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Coronavirus confirmed case – template letter
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Dear parents/carers,
We’re writing to let you know that there has been a confirmed case of Covid-19 at the school. We’ve been in touch with Public Health England, and we’re following their advice closely.

They have told us to:


[Insert details about what you’ve been told to do by Public Health England.]
[If you’re being asked to close temporarily, let them know here:

· Any rough timing you have for when you’ll reopen, and how you’ll tell them once a date for reopening is confirmed
· Which school functions are continuing and which aren’t (e.g. school trips, meetings, events, breakfast and after-school clubs, school meals)
· Where parents and pupils can find work set for them, such as in a resource pack or on a website

· Your expectations for attendance and completing work remotely
· How parents and pupils will be able to contact the school and their teacher(s)]
Public Health England will be in touch with anyone who has had close contact with the confirmed case to let them know what the next steps are.
As a reminder: if you, your child or anyone you live with has the following symptoms you must follow guidance to stay at home:

· A new, continuous cough and/or 

· A high temperature

If your child is sick or needs to self-isolate, report this to us by [insert details of how to report sickness absence].

You can use NHS 111 online if you or your child feels ill and you want to know what to do next. If you have any other questions or concerns, please get in touch with the school via [insert contact details].
We appreciate that this is a difficult and worrying time, and we would like to thank everyone for their continued support. 

We’ll continue to keep you updated as the situation evolves.
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