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Guidance for Managers and Staff – Questions and Answers 

Referencing the national lockdown from 4 January 2021 

Updated 13 January 2021 

We have updated our frequently asked questions to reflect those questions being raised by 
you, in response to the continuing COVID-19 crisis.   
 
Everyone in England is required to follow the new national lockdown guidance, which has 
been set out by the government. Whether you have continued to work on campus as a 
critical worker, or are working on campus as part of a rota, or working remotely, we are 
committed to supporting you and our top priority is your health and safety. As part of the 
current national lockdown restrictions, you should work from home where your role enables 
you do so. Where we are required to support essential services and work on campus, it is 
more important than ever that we make every effort to follow University guidance and keep 
our number of contacts as low as possible to reduce the risk of catching or spreading the 
virus within our community. 
 
Please contact me, Lissie Whitaker, E.Whitaker@chi.ac.uk, if you have any questions you 
feel would be useful to include in our next update.   
 

1. Is the University open? 

Yes.  The government has advised Universities to remain open to deliver essential support 
to students and staff, and in particular those students who have remained on campus or who 
have already returned. Activities on campus are restricted to those which cannot be carried 
out remotely, including but not limited to teaching activity for specific courses and critical 
support roles required for the safe operation of our campuses. Working arrangements will be 
implemented where appropriate to minimise risk. 
 

2. How will we know what is happening in the University during this lockdown period? 

Given the situation is changing rapidly we will make updates to our frequently asked 
questions as soon as further news is received from Government, the Office for Students, 
UCEA (Universities and Colleges Employers Association), the Department for Education, 
Universities UK and other relevant sources.   
 

• The Vice-Chancellor will update staff and students by email where any changes are 
required. 

• The Covid-19 web pages will be refreshed to provide relevant information for 
students and staff.  

• We will continue to brief the Senior Management Team on any changes relating to 
return to campus and our teaching/work responsibilities. 

• We will continue to work with the Students’ union to respond to the changing 
situation. 

• We will continue to work closely with Unison and UCU colleagues through the Joint 
Consultative Group to provide updates on any actions being taken and on reporting 
the number of positive results. 

• The Covid-19 Outbreak Control Group will continue to meet regularly to discuss and 
agree actions to support both our students and staff.  Further details can be found on 
this Word document.   

• The University’s Covid-19 Pledge can be found on this Word document.  

mailto:E.Whitaker@chi.ac.uk
https://staffnet.chi.ac.uk/?q=system/files/cocg_constitution_and_tor_final_0.docx
https://staffnet.chi.ac.uk/?q=system/files/cocg_constitution_and_tor_final_0.docx
https://staffnet.chi.ac.uk/?q=system/files/the_university_of_chichester_community_covid_pledge_0.docx
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• The University’s COVID-19 Standard Operating Procedure for the management of 
COVID-19 outbreaks can be found on this Word document.   

• Previous versions of our Frequently Asked Questions will remain available on our HR 
page for reference. 

 

3. How do the new National lockdown restrictions affect me? 

The Government has indicated the current lockdown arrangements will be reviewed in mid-

February.  We don’t know yet whether at the end of this period, the Government will look to 

return to the regional tiered restrictions, or extend this period further.  This means that we 

are required to deliver online teaching until at least mid-February, subject to confirmation 

from government that face-to-face teaching can resume then.  Some courses are exempt 

and can be taught in person on campus: this means that for Education (ITT), Social Work 

and Physiotherapy, teaching resumes as planned.  For all other subject areas, the guidance 

states that students who do not study on these courses should remain where they are 

wherever possible, and start their term online, as facilitated by the University, until at least 

mid-February.   

Where colleagues are required to work on campus to deliver essential and critical services 
for students and staff (i.e. those areas the University is required to keep open and running 
such as the Learning Resource Centres, Library, student accommodation, catering, 
caretaking, security, cleaning and essential campus services, building and maintenance 
works), working arrangements will be managed in line with COVID-19 safe working 
practices.  This might include colleagues working on a rota basis, at home or a combination 
of both. 
 

