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Minister (and Chief of Staff),
Please find attached the briefing package in relation to Education Directorate’s preparations for
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Please let me know if you wish to discuss or clarify anything prior to Monday morning, otherwise
we will see you before SMEC. My number is 
Regards
David Matthews
A/g Deputy Director General
Education Directorate, ACT Government
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Trim No. MIN20/267



Caveat Brief



		To:

		Minister for Education and Early Childhood Development



		From:

		Executive Group Manager, School Improvement



		Subject:

		COVID-19 – Education Delivery Business Continuity Planning (BCP) Update



		Date:

		14 March 2020









That you note the Business Continuity Planning and related work undertaken by the Education Directorate to date and that draft material will be finalised in conjunction with your office.



Noted / Please discuss







Yvette Berry MLA..../..../....



Background



· The Directorate continues to be led in our response to COVID-19 by ACT Health advice.  Our planning is responsive to changes and developments in health advice.

· This advice has led to us taking a sensible, measured approach across ACT public schools.  The planning priorities and focus has been triaged based on risk and impact. 

· A range of inter-governmental processes have been stood up to support coordination and cooperation across jurisdictions, including the National Cabinet comprised of First Ministers established at COAG on 13 March 2020.

· In addition, the cross sectoral National Coordination Mechanism has been established to coordinate efforts in identified areas including education, mass gatherings, and broader public messaging.  The education sector forum was held on 10 March 2020.

· A weekly cross jurisdictional forum of education representatives is also being convened by the Commonwealth Department of Education, Skills and Employment.  The scope of this forum includes school education, early childhood services, vocational education and training, and tertiary education.  As part of this forum, jurisdictions including the ACT are expected to engage with and disseminate information to non-government schools and service providers.  A meeting of early childhood regulators is also occurring regularly. 

· A COVID-19 Student Return Working Group was previously established and continues to meet to oversee the process to facilitate the entry and self-isolation requirements for international secondary students returning to Australia in line with previous announcements by the Commonwealth.

· The Australian Education Senior Officials Committee (AESOC) also met on 13 March 2020 to discuss a range of issues, including COVID-19 planning.



· The ACT Government’s response will be overseen by the Security and Emergency Management Subcommittee of Cabinet (SEMC), supported by Security and Emergency Management Senior Officers Group (SEMSOG) with expert advice from the Chief Health Officer (CHO).

· The ACT Public Service Strategic Board has established a Deputy Director General level Sub-committee to manage whole of government co-ordination and information sharing in relation to COVID-19, supporting the public health role played by the CHO.

· An Incident Management Team (IMT) has been established within the Education Directorate to respond to the incident and coordinate Directorate planning and implementation activities in line with whole of government directions and public health advice.  The IMT includes expertise from across the Directorate to ensure we have the skills and expertise required to respond effectively.

· The incident controller for the IMT is the Executive Director, School Improvement.  The Deputy Director General is the education lead on the whole of government work, stakeholder engagement and the conduit back to the IMT. 

· To date, the Directorate has maintained active communication and engagement with a range of stakeholders including relevant unions, the Catholic Education Office (CEO), the Association of Independent Schools (AIS), and the Parents and Citizens Association. A stakeholder session was hosted for the CEO and AIS on Thursday 12 March 2020.



Current Status



During the past week the IMT has conducted a range of workshops and scenario planning sessions that have examined the risks and potential impacts of the spread of COVID-19 into the community and how schools and the Directorate can respond. This work has focused on the following key areas: 



· Process for school community identified case of COVID-19 – The highest priority was to establish a protocol for if, and when, a confirmed case of COVID-19 was identified as a student or staff member at an ACT school.  The draft decision-making process is at Attachment A.  Developments in other jurisdictions and their responses to a confirmed case in a school community were taken into consideration as part of this process.



The process clearly identifies who is contacted when a confirmed case in a school occurs, how advice from the CHO is considered, and priority contact with your office prior to any decision being taken (including a decision to temporarily close a school).  Once a decision is reached the process sets out the necessary steps including stakeholder communications, the role of ACT Health in conducting investigations to trace exposure and contact, identify individuals for self-isolation, offer flexible learning programs where required, clean the school, and recommence education onsite for remaining staff and students. 



· Staff availability - The availability of sufficient numbers of school-based staff is essential to the continued operation of our schools.  This includes enough school leaders, teachers, health professionals, learning assistants, administrative staff, school cleaners, and Building Services Officers to ensure the safe and orderly operations of each school.



Insufficient staff may necessitate the temporary closure or partial closure of one or more schools.  Further, the limited availability of educators is likely to affect the depth and breadth of teaching and learning opportunities that is available in any one school site.



To minimize this risk the Education Support Office (ESO) will centrally manage the deployment of staff across schools, including the use of casual staff.  Staff may be required to work in a different school depending on the spread and prevalence of COVID-19 in specific school communities. Alternative work arrangements and options for staff to work from home will also be developed.  This process will be undertaken in close consultation with all relevant unions.  This would enable the ESO to provide supports across the system to schools of greatest need. 



Further consideration is also being given to advancing recruitment processes (including potentially international recruitment) to support current and foreseen future vacancies.  As required, appropriately qualified staff based in the ESO may be deployed to schools to fill needs and gaps associated with staff absences.  The redeployment of ESO to schools will likely impact on the delivery of other identified work priorities.



· Staff support and wellbeing - Whole of government advice has been developed about leave and support arrangements for staff who are unable to attend work in a variety of circumstances associated with COVID-19.  This information has been distributed by the Head of Service through whole of government channels and follow up advice has been provided to school principals, including the avenues for staff seeking internal advice.  Additional consideration is also being given to enhancing available options to support the well-being of staff, including for staff that are either unwell or who have been required to self-isolate. 



· Communications to schools/principals - The most important area highlighted by principals is the need for clear, consistent and timely communications. Schools will require ongoing assurances regarding health processes and support responding to the many questions from their school communities. The draft communications plan is at Attachment B and a draft FAQ at Attachment C.



To date, schools have been receiving regular communications based on advice and approved wording from the CHO, including travel advice and restrictions, health advice on hygiene best practice, what to do if staff or students display flu-like symptoms, and information to send out to their school communities.



A dedicated page has been established on the Directorate website as a single point of information for schools, and a link from each school’s website has been directed to this page. A single directorate contact point for internal COVID-19 queries has also been established with a designated email address and phone support via school operations.  



Regular communication will be provided to principals – daily if required – including email updates, regular phone hook ups and face to face briefings as required (in line with the approach adopted in January regarding air quality). While there may or may not be significant changes in content day by day, it is important for principals to feel connected and supported during this difficult period.   A presentation for principals to use with their staff and parents is currently under development.



· School Preparedness – A draft checklist has been developed which focuses on key actions and activities each school principal can undertake to respond to an incident, should it occur. The draft checklist, at Attachment D, includes:

· Ensuring all medical plans and key contact details for staff and students are up to date and vulnerable members of the school community are identified and contacted proactively ahead of time.

· Ensuring staff access to ICT is fully operational and any issues are fixed to facilitate off site working if required.

· Identify courses at the school that could be continued to be offered flexibly/remotely by teachers. 

· Assess ICT access for students and identify any students who may require additional equity supports such as a device or alternative educational offerings.  Look at what devices at the school could be offered to students to take home if required.  

· Ensuring up to date maintenance of visitor logs and identification of external users and visitors to the site for tracking purposes should an investigation of health be required.

 

· School cleaning – Advice is being sort from ACT Health and education sectors in other jurisdictions around the role of school cleaning in minimizing the spread of COVID-19 within school communities.  This may include additional cleaning services, dependent on workforce availability.  The specific health and safety requirements of the school cleaning workforce will also be considered by the Directorate in consultation with staff and the union.



· Data for efficient decision making - Work has been initiated to pull together a single source of information on schools to support any future decisions on reductions in school services (or potential closure). A team has commenced development of a consolidated data set to guide decision making that recognises the individual needs of each school setting. This data will include details of: 

· key contacts (Out of School Hours Care providers, school board, hirers, regular visitors etc.)

· student details (languages spoken at home, medical conditions, disabilities)

· staffing details (vacancies and absences)

· attendance   

The data team aim to provide a dashboard to support a response to staff absences, as well as the possibility of school closure.



· Student Wellbeing - A wellbeing team has been stood up consisting of psychologists and social workers with administration support.  This team is developing a plan to support students and families in the event of increased mental health concerns and requests for community support, school closures and isolation and/or positive diagnosis. These supports would be a crucial first step in ensuring that students feel safe and supported, remain connected with the school community during any period away from school. Ensuring broader wellbeing supports exist will assist in helping facilitate teaching and learning. The team are currently investigation the provision of a “tele-service”.



· Vulnerable Students and Families – Specific planning work is also underway to identify impact of proposed measures on students and families with high vulnerability.  This could include schools where school closure or significant staff illness would have a heightened impact on both student and parent wellbeing (such as a special school), or individuals across any school where school provides respite and safety.  Coordination with other government agencies to wrap around services in these instances will be critical.



· Teaching and Learning (content) – Initial planning is being undertaken on the packaging of content which could be available for students to engage with learning whilst away from the classroom. This is being considered across the range of age groups and in different subject areas.  A central model of delivery is also being considered if staff numbers at individual schools were depleted, and this could not be provided by the student’s normal classroom teachers. 



· Teaching and Learning (platform) - To support the delivery of curriculum content, initial planning is being undertaken to the different mechanisms able to deliver it. Our schools are well positioned with Chromebooks and Google Classroom which can be used for the majority of students, other options such as live streaming and webinars are being considered to enable ‘live’ interaction between teachers and students.  This functionality might be able to run centrally from the Headley Beare Centre for Teaching and Learning. Consideration is also being given to deploying available Chromebooks to students in primary schools to facilitate access to a device and the provision of data access for families without Wi-Fi/data in their homes



· Teaching and Learning (Specialist schools, vulnerable cohorts and P-3) – the Directorate is acutely aware that while developing electronic content could work for most students, consideration needs to be given for those students who would not easily be able to access this content. An option of access for our specialist schools and younger cohorts would need to be further developed. This may include looking at options to keep these programs and schools running if possible, to continue to provide services to these students. 



· International Students - Work is advanced on supporting the return of international students to Australia, and the Directorate continues to work closely with Commonwealth agencies to facilitate this. 



· Early childhood sector – The overarching business continuity work for schools will be used to inform tailored approaches in the early childhood sector, facilitated through the Children’s Education and Care Assurance, Early Childhood Policy and Regulation.  This will include engagement with service providers and unions.  To date, services have been receiving regular communications based on advice and approved wording from the CHO



Next Steps:



The Directorate will meet with you on Monday 16 March 2020 to brief you in further detail on the work being undertaken to date to seek your input and authorization.



SEMC will also meet on Monday 16 March 2020.  Separate advice will be provided on Education Directorate stimulus options for consideration at this meeting.



The Directorate will continue to participate in whole of government planning and responses and support your role on SEMC and the DG and DDG’s involvement in relevant local and intergovernmental meetings.



The IMT will further progress business continuity planning and will continue to be responsive to any changes to health advice. Further discussion on draft plans and procedures will occur with principals at the Principals Advisory Group on Tuesday 17 March 2020. 



Ongoing engagement will occur with key stakeholders.



		



		Signatory Name:

		Mark Huxley

		

		



		Title

		Executive Group Manager, School Improvement

		

		



		Date

		14 March 2020
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COVID-19 

Communication Strategy - Phase 1

		Key Date or Dates



		Draft Strategy Version 1 - 13 March 2020



		Background and Purpose

		The purpose of this strategy is to provide informative, proactive and accurate information to staff, students and school communities on the potential or actual spread of COVID-19 in ACT public schools.

As relevant, communication material and messages developed by the Directorate will need to be cleared through the Public Information Coordination Centre (PICC).



Daily updates will be provided to the Minister’s Office on communications material produced and planned. All communication products relating to new policy decisions will be cleared through the Minister’s Office.





		Target audiences 

		· All staff (ESO and schools)

· Students

· Casual staff

· ACTPA

· AEU, United Voice, CPSU and other unions

· P&C Council

· Non-Government schools

· Parents and carers

· ACT community

· Hirers and users of ACT public school facilities

· Media





		Key Messages 

		· Australia is very well prepared to deal with novel coronavirus (COVID-19), with a suite of measures implemented to help stop the spread of the virus and protect Australians. All states and territories are taking a highly precautionary approach based on the latest and best medical advice.



