[image: image6.png]I for School Leaders



[image: image7.png]I for School Leaders





	Checklist


Coronavirus school closure: loose ends checklist 
Get on top of your last-minute tasks and use our resources and guidance to help you.
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	Done?
	Task
	Guidance

	
	Put together a list of the children of critical workers (key workers) in your school.
	Find out how to identify the children of critical workers in your school.

	
	Contact parents and carers to ask them to let you know if they are a critical worker, or think they might be, and won’t be able to look after their children at home.
	

	
	Put together a list of the vulnerable children in your school. This includes children:
· Who are supported by social care (have a social worker)
· With safeguarding and welfare needs*

*This includes those with:

· A child in need plan
· A child protection plan

· An education, health and care (EHC) plan
… and:

· Looked after children
· Young carers
· Children with a disability
	Talk to your DSL and SENCO: between them, they should know who these children are. 
Read more about how to do this in our article on safeguarding during school closure and self-isolation.


	
	Contact parents of vulnerable children (and/or their social workers) to explain their children still need to come in on Monday 
	Coronavirus: safeguarding during school closure and self-isolation

	
	If your school is closing completely and alternative provision is being made locally for the children of critical workers and vulnerable children, contact these parents to explain where they need to send their children on Monday
	Your local authority should be able to advise you in this case.

	
	Contact parents to remind them that if they aren’t a critical worker or their child isn’t vulnerable, they cannot send them to school on Monday.
	Send our reminder letter and parent factsheet about the school closures.



	
	Pull together any information you still need to communicate to parents, or remind them of, via your website and/or emails/letters:

· School day start and end times for those who come in

· Lunch arrangements

· Home learning arrangements – resource packs sent home, or expectations for using online systems, etc.

· What provision you’ll be able to provide for children who come in to school
	

	
	Speak to your catering team or school kitchen staff. Let them know:

· Expected numbers in on Monday (based on the lists you’ve drawn up)

· Your free school meal (FSM) numbers – for any eligible children coming in to school, and for any for whom you’re using your existing catering service to create a 'take-away' or delivery FSM service
	Coronavirus: getting food to pupils on free school meals (FSM)


	
	Make sure any staff who are coming in on Monday know what they need to do/what’s expected of them and anything they need to do in advance.
	

	
	Reduce or cancel your milk and fruit deliveries.

	

	
	Check upcoming arrangements for:

· School trips

· Events

· Visitors coming into school 

· Volunteers coming into school

· Specialist teachers coming into school (e.g. music teachers)

Cancel or make alternative arrangements as necessary.

	
	Speak to any:

· Contractors you had booked
· Clubs or people who use the school building
And inform them of the changes. Cancel them if necessary.
	

	
	Speak to cleaning staff about what you need from them over the coming weeks – including over the Easter holidays.
	


[image: image1.png]


[image: image2.png]


[image: image3.png]


[image: image4.png]


[image: image5.png]



	Get the knowledge you need to act at thekeysupport.com/sl
> Logins for all your leaders, at no extra cost
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