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Lateral Flow Tests 

Operating in Secondary Schools and Colleges from 26th January 2021 
 

1.0 Introduction 

Staff, pupils and students (in secondary settings) will be tested using a validated Lateral Flow Device. 

It is suggested nationally that up to a third of individuals who test positive for Coronavirus (COVID-19) have no symptoms at all and 

could therefore spread it unknowingly. That is why the testing of people without symptoms is important and is known as ‘mass testing’. 

Initially testing will be provided for any secondary pupils students and staff in school or college upon return to school. Testing will 

comprise: 

1. As many secondary pupils and students on their return to school or college as possible. This will be two tests 3-4 days apart in the 

first week only. 

2. Twice weekly testing of school and college staff. 

When used in combination with other measures such as Personal Protective Equipment (PPE), washing hands regularly and social 

distancing, these tests further reduce the risk of transmission. We must not relax any of the existing measures – this testing programme 

is in addition to them. 
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Lateral Flow testing is now available in secondary settings who offer the test as an assisted test site. Lateral Flow testing is also 

available to primary settings through home test kits. This is an important distinction. Where a Lateral Flow test is taken at an assisted 

test site (in secondary settings only), should a positive test be taken, then that result is considered to be the same as a positive 

Polymerase Chain Reaction (PCR) test. For clarity, a PCR test is what is normally provided when you request a test via NHS 119 or the 

NHS website. The school will record all test results and report to the NHS accordingly. 

 

For primary colleagues taking a test at home, should the test indicate a positive result then a confirmatory PCR test must be sought. 

Whilst this test result is awaited, the person must self-isolate. Where a Lateral Flow test is taken at home, the individual taking the test 

must report the test outcome, regardless of the result, as indicated in the guidebook issued by the NHS.  

 

It would appear that all-through schools are being provided with testing equipment both as an assisted test site and for home testing. 

Where the test is taken at home, the individual must report the result to both school and the NHS as outlined above and seek a 

confirmatory PCR test in the event of a positive Lateral Flow test. Where the test is taken in school, the guidance above for secondary 

settings should be followed.  

 

Pupils in secondary settings (who are year 7 and older) are to be offered Lateral Flow tests on two occasions, 3-4 days apart on their 

first week when they return to school. Primary aged children (who are year 6 and below) are not to be offered a Lateral Flow test. 

Lateral Flow tests for any colleagues or pupils (who are year 7 and older) are voluntary and are not a pre-requisite to entry to school. 

Lateral Flow tests are to be offered to colleagues irrespective of their vaccination status. 
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As outlined above, a negative Lateral Flow test is not a reason to diminish any other Coronavirus (COVID-19) safety measures. The 

core principle of hands, face, space must be maintained.  

 

The remainder of this document refers to Lateral Flow testing as an assisted test site in secondary settings. 
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2.0  Delivery of Resources  
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4.0 The Space Required 

A school hall is ideal (consider the impact on dining / PE as this is not easy to change to a different use). Other spaces could be used 

depending upon the layout and availability. The testing base needs to be arranged into zones for registration; swab testing; test 

processing; results recording and storage of unused test kits and PPE items.  

Adequate distance is needed between each of the bays and to allow all parts of the testing process to be accommodated safely. 

Sufficient space must be provided to create a one-way system within and around the testing base. 
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5.0 The Team Required 

1. Quality Lead / Team Leader  

2. Testing Assistant (1 per bay)  

3. Results processors (1 per 2 bays) 

4. Coronavirus (COVID-19) Coordinator 

5. Registration Assistant 

6. Results Recorder 

7. Cleaner  

Prior to starting testing, the Lateral Flow test team (referred to as the ‘workforce’ by NHS Test and Trace), must be trained for their roles. 

Training must be completed prior to the start of testing so the Lateral Flow test team have sufficient time to become familiar with their roles and 

responsibilities. There is online training to support you in training your team. The details and a link to the online training are included in the 

Training Guide for Rapid Testing in Schools and Colleges. The online platform has 6 short modules. Additional modules may be added to the 

platform to further supplement training. Only staff who have passed the assessments should commence testing. After completing the online 

training, testing staff are encouraged to practice using the testing devices during the onsite walkthrough. 

 

School staff such as exam invigilators, administrative personnel and cleaners could be considered to join the testing team – they are already 

vetted, inducted in all school systems and familiar with the schools’ staff, pupils and management systems. If further recruits are required, there 

may be willing volunteers among your PTA and governors. Where possible the team should be found from within existing staff to reduce the 

number of additional people in school as far as possible and the need for additional safegurding checks (which must be carried out on anyone 

not already checked by the school or college prior to helping in school). 

https://drive.google.com/file/d/1gJ07LeUgpzxYZCWzG8GdP-gMxFg1hq9O/view
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Click here for Workplace Planning Tool 

https://drive.google.com/drive/u/0/folders/1jYv0MjFyIIbzgPn_1S10OuRgfrj_b5_P
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PPE provided for Lateral Flow tests must not be mixed with other PPE in school. The Lateral Flow test team must only use the PPE specifically 

provided for this task, as this may be of a higher grade than other PPE in use elsewhere. 