· The Education Directorate continues to be led by advice from ACT Health. This advice has led to us taking a sensible, measured approach across ACT public schools, in line with best practice. ACT public schools are operating as normal and will continue to do so for the foreseeable future.



· The health and safety of students, families and staff is our top priority. We will continue to monitor any developments across Australia and here in the ACT and keep our school communities updated. 



· Plans have been developed for ACT schools to respond to the potential spread of COVID-19 in school communities and include the reconfiguration of physical learning spaces, or relocation to alternative locations if there are significant student absences and staff shortages.

· These plans will be scaled in proportion to the spread of the virus.

· At this point in time, the best way to minimise any transmission of the coronavirus is for everyone to continue with good hand and respiratory hygiene measures to prevent the spread of germs.

· While modifying the operation of schools is an option, should it be required, these decisions will be made on the advice of the medical experts and in proportion to the situation, as is the case with any planning for a communicable disease.

· A range of approaches are being looked at to assist students to continue their schooling if schools were to be affected, as well as for students who self-isolate at home. 

· All our schools have access to the Google platform which they use daily with their students.

· Continuity of learning could be accessed for key learning via the Google for Learning platform.







		Communication Channels



(What do you want M&C to develop – describe messages required for each channel in Attachment A)

		

		Media Releases

		

		Media Alert





		

		

		Social media

		

		Website





		

		

		Intranet

		

		Video





		

		

		All Staff Email



		

		Email to Principals



		

		

		Letter to parents

		

		Schools Bulletin



		

		

		Scripts for Feedback and Complaints Team

		

		Scripts for Schools



		

		

		Access Canberra Script

		

		Childcare Centre Notices





		

		

		Input to WhoG talking points and channels

		

		



		Spokesperson/s 

		Education Minister Yvette Berry

Directorate: Deputy Director-General David Matthews





		Risks

		Potential Issues

		Mitigation Strategy



		

		Families raise concerns with the Government about whether schools will be open/should be open.

		Clear pre-emptive communication to school communities on Government plans to manage the virus in schools 



		

		Families may be concerned their children will be unsafe at school because of potential cases of COVID-19.

		Clear pre-emptive communication to school communities on Government plans to manage the virus in schools, school plans around hand washing and hygiene and requests that sick children are not sent to school.



		

		Families begin voluntarily removing students out of schools and some families ask if they can register their children for home education

		Clear pre-emptive communication to school communities on Government plans to manage the virus in schools

Home education team to assess capacity and clear messaging to be developed by the Directorate



		

		Staff and their unions are concerned about whether it is safe to work in schools.

		Regular and pre-emptive stakeholder briefings with unions. Principals supported to authoritatively brief staff.



		

		Staff unhappy with leave requirements for self-isolation

		DG to reiterate Head of Service information on leave provisions



		

		Significant numbers of staff become unwell and schools need to collapse classes, close school

		Significant planning is put in place- backed by clear communication - to support schools to prepare for reduced/combined classes, potential school closures and a shift to online learning 



		

		School closures for a prolonged period require students to study from home on Google Classroom  

		Significant planning is put in place to transition high school and college students to work online and clear communication is provided by schools and ESO on how this will work 



		

		School staffing levels become too low to provide education services, even via online learning 

		Clear and pre-emptive communication with school community about any changes in capacity to provide educational services



		

		Prolonged school closures impact on Year 11 and 12 students meeting study requirements

		ESO to work closely with BSSS and clear communication provided to Colleges, families/carers and students
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Table A – Communication and Engagement action plan

		

		Communication or Engagement Activity

		Message

		Audience

		Deadline

		Officer Responsible for Delivering

		Status Update



		1

		Emails to principals

· Email from Mark Huxley 6 March





· Email from Mark Huxley 12 March



		

Stepped approach to COVID-19 in schools and hygiene messages 


School closure approach, overseas excursion cancellation, newsletter item for parents/carers

		Principals, school communities

		

6 March 







12 March

		Lyn Larkin

		Email sent 6 March and 12 March



		2

		Principals checklist

· Develop a checklist for principals to assist them prepare their schools for COVID-19 cases.


· Draft emails for principals to send to school communities assist them collect required information for their COVID-19 approach  

· Key messages for principals to talk to staff



		

A checklist for principals to prepare the school for possible COVID-19 cases



Identify staff and students who are potentially at higher risk due to other medical conditions or compromised immune systems



		Principals

		12 March

		Paul Short

		



		3

		EDU website information 

Create new COVID-19 website page with front page link and date stamped when updated  

Banner on all 88 school websites linking to this page.

		This page will be regularly updated with latest information and advice, including: 

· Health advice for students and families

· What if ACT schools were to be affected

· List of closed schools if required

		School communities

ACT Community

		12 March

		Lyn Larkin

		New page created 12 March

Updated with information on excursions 13 March



		4

		Intranet

New page created called COVID-19 on Intranet to include current ACT Health information sheets:

· For parents of school children or children in childcare

· Home Isolation guidance

· Home isolation for people who are well

· Students currently isolated

· Preventing and spread of germs

· Good hand hygiene  

· Coughing and sneezing

Education Directorate Information on:

· Overseas school excursions

· Head of Service message on leave

· DG messages and other Senior executive message to staff

· Guidance on WH&S 

· Guidance on leave and other relevant HR matters

		This page will be regularly updated with useful information on COVID-19 of interest to Education Directorate staff. 



		Education Directorate staff

		From 11 March

		Lyn Larkin

		Page live 11 March

Initial ACT Health fact sheets added in Jan, Feb 2020

Additional ACT Health fact sheets added 11 March.

Head of Service message added 12 March

Message from DG added 13 March 







		5

		Letter/email to parents/carers confirming COVID-19 case in a school

Letter/email to parents/carers confirming that their child may have had contact with a person at school who has tested positive to COVID-19

Script for schools on a confirmed COVID-19 case at the school

Letter/email/SMS to parents/carers on closing of a school

Letter/email/SMS to parents/carers on reopening of a school

		To be issued as necessary 

		Families 

		

		Lyn Larkin

		Drafted 10 March, clearance through school Ops 12 March

Requires DDG, DG clearance



		6

		Script for Families and Students, Complaints and Feedback Unit and Access Canberra Call Centre

Updated regularly 

		All key EDU COVID-19 messages and website information as updated 

		School communities 

ACT community

		From 11 March

		Lyn Larkin

		Script 12 March on overseas travel provided



		7

		DG all staff email 

		Information on arrangements for staff (ESO and school-based) as well as for students 

		EDU staff

		12 March 

		Lyn Larkin



		Sent 12 March



		8

		Phone calls and information to AEU, United Voice, CPSU, ACTPA, Independent and Catholic schools



		Provide information on plans

Provide school closure packages, talking points and information from ACT Health to Independent and Catholic schools as it becomes available/developed

		Key stakeholders

		

		David Matthews/Megan Young

		As required



		9

		DDG/EGM, School Improvement teleconference with principals – if schools are to be closed

		Provide information on situation and measures in place

Provide talking points for school communities 

		School principals

		If required

		David Matthews/Mark Huxley

		As required



		10

		Information for CECA to send to childcare providers

		Package of information for CECA to send to childcare providers

		Childcare providers

		Initial draft material cleared 12 March

		Sean Moysey

		Draft material cleared 12 March



		11

		Social media (EDU and schools)

Share ACT Health posts

If schools are closed, graphic and list of schools with link to website for more information

		Provide information to school communities 

		School communities

		As required

		Media and comms

		As required







									

Executive Sign Off						Dated
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COVID 19 – Frequently Asked Questions for School Communities





The ACT is in a very good place to respond to COVID-19 and the Directorate has developed plans for ACT schools to respond to the potential spread of the virus in school communities. The Education Directorate continues to work closely with ACT Health.  

To assist parents, carers and the broader school community, the following answers have been complied to frequently asked questions around how ACT public schools are managing their response to COVID-19.



Are schools boosting their cleaning or hygiene practices in response to the threat of COVID-19?

All ACT public schools have been asked to ensure school- wide hygiene practices such as hand washing are in place, encouraged and maintained and that signage is displayed around good hand hygiene, preventing the spread of germs, coughing and sneezing

Currently, the ACT Government is not advising additional cleaning or disinfecting procedures to be implemented in schools, public transport, shopping centres and other public places.



How will the school respond if there is a confirmed case of COVID-19 at a school?

· Planning has been underway to assist our schools in the event of the spread of the virus in our school communities. When and if there is a case of COVID-19 in an ACT school, these plans will be scaled in proportion to the spread of the virus. Our response will be based on ACT Health advice and learnings from other jurisdictions.



Is it possible that schools will close?

· If a student or staff member were to test positive to the virus, the impacted school may close for a short period while ACT Health investigates the incident. Those students and staff identified as close contacts of a case will need to self-quarantine at home for 14 days.

· Parents will be notified by their school if it is to close via their normal communication channels which include email and SMS.

What about my child’s learning? (will there be provision of online resources?)

· All ACT public schools have access to the Google platform which they use daily with their students. We are working ensure that flexible learning options are available for all students.

For college students, how will workload and BSSS requirements be met?

· The ACT Education Directorate is working with BSSS to ensure college students will still be able to meet learning requirements if their school needs to close for a short period.

Advice for parents on sending children to school

If your child develops any symptoms such as a fever, cough, sore throat or shortness of breath:

· Call your GP in the first instance. By calling your GP before arriving they can take appropriate infection control measures. 

· Call your school to let them know.



As always, please do not send your child to school if they are showing any symptoms of sickness. Once your child is well again, they can return to school.

My child has COVID-19, do I need to notify the school and how long should they be excluded from school?

· Yes, you need to notify your child’s school as soon as possible if your child has received a positive diagnosis for COVID-19.  Your school will work with you and ACT Health to follow up close contacts and take appropriate public health action in line with national guidelines and well-established processes.

· The ACT Education Directorate will also receive direct advice from ACT Health, if a public school student or staff member returns a positive diagnosis for COVID-19.



What happens if my child has had close contact with another student who has a confirmed case of COVID-19?

· Students and staff identified as close contacts of a case of COVID-19 will need to self-quarantine at home for 14 days.

· Being quarantined at home means that you, or your children, need to stay at home, except if you are unwell and need medical attention. You cannot go to work, school, or public areas (such as shops or cafes/restaurants) and should not use public transport, ride share or taxis. You also need to tell people not to visit you while you are in self-quarantine.



Someone in our household has coronavirus, can my child go to school?

· If you are concerned your child may have been exposed to or have symptoms of novel coronavirus (COVID-19), it’s important you limit exposure to other people to reduce the risk of transmission. 

· Students identified as close contacts of a case of COVID-19 will need to self-quarantine at home for 14 days.

· Being quarantined at home means that you, or your children, need to stay at home, except if you are unwell and need medical attention. You cannot go to work, school, or public areas (such as shops or cafes/restaurants) and should not use public transport, ride share or taxis. You also need to tell people not to visit you while you are in self-quarantine.



What should I do if I think my child may have COVID-19?

· You or your child should get tested if:

· you’ve travelled overseas recently, and you develop symptoms of COVID-19 within 14 days of leaving an overseas country.

· you’re concerned you may have come into contact with someone who has COVID-19 and you develop symptoms of the disease within 14 days of contact with the sick person.

· If you think you might have COVID-19:

· Limit your exposure to other people by isolating yourself at home.

· Call your GP and let them know you are worried you may have COVID-19. Testing will be arranged by your GP or medical practitioner if they determine it is necessary. It usually takes about 24 - 48 hours for the test results to be returned, but in some cases may take longer.  Further information for someone who is being tested is available here.

· If you can’t see your GP, the preferred Walk-in Centre (WiC) for assessment is Weston Creek WiC. If you are attending a WiC, please ensure you use a mask and hand sanitiser available at the front door. 

· You do not need to visit the Emergency Department unless you have severe symptoms, such as shortness of breath, chest pain or high fever.

· If you or your child have recently travelled internationally or been in contact with someone who has COVID-19, and have symptoms of COVID-19 (such as fever, cough or sore throat), it is important that you take certain steps to reduce the risk of transmission.



