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1.0 Introduction 

On Wednesday 18th March 2020, in response to the spread of Coronavirus (Covid-19), the 
Secretary of State for Education announced the closure of all schools in England to take 
effect from the end of the day on Friday 20th March. On Monday 23rd March schools were 
asked to open to provide emergency care for children of key workers and vulnerable 
children. 

 
Since that announcement the government and education sector have worked hard to 
develop and implement guidance, systems, processes and practices that enable schools to 
deliver this role which is vital to public health and safety during this period.  

 
The Board of Trustees recognise this is an unprecedented demand on our schools and 
other provision and have decided it is essential to adopt a centralised approach to decision 
making and protocols in schools across the Trust. By centralising key protocols and 
decisions we can manage risks and ensure staff are well and consistently supported. Most 
importantly we can ensure we deliver on the essential care for children of key workers and 
the most vulnerable children in our schools whilst also having systems in place to support 
pupils not attending and their families.  Trustees recognise the need to also balance the 
needs of staff, and to ensure that health and safety and staff wellbeing are constantly kept 
under review. 
 
This will mean colleagues in schools may do things differently to how they have done 
previously. Whilst we recognise there are many possible ways to address issues, we know 
that consistency is key during this period. 
 
This handbook, along with supporting documents, is being shared with all employees in The 
Gallery Trust.  

 
All staff must confirm they have read and understood this handbook, along with the 
supporting documents. Your headteacher will provide details of the process for you to 
confirm this. 
 
The guidance and documents within this handbook are temporary measures. It is planned 
they will remain in place throughout our response to the Covid-19 crisis, though all aspects 
are subject to change as we move forward and as national guidance changes. 

 
2.0 Staff Code of Conduct 

Staff are reminded to review the Staff Code of Conduct (Appendix 1) and have it at the 
forefront of their minds during this period. We recognise staff are working in a variety of 
different ways, will be communicating differently with colleagues, working in different teams 
and some staff will be communicating with families in new ways. At all times the Code of 
Conduct must be adhered to.  

 
During this period all staff must maintain an up to date knowledge of Government guidance, 
especially with regards to self-isolation, social distancing and keeping healthy and safe. All 
staff following this guidance both when in work and out of work is important to maintaining 
the safety of all children, young people and staff. 



 
The following link will support you to maintain up to date knowledge: 
 

https://www.gov.uk/coronavirus 
 
 
 

3.0 Safeguarding 

There have been significant changes within our settings in response to the outbreak. Many 
students are now at home and staffing is significantly affected through illness and self-
isolation. 

 
Despite the changes, the school’s Child Protection and Safeguarding Policy is 
fundamentally the same: children and young people always come first, staff should 
respond robustly to safeguarding concerns and contact the DSL in line with our 
established safeguarding procedure. 

 
To inform child protection and safeguarding during this period, we have produce an Annex 
to the Child Protections and Safeguarding Policy titled ‘Annex to Child Protection Policy - 
Covid-19 changes to our Child Protection Policy’ (Appendix 2). 

 
All staff must read and understand the Annex to the policy, and confirm that this is the case 
by email to their DSL.   

 
 
 
4.0 Health and Safety 

Health and Safety during this period is crucial for the wellbeing of pupils and staff. Chris 
Woodward, Estates and ICT Manager for the Trust, is the Health and Safety lead for the 
Trust. He is working closely with all school leaders to ensure Health and Safety 
requirements, including cleaning standards, are met during this period. 

 
We have produced a Trust-wide Covid-19 Health and Safety Checklist (Appendix 3). This 
outlines:  
 

• Key measures being taken to maintain good standards of Health and Safety,  

• Measures required throughout the school day 

• Daily cleaning requirements 

• Cleaning if there has been a suspected case of Covid-19 in a school 

All staff must be familiar with the Health and Safety Checklist and know who the designated 
lead for Health and Safety and cleaning on any day they are working so they can raise 
issues immediately. 
 
 
 
 
 



5.0 Job descriptions and variations to roles 

In its guidance regards the vital role of schools, the DfE states:  
 

“We appreciate the selfless dedication that school, trust, and local authority staff, 
demonstrate in their work every single day. During this difficult time, we are asking you to go 

further still so that we can collectively address the challenges we face.” 
 