4. When can we return to face-to-face teaching? 

As indicated above, we plan to continue with blended learning and face-to-face teaching as 
soon as it is possible to do so during Semester two.  We will regularly review our position, 
and we will keep you updated.   Although external advice is rapidly changing, we will notify 
you of any planned changes to the delivery of teaching with as much notice as possible, so 
that you have enough time to prepare to re-join us on campus. We will continue to work with 
departments to respond to the latest guidance from the Department for Education and 
update staff and students on what the guidance means for their courses. 
 

5.  I seem to be receiving a lot of ‘Spam’ emails or calls during this lockdown period – 

where can I seek advice? 

Our colleagues in IT have kindly provided the following advice for us all, whether on campus 
or working from home:  
 
Email phishing and scam messages continue to be the primary choice for attackers to extort 
money or information from people and businesses. 2020 has seen a very significant rise in 
phishing and other cyber-scams which exploit the circumstances we are in, and continue to 
grow as we commence the new year. We have closely observed cyber-threats mutating 
quickly in their attempt to negotiate around our cyber defences and to try and catch you off 
guard.  
 
As an example, a recent scam email (or telephone call) pretends to come from HMRC which 
can look very convincing, but is suggesting you contact them about a refund, or to avoid 
imminent prosecution. A further scam is now in circulation pretending to come from the NHS, 
directing you to ring a (premium rate) phone number to book a vaccination appointment.  

https://staffnet.chi.ac.uk/?q=system/files/covid19_standard_operating_procedure_0.docx
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In addition to the personal financial and privacy risks, these often, also, seek to capture your 
password information that might compromise the data and privacy of those that you know or 
work with, which can put the University at risk. Of course, in addition to distress we want to 
avoid for our students and staff, we would also want to avoid the significant fines and 
reputational impact that could occur where privacy is compromised.  
 
How to deal with these, and other scams are described on the SIZ help website.  
 
The University identifies and diverts almost a million instances per day of all known scams 
and cyber-attacks. IT services are implementing what is called Advanced Threat Protection 
for email, which builds upon the robust cyber defences already in place. ATP will be rolled 
out in the coming weeks, and is a new generation of security software that will further reduce 
the email scams that might get through to you. ATP also makes safe, the links in scam 
emails that are delivered to you, which ensures that an inadvertent ‘click’ is less likely to lead 
to problems.  More information about these security enhancements will be shared with you 
soon. Please continue to stay vigilant, and if you have any concerns, or questions pleased 
contact the Support and Information Zone (SIZ).  
 

6. Can I travel to work? 

Yes.  Colleagues who are required to deliver or to support delivery of teaching and research 
or the provision of appropriate university facilities (including catering, cleaning and provision 
of study spaces including laboratories and libraries) are considered critical workers for the 
purposes of access to education. Travelling to work for these purposes counts as a 
reasonable excuse for travel, notwithstanding wider travel restrictions in place. 
 
7. As a ‘critical worker’ can my children attend school? 

Critical workers include those working in Education and childcare, including support and 
teaching staff and specialist education professionals who must remain active during the 
COVID-19 response. Further to guidance issued by Government on 4 January, the latest 
Government guidance, updated 8 January 2021, indicates:  
 
‘Parents whose work is critical to the coronavirus (COVID-19) and EU transition response 
include those who work in health and social care and in other key sectors. Children with at 
least one parent or carer who is a critical worker can go to school or college if required, but 
parents and carers should keep their children at home if they can’. 
 
Where you are required to attend work to support essential services and you have children, 
it may be possible for you to be supported by your child’s school, depending on capacity.  
Should you require evidence of either your requirement to travel to work during the national 
lockdown period or childcare, please contact your lead Human Resources contact who will 
be able to provide a short letter confirming the requirement for you to work on campus, travel 
to work or travel between campuses.  
 
 

 

8.  I am a parent or carer.  Is there any advice for children/young people (and parents) 

with worries about COVID-19? 

It is understandable that some children and young people feel anxious and worried about 

what is going on.  This is a normal response to a situation most children and young people 

https://help.chi.ac.uk/email-scam-and-virus-advice
https://supportme.chi.ac.uk/
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will not have experienced before.  Advice provided by NSPCC is available on the NSPCC 

website.   

9. Are COVID-19 testing facilities still available for staff? 

Yes. The testing facilities introduced during 2020 are still available.  
COVID-19 Testing Centres are located in the Northgate Car Park (Chichester Festival 
Theatre) at the bottom of College Lane, Chichester, and at the Bognor Regis Campus in the 
Tech Park Car Park.   
 
