SAMPLE

Example school Covid 19 Emergency Plan preparedness – checklist 
	
	Action
	Person(s) Responsible
	Resource link
	Completed Time/Date
	Notes

	Area: Accountability/ resourcing 


	1. 
	Member(s) of staff identified with responsibility for: 
· Website updates
· Social media updates (if needed) 
· Updating voicemail messages 
· Checking contact details in MIS 
· Communicating with Local Health Protection Agency 
· Communicating with Local Authority
· Communicating with social workers as appropriate for CP/CIN/LAC pupils
· Cascading information to staff 
· Cascading information to parents
· Cancelling events/ visits 
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	2. 
	Core staff group who will still be on site in the event of closure and roles
	
	
	
	

	Area: Remote learning 


	3. 
	Agree a pragmatic approach to support virtual and home learning based on the technology and IT infrastructure that you have available
	
	

	
	

	4.   
	Produce one-page guidance document for teachers outlining requirements for virtual teaching 
	
	
	
	

	5. 
	Create teaching staff one-pager outlining expectations for supporting students throughout closure period
	
	
	
	

	6. 
	Produce key stage or year group specific one-pagers for parents to attach to any communications related to school closure, guiding them towards any curriculum resources as well as pastoral support for families 
	
	
	
	

	7. 
	Produce teaching staff one-pager outlining expectations for providing pastoral support for students throughout closure period (include specific plan for vulnerable/ at risk students) 
	
	
	
	

	8. 
	Produce one pager outlining expectations for students during closure period; should include emergency contact details (found in Emergency Response Plan)
	
	
	
	

	Area: Communications


	9. 
	Gather mobile numbers of all SLT/ all staff 

	
	


	
	

	10. 
	Ensure school website is up to date with curriculum overviews for the rest of the academic year 
	
	
	
	

	11. 
	Ensure school calendar is up to date so events/ visits can be easily cancelled 
	
	
	
	

	12. 
	Prepare closedown process to include: 
· Assemblies for pupils to be delivered before dismissal from school
· Letters to parents including expectations for home learning  
· Staff meeting 
	
	
	
	

	13. 
	Remind staff of employee assistance programme (EAP) to address any concerns 

	
	


	
	

	Area: Systems and IT 


	14.  
	Ensure text messaging contact service is working and has sufficient credits 
	
	



	
	

	15. 
	Check all students’ parent and carer contact details in MIS are updated 
	
	
	
	

	16. 
	Ensure all required staff can access network and all resources from home using home pc’s or laptops or are provided with a school device to support remote working  
	
	
	
	

	17. 
	Ensure all required staff have confirmed they have remote access at home to: 
· Emails
· Intranet 
· MS Teams 

	
	
	
	

	18. 
	Identify students who might require tech support to access learning remotely in line with home learning plan 
	
	
	
	

	19. 
	Re-issue all passwords for homework apps
	
	
	
	

	20. 
	Provide guidance for pupils on how to use MS Teams (other) if lessons will be delivered through this 
	
	
	
	

	Area: Operations 


	21. 
	Ensure signs ready for putting on to school gates in case of closure 
	
	
	
	

	22.   
	Create tracker for logging incidences of outbreak while school is closed (should include information on guidance received, diagnosis, date self-isolation began etc). Ensure access to this available for all relevant staff 
	
	
	
	

	23.  
	Consider deep clean for Easter break 
	
	
	
	

	24. 
	Prepare plan for deep clean following forced closure
	
	
	
	

	25.  
	Liaise with catering provider to explore viability of FSM continuity during closure 
	
	
	
	

	26.  
	Draft school specific Emergency Response Plan and key contact during closure event 
	
	
	
	

	Considerations: 

	27. 
	Length of closure – consider messaging to suppliers and contractors to notify of the length of the closure.
	
	
	
	

	28. 
	Identify a mechanism to reopen.
Who makes the decision and what is it based on?

	
	
	
	

	29. 
	Recovery strategy 
Impact on exams 
	
	
	
	