Clearly what is being asked of schools and colleagues is different to that of a usual school 
term. It is also changing regularly. We appreciate the flexible way in which colleagues 
approach their role. We know this has continued during the early stages of the Covid-19 
crisis. We recognise that colleagues are being asked to do tasks they may not usually do for 
example, monitoring and supporting the maintenance of a higher standard of hygiene, 
contacting parents regularly, and working in different teams and with different children. 
 
If you have any concerns about completing any tasks asked of you, or any aspects of the 
emergency care provision for pupils, please raise these immediately with your line manager 
or the senior leader on site. 
 
Many staff are working from home.  Please ensure that you observe Display Screen 
Equipment guidance, including: 
 

• breaking up long spells of DSE work with rest breaks (at least 5 minutes every hour) or 
changes in activity 

• avoiding awkward, static postures by regularly changing position, and adopt good posture 
• getting up and moving or doing stretching exercises 
• avoiding eye fatigue by changing focus or blinking from time to time 
• adjusting screens and lighting to avoid reflections and glare 
 
Please also observe the principles of data protection, including: 
 

• Data to be kept secure and confidential from household members 
• Equipment to be password protected and passwords to be kept secure and confidential 
• Data to be confidentially disposed of – staff who do not have access to a home shredder 

must not print documents containing personal data 
• Staff to ensure household members cannot view screens or access documents, either IT / 

paper format 
• Staff to ensure that laptop Firewall, Cookies / Internet Protocols are set at ‘recommended’ 

working level (accessed via Internet Options / Safari and Chrome settings) 
• Devices not to be left unattended and must be secure at all times 
 
 
 

6.0  Staff rotas and availability 

An important part of reducing risks in our schools is ensuring that the staffing levels are not 
above those necessary for operating the site and to provide emergency care provision for 
pupils.   
 
Head teachers have been provided with clear guidance on preparing rotas. This is based on 
information from Public Health England and includes information on who should not be on 
staff rotas to work with children, and those where we would aim to avoid them being on rota.  



 
Where appropriate, staff who are not on rota to work with children may be asked to work 
from home.  
 
It is important that all staff who are able to work with children during this period remain 
available to work at short notice where possible. 
 
 
 

7.0 Communication Protocol 

During this period we will be communicating with parents, carers and children and young 
people in different ways. The Covid-19 Annex to the Safeguarding Policy states how regular 
contact should be with parents, carers and children and young people. 
 
A following Trust-wide communication protocol has been developed. This aims to promote 
effective and consistent communication between pupils, members of staff, parents/carers, 
stakeholders and all members of the school community. 
 
Our objectives are to: 
 

• Have clear and professional protocols in place which; 
o aim to keep parents/carers informed of available on-line learning 
o offer students some contact and access to their class teacher and general 

updates from the academy 
o provide teachers with an overview of a student’s general wellbeing and an 

outline of work the student has completed. 
• Have clear guidelines to ensure all staff maintain a healthy work-life balance by 

communicating with parents/carers and colleagues at appropriate times of the day. 
• Have clear and reasonable expectations regarding response time to written 

communications. 
• Reinforce the important role that parents/carers play in supporting the school. 

 
Telephone Calls 
 
To enable us to fulfill our key safeguarding role and monitor the wellbeing of children and 
young people who attend our schools we are asking that schools arrange regular contact 
with parents and carers. In some situations it is also important a member of staff speaks 
directly with the child or young person. These requirements are set out in the Annex to the 
Safeguarding Policy. 
 
These phone calls also play a key role in maintaining a relationship with families during this 
period and inform our ongoing risk assessments for children who may need to access our 
care provision. 
 
At all times, maintain a professional tone to the conversation, avoid getting involved or 
giving advice on family life or domestic issues, if you have concerns pass these to a 
member of the school safeguarding team. 
 
All staff who are being asked to make phone contact with families are being lent a mobile 
phone for this purpose only.  The phone will be returned to the school after this way of 



working. Any staff who do not feel comfortable making this contact should speak with their 
line manager or head teacher so alternative arrangements can be made. 
 
Please be aware that at this stage we have not approved any use of video calls (Skype, 
Facetime, Zoom etc) for regular contact with families or pupils. 
 
 
Email Guidelines 
 
School staff should continue to use emails as they have previously done so. These may 
also be the agreed route for sharing work packs and information with parents and carers. 
 
We seek to establish open and friendly relationships with parents and carers, but it is 
important to remember that relationships are professional and they are addressed in a 
formal manner. 
 