These are walk-to testing centres and members of the public are also able to access these 
facilities where they have been directed to these testing facilities.  You can access these 
testing centres by booking a test in the normal way you would access any testing facility.  
 
If anyone in the University community becomes unwell with COVID-19 symptoms they must 

stay at home and follow these guidelines on the Government website.  

Staff should follow the steps outlined in this flow chart: Self-Isolation Flowchart for Staff 
Please ensure you also email/contact your manager and your lead HR contact. 
 
Students should follow the steps outlined in this flow chart: Self-Isolation Flowchart for 
Students 
Please ensure students also email covidreportsuport@chi.ac.uk with test results. 
 

10. Will Lateral Flow tests be available?  

Yes. Lateral Flow Tests for those who don’t have symptoms will be available for students 
returning to campus. Staff working on campus will also be able to access lateral flow tests. 
The testing centre is currently located in the Students’ Union building (Zee Bar) at Bishop 
Otter campus. We are grateful to all those involved in supporting the opening of this facility, 
including staff in the Students’ Union. 
 
Lateral flow antigen tests are used to test for Covid-19 in asymptomatic people (i.e. those 
who are not experiencing symptoms, but may be carrying the virus).  Testing has been 
offered since Friday 8 January 2021.  
 
The weekly pattern of opening will be as follows: 

Tuesday 10am - 4pm (last entry 3.30pm) 

Wednesday 2pm - 8pm (last entry 7.30pm) 

Friday 10am - 4pm (last entry 3.30pm) 

Saturday 2pm - 6pm (last entry 5.30pm) 

 
If demand grows significantly we will look to increase our opening days and times and/or 
supply. Please visit our COVID testing page for further information.  
 
Lateral flow antigen tests detect the presence of coronavirus by applying a swab or saliva 
sample to the device’s absorbent pad. The sample runs along the surface of the pad, 
showing a visual positive or negative result dependant on the presence of the virus. The 
lateral flow test is not designed to replace symptomatic PCR testing.  If you have any 
COVID-19 symptoms, you should isolate and arrange a PCR test.  
 

 

https://www.nspcc.org.uk/keeping-children-safe/coronavirus-advice-suppport-children-families-parents/
https://www.nspcc.org.uk/keeping-children-safe/coronavirus-advice-suppport-children-families-parents/
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://staffnet.chi.ac.uk/?q=system/files/covid_self_isolation_poster_oct_20_0.pdf
https://staffnet.chi.ac.uk/?q=system/files/covid_self_isolation_posters_for_students_0.pdf
https://staffnet.chi.ac.uk/?q=system/files/covid_self_isolation_posters_for_students_0.pdf
mailto:covidreportsuport@chi.ac.uk
https://www.chi.ac.uk/search/course-search/support-health-wellbeing/novel-coronavirus/covid-testing
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11. What should I do if I have been informed that I am a contact of a person who has 

had a positive test result for COVID-19? 

You must self-isolate at your place of residence for 10 days from the date of your last 
contact with them.  You could be fined if you do not stay at home and self-isolate if you are 
contacted by Test and Trace and instructed to do so. 
 
If you have been identified as a close contact please advise your manager and your lead HR 
contact or a member of Human Resources that you are self-isolating and you are unable to 
attend work on campus. Stay at your place of residence for 10 days and follow the self-
isolation guidance provided.  Do not attend campus and go to any University building or 
public areas. If you remain well during your self-isolation period you should continue to work 
from home and/or attend online training events. 
 
You are at risk of developing COVID-19 for the next 10 days.  Since we now know that 
people can become infectious up to 2 or 3 days before symptoms begin, you could spread 
the disease to others if you do not go into self-isolation. Even if you never develop 
symptoms, you can still be infected and pass the virus on without knowing it.  
 
You should not arrange for a test unless you develop symptoms of COVID-19. If you do not 
have symptoms of COVID-19, other people in your household do not need to self-isolate at 
home with you.  Some people who are self-isolating find it helpful to remind themselves why 
what they are doing is important.  Some people are badly affected by COVID-19, particularly 
the clinically vulnerable and clinically extremely vulnerable.  By staying at home, you are 
protecting the lives of others; our friends, family and the wider community, as well as making 
sure the NHS does not get overwhelmed. 
 