Are students and their families who have travelled to certain countries excluded from my school?

· There are quarantine requirements in place for Australian citizens and permanent residents returning from mainland China, Iran, Italy and South Korea, including for students and staff in childcare centres, schools and tertiary institutions:

· If you are returning from mainland China or Iran, you should isolate yourself for 14 days after leaving mainland China or Iran.

· If you are travelling from the Republic of Korea, on or after 5 March, you must isolate yourself for 14 days from the time you left the Republic of Korea.

· If you have left or transited through Italy on or after 11 March, you must isolate yourself for 14 days from the time you left Italy.

· The ACT Health Directorate continues to work closely with the Australian Government and other health authorities across the country to monitor and respond to the evolving global situation. As the situation evolves advice will be updated, as necessary. 
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School Preparation ChecklistCOVID-19 

Term 1 2020

Preparing your school						               March 2020                                                



The purpose of this checklist is to support school leaders in preparing their schools for the potential spread of novel coronavirus - COVID-19 amongst their school population.

It is important that all schools are as prepared as possible, so we can help prevent the spread of the virus and respond quickly should there be a case of COVID-19 in one or more of our schools.

Schools should ensure the following activities are undertaken and maintained during this period.  

Administration

1. Ensure visitor sign in procedures are in place to confirm all contact details are correct. 

2. Ensure the school has accurate contact information on file for the following:

a. Trades, allied health professionals and NDIS support workers

b. School hirers and community groups

c. Volunteers, church groups and cleaners

d. Before and after school providers

e. Sport and tuition providers

f. School canteen

3. Ensure all student and staff contact information and medical plans are up to date.

4. Ensure family contact information is up to date.

5. Ensure all excursions including local, interstate and incursions for Semester 1 are identified and captured on the table provided to schools in 2019 and email to SchoolOperations@act.gov.au. ESO will work with the school to support the risk analysis process.




Cleaning and Hygiene

1. Ensure school wide hygiene practices such as hand washing are in place, encouraged and maintained. Display signage available:

a. Good hand hygiene

b. Prevent the spread of germs

c. Coughing and sneezing

2. Ensure daily checks of the school toilet facilities are undertaken to maintain that they are clean, stocked with soap and paper towel.

3. Ensure all current processes to maintain clean environments are followed.

Health and Wellbeing

1. Ensure a qualified first aid officer is able to be onsite at all times.

2. Ensure all first aid kits including duty/portable first aid kits are fully stocked, ensuring items used for treatment of breathing difficulty.

3. Ensure the school is aware of any staff or student medical issues that may be impacted by the COVID-19 virus.

4. Ensure staff continue to use existing universal first aid process and procedures e.g. not sharing bodily fluids. 

5. Ensure all existing first aid actions are documented.

6. Identify staff and students who are potentially at higher risk of adverse health impact to exposure to Covid-19 due to medical condition, pregnancy or medication. Please note this may include people who may not have identified previously but the current situation exacerbates symptoms. 

a. Students with Medical Plans. 

b. Encourage any staff members with individual health concerns to seek medical advice and speak with their supervisor about reasonable adjustments if applicable.

c. Ensure all known medical plans for staff/students are communicated to appropriate staff members.

7. Seek advice from Education HR regarding staff that may require additional support on xxxxxx. 

8. Remind staff of EAP services available if required.

Communications

1. Continue communicating with your school community to ensure clear, calm and timely information is available – particularly for staff, students and parents/carers. ESO will provide regular updates including template emails, newsletter content, factsheets and talking points. Communications provided to your school community will be provided by ESO.

2. Refer to www.health.act.gov.au for latest COVID-19 health information and advice

3. Refer to the COVID-19 page on Index and www.education.act.gov.au for resources and information regarding ACT public schools

4. Use your existing communications mechanisms and processes to keep staff up to date with any new information, processes and procedures. It is important that the principal and school leadership team present as the ‘voice of calm’.

5. Using information provided by ESO, brief students on coronavirus / COVID-19 to alleviate fears, provide clarity on the things they can do to assist such as hand washing and not sharing food, while maintaining school values (kindness, support etc)

	Notify any other stakeholders in your school community such as P&C, OSHC provider on school preparations and actions. .

Learning and Teaching

1. Identify what learning platforms/programs used e.g. Reading Eggs, Mathletics, Study Ladder, Education Perfect, Spellodrome, and other appropriate online sites) and how they could be delivered to students to learn in a home environment.

2. Support classroom teachers to follow up with all families to ensure they have accessed/ joined online learning platforms such as Google Classroom, SeeSaw etc. 

3. Determine how many devices the school has available for distribution to students if required. 

4. Include draft communications in your school newsletter asking families to contact the school if they need assistance with home resources:  

a. Determine if there are students without devices to use at home. 

b. Determine if there are families who do not have internet access. 

c. Pre-allocation of devices, in the event of school closure or isolation, is recommended. Contact ESO if additional devices are required.  

5. Review class term overviews/unit outlines to consider how it may be adapted to be delivered to students at home, either in digital or hard copy format. 

6. Identify resources such as home readers and library resources that could be used to support learning at home. 

7. Teachers should use professional judgement in making decisions about the learning program for students should be learning at home during isolation. 
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Trim No. MIN20/267 

 
Caveat Brief 

 

To: Minister for Education and Early Childhood Development 

From: Executive Group Manager, School Improvement 

Subject: COVID-19 – Education Delivery Business Continuity Planning (BCP) Update 

Date: 14 March 2020 
 
 
That you note the Business Continuity Planning and related work undertaken by the 
Education Directorate to date and that draft material will be finalised in conjunction with 
your office. 
 

Noted / Please discuss 
 
 
 

Yvette Berry MLA..../..../.... 
 

Background 
 
• The Directorate continues to be led in our response to COVID-19 by ACT Health 

advice.  Our planning is responsive to changes and developments in health advice. 
• This advice has led to us taking a sensible, measured approach across ACT public 

schools.  The planning priorities and focus has been triaged based on risk and 
impact.  

• A range of inter-governmental processes have been stood up to support 
coordination and cooperation across jurisdictions, including the National Cabinet 
comprised of First Ministers established at COAG on 13 March 2020. 

• In addition, the cross sectoral National Coordination Mechanism has been 
established to coordinate efforts in identified areas including education, mass 
gatherings, and broader public messaging.  The education sector forum was held 
on 10 March 2020. 

• A weekly cross jurisdictional forum of education representatives is also being 
convened by the Commonwealth Department of Education, Skills and 
Employment.  The scope of this forum includes school education, early childhood 
services, vocational education and training, and tertiary education.  As part of this 
forum, jurisdictions including the ACT are expected to engage with and 
disseminate information to non-government schools and service providers.  A 
meeting of early childhood regulators is also occurring regularly.  

• A COVID-19 Student Return Working Group was previously established and 
continues to meet to oversee the process to facilitate the entry and self-isolation 
requirements for international secondary students returning to Australia in line 
with previous announcements by the Commonwealth. 

• The Australian Education Senior Officials Committee (AESOC) also met on 13 
March 2020 to discuss a range of issues, including COVID-19 planning. 
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• The ACT Government’s response will be overseen by the Security and Emergency 
Management Subcommittee of Cabinet (SEMC), supported by Security and 
Emergency Management Senior Officers Group (SEMSOG) with expert advice from 
the Chief Health Officer (CHO). 

• The ACT Public Service Strategic Board has established a Deputy Director General 
level Sub-committee to manage whole of government co-ordination and 
information sharing in relation to COVID-19, supporting the public health role 
played by the CHO. 

• An Incident Management Team (IMT) has been established within the Education 
Directorate to respond to the incident and coordinate Directorate planning and 
implementation activities in line with whole of government directions and public 
health advice.  The IMT includes expertise from across the Directorate to ensure 
we have the skills and expertise required to respond effectively. 

• The incident controller for the IMT is the Executive Director, School Improvement.  
The Deputy Director General is the education lead on the whole of government 
work, stakeholder engagement and the conduit back to the IMT.  

• To date, the Directorate has maintained active communication and engagement 
with a range of stakeholders including relevant unions, the Catholic Education 
Office (CEO), the Association of Independent Schools (AIS), and the Parents and 
Citizens Association. A stakeholder session was hosted for the CEO and AIS on 
Thursday 12 March 2020. 

 
Current Status 
 
During the past week the IMT has conducted a range of workshops and scenario planning 
sessions that have examined the risks and potential impacts of the spread of COVID-19 
into the community and how schools and the Directorate can respond. This work has 
focused on the following key areas:  
 

• Process for school community identified case of COVID-19 – The highest priority 
was to establish a protocol for if, and when, a confirmed case of COVID-19 was 
identified as a student or staff member at an ACT school.  The draft decision-
making process is at Attachment A.  Developments in other jurisdictions and their 
responses to a confirmed case in a school community were taken into 
consideration as part of this process. 
 
The process clearly identifies who is contacted when a confirmed case in a school 
occurs, how advice from the CHO is considered, and priority contact with your 
office prior to any decision being taken (including a decision to temporarily close a 
school).  Once a decision is reached the process sets out the necessary steps 
including stakeholder communications, the role of ACT Health in conducting 
investigations to trace exposure and contact, identify individuals for self-isolation, 
offer flexible learning programs where required, clean the school, and 
recommence education onsite for remaining staff and students.  

 

• Staff availability - The availability of sufficient numbers of school-based staff is 
essential to the continued operation of our schools.  This includes enough school 
leaders, teachers, health professionals, learning assistants, administrative staff, 
school cleaners, and Building Services Officers to ensure the safe and orderly 
operations of each school. 
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Insufficient staff may necessitate the temporary closure or partial closure of one or 
more schools.  Further, the limited availability of educators is likely to affect the 
depth and breadth of teaching and learning opportunities that is available in any 
one school site. 
 
To minimize this risk the Education Support Office (ESO) will centrally manage the 
deployment of staff across schools, including the use of casual staff.  Staff may be 
required to work in a different school depending on the spread and prevalence of 
COVID-19 in specific school communities. Alternative work arrangements and 
options for staff to work from home will also be developed.  This process will be 
undertaken in close consultation with all relevant unions.  This would enable the 
ESO to provide supports across the system to schools of greatest need.  
 
Further consideration is also being given to advancing recruitment processes 
(including potentially international recruitment) to support current and foreseen 
future vacancies.  As required, appropriately qualified staff based in the ESO may 
be deployed to schools to fill needs and gaps associated with staff absences.  The 
redeployment of ESO to schools will likely impact on the delivery of other 
identified work priorities. 
 

• Staff support and wellbeing - Whole of government advice has been developed 
about leave and support arrangements for staff who are unable to attend work in 
a variety of circumstances associated with COVID-19.  This information has been 
distributed by the Head of Service through whole of government channels and 
follow up advice has been provided to school principals, including the avenues for 
staff seeking internal advice.  Additional consideration is also being given to 
enhancing available options to support the well-being of staff, including for staff 
that are either unwell or who have been required to self-isolate.  

 

• Communications to schools/principals - The most important area highlighted by 
principals is the need for clear, consistent and timely communications. Schools will 
require ongoing assurances regarding health processes and support responding to 
the many questions from their school communities. The draft communications 
plan is at Attachment B and a draft FAQ at Attachment C. 
 
To date, schools have been receiving regular communications based on advice and 
approved wording from the CHO, including travel advice and restrictions, health 
advice on hygiene best practice, what to do if staff or students display flu-like 
symptoms, and information to send out to their school communities. 
 
A dedicated page has been established on the Directorate website as a single point 
of information for schools, and a link from each school’s website has been directed 
to this page. A single directorate contact point for internal COVID-19 queries has 
also been established with a designated email address and phone support via 
school operations.   

 
Regular communication will be provided to principals – daily if required – including 
email updates, regular phone hook ups and face to face briefings as required (in 
line with the approach adopted in January regarding air quality). While there may 
or may not be significant changes in content day by day, it is important for 
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principals to feel connected and supported during this difficult period.   A 
presentation for principals to use with their staff and parents is currently under 
development. 

