[image: ][image: ][image: ]
[bookmark: _Hlk38289552]Coronavirus checklist for Schools - Head Teacher / Senior Leadership Team

Supporting the school community in managing bereavements (community / family member or member of staff).

Please read the corresponding document ‘Covid-19 Related Critical Incident for Schools’ alongside this checklist. This checklist sets out a number of actions which schools are advised to consider in the event of a death within the school’s community. How you use this checklist and the order they are carried out will vary depending on the individual circumstances of the death.   
Communication 
	
	Actions 
	Initial and Date / Notes 

	1.
	Decide who will initially talk to the bereaved family (head teacher, class teacher form tutor / head of year).

	

	2.
	Agree with the bereaved family one (or two) contacts from school to continue liaison with them and the child e.g. head teacher, class teacher or another member of staff who the child identifies.

	

	3. 
	Confirm with the bereaved family how this news will be shared more widely with:
· Child / young person’s peers.
· Rest of the school community

	

	4.
	Consider how this information will be communicated to staff?
· Who will lead on this? 
· Identify who needs to be informed.
· How will this be done? Phone calls to key members of staff? Consider how many people will need to be phoned and if someone else can help to make the calls? 
· What other messaging systems are in place to share with the rest of the staff and is this method appropriate?
· Draw up bullet points of the information that is going to be shared:
· Communicating known factual information e.g. how long the person was in hospital for.
· Avoid speculation i.e. what has been seen on social media (there may not yet be confirmation of the cause of death).
· What will happen next e.g. e-mail communication.

	

	5.
	If it is a close family member of a child / young person or member of staff who has died, discuss with the family how school should communicate this bereavement to pupils and other parents / carers.  
· Will you contact the parents / carers?
· Will it be all the school or groups of pupils and parents / carers?
· Consider the views of the family regarding how to share this. 
· Consider how you normally communicate to parents / carers (e.g. letters, social media). Will this be appropriate?  
· Plan to use a simple form of words that parents can share with their children (expressing regret while reducing anxiety). See the appendix below for examples:
· example 1 in the event of the death of a child’s relative  
· example 2 in the event of the death of a member of staff / governor 
	

	6.
	Head teacher (or tutor/class teacher or head of year) makes contact with the bereaved child / young person(s) through a written card or letter to the child/young person to acknowledge what has happened and express support.

	

	7.
	If it is a member of staff who has died, consider the need to manage media or public interest in the death from Bolton Council's Press Office. The Press Office can be reached on 01204 331015, 01204 331021 or 01204 333582. You are reminded of the need to ensure that all public statements are in accordance with the wishes of the family of the member of staff.  

	



Identifying vulnerable pupils and staff

	8.
	Identifying vulnerable pupils
· How will you identify those who may be made more vulnerable (e.g. close bond with the member of staff / family member or recent bereavement)?
· Who will do this?
· Consider a key worker approach to follow up regularly with those families during school closure.
· Consider direct contact to be made by their class teacher / tutor for a child who this has significantly impacted on i.e. who has recently been bereaved or has a relative that is seriously ill. 
· Do other agencies need to be informed? 
	

	9. 
	Identify vulnerable staff
· Any death can trigger other remembered grief/s and, at this time of crisis, it may create a sense of helplessness in not being able to respond and support others as they would like.
· Identify staff who may be particularly vulnerable (e.g. close friendship with the member of staff / family member or recent bereavement).
· What support systems are in place, especially as staff will be seeing each other on a less regular basis? 
· Consider how additional ‘check in’ calls can be made to these staff. 
· Consider who would be best placed to do this. 

	





Post event 

	10.
	Consider how to remember someone in your school community at this current time. 
· If a member of staff has died, when schools reopen will staff share this information with children in groups? An example of a script is given below for staff to use.  
· Can memories (written memories or drawings) be collated in a virtual way and be used at a memorial / remembering event when school returns?   
· Depending on the circumstances, identify a focus for pupils to share their feelings e.g. use of tutor groups, other school sharing forums as appropriate for their age range.
· A time and date to have shared minute of reflection or the lighting of a candle.  
· A memorial service for when children / staff return and / or carried out on-line and streamed.   