 
12. A student/staff member has tested positive for COVID-19.  What is meant by ‘a 

contact’? 

A ‘contact’ is a person who has been close to someone who has tested positive for COVID-
19 anytime from two days before the person was symptomatic up to ten days from onset of 
symptoms (this is when they are infectious to others).  For example, a contact can be: 
 

• People who spend significant time in the same household as a person who has 
tested positive for COVID-19 

• A person who has had face-to-face contact with someone who has tested positive for 
COVID-19 including: 

• Being coughed on 

• Having a face-to-face conversation within one metre 

• Having skin-to-skin physical contact 

• Being within one metre for one minute or longer without face-to-face contact 

• Being within two metres of someone who has tested positive for COVID-19 for more 
than 15 minutes in total (i.e. cumulative time within two metres). 
 

Please note that if you have been isolating away from work but you have not tested positive 
for COVID-19, you will not be recorded as having tested positive for COVID-19.  Please be 
aware that if you indicate you have had COVID-19 when you have not tested positive, this 
may cause undue stress and concern to your colleagues, especially at this time of year 
when coughs and colds may be prevalent.  The University is required to report on positive 
test result numbers externally on a daily basis to the Office for Students. 
 

https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do
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13. I have tested positive and I am isolating and recovering at home.  I am now feeling 

much better.  Do I have to be tested again to ensure I am now negative before 

returning to work? 

There is no current requirement for you to be re-tested for a negative result once you are 

recovered and you have completed your isolation period.  There may be reasons why having 

a further test to ensure you are negative will be required, for example, if you are living with 

someone who is clinically vulnerable, pregnant or as advised by your GP/medical 

professional. 

14.  I have received written notification that I am considered clinically extremely 

vulnerable.   

The government advises that people who are clinically extremely vulnerable should 
not attend work, and should shield. If you are in this group, you will previously have 
received a letter from the NHS or from your GP telling you this.  You may have been 
advised to shield in the past.  The shielding guidance applies to clinically extremely 
vulnerable individuals only. Where this applies to a member of staff, they will 
continue to receive full pay.  Guidance on shielding and protecting people who are 
clinically extremely vulnerable from COVID-19 can be found on the government 
website.   
 
15.  How does the University’s Sickness Absence policy apply if I am unwell whilst 
working from home? 
 
The University’s sickness absence policy will apply if you are unwell due to coronavirus or 
any other illness.  It is important for anyone unwell to report this to their line manager as with 
any period of sickness absence (even where you are working from home).  The University’s 
sickness absence arrangements will adapt to take account of working at home 
arrangements, for example, any arrangements that will require meetings will be undertaken 
online via Teams or Skype, or by telephone.  The University’s sickness absence procedures 
can be found on the Human Resources page of the Staff Intranet but your lead HR contact 
will also be able to provide support and advise. Email: hr@chi.ac.uk 
 
 
16.  Will furlough arrangements be implemented again? 
Government guidance on furlough arrangements for HE institutions has altered since the 
first lockdown where a small number of posts were furloughed for a short period of time.  
Guidance indicates that ‘…during and after the Coronavirus outbreak, the aim is for Higher 
Education providers to continue to deliver HE provision and support the needs of students, 
both on and off campus’. This is the position during the current lockdown period. 

There are no plans currently to implement furlough arrangements under the Government’s 
Coronavirus Job Retention Scheme as the University campuses remain open for students 
who have already returned and for those students who have remained on campus across 
the Christmas/New Year period. Subject to further government guidance, we will review mid-
February.  
 

17. Will departmental risk assessments be updated? 

Yes. We are working to government guidelines and with our own risk assessments to 
facilitate the safe delivery of on-campus activities, which cannot be carried out remotely.  
University dynamic and departmental risk assessments have been reviewed on an ongoing 

https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
mailto:hr@chi.ac.uk
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basis.  Heads/Directors will review and return the latest versions to our central record by 15 
January 2021.  
 
Risk assessments are co-ordinated by the Health and Safety Team who will maintain a 
central register of documents. If you have any questions relating to a risk assessment, 
please contact Kevin Hickman, K.Hickman@chi.ac.uk, or James Corrie, J.Corrie@chi.ac.uk. 
 

 

mailto:K.Hickman@chi.ac.uk
mailto:J.Corrie@chi.ac.uk