 
• School Preparedness – A draft checklist has been developed which focuses on key 

actions and activities each school principal can undertake to respond to an 
incident, should it occur. The draft checklist, at Attachment D, includes: 

o Ensuring all medical plans and key contact details for staff and students are 
up to date and vulnerable members of the school community are identified 
and contacted proactively ahead of time. 

o Ensuring staff access to ICT is fully operational and any issues are fixed to 
facilitate off site working if required. 

o Identify courses at the school that could be continued to be offered 
flexibly/remotely by teachers.  

o Assess ICT access for students and identify any students who may require 
additional equity supports such as a device or alternative educational 
offerings.  Look at what devices at the school could be offered to students 
to take home if required.   

o Ensuring up to date maintenance of visitor logs and identification of 
external users and visitors to the site for tracking purposes should an 
investigation of health be required. 

  

• School cleaning – Advice is being sort from ACT Health and education sectors in 
other jurisdictions around the role of school cleaning in minimizing the spread of 
COVID-19 within school communities.  This may include additional cleaning 
services, dependent on workforce availability.  The specific health and safety 
requirements of the school cleaning workforce will also be considered by the 
Directorate in consultation with staff and the union. 

 

• Data for efficient decision making - Work has been initiated to pull together a 
single source of information on schools to support any future decisions on 
reductions in school services (or potential closure). A team has commenced 
development of a consolidated data set to guide decision making that recognises 
the individual needs of each school setting. This data will include details of:  

o key contacts (Out of School Hours Care providers, school board, hirers, 
regular visitors etc.) 

o student details (languages spoken at home, medical conditions, disabilities) 
o staffing details (vacancies and absences) 
o attendance    

The data team aim to provide a dashboard to support a response to staff absences, 
as well as the possibility of school closure. 

 
• Student Wellbeing - A wellbeing team has been stood up consisting of 

psychologists and social workers with administration support.  This team is 
developing a plan to support students and families in the event of increased 
mental health concerns and requests for community support, school closures and 
isolation and/or positive diagnosis. These supports would be a crucial first step in 
ensuring that students feel safe and supported, remain connected with the school 
community during any period away from school. Ensuring broader wellbeing 
supports exist will assist in helping facilitate teaching and learning. The team are 
currently investigation the provision of a “tele-service”. 
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• Vulnerable Students and Families – Specific planning work is also underway to 
identify impact of proposed measures on students and families with high 
vulnerability.  This could include schools where school closure or significant staff 
illness would have a heightened impact on both student and parent wellbeing 
(such as a special school), or individuals across any school where school provides 
respite and safety.  Coordination with other government agencies to wrap around 
services in these instances will be critical. 
 

• Teaching and Learning (content) – Initial planning is being undertaken on the 
packaging of content which could be available for students to engage with learning 
whilst away from the classroom. This is being considered across the range of age 
groups and in different subject areas.  A central model of delivery is also being 
considered if staff numbers at individual schools were depleted, and this could not 
be provided by the student’s normal classroom teachers.  

 

• Teaching and Learning (platform) - To support the delivery of curriculum content, 
initial planning is being undertaken to the different mechanisms able to deliver it. 
Our schools are well positioned with Chromebooks and Google Classroom which 
can be used for the majority of students, other options such as live streaming and 
webinars are being considered to enable ‘live’ interaction between teachers and 
students.  This functionality might be able to run centrally from the Headley Beare 
Centre for Teaching and Learning. Consideration is also being given to deploying 
available Chromebooks to students in primary schools to facilitate access to a 
device and the provision of data access for families without Wi-Fi/data in their 
homes 
 

• Teaching and Learning (Specialist schools, vulnerable cohorts and P-3) – the 
Directorate is acutely aware that while developing electronic content could work 
for most students, consideration needs to be given for those students who would 
not easily be able to access this content. An option of access for our specialist 
schools and younger cohorts would need to be further developed. This may 
include looking at options to keep these programs and schools running if possible, 
to continue to provide services to these students.  
 

• International Students - Work is advanced on supporting the return of 
international students to Australia, and the Directorate continues to work closely 
with Commonwealth agencies to facilitate this.  
 

• Early childhood sector – The overarching business continuity work for schools will 
be used to inform tailored approaches in the early childhood sector, facilitated 
through the Children’s Education and Care Assurance, Early Childhood Policy and 
Regulation.  This will include engagement with service providers and unions.  To 
date, services have been receiving regular communications based on advice and 
approved wording from the CHO 

 
Next Steps: 
 
The Directorate will meet with you on Monday 16 March 2020 to brief you in further 
detail on the work being undertaken to date to seek your input and authorization. 
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SEMC will also meet on Monday 16 March 2020.   

 
 
The Directorate will continue to participate in whole of government planning and 
responses and support your role on SEMC and the DG and DDG’s involvement in 
relevant local and intergovernmental meetings. 
 
The IMT will further progress business continuity planning and will continue to be 
responsive to any changes to health advice. Further discussion on draft plans and 
procedures will occur with principals at the Principals Advisory Group on Tuesday 17 
March 2020.  
 
Ongoing engagement will occur with key stakeholders. 

 
 

Signatory Name: Mark Huxley   

Title Executive Group Manager, School 
Improvement 

  

Date 14 March 2020   
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1 
 

 

COVID-19  

Communication Strategy - Phase 1 
Key Date or Dates 
 

Draft Strategy Version 1 - 13 March 2020 

Background and 
Purpose 

The purpose of this strategy is to provide informative, proactive and 
accurate information to staff, students and school communities on the 
potential or actual spread of COVID-19 in ACT public schools. 

As relevant, communication material and messages developed by the 
Directorate will need to be cleared through the Public Information 
Coordination Centre (PICC). 
 
Daily updates will be provided to the Minister’s Office on 
communications material produced and planned. All communication 
products relating to new policy decisions will be cleared through the 
Minister’s Office. 
 

Target audiences  • All staff (ESO and schools) 
• Students 
• Casual staff 
• ACTPA 
• AEU, United Voice, CPSU and other unions 
• P&C Council 
• Non-Government schools 
• Parents and carers 
• ACT community 
• Hirers and users of ACT public school facilities 
• Media 
 

Key Messages  • Australia is very well prepared to deal with novel coronavirus 
(COVID-19), with a suite of measures implemented to help stop 
the spread of the virus and protect Australians. All states and 
territories are taking a highly precautionary approach based on 
the latest and best medical advice. 

 
• The Education Directorate continues to be led by advice from 

ACT Health. This advice has led to us taking a sensible, 
measured approach across ACT public schools, in line with best 
practice. ACT public schools are operating as normal and will 
continue to do so for the foreseeable future. 
 

• The health and safety of students, families and staff is our top 
priority. We will continue to monitor any developments across 
Australia and here in the ACT and keep our school communities 
updated.  
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2 
 

• Plans have been developed for ACT schools to respond to the 
potential spread of COVID-19 in school communities and 
include the reconfiguration of physical learning spaces, or 
relocation to alternative locations if there are significant 
student absences and staff shortages. 

• These plans will be scaled in proportion to the spread of the 
virus. 

• At this point in time, the best way to minimise any transmission 
of the coronavirus is for everyone to continue with good hand 
and respiratory hygiene measures to prevent the spread of 
germs. 

• While modifying the operation of schools is an option, should it 
be required, these decisions will be made on the advice of the 
medical experts and in proportion to the situation, as is the 
case with any planning for a communicable disease. 

• A range of approaches are being looked at to assist students to 
continue their schooling if schools were to be affected, as well 
as for students who self-isolate at home.  

• All our schools have access to the Google platform which they 
use daily with their students. 

• Continuity of learning could be accessed for key learning via the 
Google for Learning platform. 

 
 

Communication 
Channels 
 
(What do you want 
M&C to develop – 
describe messages 
required for each 
channel in Attachment 
A) 

 Media Releases  Media Alert 
 

 Social media  Website 
 

 Intranet  Video 
 

 All Staff Email 
 

 Email to Principals 

 Letter to parents  Schools Bulletin 
 Scripts for Feedback and 

Complaints Team 
 Scripts for Schools 

 Access Canberra Script  Childcare Centre Notices 
 

  Input to WhoG talking 
points and channels 

  

Spokesperson/s  Education Minister Yvette Berry 
Directorate: Deputy Director-General David Matthews 
 

Risks Potential Issues Mitigation Strategy 
Families raise concerns with the 
Government about whether 
schools will be open/should be 
open. 

Clear pre-emptive communication to 
school communities on Government 
plans to manage the virus in schools  
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Families may be concerned their 
children will be unsafe at school 
because of potential cases of 
COVID-19. 

Clear pre-emptive communication to 
school communities on Government 
plans to manage the virus in schools, 
school plans around hand washing 
and hygiene and requests that sick 
children are not sent to school. 

Families begin voluntarily 
removing students out of schools 
and some families ask if they can 
register their children for home 
education 

Clear pre-emptive communication to 
school communities on Government 
plans to manage the virus in schools 
Home education team to assess 
capacity and clear messaging to be 
developed by the Directorate 

Staff and their unions are 
concerned about whether it is safe 
to work in schools. 

Regular and pre-emptive stakeholder 
briefings with unions. Principals 
supported to authoritatively brief 
staff. 

Staff unhappy with leave 
requirements for self-isolation 

DG to reiterate Head of Service 
information on leave provisions 

Significant numbers of staff 
become unwell and schools need 
to collapse classes, close school 

Significant planning is put in place- 
backed by clear communication - to 
support schools to prepare for 
reduced/combined classes, potential 
school closures and a shift to online 
learning  

 School closures for a prolonged 
period require students to study 
from home on Google Classroom   

Significant planning is put in place to 
transition high school and college 
students to work online and clear 
communication is provided by schools 
and ESO on how this will work  

 School staffing levels become too 
low to provide education services, 
even via online learning  

Clear and pre-emptive 
communication with school 
community about any changes in 
capacity to provide educational 
services 

 Prolonged school closures impact 
on Year 11 and 12 students 
meeting study requirements 

ESO to work closely with BSSS and 
clear communication provided to 
Colleges, families/carers and students 
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Table A – Communication and Engagement action plan 

 Communication or 
Engagement Activity 

Message Audience Deadline Officer 
Responsible for 
Delivering 

Status Update 

1 Emails to principals 

• Email from Mark 
Huxley 6 March 
 
 

• Email from Mark 
Huxley 12 March 
 

 

Stepped approach to COVID-
19 in schools and hygiene 
messages  
 

School closure approach, 
overseas excursion 
cancellation, newsletter item 
for parents/carers 

Principals, 
school 
communities 

 

6 March  

 

 

 

12 March 

Lyn Larkin Email sent 6 March and 12 
March 

2 Principals checklist 

• Develop a checklist for 
principals to assist 
them prepare their 
schools for COVID-19 
cases. 
 

• Draft emails for 
principals to send to 
school communities 
assist them collect 
required information 
for their COVID-19 
approach   

 

A checklist for principals to 
prepare the school for 
possible COVID-19 cases 

 

Identify staff and students 
who are potentially at higher 
risk due to other medical 
conditions or compromised 
immune systems 

 

Principals 12 March Paul Short  
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• Key messages for 
principals to talk to 
staff 

 

3 EDU website information  

Create new COVID-19 
website page with front 
page link and date 
stamped when updated   

Banner on all 88 school 
websites linking to this 
page. 

This page will be regularly 
updated with latest 
information and advice, 
including:  

• Health advice for 
students and families 

• What if ACT schools were 
to be affected 

• List of closed schools if 
required 

School 
communities 

ACT 
Community 

12 March Lyn Larkin New page created 12 
March 

Updated with information 
on excursions 13 March 

4 Intranet 

New page created called 
COVID-19 on Intranet to 
include current ACT 
Health information 
sheets: 

• For parents of school 
children or children 
in childcare 

• Home Isolation 
guidance 

• Home isolation for 
people who are well 

This page will be regularly 
updated with useful 
information on COVID-19 of 
interest to Education 
Directorate staff.  

 

Education 
Directorate 
staff 

From 11 
March 

Lyn Larkin Page live 11 March 

Initial ACT Health fact 
sheets added in Jan, Feb 
2020 

Additional ACT Health fact 
sheets added 11 March. 