 

6.0 Gaining Consent 

 

6.1 Why consent is necessary 

Schools and colleges need to gain consent for anyone being tested at their test site 

Participating in testing is voluntary, so test subjects must consent to their test results being shared in accordance with the 

Privacy Notice provided on the Document Sharing Platform. 

 

6.2 How to gain consent  

To gain consent you should use the Consent Form provided on the Document Sharing Platform. 

The email and mobile phone number provided on the Consent Form should be used in registration and this is where their test 

results will be sent. Registration is done via the online tool ‘Lite Registration’. 

When requesting consent, schools and colleges must also share the Privacy Notice, which explains how test subjects’ personal 

data will be used. 

https://drive.google.com/drive/folders/1jYv0MjFyIIbzgPn_1S10OuRgfrj_b5_P
https://drive.google.com/drive/folders/1jYv0MjFyIIbzgPn_1S10OuRgfrj_b5_P
https://drive.google.com/drive/folders/1jYv0MjFyIIbzgPn_1S10OuRgfrj_b5_P
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When someone has provided consent, this must be recorded on your school or college’s Coronavirus (COVID-19) Test Register 

(see next page for more information). 

Staff consent should be recorded by the school and college. Staff test results should be managed through Lite Registration. 

 

6.3 Who requires parental consent? 

i. Under 16 year olds require a parent/guardian to consent on their behalf, using the Consent Form. 

ii. Those aged 16 and older may consent themselves, using the Consent Form.  

iii. 16 -25 year olds with SEND may consent themselves using the Consent Form, providing they are Gillick Competent. 

iv. Looked after children may already have consent arrangements in place, covered by their local authority. If not, the child’s 

social worker may consent (or seek consent from those with parental responsibility), using the Consent Form.  

v. Staff may consent themselves, using the Consent Form.  

 

7.0 Registering and recording results on NHS Test and Trace system 

There are 3 key processes which must be followed to ensure that test results are registered and recorded safely on the online NHS Test 

and Trace system. The first 3 steps must be followed so that the NHS Test and Trace process can occur. Note that the NHS Test and 

Trace system will not allow you to identify individuals and their results.  
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7.1  Registering Team Leaders with DfE 

• This process will allow your test site staff to be set up to record test site results online. This can take up to 48 hours so you 

should start this as soon as you can using the form below.  

• https://form.education.gov.uk/service/register-test-site-team-leader 

 

7.2  Registering tests subjects (i.e. pupils and staff) using the online tool ‘Lite Registration’ 
• This is where an individual test subject (i.e. pupil or staff member) registers online. 

• Schools and colleges will need to ensure that test subjects do this, which may require staff supervision and involvement.  

• You register at this link: https://test-for-coronavirus.service.gov.uk/register-kit/register-rapid-test  

• You can choose to register test subjects anywhere in the process. However, it cannot be no earlier than 24 hours in advance 
of the test and no later than 24 hours after taking the test.  

 

7.3  Recording test site results online 

• This is where test site operatives log test results: https://log-coronavirus-test-site-results.service.gov.uk/ 

 

 

 

https://form.education.gov.uk/service/register-test-site-team-leader
https://test-for-coronavirus.service.gov.uk/register-kit/register-rapid-test
https://log-coronavirus-test-site-results.service.gov.uk/
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8.0 Setting up a Coronavirus (COVID-19) Test Register  

• It is important to set up a Coronavirus (COVID-19) Test Register to allow you to track all test results. 

• The Coronavirus (COVID-19) Test Register is owned and managed by school or college. 

 

8.1 How to identify positive and void test results  

The school or college will need to keep its own records of test results, so that positive or void test results can be identified and 

ensure that everyone participating has given consent. You can do this by creating a Coronavirus (COVID-19) Test Register, 

which will allow you to record test results by Test Subject. You’ll manage the register at school and college level, and it is 

separate from recording results online with NHS Test and Trace.  

 

8.2 What to include in your Coronavirus (COVID-19) Test Register 

The Coronavirus (COVID-19) Test Register should be hosted in a spreadsheet and stored securely. Please ensure that staff 

managing the register are recruited following Keeping Children Safe in Education Part 3. This is because they will be working 

with sensitive information about children. 

 

8.3 Your register should track the following information: 
• Name of Test Subject. 
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• Whether they have given consent.  

