 

Closure of 
teaching space 
e.g. lab 
 

Need to 
understand 
communication 
channels 
available and 
owners 
 

Impacted students 
 

Show care and concern for those 
self-isolating  
Provide an overview of action 
required by students i.e. online 
learning  
Information on identifying and 
reporting symptoms / NHS Test 
and Trace (Reinforce ‘close 
contact’ messaging)  
  

Local 
lockdown 
affecting 
entirety of 
campus and 
local 
area 

CPG All staff 
All students 
Community 
Media 

Show care and concern for entire 
community 
Reinforce commitment to health 
and safety 
Clearly outline restrictions and 
how they will impact University 
operation 

Move to 
entirely online 
learning 

CPG 
 

All staff 
All students 
Community 
Media 

Reinforce commitment to H&S 
Clearly outline measures / 
impacts 
Provide information on identifying 
and reporting symptoms / NHS 
Test and Trace 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