Head of Service message 
added 12 March 

Message from DG added 
13 March  

 

DOCUMENT 1

14 of 24



 
 

6 
 

• Students currently 
isolated 

• Preventing and 
spread of germs 

• Good hand hygiene   
• Coughing and 

sneezing 

Education Directorate 
Information on: 

• Overseas school 
excursions 

• Head of Service 
message on leave 

• DG messages and 
other Senior 
executive message to 
staff 

• Guidance on WH&S  
• Guidance on leave 

and other relevant 
HR matters 

 

5 Letter/email to 
parents/carers 
confirming COVID-19 
case in a school 

Letter/email to 
parents/carers 
confirming that their 

To be issued as necessary  Families   Lyn Larkin Drafted 10 March, 
clearance through school 
Ops 12 March 

Requires DDG, DG 
clearance 
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child may have had 
contact with a person at 
school who has tested 
positive to COVID-19 

Script for schools on a 
confirmed COVID-19 case 
at the school 

Letter/email/SMS to 
parents/carers on closing 
of a school 

Letter/email/SMS to 
parents/carers on 
reopening of a school 

6 Script for Families and 
Students, Complaints and 
Feedback Unit and 
Access Canberra Call 
Centre 

Updated regularly  

All key EDU COVID-19 
messages and website 
information as updated  

School 
communities  

ACT 
community 

From 11 
March 

Lyn Larkin Script 12 March on 
overseas travel provided 

7 DG all staff email  Information on arrangements 
for staff (ESO and school-
based) as well as for students  

EDU staff 12 March  Lyn Larkin 

 

Sent 12 March 

8 Phone calls and 
information to AEU, 
United Voice, CPSU, 

Provide information on plans 

Provide school closure 
packages, talking points and 
information from ACT Health 

Key 
stakeholders 

 David 
Matthews/Megan 
Young 

As required 
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ACTPA, Independent and 
Catholic schools 

 

to Independent and Catholic 
schools as it becomes 
available/developed 

9 DDG/EGM, School 
Improvement 
teleconference with 
principals – if schools are 
to be closed 

Provide information on 
situation and measures in 
place 

Provide talking points for 
school communities  

School 
principals 

If required David 
Matthews/Mark 
Huxley 

As required 

10 Information for CECA to 
send to childcare 
providers 

Package of information for 
CECA to send to childcare 
providers 

Childcare 
providers 

Initial draft 
material 
cleared 12 
March 

Sean Moysey Draft material cleared 12 
March 

11 Social media (EDU and 
schools) 

Share ACT Health posts 

If schools are closed, 
graphic and list of 
schools with link to 
website for more 
information 

Provide information to school 
communities  

School 
communities 

As required Media and comms As required 

 

          

Executive Sign Off      Dated 
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COVID 19 – Frequently Asked Questions for School 
Communities 
 

 

The ACT is in a very good place to respond to COVID-19 and the Directorate has developed plans for 
ACT schools to respond to the potential spread of the virus in school communities. The Education 
Directorate continues to work closely with ACT Health.   

To assist parents, carers and the broader school community, the following answers have been 
complied to frequently asked questions around how ACT public schools are managing their 
response to COVID-19. 

 
Are schools boosting their cleaning or hygiene practices in response to the threat of COVID-19? 

All ACT public schools have been asked to ensure school- wide hygiene practices such as hand 
washing are in place, encouraged and maintained and that signage is displayed around good hand 
hygiene, preventing the spread of germs, coughing and sneezing 

Currently, the ACT Government is not advising additional cleaning or disinfecting procedures to be 
implemented in schools, public transport, shopping centres and other public places. 

 
How will the school respond if there is a confirmed case of COVID-19 at a school? 

• Planning has been underway to assist our schools in the event of the spread of the virus in our 
school communities. When and if there is a case of COVID-19 in an ACT school, these plans will 
be scaled in proportion to the spread of the virus. Our response will be based on ACT Health 
advice and learnings from other jurisdictions. 
 

Is it possible that schools will close? 

• If a student or staff member were to test positive to the virus, the impacted school may close for 
a short period while ACT Health investigates the incident. Those students and staff identified as 
close contacts of a case will need to self-quarantine at home for 14 days. 

• Parents will be notified by their school if it is to close via their normal communication channels 
which include email and SMS. 

What about my child’s learning? (will there be provision of online resources?) 

• All ACT public schools have access to the Google platform which they use daily with their 
students. We are working ensure that flexible learning options are available for all students. 

For college students, how will workload and BSSS requirements be met? 

• The ACT Education Directorate is working with BSSS to ensure college students will still be able 
to meet learning requirements if their school needs to close for a short period. 

Advice for parents on sending children to school 

If your child develops any symptoms such as a fever, cough, sore throat or shortness of breath: 
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COVID 19 – Frequently Asked Questions for School 
Communities 
 

• Call your GP in the first instance. By calling your GP before arriving they can take appropriate 
infection control measures.  

• Call your school to let them know. 
 

As always, please do not send your child to school if they are showing any symptoms of sickness. 
Once your child is well again, they can return to school. 

My child has COVID-19, do I need to notify the school and how long should they be excluded from 
school? 

• Yes, you need to notify your child’s school as soon as possible if your child has received a 
positive diagnosis for COVID-19.  Your school will work with you and ACT Health to follow up 
close contacts and take appropriate public health action in line with national guidelines and 
well-established processes. 

• The ACT Education Directorate will also receive direct advice from ACT Health, if a public 
school student or staff member returns a positive diagnosis for COVID-19. 

 

What happens if my child has had close contact with another student who has a confirmed case of 
COVID-19? 

• Students and staff identified as close contacts of a case of COVID-19 will need to self-
quarantine at home for 14 days. 

• Being quarantined at home means that you, or your children, need to stay at home, except if 
you are unwell and need medical attention. You cannot go to work, school, or public areas 
(such as shops or cafes/restaurants) and should not use public transport, ride share or taxis. 
You also need to tell people not to visit you while you are in self-quarantine. 

 

Someone in our household has coronavirus, can my child go to school? 

• If you are concerned your child may have been exposed to or have symptoms of novel 
coronavirus (COVID-19), it’s important you limit exposure to other people to reduce the risk 
of transmission.  

• Students identified as close contacts of a case of COVID-19 will need to self-quarantine at 
home for 14 days. 

• Being quarantined at home means that you, or your children, need to stay at home, except if 
you are unwell and need medical attention. You cannot go to work, school, or public areas 
(such as shops or cafes/restaurants) and should not use public transport, ride share or taxis. 
You also need to tell people not to visit you while you are in self-quarantine. 

 

What should I do if I think my child may have COVID-19? 

• You or your child should get tested if: 

o you’ve travelled overseas recently, and you develop symptoms of COVID-19 within 
14 days of leaving an overseas country. 
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COVID 19 – Frequently Asked Questions for School 
Communities 
 

o you’re concerned you may have come into contact with someone who has COVID-19 
and you develop symptoms of the disease within 14 days of contact with the sick 
person. 

• If you think you might have COVID-19: 

o Limit your exposure to other people by isolating yourself at home. 

o Call your GP and let them know you are worried you may have COVID-19. Testing 
will be arranged by your GP or medical practitioner if they determine it is necessary. 
It usually takes about 24 - 48 hours for the test results to be returned, but in some 
cases may take longer.  Further information for someone who is being tested is 
available here. 

o If you can’t see your GP, the preferred Walk-in Centre (WiC) for assessment is 
Weston Creek WiC. If you are attending a WiC, please ensure you use a mask and 
hand sanitiser available at the front door.  

o You do not need to visit the Emergency Department unless you have severe 
symptoms, such as shortness of breath, chest pain or high fever. 

• If you or your child have recently travelled internationally or been in contact with someone 
who has COVID-19, and have symptoms of COVID-19 (such as fever, cough or sore throat), it 
is important that you take certain steps to reduce the risk of transmission. 

 

Are students and their families who have travelled to certain countries excluded from my school? 

• There are quarantine requirements in place for Australian citizens and permanent residents 
returning from mainland China, Iran, Italy and South Korea, including for students and staff 
in childcare centres, schools and tertiary institutions: 

o If you are returning from mainland China or Iran, you should isolate yourself for 14 
days after leaving mainland China or Iran. 

o If you are travelling from the Republic of Korea, on or after 5 March, you must 
isolate yourself for 14 days from the time you left the Republic of Korea. 

o If you have left or transited through Italy on or after 11 March, you must isolate 
yourself for 14 days from the time you left Italy. 

• The ACT Health Directorate continues to work closely with the Australian Government and 
other health authorities across the country to monitor and respond to the evolving global 
situation. As the situation evolves advice will be updated, as necessary.  
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School Preparation Checklist 
The purpose of this checklist is to support school leaders in preparing their schools for the potential spread of 
novel coronavirus - COVID-19 amongst their school population. 

It is important that all schools are as prepared as possible, so we can help prevent the spread of the virus and 
respond quickly should there be a case of COVID-19 in one or more of our schools. 

Schools should ensure the following activities are undertaken and maintained during this period.   

Administration 

1. Ensure visitor sign in procedures are in place to confirm all contact details are correct.  

2. Ensure the school has accurate contact information on file for the following: 

a. Trades, allied health professionals and NDIS support workers 

b. School hirers and community groups 

c. Volunteers, church groups and cleaners 

d. Before and after school providers 

e. Sport and tuition providers 

f. School canteen 

3. Ensure all student and staff contact information and medical plans are up to date. 

4. Ensure family contact information is up to date. 

5. Ensure all excursions including local, interstate and incursions for Semester 1 are identified and 
captured on the table provided to schools in 2019 and email to SchoolOperations@act.gov.au. ESO will 
work with the school to support the risk analysis process. 

  

COVID-19  
Term 1 2020 
Preparing your school                     March 2020                                                 
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Cleaning and Hygiene 

1. Ensure school wide hygiene practices such as hand washing are in place, encouraged and maintained. 
Display signage available: 

a. Good hand hygiene 

b. Prevent the spread of germs 

c. Coughing and sneezing 

2. Ensure daily checks of the school toilet facilities are undertaken to maintain that they are clean, stocked 
with soap and paper towel. 

3. Ensure all current processes to maintain clean environments are followed. 

Health and Wellbeing 

1. Ensure a qualified first aid officer is able to be onsite at all times. 

2. Ensure all first aid kits including duty/portable first aid kits are fully stocked, ensuring items used 
for treatment of breathing difficulty. 

3. Ensure the school is aware of any staff or student medical issues that may be impacted by the COVID-19 
virus. 

4. Ensure staff continue to use existing universal first aid process and procedures e.g. not sharing bodily 
fluids.  

5. Ensure all existing first aid actions are documented. 

6. Identify staff and students who are potentially at higher risk of adverse health impact to exposure to 
Covid-19 due to medical condition, pregnancy or medication. Please note this may include people who 
may not have identified previously but the current situation exacerbates symptoms.  

a. Students with Medical Plans.  

b. Encourage any staff members with individual health concerns to seek medical advice 
and speak with their supervisor about reasonable adjustments if applicable. 

c. Ensure all known medical plans for staff/students are communicated to appropriate 
staff members. 

7. Seek advice from Education HR regarding staff that may require additional support on xxxxxx.  

8. Remind staff of EAP services available if required. 
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Communications 

1. Continue communicating with your school community to ensure clear, calm and timely information is 
available – particularly for staff, students and parents/carers. ESO will provide regular updates including 
template emails, newsletter content, factsheets and talking points. Communications provided to your 
school community will be provided by ESO. 

2. Refer to www.health.act.gov.au for latest COVID-19 health information and advice 

3. Refer to the COVID-19 page on Index and www.education.act.gov.au for resources and information 
regarding ACT public schools 

4. Use your existing communications mechanisms and processes to keep staff up to date with any new 
information, processes and procedures. It is important that the principal and school leadership team 
present as the ‘voice of calm’. 

5. Using information provided by ESO, brief students on coronavirus / COVID-19 to alleviate fears, provide 
clarity on the things they can do to assist such as hand washing and not sharing food, while maintaining 
school values (kindness, support etc) 

 Notify any other stakeholders in your school community such as P&C, OSHC provider on school 
preparations and actions. . 

Learning and Teaching 

1. Identify what learning platforms/programs used e.g. Reading Eggs, Mathletics, Study Ladder, Education 
Perfect, Spellodrome, and other appropriate online sites) and how they could be delivered to students to 
learn in a home environment. 

