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Office staff make contact with parent and establish reasons for absence





Parent says child is off sick due to covid related reasons





If it is legitimate Office Staff:


Establish if a FSM can be offered;


If FSM – ask if one is required;


Give packed lunch options;


Provide details of delivery arrangements;


Inform parent class teacher will be in touch;


Order lunch from kitchen;


Update DfE return;


Inform Business Manager of absence;


Inform Class Teacher of absence;


Inform School Leaders 


EHCP Inform SENDCo of Absence


If Social Worker allocated inform DSL Social Worker by email





School Leader


Makes contact with the parent to encourage the parent to return the child to school;





If it is not legitimate covid related Office Staff:


Seek to encourage the parent to return the child to school;


Inform school leaders of absence;





Shool Leader (DSL)


Welfare call made to family and Social Worker updated;


Recorded on safeguarding log;





School Leader


Informs admin team of the outcome;





Class Teacher:


Makes contact with the family regarding remote learning arrangements;


Discusses arrangements with the parent in order to agree a plan with the family which best meets the individual;


Ascertain requirements and access to IT and resources inc. paper based;


Update comms log date and headlines;








School Leader


If appropriate makes contact with the family;


Establishes any needs inc. access to testing;


Reminds family of how to get in touch





Business Manager:


Updates the spreadsheet;


Logs with the DfE where appropriate;


Updates the LA where appropriate


Sends out relevant letter to family;





Class Teacher:


Ensures provision is made for contact regarding family’s remote learning needs;


Reminds family of how to get in touch;


Update comms log date and headlines;


Makes weekly contact with parent & child, inc. feedback on learning








SENDCo for children with EHCP


Makes contact with the family regarding provision in place;


Addresses any concerns the parent may have;


Provides reassurance to the parent;





Office Staff make contact with parent:


Establish if a FSM can be offered;


If FSM – ask if one is required;


Give packed lunch options;


Provide details of delivery arrangements;


Order lunch from kitchen;


Update DfE return;


Inform Business Manager of absence;


EHCP Inform SENDCo of Absence


If Social Worker allocated inform DSL and Social Worker by email








School Leader


Arranges for letter to go out to the families detailing arrangements;


Include key info. As per policy;


Arranges for Splash Page to go onto the website;





School Leader(DSL)


Welfare call made to family and Social Worker Updated;


Recorded on safeguarding log;





Class Teachers & Learning Partners – DAY 1:


Each family in engaged regarding remote learning arrangements this maybe via phone call, email, gateway and website;


Parent invited to discuss arrangements with the family which best meets the individual;


Parents are invited to get in touch to discuss IT needs/resources including paper based;


Each teacher will take class mobile phone home to support communication;





Business Manager:


Updates the spreadsheet;


Logs with the DfE;


Updates the LA;


Sends out relevant letter to Bubble;





Class Teachers:


Upload onto website:


A weekly menu of activities for children to ‘dip in and out of’;


References to a range of learning options including: investigations; lines of enquiry; exploration; websites; activities; key questions;


The teacher will then plan for the 2 week sequence of work for the cohort self isolating, using a variety of means including google classroom





Phase Leader:


Reviews arrangements with teachers in order to ensure policy is being implemented;


Uses Leadership Time to review website and remote learning provision;





Class Teacher - WEEKLY:


Arranges for contact with parent regarding remote learning needs (this maybe undertaken by another member of school staff);


Reminds family of how to get in touch;


Update comms log date and headlines;


Where they have any concerns regarding a family or identify any support which is required, they pass this information on;


Makes weekly contact with parent & child, inc. feedback on learning





SENDCo for children with EHCP


Makes contact with the family regarding provision in place;


Addresses any concerns the parent may have;


Provides reassurance to the parent;








