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	checklist


Daily checklist for skeleton staff
Fill this in each morning so you know you’ve completed all the key tasks when your school remains open during coronavirus.
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· Adapt this template to match your school’s set-up - change or remove areas highlighted in yellow
· You might delegate some of these tasks to other staff members

· The tasks in this checklist are from one of our in-house experts, the Department for Education’s (DfE’s) guidance, and articles in our Coronavirus hub
	task
	completed?
	notes

	Check yesterday’s cleaning checklist 
· If you have a daily cleaning checklist, make sure yesterday’s has been completed and that there aren’t any problems recorded (e.g. ‘ran out of disinfectant’) – see the ‘daily cleaning’ section of our health and safety checklist 
	
	

	Walk around the school to check it’s safe
· Check that areas not in use are cordoned off, that cleaning has taken place, and that sanitiser/cleaning facilities are available
	
	

	Check that all staff on your rota are in school
	
	

	Call contingency staff member if someone is unwell
	
	

	If you don’t have enough staff: call your local authority
	
	

	Record any staff/volunteers “on loan” from another school
	
	

	Log everyone who’s working/volunteering today in your single central record (SCR)
· Include any staff/volunteers “on loan” from other schools
	
	

	Register pupils
	
	

	Call the parents of any vulnerable children due to be in school but aren’t 
	
	

	Send pupil register to the DfE
· Complete the DfE’s online form
· Submit the form by midday
	
	

	Send register to your local authority or trust
	
	

	Welfare call: phone vulnerable children that are on today’s list to check how they are
· Attach a sheet to this checklist of the children you need to call 
	
	

	Welfare call: phone staff members to check how they are
	
	

	Check whether today’s food vouchers/hampers are ready to be collected/delivered
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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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