2. Support classroom teachers to follow up with all families to ensure they have accessed/ joined online 
learning platforms such as Google Classroom, SeeSaw etc.  

3. Determine how many devices the school has available for distribution to students if required.  

4. Include draft communications in your school newsletter asking families to contact the school if they need 
assistance with home resources:   

a. Determine if there are students without devices to use at home.  

b. Determine if there are families who do not have internet access.  

c. Pre-allocation of devices, in the event of school closure or isolation, is recommended. 
Contact ESO if additional devices are required.   

5. Review class term overviews/unit outlines to consider how it may be adapted to be delivered to students 
at home, either in digital or hard copy format.  
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6. Identify resources such as home readers and library resources that could be used to support learning at 

home.  

7. Teachers should use professional judgement in making decisions about the learning program for 
students should be learning at home during isolation.  
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Colleagues,

Apologies for emailing on a Sunday but we thought it important to provide you with the following information prior to
school tomorrow.

As you would be aware, events are moving swiftly in relation to government responses aimed at limiting the potential
spread of novel coronavirus (COVID-19).

Firstly, I’d like to thank you and acknowledge the way you are acting carefully and in a way that takes into account staff
and student anxiety and concern in our school communities.

Cancellation of school events

As I mentioned in my Weekly Wrap Up on Friday, the Council of Australian Governments received advice from Chief
Health Officers to suspend non-essential gatherings of more than 500 people from today (Monday 16 March). Yesterday,
following a meeting of the National Cabinet, the Australian Government announced that all organised, non-essential mass
gatherings attended by more than 500 people must be cancelled from Monday 16 March 2020.

This announcement does not recommend school closures however, it does apply to a range of schools events and events
organised by school communities.

From tomorrow the following events should no longer proceed in ACT public schools:

upcoming school or regional/ACT swimming, athletics and other sporting events, large band or other music concerts
where there would be large gatherings of students
school assemblies
parent/teacher nights
school open days/nights.
We further recommend that you talk to your P&C about cancelling planned school fetes, celebrations and other large
gatherings of the school community for the current period.

Cancellation of school excursions

Acting consistently with the coordinated national response, we have decided that local and interstate school excursions,
including camps, will also need to be cancelled - effective from tomorrow 16 March. This includes excursions outside the
school such as visits to cultural institutions, art galleries, theatres and sporting events or facilities (other than those at local
facilities regularly used by the school such as sporting grounds or swimming pools). All camps scheduled to commence
from tomorrow must be postponed and rescheduled, or, if there is no other option, cancelled. Schools with excursions on
Monday or Tuesday this week should contact their DSI for advice.

We understand that this will cause some disruption and inconvenience but the safety of our staff and students remains our
paramount concern. These measures are all precautionary to support slowing the rate of infection not because schools are
at increased risk. We will continue to work closely with, and be guided in our response to these unprecedented times by,
ACT Health.

Health and hygiene

It is also important that we focus our cleaning on maintaining the best possible hygiene standards for staff and students by
increasing the frequency of the cleaning of toilet facilities and ensuring adequate supplies of additional soap and hand
drying facilities.

Our schools play a key role in supporting the effort to contain and slow the spread of COVID-19 and I ask for your
continued support and attention to actions that will support this containment effort.
Planning for online learning
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Planning is currently underway on how schools might be able to support digital delivery of lessons should this become
necessary. We will be briefing you shortly about this work and seeking your input.

Staff wellbeing

We are all working together in difficult times and I’d encourage you to remind staff of our EAP services if they require
additional support.

Frequently asked questions

We have had a number of requests from schools for a Frequently Asked Questions document to be available for school
communities. We have prepared an initial FAQ document (attached) and that will also be available on our website and
found via the COVID-19 link on the front page all school websites. We will continue to update this document in coming
days.

A reminder that we have set up a dedicated page on Index. If you have any specific enquires related to COVID-19, please
send them through to EDUIMT@act.gov.au

Alert for regular updates

Please be alert for regular email updates information and resources designed to help you plan and manage the potential
spread of COVID-19 in our schools in your schools and in our broader school community.

We will keep you posted on all developments in this rapidly evolving situation.

Regards

Katy Haire

Director General
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Follow us on
ImageImageImageImage
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-----------------------------------------------------------------------
This email, and any attachments, may be confidential and also privileged. If you are not the intended recipient, please
notify the sender and delete all copies of this transmission along with any attachments immediately. You should not copy
or use it for any purpose, nor disclose its contents to any other person.
-----------------------------------------------------------------------

Katy Haire | Education Directorate
02 6205 9158 | Katy.Haire@act.gov.au

From:  [Department of Education] @education.wa.edu.au>
Sent: Sunday, March 15, 2020 10:15:01 PM
To: @qed.qld.gov.au>; Haire, Katy <Katy.Haire@act.gov.au>; @education.gov.au

@education.gov.au>; @det.nsw.edu.au>; @nt.gov.au
@nt.gov.au>; @sa.gov.au>; @education.tas.gov.au>; 

@edumail.vic.gov.au>
Subject: RE: Coronavirus latest advice from the Director-General to principals: 2:04 pm, 15.03.2020
Hi all,
Same, in the spirit of sharing – here’s ours. Pretty much the same.

Department of Education

a: 151 Royal Street, East Perth WA 6004

t: 

w: education.wa.edu.au e: @education.wa.edu.au

  

WW4WW-DOE-Email

From: @qed.qld.gov.au> 
Sent: Sunday, 15 March 2020 12:09 PM
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Dear Principals

I am writing to further update you on the changing situation in response to COVID-19.

Mass Gatherings

As you would be aware, the Australian Government has announced that all organised, non-
essential mass gatherings attended by more than 500 people must be cancelled from Monday

16 March 2020. 

While the announcement was very clear this does not apply to schools, and that there is no need

for mass school closures, it does include activities such as fetes, fairs, concerts and the like where

they involve more than 500 people. 

I ask that all principals review their forward activity schedule to minimise the need for large

gatherings and postpone any that meet this criteria until further notice. 

In schools with more than 500 students, I also request principals review internal school gatherings

by ceasing full school assemblies, arranging staggered lunch breaks where these don’t currently

occur and rescheduling other large in-school student gatherings and events. 

As our response to COVID-19 is all about containment, I ask all principals to pay extra attention to

the health and hygiene measures employed at even smaller in-school events (e.g. increase the

frequency of the cleaning of toilet facilities during events and provide additional soap and

sanitiser).

These directions are all about supporting the effort to contain and slow the spread of COVID-19.

Our schools play a vital role in this effort and I ask for your continued support and attention to

actions that will support this containment effort. 

International Travel

In response to the New Zealand Government’s travel restrictions announced over the weekend, I

have extended the Directive I issued last week to now include student and staff travel to New

Zealand. That Directive will take effect from Sunday 15 March 2020.

The Australian Government also announced this afternoon that all people arriving in Australia must

now self-isolate for 14 days on their arrival back to Australia. 

Continuity of Teaching and Learning & School Business Operations

To: katy.haire@act.gov.au; @education.gov.au; @det.nsw.edu.au>;
@nt.gov.au; @sa.gov.au>; @education.tas.gov.au>; 

[Department of Education] @education.wa.edu.au>; .j@edumail.vic.gov.au>
Subject: FW: Coronavirus latest advice from the Director-General to principals: 2:04 pm, 15.03.2020
Dear all
In our spirit of sharing – below is the advice I have just sent to all Qld government schools

Department of Education
Queensland Government
P: 
E: @qed.qld.gov.au
Level 33 | 1 William Street | Brisbane QLD 4000
PO Box 15033 | City East QLD 4002
Please consider the environment before printing this email.

From: OFFICEDG, Communication <Communication.OFFICEDG@qed.qld.gov.au> 
Sent: Sunday, 15 March 2020 2:04 PM
To: OFFICEDG, Communication <Communication.OFFICEDG@qed.qld.gov.au>
Subject: Coronavirus latest advice from the Director-General to principals: 2:04 pm, 15.03.2020

Having trouble viewing this email? View Online

Image removed by sender. Image
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As the COVID-19 situation evolves, schools should continue to prepare their contingency planning

for their business operations. Plans for the continuity of learning and teaching are also essential

and I would ask principals to continue preparation in this regard.

The department has numerous online materials and resources, along with virtual classroom

capability to support sustained curriculum delivery and to minimise any disruption to student

learning. 

I know that schools are well placed in this regard with C2C materials and resources, so please

continue to work with your teaching staff so they are familiar with these materials and our online

platforms so you can continue to deliver teaching, learning and assessment activities online if

required. I will provide you with more detailed information about the resources available to support

your staff and operations.

Wellbeing & Employee Assistance

I am alert to the impact that this prolonged event may have on you and your staff. I would ask you

continue to be alert to your own wellbeing and that of your staff during this time. If you or anyone

on your staff would like support, please contact the department’s employee assistance service

Lifeworks (by Morneau Schepell) on 1800 604 640. 

Ongoing Planning 

As we have already seen across the world, this situation is likely to continue for some time and is

evolving and as such, our preparations must be for the short, medium and long term. 

I ask that you continue to take all necessary local actions to support health and hygiene in your

school and act in a protective and preventative manner to help limit the spread of this novel

coronavirus.

The department will continue to provide ongoing communication to you as Australia’s response to

COVID-19 evolves. Thank you for your vigilance in minimising the risk to your students, staff and

communities during this time.

Regards

Department of Education

 Coronavirus latest advice

 Hygiene

 Student health and wellbeing

For latest updates on COVID-19, visit:

Quick links

This email was sent by Department of Education, Education House, 30 Mary Street, Brisbane, Australia
4000 to Communication.OFFICEDG@qed.qld.gov.au

***************************************************************************************************

IMPORTANT: This email and any attachments may contain legally privileged, confidential or private information, and
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mailto:Communication.OFFICEDG@qed.qld.gov.au
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdet.qld.gov.au%2F&data=02%7C01%7C%7Cd2118187c59b47c78fe608d7c8d2210f%7Cb46c190803344236b978585ee88e4199%7C0%7C0%7C637198677281702194&sdata=nYudxtYTN3VHB%2FbpnM8z7r667redQ22tuXge9CMPFMo%3D&reserved=0


may be protected by copyright. You may only use or disclose this information if you are the intended recipient(s) and if
you use it in an authorised way. No other person is allowed to use, review, alter, transmit, disclose, distribute, print or
copy this email and any attachments without appropriate authorisation.

If you are not the intended recipient(s) and the email was sent to you by mistake, please notify the sender immediately by
return email or phone, destroy any hardcopies of this email and any attachments and delete it from your system. Any legal
privilege and confidentiality attached to this email is not waived or destroyed by that mistake.

The Department of Education carries out monitoring, scanning and blocking of emails and attachments sent from or to
addresses within the Department of Education for the purposes of operating, protecting, maintaining and ensuring
appropriate use of its computer network. It is your responsibility to ensure that this email does not contain and is not
affected by computer viruses, defects or interference by third parties or replication problems (including incompatibility
with your computer system).

The Department of Education does not accept any responsibility for any loss or damage that may result from reliance on,
or the use of, any information contained in the email and any attachments.

***************************************************************************************************
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Kindness, empathy, shared values, clear shared understanding of what is most important at this 
current time.
Staff and student safety a priority
Public health priority

Currently no evidence of community to community transmission in the ACT.

Health Protection Principles Committee (CHOs from around Aus - meeting all day today to consider 
evidence for or against broader school closures)

Health State of Emergency

Wellbeing check ins for Hannah, Catherine and Caitlin
Paul - heads up to principals re important comms coming (e.g. om weekends). Idea of daily email as 
per air quality even if nothing new to report.

Tricky space re leave and staff working from home - if looking after own kids v also being required to 
teach
Industrial arrangements
Individual circumstances will vary
Moral imperative for some staff to work and care for their kids.
Asynchronous - intermittent online
Workload issues for staff

Asset management in schools a big challenge
3-5 days interim activities

Table feedback
Provision of proposed text to send to parents each time we send comms - embedded
Highlighting what's new
Keep referring back to Health comms and expertise sits with Health
Be explicit about expectations (e.g. not going through board first)
How to feed back on the questions schools are getting
Cleaning area needs strengthening - has become worse since govt employees in some schools
Wriggle room for changing priorities for cleaning. Cleaning Taskforce to send out new standard 
operating procedures for prioritisation with disease control at the forefront.
Schools want that information as well.
Staff to have access to the products to clean if needed in between.
One school has been waiting for weeks to get products in such as soap - trying to get in govt order
Define assembly - year group, 2 classes?
Paul - Education Act is missing that says kids need to be at school.