	

	11.
	It is important for all members of the school community to look after themselves and their emotional wellbeing.
· This will include HT and SLTs.
· Some suggestions to consider:
· staff having a buddy to check in with
· having a quiet room as a place of sanitary 
· mindfulness activities – having strategies to use ‘in the moment’ e.g. focusing on your breathing     
· coming together e.g. use of a group messaging service / in the staff room (having snacks and treats available)
· If further support is required, contact the CISS to look at systems, receive guidance and to ‘check in’.
	

	12.
	Post event – managing feelings 
· If a child still seems to be overwhelmed by their feelings of grief after a number of weeks, consider referring them for professional help. 
· Initially consider which services may already be involved with the child / family and whether they can offer support. 
· Signposting families to information / services that are available may be required such as www.kooth.com (11- 18 years olds) and  www.griefencounter.org.uk for information and chance to talk to a ‘grieftalk’ counsellor. 
· If you refer a child an external agency, an early help assessment should be completed. This will help to understand the needs of the child and what support the family needs to access this. 
· To record information about the support offered and actions on CPOMS.  

	





Reintegration of a bereaved child into school (if attending during the pandemic or returning when schools reopen) 

	13.
	Consider the family’s and pupil’s views
· Discuss with the family and child / young person (if appropriate) to see what they would like to happen when they return to school. 
· Ask the child how they would like to be treated. Acknowledge that people have different preferences (e.g. some will want to talk about it, while others don’t want to in school). Often bereaved pupils say that they would like to be treated the same as before but still want people to recognise what has happened.   
· Acknowledge the child’s loss, say the person’s name and identify how the child feels. 
· Recognise how difficult it may be for the bereaved pupil to return to school. 
  
	

	14.
	Consider the provision on offer
· Access to a quiet room or quiet space in school or the classroom where s/he can go for time out.
· Agree a way to communicate this to staff e.g. signal or exit card.
· A key person the child can go to when they feel the need to talk. Consider the times when this may be available.
  
	



Appendix 
Example letters to use with the school community
Example 1 – when a child’s family member has died 
Dear parents / carers
“We have some sad news to share. We heard today that the [relationship e.g. father] of [name] in Year [X] has died. S/he died suddenly/had been ill for a long amount of time. 
We are in touch with the family and have expressed our sadness and our support. 
The family would appreciate any condolences which can be sent to [contact details] / At the moment the family would prefer some time to absorb what has happened but will appreciate your condolences in a while. 
If you have concerns about your child, contact their class teacher/tutor.
As a school and a community our thoughts must go to .……’s family.  It is at times like this when a school community comes together to show our support for others in our community who may need it.”  
(Adapted from Winston’s Wish) 

Example 2 – when a member of staff / governor has died (letter)
Dear parents/carers
“I know some of you will be aware that ……. (name), …….. (job title) at the school has been ill for (length of time). ….. suffered from (state only confirmed facts in agreement with the family). S/he had worked at the school for ….. years and was a well-respected member of the school community.  S/he was a …… (information about his / her role at the school; class / year group s/he taught in / supported). …….. contributed widely to ……. (any areas s/he was interested in). …… will be sorely missed.
This is an uncertain time for us all due to the coronavirus pandemic, however as a school community we will consider how we will remember …… (name). 
If you have any concerns about your child please contact their class teacher / form tutor. 
Please can you ask your child to not post anything on social media out of respect for ……’s family.  I would be grateful for your support with this. 
As a school and a community our thoughts must go to .……’s family.  It is at times like this when a school community comes together to show our support for others in our community who may need it.”  




Example 3 - Script to use as children / staff return (as part of a class/form get together / assembly)
“Some of you will already have heard that …….. (name) died. S/he suffered from …..  (consider what information you need to give the children – in agreement with the family). 
Some of you may be feeling shocked at this news or it may make you feel sad or cross / angry by what has happened. Or you may not feel anything at all. It is ok to have any of these feelings. One minute you may be feeling upset and then the next you may be feeling ok and want to go outside and spend time with your friends. Having different feelings / emotions throughout the day is normal. It may make you think of people in your family who have died and this may make you upset and this is normal too.  If you want to talk about how you feel, or cry or laugh about your memories of her, then this is ok and we will be here for you. If you don’t wish to talk, you may prefer to draw a picture or write a poem. 
We will try and answer any questions that you have but we may not be able to answer all of them as we may not have all the information. We are going to remember …….. by having …… (e.g. a memorial).” You will have the opportunity during (class / form time) to write and draw memories of ……”  
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