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	Checklist


Coronavirus: prep checklist for self-isolation and closure
Get on top of coronavirus preparations and use our resources and guidance to help you.
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	Done?
	Task
	Guidance

	General preparation

	
	Identify key contacts at your local authority (LA) or local health protection team.
	Your LA should provide you with key contacts. If they haven’t, call them and make sure you get this information.

	
	Check your school’s business continuity plan, and update it if necessary
	Make sure it covers both short-term and long-term closure. 
See examples of plans.

	
	Check your policies and risk assessments around control of infectious diseases. Update these if necessary.
	

	
	Check your communications systems. Make sure school staff can contact parents remotely (i.e., without being logged on to a school computer)
	

	
	Check your upcoming school trip arrangements.

If you have any planned international trips, cancel these.
	Check the latest advice

	
	Make plans for how you’ll manage medication for pupils who need it.
	Consider:

· Whether you can safely store the medicines if the school is closed for short or long periods

· Whether pupils have access to the medication they need at home, or whether they need to take their medicines home with them

	
	Identify pupils and staff who are more at risk (for instance, because they have underlying health conditions). 

Check in with these people regularly.
	

	
	Identify pupils who have recently returned to the UK.
Seek advice from your LA or local health protection team if you’re concerned that they may have been exposed to the virus.
	

	
	Designate a lead for all coronavirus enquiries. Make sure all staff know who this person is. 
	Make sure you include this information in a staff briefing.

	Premises and facilities

	
	Speak to your cleaning team/service about:

· Cleaning “high touch” areas (like railings, doors, and handles) more regularly

· Conducting a deep clean if the school needs to close

· Emptying rubbish bins daily
	See our guidance on how to manage cleaning during the coronavirus outbreak.

	
	Check your insurance arrangements – in particular, whether your insurance will cover anything that happens if the school needs to close during term time.
	

	
	Arrange an isolation room for pupils or staff who develop relevant symptoms while at school.
	

	
	Check with your suppliers about your school’s supplies of hand wash, tissues, paper towels and hand sanitiser. Also check your school’s current stock of these items. 
	

	
	Check that cleaning staff, site maintenance staff and contractors have the supplies they need to keep the school healthy and safe, and any equipment they need (e.g., disposable gloves and aprons).
	

	
	Make sure hand sanitiser is available at reception, and that all visitors use it before entering the school.
	

	
	Review your school’s procedures for closing the school buildings, and update these if necessary.
	You probably already have procedures for this that you use at the end of terms or at weekends. 

Check with your site manager if you’re not sure what these are.

	Pupils and Parents

	
	Make sure pupils know how to stay healthy.
	Share our resources about hand-washing

	
	Talk to pupils about bullying. Make sure they know that the school will take it very seriously if they bully other pupils or staff by implying that they have the virus, or are infectious, based on their race or where they’re from.
	

	
	Make sure parents know:

· Your attendance policy while the school is open

· How to let you know if they, or their child, have a confirmed or suspected case of coronavirus

· Where to go for more information if they have concerns
	See a template letter to parents

	
	Make sure parent contact information is up to date.
	A quick survey can help you do this.

	
	Consider arrangements for safeguarding vulnerable pupils while the school is closed, including:

· Pupils for whom there are welfare concerns

· Pupils eligible for the pupil premium grant, or who rely on the school for adequate food

Speak to your local safeguarding partners about how they can support you.
	

	Staff

	
	Brief staff on:

· Who they should contact if they think they might be ill, or if they suspect a pupil has coronavirus
· What they should do to help keep pupils well

· What the school is doing to prepare

· What will happen in the event of school closure
	Use our staff briefing. You can adapt it to suit your school.

	
	Make sure all staff know the attendance codes to use if a child is ill or self-isolating.
	Use the code ‘I’ (illness) if a pupil can’t attend school due to illness. This counts as an authorised absence.
Use the code ‘Y’ (unable to attend due to exceptional circumstances) where a pupil is self-isolating. This also counts as authorised absence. 

	
	Prepare for communication between staff if the school needs to shut down.
	Make arrangements for:

· Regular check-ins (for instance, through calls, emails, or remote meeting platforms)

· All staff to check emails for regular updates

	
	Agree:

· Remote working arrangements for staff who need to self-isolate, or if the school needs to close

· Arrangements for staff who need time off to look after a dependant
	Check union positions on remote work. 

Agree:

· Expectations for staff working during self-isolation or shut-down

· Working hours

· Planning or teaching activities (based on your remote teaching capabilities)

· Pay

	
	Make plans for how to respond if a member of teaching staff is off sick, or needs to self-isolate.
	This includes:

· Pay

· Supply arrangements

· Sending pupils to other classes (make sure you consider the implications of this on class size and health and safety)

	
	Make sure first aiders have the necessary personal protective equipment (including gloves and masks)
	

	Remote teaching

	
	Find out what technology/internet access pupils have at home, and collate answers
	Ask teaching staff to speak to individual pupils separately, not as a whole class.

	
	Start making plans for remote learning for pupils who need to self-isolate, or if your school needs to close.
Ask teachers to consider pupils with limited access to technology when setting remote learning tasks.
	Use our guidance to help you decide the best approach for your school.

	
	If you plan to prepare resource packs for remote learning, ask staff to start preparing these.
	Use our guidance on resource packs to help you.

	
	If you have a remote learning system, speak to your provider about whether the system can handle all pupils accessing it at once (or conduct a stress test).
	

	
	If you use (or are planning to use) a remote learning platform, make sure pupils and parents know how to use it.

Ask them to log in and check that it works, and report any problems to the school.
	

	AT THE POINT OF CLOSURE

	
	Contact suppliers and make arrangements for the closure period.
	

	
	Check with your cleaning team/supplier about arrangements for a deep clean while the school is closed.
	

	
	Contact anyone else who would normally be using the school premises during term time (such as club providers or those who have booked lettings) to inform them that the school will be closing.
	

	
	If the school will be closed to staff, make sure the buildings and grounds are secure.
	

	
	Make sure that staff can access essential systems remotely, including those you’ll use to:

· Keep in touch with parents

· Provide remote learning
	

	
	Make arrangements for a member of staff to monitor the school’s inbox.
	

	
	Meet with staff to confirm:

· Agreed arrangements for staying in touch while school is closed

· Agreed remote working arrangements
	

	
	Provide staff with contact details for your local safeguarding and social care teams, so they can report safeguarding concerns as usual while the school is closed.
	

	
	Make sure parents know:

· When the school will be closing, and any plans you have for reopening

· How you’ll keep in touch with them while school is closed

· How they can get in touch with you if they have questions or concerns during closure

· How you’ll be providing for their child’s continuing education
	Use our template letter to guide you

	
	Talk to pupils about school closure.
	

	
	Make sure parents of pupils eligible for the pupil premium know where they can go for help if they need it.
	

	
	Check that medicines are:

· Stored securely

· Sent home with pupils who need them
	

	
	If you had planned school trips during the closure period:

· Contact relevant parties to inform them that the trip won’t be going ahead

· Call your insurance provider and the relevant travel companies to discuss refunds (if necessary)
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	Get the knowledge you need to act at thekeysupport.com/sl
> Logins for all your leaders, at no extra cost
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