Central casual relief not going to work - pie in the sky
Angela - networked cluster approach?
Threshold for going should be highly considered 

HR issues, coming from short base
Stakeholder union conversation
Beyond 3-5 days would need system response

Current information hierarchy on information on website. FAQs most helpful so should be up front.
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Current information hierarchy on information on website. FAQs most helpful so should be up front. 
Hard to find.
Timely info
Comms as to why a school isn’t closing if others are
If caring for kids, what looks like if required to work flexibly.
Hirers consistency of messaging
No consistency re continuing with P&C meetings?
Guidance on 500 plus but not below re social distancing - answer today
Staggered playtimes from union - should they do? Will it work
Extracurricular activities e.g. drum group where kids come from different classrooms
Cleaners not on site during the day - issue with FAQ messaging. How to know all has been done 
overnight and school is ready to go next morning.
Schools are currently working well!!!
Regular check ins with ACTPA important
Leverage off other good work in other jurisdictions
Regular comms
Phone hook ups if required
Understanding and knowing how to to IT e.g. conferencing
Extended school hols - opp to enact and ramp up ongoing digital learning. Will take a lot of work.
Clear guidance re assessment and reporting and Yr 12 complexities
HR advice in timely manner.
Wellbeing across board - anything that could be done at system level re comms to people about 
wellbeing. 
Vulnerable students and staff - make them aware of health advice

Katy - Nationally - More guidelines to come for schools on social distancing, some elaborations to 
support more detailed questions.

Mark dedicated contact in EDU, single point of coordination
Judy to backfill Mark
To be announced in weekly wrap up.
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From: Matthews, David
To: Croke, Leesa; Engele, Sam
Cc: Haire, Katy; DGEDUoffice; DDGEDUoffice
Subject: FW: COVID-19 Briefing package for Minister
Date: Tuesday, 17 March 2020 1:14:12 PM
Attachments: CAVEAT BRIEF - COVID-19 Education Delivery Planning Update 14 March 2020 copy.docx

20200312174550934.pdf
COVID-19 Communication Strategy - March 2020 Draft 13 March 2020.docx
COVID19 FAQs for School Communities - final 13 March 2020.docx
Preparation checklist for schoolsv3_PS - dk (002) (002).docx

UNCLASSIFIED For-Official-Use-Only
Leesa / Sam,
This is the broader advice we have provided to the Minister on planning, as of Saturday.
Please note it has not been approved at this stage.
David Matthews
A/g Deputy Director General
Education Directorate, ACT Government
Office: 6207 0384 | Email: david.matthews@act.gov.au

From: Matthews, David 
Sent: Saturday, 14 March 2020 2:28 PM
To: BERRY <BERRY@act.gov.au>; Ceramidas, Joshua <Joshua.Ceramidas@act.gov.au>; Hobbs,
Rebecca <Rebecca.Hobbs@act.gov.au>
Cc: Haire, Katy <Katy.Haire@act.gov.au>; Huxley, Mark <Mark.Huxley@act.gov.au>; Hawkins,
Ross <Ross.Hawkins@act.gov.au>; Parkinson, Andrew <Andrew.Parkinson@act.gov.au>;
Efthymiades, Deb <Deb.Efthymiades@act.gov.au>; DGEDUoffice <DGEDUoffice@act.gov.au>;
DDGEDUoffice <DDGEDUoffice@act.gov.au>; Education DLO <EDUDLO@act.gov.au>
Subject: COVID-19 Briefing package for Minister

UNCLASSIFIED For-Official-Use-Only
Minister (and Chief of Staff),
Please find attached the briefing package in relation to Education Directorate’s preparations for
COVID-19, as approved by the Director General.
Please let me know if you wish to discuss or clarify anything prior to Monday morning, otherwise
we will see you before SMEC. My number is .
Regards
David Matthews
A/g Deputy Director General
Education Directorate, ACT Government
Office: 6207 0384 | Email: david.matthews@act.gov.au
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Trim No. MIN20/267



Caveat Brief



		To:

		Minister for Education and Early Childhood Development



		From:

		Executive Group Manager, School Improvement



		Subject:

		COVID-19 – Education Delivery Business Continuity Planning (BCP) Update



		Date:

		14 March 2020









That you note the Business Continuity Planning and related work undertaken by the Education Directorate to date and that draft material will be finalised in conjunction with your office.



Noted / Please discuss







Yvette Berry MLA..../..../....



Background



· The Directorate continues to be led in our response to COVID-19 by ACT Health advice.  Our planning is responsive to changes and developments in health advice.

· This advice has led to us taking a sensible, measured approach across ACT public schools.  The planning priorities and focus has been triaged based on risk and impact. 

· A range of inter-governmental processes have been stood up to support coordination and cooperation across jurisdictions, including the National Cabinet comprised of First Ministers established at COAG on 13 March 2020.

· In addition, the cross sectoral National Coordination Mechanism has been established to coordinate efforts in identified areas including education, mass gatherings, and broader public messaging.  The education sector forum was held on 10 March 2020.

· A weekly cross jurisdictional forum of education representatives is also being convened by the Commonwealth Department of Education, Skills and Employment.  The scope of this forum includes school education, early childhood services, vocational education and training, and tertiary education.  As part of this forum, jurisdictions including the ACT are expected to engage with and disseminate information to non-government schools and service providers.  A meeting of early childhood regulators is also occurring regularly. 

· A COVID-19 Student Return Working Group was previously established and continues to meet to oversee the process to facilitate the entry and self-isolation requirements for international secondary students returning to Australia in line with previous announcements by the Commonwealth.

· The Australian Education Senior Officials Committee (AESOC) also met on 13 March 2020 to discuss a range of issues, including COVID-19 planning.



· The ACT Government’s response will be overseen by the Security and Emergency Management Subcommittee of Cabinet (SEMC), supported by Security and Emergency Management Senior Officers Group (SEMSOG) with expert advice from the Chief Health Officer (CHO).

· The ACT Public Service Strategic Board has established a Deputy Director General level Sub-committee to manage whole of government co-ordination and information sharing in relation to COVID-19, supporting the public health role played by the CHO.

· An Incident Management Team (IMT) has been established within the Education Directorate to respond to the incident and coordinate Directorate planning and implementation activities in line with whole of government directions and public health advice.  The IMT includes expertise from across the Directorate to ensure we have the skills and expertise required to respond effectively.

· The incident controller for the IMT is the Executive Director, School Improvement.  The Deputy Director General is the education lead on the whole of government work, stakeholder engagement and the conduit back to the IMT. 

· To date, the Directorate has maintained active communication and engagement with a range of stakeholders including relevant unions, the Catholic Education Office (CEO), the Association of Independent Schools (AIS), and the Parents and Citizens Association. A stakeholder session was hosted for the CEO and AIS on Thursday 12 March 2020.



Current Status



During the past week the IMT has conducted a range of workshops and scenario planning sessions that have examined the risks and potential impacts of the spread of COVID-19 into the community and how schools and the Directorate can respond. This work has focused on the following key areas: 



· Process for school community identified case of COVID-19 – The highest priority was to establish a protocol for if, and when, a confirmed case of COVID-19 was identified as a student or staff member at an ACT school.  The draft decision-making process is at Attachment A.  Developments in other jurisdictions and their responses to a confirmed case in a school community were taken into consideration as part of this process.



The process clearly identifies who is contacted when a confirmed case in a school occurs, how advice from the CHO is considered, and priority contact with your office prior to any decision being taken (including a decision to temporarily close a school).  Once a decision is reached the process sets out the necessary steps including stakeholder communications, the role of ACT Health in conducting investigations to trace exposure and contact, identify individuals for self-isolation, offer flexible learning programs where required, clean the school, and recommence education onsite for remaining staff and students. 



· Staff availability - The availability of sufficient numbers of school-based staff is essential to the continued operation of our schools.  This includes enough school leaders, teachers, health professionals, learning assistants, administrative staff, school cleaners, and Building Services Officers to ensure the safe and orderly operations of each school.



Insufficient staff may necessitate the temporary closure or partial closure of one or more schools.  Further, the limited availability of educators is likely to affect the depth and breadth of teaching and learning opportunities that is available in any one school site.



To minimize this risk the Education Support Office (ESO) will centrally manage the deployment of staff across schools, including the use of casual staff.  Staff may be required to work in a different school depending on the spread and prevalence of COVID-19 in specific school communities. Alternative work arrangements and options for staff to work from home will also be developed.  This process will be undertaken in close consultation with all relevant unions.  This would enable the ESO to provide supports across the system to schools of greatest need. 



Further consideration is also being given to advancing recruitment processes (including potentially international recruitment) to support current and foreseen future vacancies.  As required, appropriately qualified staff based in the ESO may be deployed to schools to fill needs and gaps associated with staff absences.  The redeployment of ESO to schools will likely impact on the delivery of other identified work priorities.



· Staff support and wellbeing - Whole of government advice has been developed about leave and support arrangements for staff who are unable to attend work in a variety of circumstances associated with COVID-19.  This information has been distributed by the Head of Service through whole of government channels and follow up advice has been provided to school principals, including the avenues for staff seeking internal advice.  Additional consideration is also being given to enhancing available options to support the well-being of staff, including for staff that are either unwell or who have been required to self-isolate. 



· Communications to schools/principals - The most important area highlighted by principals is the need for clear, consistent and timely communications. Schools will require ongoing assurances regarding health processes and support responding to the many questions from their school communities. The draft communications plan is at Attachment B and a draft FAQ at Attachment C.



To date, schools have been receiving regular communications based on advice and approved wording from the CHO, including travel advice and restrictions, health advice on hygiene best practice, what to do if staff or students display flu-like symptoms, and information to send out to their school communities.



A dedicated page has been established on the Directorate website as a single point of information for schools, and a link from each school’s website has been directed to this page. A single directorate contact point for internal COVID-19 queries has also been established with a designated email address and phone support via school operations.  



Regular communication will be provided to principals – daily if required – including email updates, regular phone hook ups and face to face briefings as required (in line with the approach adopted in January regarding air quality). While there may or may not be significant changes in content day by day, it is important for principals to feel connected and supported during this difficult period.   A presentation for principals to use with their staff and parents is currently under development.



· School Preparedness – A draft checklist has been developed which focuses on key actions and activities each school principal can undertake to respond to an incident, should it occur. The draft checklist, at Attachment D, includes:

· Ensuring all medical plans and key contact details for staff and students are up to date and vulnerable members of the school community are identified and contacted proactively ahead of time.

· Ensuring staff access to ICT is fully operational and any issues are fixed to facilitate off site working if required.

· Identify courses at the school that could be continued to be offered flexibly/remotely by teachers. 

· Assess ICT access for students and identify any students who may require additional equity supports such as a device or alternative educational offerings.  Look at what devices at the school could be offered to students to take home if required.  

· Ensuring up to date maintenance of visitor logs and identification of external users and visitors to the site for tracking purposes should an investigation of health be required.

 

· School cleaning – Advice is being sort from ACT Health and education sectors in other jurisdictions around the role of school cleaning in minimizing the spread of COVID-19 within school communities.  This may include additional cleaning services, dependent on workforce availability.  The specific health and safety requirements of the school cleaning workforce will also be considered by the Directorate in consultation with staff and the union.



· Data for efficient decision making - Work has been initiated to pull together a single source of information on schools to support any future decisions on reductions in school services (or potential closure). A team has commenced development of a consolidated data set to guide decision making that recognises the individual needs of each school setting. This data will include details of: 

· key contacts (Out of School Hours Care providers, school board, hirers, regular visitors etc.)

· student details (languages spoken at home, medical conditions, disabilities)

· staffing details (vacancies and absences)

· attendance   

The data team aim to provide a dashboard to support a response to staff absences, as well as the possibility of school closure.



