
  

 

 

16th March 2020 

 
Dear Colleague  
 
Coronavirus (COVID-19)  
As coronavirus (also known as COVID-19) continues to spread, we would like to explain how we are 
responding to the global health crisis.  
 
We would also like to remind you of our expectations of you as a valued employee, and the steps 
that we can all take to reduce the spread of coronavirus, while continuing our operations as 
normally as possible.  
 
It is recognised that employees will be concerned and anxious before, during and after any epidemic. 
In times of emergency such as this, it is important for all employees to support each other and to do 
the best for our school community. We would therefore also like to remind you that the ongoing 
commitment and support of fit and well employees to maintain the delivery of educational provision 
during this time is essential. If you are fit and well, you are therefore expected to attend work as 
normal.  
 
What you can do to reduce infections spreading  
You should wash your hands often and thoroughly with soap and water. In particular, you should 
wash your hands after going to the toilet, before eating or handling food, and when you get to 
work/get home. [We also provide hand sanitiser dispensers throughout our work locations, for use 
when soap and water are not available.]  
In addition, please ensure that you:  

 cover your mouth and nose with a tissue or your sleeve (not your hands) when you cough or 
sneeze;  

 put any used tissues in the bin straightaway and wash your hands immediately after 
handling used tissues;  

 try to avoid touching your eyes, nose or mouth if you have not washed your hands recently; 
and  

 try to avoid close contact with people who are unwell.  
 

What to do if you fall ill  
If you develop:  

 a fever, particularly a high temperature (i.e. a temperature of 37.8 degrees or over); and/or  

 a continuous cough,  
 

you must not attend work and must self-isolate for seven days. You should report your absence from 
work by adhering to normal school absence reporting procedures.  
 
Self-isolation  
You must self-isolate for seven days if you have either of the above symptoms. It is very important 
that you follow the Government's advice at www.gov.uk/government/publications/covid-19-stay-at-
home-guidance during self-isolation.  
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You may be self-isolating in some circumstances in which you have no symptoms, including if you 
have:  

 been in contact with a confirmed coronavirus carrier; or  

 recently travelled to a restricted area.  

 
If you are ill and in self-isolation, your absence will be treated as sickness absence and you should 
follow our normal reporting procedures.  
 
If you are not ill, your line manager will discuss with you what, if any, work you can do from home. If 
it is not possible for you to work from home, you should discuss your options with your line 
manager. Self-isolation when you are feeling well will not be recorded as sickness absence, and you 
will receive pay as normal.  
 
You should be aware that if you are not displaying the symptoms outlined above, and have not been 
advised to self-isolate, but are refusing to attend work, perhaps due to concerns regarding the 
current situation, then this should be discussed with the Headteacher. If you unreasonably refuse to 
attend work in these circumstances, then this may be regarded as unauthorised absence, will be 
without pay, and could result in disciplinary action being taken.  
 
Travel  
If you have been to a restricted area recently, or plan to travel to a restricted area outside work, for 
example on a holiday or for family reasons, you should inform the Headteacher immediately.  
 
Remote working  
Given the current global health situation, you should be prepared (where practicable) to work at 
home at short notice.  
 
Please ensure that you are able to familiarise yourself with and access Office 365 and the Onedrive. 
Should you need any guidance on this then approach any of the senior leadership team. You can 
access this facility via smartphones, tablets, PCs and laptops. 
 
You should contact the IT department if you have any queries about the remote-working system.  
 
Further communications from us  
This is a rapidly changing situation and we will provide you with regular updates as and when 
required.  
In the meantime, please do not hesitate to contact me if you have any queries or concerns. 
 

Yours sincerely, 
 

 

David Bownds 

Headteacher 


