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Checklist for schools in preparation of swine flu


	Planning and co-ordination

	
	A planning and co-ordination team is in place in the school including people to deputise if main members of staff go off sick with H1N1

	
	There is a brief written plan of what to do in an outbreak and Pandemic Flu Plans are updated

	
	The governors and senior staff team have discussed and agreed the plans

	Information Management

	
	All student and parent contact details are up to date

	
	All staff contact details are up to date - especially for out of hours

	
	A list for schools senior staff have been given to Schools Service (incidents desk) who should be contacted as part of the schools Pandemic Plan 
Action: email the list with contact details to schoolsincidentsdesk@ealing.gov.uk 

	
	School staff have an up-to-date telephone tree and email tree list for contacting senior managers out of hours to inform them of issues

	
	The school’s telephone and email tree can be easily accessed by other agencies

	
	(Where applicable) - A text or email service is available to enable the school to communicate with parents easily

	
	Schools have a plan for continuing IT and other information systems if essential staff go off sick

	Sickness Surveillance

	
	Sickness is being monitored and a system is in place to monitor flu-like symptoms.  The Schools incidents desk must be informed when 10% of the schools pupils or staff are absent
Action: set up a logging system

	
	All staff or pupil with flu like symptoms should be sent home immediately

	Access out of hours

	
	The arrangements for contacting senior staff and the school out of hours are: 

a) Shared among the senior staff and governors and 

b) Shared with Schools Service (incidents desk) and the Governor support team

	Communication and training internal

	
	Anticipate the potential fear and anxiety of staff, students, and families as a result of rumours and misinformation and plan communications accordingly 
Action: hold a staff briefing at earliest opportunity and send updated template letter to parents and staff (attached and published on www.egfl.org.uk/swineflu - useful documents)

	
	Hygiene and infection control measures and guidance are shared with all staff and students
Action: Display posters and information leaflets in class rooms, staff rooms, toilet area’s, on school gates, etc: www.egfl.org.uk/swineflu (useful documents)

	
	Ensure staff and students know school procedures for reporting illness and flu-like symptoms

	
	Ensure staff and governors are aware of school plans and how these will be triggered

	
	Ensure managers and staff are aware of guidance on continuing to work, and occupational health guidance

	Communication external

	
	Develop a dissemination plan for communication with staff, students, and families, including lead spokespersons and links to other communication networks, ie LA contacts and NHS / PCT contacts

	
	Arrangements for putting information on website, answer phone and directly to students and parents are clear and known to key personnel

	Infection Control

	
	Infection control measures as per “catch it, bin it, kill it” are in place 
Action: display posters in key areas (as above)

	
	Special schools have taken additional advice on infection control
Action: see special school advice on www.egfl.org.uk/swineflu (useful documents)

	
	Provide sufficient and accessible infection prevention supplies (e.g., soap and water, alcohol-based/waterless hand hygiene products only where not possible to issue soap and water, tissues and receptacles for their disposal)
Action: immediate / promote use to students, staff and parents

	
	Provide anti-virus stations equipped with antiseptic hand wash and wipes at key points throughout the school 
Action: immediate / promote use to students, staff and parents

	
	Establish sick leave policies for staff and students suspected to be ill or who become ill at school. Staff and students with known or suspected pandemic influenza should not remain at school and should return only after their symptoms resolve and they are physically ready to return to school

	
	Establish policies for transporting ill staff and students

	Maintaining Student Learning

	
	Ensure arrangements that are in place are in line with DCSF guidance for maintaining continuity of learning

	Closure Plan

	
	The issues which would trigger the school being unable to remain open operationally are understood and have a plan in place to mitigate/control these and resist closure as much as possible, E.g.

· Cohorting classes or years who are infected

· Sharing years/classes with neighbouring schools

· Closing partially

· Closing some work and drafting staff from that area in to essential aspects

	
	A desktop exercise of the school’s closure checklist has been undertaken at least once.  Ensuring that the plan of what to do and how to do it should you need to close the school is understood by all staff and school governors

	Re-Opening Plan

	
	A desktop exercise of the school’s re-opening checklist has been undertaken at least once.  Ensuring that the plan of what to do and how to do it is understood by all staff and school governors

	Logistics

	
	Supply of food and other essentials are resilient even if they have staff sickness 
Action: discuss with relevant suppliers

	
	

	School Trips and Events

	
	All schools should consider and take advice with regards to planned school trips and off site activities 

Action: Read the advice on www.egfl.org.uk/swineflu (school trips and off-site activities) – with links to the Foreign Commonwealth Office

	
	Ensure that mechanisms are in place to notify parents should a student or adult become ill during a trip/event, and have a mechanism to manage the student or adult until s/he gets home

Action prior to trip: inform parents on the procedures should illness occur during trip

	
	For school trips outside the UK, ensure that personnel know how to access medical and other support and have appropriate documentation etc, to enable both adults and students to access it

	Vulnerable Staff Issues

	
	School has a list of vulnerable staff and is ready to implement occupational health guidance 

	Vulnerable Pupil/Student Issues

	
	School has a list of pupils/students considered vulnerable and is ready to discuss with the Health Protection Agency (HPA)/advise parents to seek medical advice 

	
	Arrangements are in place to manage safeguarding/child protection risks in the event of significant staff and pupil/student absence

	Maintaining Continuity of Business

	
	Consider all aspects of crucial school business that must keep running (e.g. exams, lab technicians, IT support, catering, cleaning, caretaking, out of hours clubs, community learning) 

	
	Schools have considered weak points where critical business would be affected if key staff were to go off sick and how these can be overcome or mitigated

Action: Ensure business continuity plan is in place

	
	Ensure that the school’s flu plan lists what aspects of the school’s business can/need to be maintain at all costs and what aspects are less essential


 Additional checklists:

· North West London HPU nursery and school checklist for dealing with swine flu cases:
www.egfl.org.uk/categories/safety/_docs/swineflu/HPA_dealingwithcases_checklist.pdf   

· North West London HPU nursery and school planning checklist for swine flu:
www.egfl.org.uk/categories/safety/_docs/swineflu/HPA_prepareforswineflu_checklist.pdf