We should aim to make our communication with parents and carers as accessible and 
inclusive as possible, avoiding bias, stereotyping or any form of discrimination.   
 
All emails should be treated as letters and should be checked carefully.  If areas of difficulty 
need to be raised with parents and carers then caution should be applied. 
 
Communications should: 
 

- Follow Plain English principles (using clear and concise language, avoid using 
acronyms and jargon) 

- Be adapted to ensure equality and meet the needs of the audience, e.g. large print, 
etc. 

- Avoid the use of colloquialisms 
- Be respectful in tone 
- Be emailed from your school or Trust email address 

 
Whilst some employees may use their personal mobile/computer devices to access the 
school email, documents and images must not be downloaded onto personal devices.  (See 
the ‘Bring Your Own Device Policy’) 
 
If you are in any doubt about the tone or content of the communication then please seek 
advice from your line manager or head teacher.  
 
Timescales 
 

1. Avoid emailing colleagues during the weekend and holidays, unless this is required 
for the safe running of provision (i.e. regarding holiday rotas or important start of term 
information). 

2. Email communication with parents and carers should take place no earlier than 8.00 
am and no later than 6.00pm. 

3. If you wish to prepare an email outside of these hours then please save it in your 
drafts and send within the agreed time frame. 

 
 
 
 



 
Communication with line managers 
 
During this period senior leaders will wish to maintain contact with all staff. It is important 
head teachers and other line managers can contact all staff. With this in mind: 
 

• Make sure your school has your up to date contact details and next of kin 
information 

• Ensure you inform your school of any sickness absence in line with the school 
systems. (NB – these may have been amended during this period) 

• Alert your head teacher or line manager of changes in your circumstances 

 
Safeguarding 
 
To support and promote safeguarding, contact should only be within the specified times-
between 8am and 6pm. Be mindful that during this period some families will have different 
household routines.  
 
If any information is shared with you by a parent or carer, which you feel raises a 
safeguarding concern, you must share this information as soon as possible with a DSL via 
your agreed school routes (i.e. on the safeguarding records system and/or via email).  
 
Recording of information 
 
It is important a record of all communications with families is maintained.  
 
Your head teacher will provide further details with regards to the school system for these 
records. 
 
 
 

8.0 Central Services and Support 

All of our central services team are working remotely during this period. We are still 
currently managing to process payments and systems as normal, despite a reduction in 
staff and remote working. This is however subject to change in the coming weeks and 
months. 
 
Please liaise directly with your school contact on any queries you have, and if required they 
will escalate them to the Central Services Team. Your understanding that a response may 
take longer than in usual working practices is appreciated. 
 
 
 

9.0 Governance 

A key aspect of centralising our approach during this period has been the suspension of 
Local Governing Bodies and Rapid Improvement Boards during the Covid-19 crisis. This 



decision has been taken to ensure a consistent and clear approach to key decisions is 
taken across the Trust.   
 
During this period the Board of Trustees have delegated responsibility for decision making 
in relation to provision across our schools to the Chief Executive Officer, Kay Willett, and the 
Trust’s Executive team, who are working closely with head teachers of each school. The 
Chairs of the Local Governing Bodies and the Rapid Improvement Board are in agreement 
with this decision, and are an integral part of all strategic decisions. 
 
The Board of Trustees is represented at all Trust Executive Team meetings by the Chair 
and/or Vice Chair who liaise with the full Board on approval of decisions as required. 

 
The following sit on the Board of Trustees: 
 

Sian Rodway (Chair and Safeguarding Trustee) 
  Kay Willett (CEO, ex-officio Trustee) 
  Chris Scrivener (Vice Chair) 
  Karen Shaw 
  Gary Thomas 
  Matthew Willis 
  Stephen King 
  Katherine Moss 
 
 
 
10.0 Feedback 

As explained at the start of this handbook this is an unprecedented challenge for schools, 
this includes all staff and leaders in our schools, other provision and within the Trust team. 
 
All decisions and judgements are based on the latest guidance, this is subject to regular 
change and in turn our protocols and systems are subject to change. We will judge the 
frequency with which to communicate changes to balance the need to know with the need 
to avoid overloading colleagues with information.  
 
If you have any questions, suggestions or feedback on the Trust’s response to Covid-19 
crisis please share this with your head teacher or email John Riches, Director of Schools on 
j.riches@thegallerytrust.co.uk. 
 
Thank you again for all you are doing to support our children, young people and their 
families during this period. 
 
 
 
 