• Unique Test Subject identifier (if needed) e.g. date of birth. 

• Barcode (these come with the LFD Test). 

• Test Result. 

 

8.4 Why it’s important to keep a Coronavirus (COVID-19) Test Register 

While school or college has a legal obligation to record all test results online, this doesn’t allow you to track results yourself. It is 

critical that you use a Coronavirus (COVID-19) Test Register so you know when someone at your test site has tested positive, or 

gets a void result. This will allow you to ensure that test subjects self-isolate if their result is positive, or take another test if their 

result is void. 

Remember: You should keep your Coronavirus (COVID-19) Test Register for a minimum of 14 days, and make sure that it is 

securely destroyed within 1 month of the testing programme ending. This is to ensure that you are compliant with Data 

Protection law. 
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9.0 Before you start testing: 

Before you start testing you need to complete the following four steps:  

 

9.1 Designate a ‘Quality Lead’ / ‘Team Leader’ 

Each school / college will be required to put in place a quality management system and designate a member of the team to act 

as Quality Lead / Team Leader. They will have accountability for quality and risk management of the service within the context of 

a non-laboratory environment. It is not necessary for this person to have a clinical background but they must have undertaken 

the training for this role. In smaller settings, the site team leader can take on the role of quality lead. 

Should the Quality Lead or Team Leader require support, they should contact their Head Teacher or if further escalation is 

required, the Director of Operations. 

 

9.2 Put in place a plan 

Each school is responsible for creating a quality management plan prior to the start of the testing, which should include the 

following: 

• Training. Check and record that your lateral flow test team (testing workforce) have carried out the knowledge 

assessment at the end of on-line training.  

• Check and record that the testing workforce have carried out a dry run as a team during mobilisation or on first day. 
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9.3       Observe Testing Process 
• Review daily/weekly quality audits undertaken by the site supervisor (a sample quality checklist can be found here) 

• Staff competence checks. Competency checklists for key roles are provided in here. 

 
9.4 Monitoring 

• Record void rates and invalid tests rates by day and by operator and consider further training if issues are identified. 

• Record errors. 

• Record serious incident rates and escalate through the DfE Helpline. All incidents that could potentially impact quality or 

safety of testing should be reported to DfE who will in turn escalate the issues to DHSC through the clinical governance 

process for mass testing. 

 

9.5 Risk Assessment 

• Make sure you have a risk and incident management system that sets out the management of safety concerns, safety 

incidents and risk mitigation.  

• Risk assessments will be provided via GS Musson Associates. 
 

9.6 Records and reporting 

• A record should be kept to capture all of the above points and to verify the checks have been undertaken. The record 

should note if any actions are necessary, that they are documented and followed up in a timely manner. 

https://drive.google.com/file/d/159OYWnHOusFQR9UMtlDj2regGUap2Cfr/view
https://drive.google.com/file/d/1ud_KAQFtT9-zUeSmRcGdqY7h1rgRyn9A/view
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• Please retain a weekly summary of your records and record any lessons learned. DfE may contact you to collate 

information across different settings. 
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10.0 Carrying Out Testing 
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11.0 Processing of Personal Data 

Processing personal data in support of Coronavirus (COVID-19) testing. There is a small amount of processing of personal data which 

will be needed as part of the testing programme. To simplify this part of the process, DfE has provided some information and templates 

for use. This does not replace your own due diligence and assurance as Data Controllers as would be the case in data security for any 

other activity in school. 

A Privacy Notice which outlines how the personal data is to be used in the event of both positive and negative tests and the rights that 

individuals have has been put together by the DfE. We recommend that you send a copy of this with your initial correspondence about 

the testing so that when people are making a decision about whether to agree to a test, they are doing so with a full understanding of 

what happens to their personal data. The privacy notice can be found here. 

A copy of the privacy notice should be placed on your website and it should also be displayed in a common area of the school or 

college.  

 

12.0 Costs 

All expenditure relating to Lateral Flow testing must be prior approved by the Director of Finance as a part of a 2-stage approval 

process; commencing with the EBM and concluding with the Director of Finance. This must be prior to orders being placed. Should the 

Director of Finance not be available then final approval can be sought from the Director of Operations. Schools and colleges must 

remember that costs associated to Lateral Flow tests may not necessarily be reimbursed by the DfE. The Director of Finance will work 

with you to ensure that Lateral Flow testing can be delivered safely and sustainably. 

https://drive.google.com/drive/folders/1jYv0MjFyIIbzgPn_1S10OuRgfrj_b5_P
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13.0 Supporting Information. 

Test Instructions for pupils (supervised self-swabbing) 
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Test Instructions for pupils (supervised self-swabbing)
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