· Student Wellbeing - A wellbeing team has been stood up consisting of psychologists and social workers with administration support.  This team is developing a plan to support students and families in the event of increased mental health concerns and requests for community support, school closures and isolation and/or positive diagnosis. These supports would be a crucial first step in ensuring that students feel safe and supported, remain connected with the school community during any period away from school. Ensuring broader wellbeing supports exist will assist in helping facilitate teaching and learning. The team are currently investigation the provision of a “tele-service”.



· Vulnerable Students and Families – Specific planning work is also underway to identify impact of proposed measures on students and families with high vulnerability.  This could include schools where school closure or significant staff illness would have a heightened impact on both student and parent wellbeing (such as a special school), or individuals across any school where school provides respite and safety.  Coordination with other government agencies to wrap around services in these instances will be critical.



· Teaching and Learning (content) – Initial planning is being undertaken on the packaging of content which could be available for students to engage with learning whilst away from the classroom. This is being considered across the range of age groups and in different subject areas.  A central model of delivery is also being considered if staff numbers at individual schools were depleted, and this could not be provided by the student’s normal classroom teachers. 



· Teaching and Learning (platform) - To support the delivery of curriculum content, initial planning is being undertaken to the different mechanisms able to deliver it. Our schools are well positioned with Chromebooks and Google Classroom which can be used for the majority of students, other options such as live streaming and webinars are being considered to enable ‘live’ interaction between teachers and students.  This functionality might be able to run centrally from the Headley Beare Centre for Teaching and Learning. Consideration is also being given to deploying available Chromebooks to students in primary schools to facilitate access to a device and the provision of data access for families without Wi-Fi/data in their homes



· Teaching and Learning (Specialist schools, vulnerable cohorts and P-3) – the Directorate is acutely aware that while developing electronic content could work for most students, consideration needs to be given for those students who would not easily be able to access this content. An option of access for our specialist schools and younger cohorts would need to be further developed. This may include looking at options to keep these programs and schools running if possible, to continue to provide services to these students. 



· International Students - Work is advanced on supporting the return of international students to Australia, and the Directorate continues to work closely with Commonwealth agencies to facilitate this. 



· Early childhood sector – The overarching business continuity work for schools will be used to inform tailored approaches in the early childhood sector, facilitated through the Children’s Education and Care Assurance, Early Childhood Policy and Regulation.  This will include engagement with service providers and unions.  To date, services have been receiving regular communications based on advice and approved wording from the CHO



Next Steps:



The Directorate will meet with you on Monday 16 March 2020 to brief you in further detail on the work being undertaken to date to seek your input and authorization.



SEMC will also meet on Monday 16 March 2020.  Separate advice will be provided on Education Directorate stimulus options for consideration at this meeting.



The Directorate will continue to participate in whole of government planning and responses and support your role on SEMC and the DG and DDG’s involvement in relevant local and intergovernmental meetings.



The IMT will further progress business continuity planning and will continue to be responsive to any changes to health advice. Further discussion on draft plans and procedures will occur with principals at the Principals Advisory Group on Tuesday 17 March 2020. 



Ongoing engagement will occur with key stakeholders.



		



		Signatory Name:

		Mark Huxley

		

		



		Title

		Executive Group Manager, School Improvement

		

		



		Date

		14 March 2020
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COVID-19 

Communication Strategy - Phase 1

		Key Date or Dates



		Draft Strategy Version 1 - 13 March 2020



		Background and Purpose

		The purpose of this strategy is to provide informative, proactive and accurate information to staff, students and school communities on the potential or actual spread of COVID-19 in ACT public schools.

As relevant, communication material and messages developed by the Directorate will need to be cleared through the Public Information Coordination Centre (PICC).



Daily updates will be provided to the Minister’s Office on communications material produced and planned. All communication products relating to new policy decisions will be cleared through the Minister’s Office.





		Target audiences 

		· All staff (ESO and schools)

· Students

· Casual staff

· ACTPA

· AEU, United Voice, CPSU and other unions

· P&C Council

· Non-Government schools

· Parents and carers

· ACT community

· Hirers and users of ACT public school facilities

· Media





		Key Messages 

		· Australia is very well prepared to deal with novel coronavirus (COVID-19), with a suite of measures implemented to help stop the spread of the virus and protect Australians. All states and territories are taking a highly precautionary approach based on the latest and best medical advice.



· The Education Directorate continues to be led by advice from ACT Health. This advice has led to us taking a sensible, measured approach across ACT public schools, in line with best practice. ACT public schools are operating as normal and will continue to do so for the foreseeable future.



· The health and safety of students, families and staff is our top priority. We will continue to monitor any developments across Australia and here in the ACT and keep our school communities updated. 



· Plans have been developed for ACT schools to respond to the potential spread of COVID-19 in school communities and include the reconfiguration of physical learning spaces, or relocation to alternative locations if there are significant student absences and staff shortages.

· These plans will be scaled in proportion to the spread of the virus.

· At this point in time, the best way to minimise any transmission of the coronavirus is for everyone to continue with good hand and respiratory hygiene measures to prevent the spread of germs.

· While modifying the operation of schools is an option, should it be required, these decisions will be made on the advice of the medical experts and in proportion to the situation, as is the case with any planning for a communicable disease.

· A range of approaches are being looked at to assist students to continue their schooling if schools were to be affected, as well as for students who self-isolate at home. 

· All our schools have access to the Google platform which they use daily with their students.

· Continuity of learning could be accessed for key learning via the Google for Learning platform.







		Communication Channels



(What do you want M&C to develop – describe messages required for each channel in Attachment A)

		

		Media Releases

		

		Media Alert





		

		

		Social media

		

		Website





		

		

		Intranet

		

		Video





		

		

		All Staff Email



		

		Email to Principals



		

		

		Letter to parents

		

		Schools Bulletin



		

		

		Scripts for Feedback and Complaints Team

		

		Scripts for Schools



		

		

		Access Canberra Script

		

		Childcare Centre Notices





		

		

		Input to WhoG talking points and channels

		

		



		Spokesperson/s 

		Education Minister Yvette Berry

Directorate: Deputy Director-General David Matthews





		Risks

		Potential Issues

		Mitigation Strategy



		

		Families raise concerns with the Government about whether schools will be open/should be open.

		Clear pre-emptive communication to school communities on Government plans to manage the virus in schools 



		

		Families may be concerned their children will be unsafe at school because of potential cases of COVID-19.

		Clear pre-emptive communication to school communities on Government plans to manage the virus in schools, school plans around hand washing and hygiene and requests that sick children are not sent to school.



		

		Families begin voluntarily removing students out of schools and some families ask if they can register their children for home education

		Clear pre-emptive communication to school communities on Government plans to manage the virus in schools

Home education team to assess capacity and clear messaging to be developed by the Directorate



		

		Staff and their unions are concerned about whether it is safe to work in schools.

		Regular and pre-emptive stakeholder briefings with unions. Principals supported to authoritatively brief staff.



		

		Staff unhappy with leave requirements for self-isolation

		DG to reiterate Head of Service information on leave provisions



		

		Significant numbers of staff become unwell and schools need to collapse classes, close school

		Significant planning is put in place- backed by clear communication - to support schools to prepare for reduced/combined classes, potential school closures and a shift to online learning 



		

		School closures for a prolonged period require students to study from home on Google Classroom  

		Significant planning is put in place to transition high school and college students to work online and clear communication is provided by schools and ESO on how this will work 



		

		School staffing levels become too low to provide education services, even via online learning 

		Clear and pre-emptive communication with school community about any changes in capacity to provide educational services



		

		Prolonged school closures impact on Year 11 and 12 students meeting study requirements

		ESO to work closely with BSSS and clear communication provided to Colleges, families/carers and students
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Table A – Communication and Engagement action plan

		

		Communication or Engagement Activity

		Message

		Audience

		Deadline

		Officer Responsible for Delivering

		Status Update



		1

		Emails to principals

· Email from Mark Huxley 6 March





· Email from Mark Huxley 12 March



		

Stepped approach to COVID-19 in schools and hygiene messages 


School closure approach, overseas excursion cancellation, newsletter item for parents/carers

		Principals, school communities

		

6 March 







12 March

		Lyn Larkin

		Email sent 6 March and 12 March



		2

		Principals checklist

· Develop a checklist for principals to assist them prepare their schools for COVID-19 cases.


· Draft emails for principals to send to school communities assist them collect required information for their COVID-19 approach  

· Key messages for principals to talk to staff



		

A checklist for principals to prepare the school for possible COVID-19 cases



Identify staff and students who are potentially at higher risk due to other medical conditions or compromised immune systems



		Principals

		12 March

		Paul Short

		



		3

		EDU website information 

Create new COVID-19 website page with front page link and date stamped when updated  

Banner on all 88 school websites linking to this page.

		This page will be regularly updated with latest information and advice, including: 

· Health advice for students and families

· What if ACT schools were to be affected

· List of closed schools if required

		School communities

ACT Community

		12 March

		Lyn Larkin

		New page created 12 March

Updated with information on excursions 13 March



		4

		Intranet

New page created called COVID-19 on Intranet to include current ACT Health information sheets:

· For parents of school children or children in childcare

· Home Isolation guidance

· Home isolation for people who are well

· Students currently isolated

· Preventing and spread of germs

· Good hand hygiene  

· Coughing and sneezing

Education Directorate Information on:

· Overseas school excursions

· Head of Service message on leave

· DG messages and other Senior executive message to staff

· Guidance on WH&S 

· Guidance on leave and other relevant HR matters

		This page will be regularly updated with useful information on COVID-19 of interest to Education Directorate staff. 



		Education Directorate staff

		From 11 March

		Lyn Larkin

		Page live 11 March

Initial ACT Health fact sheets added in Jan, Feb 2020

Additional ACT Health fact sheets added 11 March.

Head of Service message added 12 March

Message from DG added 13 March 







		5

		Letter/email to parents/carers confirming COVID-19 case in a school

Letter/email to parents/carers confirming that their child may have had contact with a person at school who has tested positive to COVID-19

Script for schools on a confirmed COVID-19 case at the school

Letter/email/SMS to parents/carers on closing of a school

Letter/email/SMS to parents/carers on reopening of a school

		To be issued as necessary 

		Families 

		

		Lyn Larkin

		Drafted 10 March, clearance through school Ops 12 March

Requires DDG, DG clearance



		6

		Script for Families and Students, Complaints and Feedback Unit and Access Canberra Call Centre

Updated regularly 

		All key EDU COVID-19 messages and website information as updated 

		School communities 

ACT community

		From 11 March

		Lyn Larkin

		Script 12 March on overseas travel provided



		7

		DG all staff email 

		Information on arrangements for staff (ESO and school-based) as well as for students 

		EDU staff

		12 March 

		Lyn Larkin



		Sent 12 March



		8

		Phone calls and information to AEU, United Voice, CPSU, ACTPA, Independent and Catholic schools



		Provide information on plans

Provide school closure packages, talking points and information from ACT Health to Independent and Catholic schools as it becomes available/developed

		Key stakeholders

		

		David Matthews/Megan Young

		As required



		9

		DDG/EGM, School Improvement teleconference with principals – if schools are to be closed

		Provide information on situation and measures in place

Provide talking points for school communities 

		School principals

		If required

		David Matthews/Mark Huxley

		As required



		10

		Information for CECA to send to childcare providers

		Package of information for CECA to send to childcare providers

		Childcare providers

		Initial draft material cleared 12 March

		Sean Moysey

		Draft material cleared 12 March



		11

		Social media (EDU and schools)

Share ACT Health posts

If schools are closed, graphic and list of schools with link to website for more information

		Provide information to school communities 

		School communities

		As required

		Media and comms

		As required







									

Executive Sign Off						Dated
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COVID 19 – Frequently Asked Questions for School Communities





The ACT is in a very good place to respond to COVID-19 and the Directorate has developed plans for ACT schools to respond to the potential spread of the virus in school communities. The Education Directorate continues to work closely with ACT Health.  

To assist parents, carers and the broader school community, the following answers have been complied to frequently asked questions around how ACT public schools are managing their response to COVID-19.



Are schools boosting their cleaning or hygiene practices in response to the threat of COVID-19?

All ACT public schools have been asked to ensure school- wide hygiene practices such as hand washing are in place, encouraged and maintained and that signage is displayed around good hand hygiene, preventing the spread of germs, coughing and sneezing

Currently, the ACT Government is not advising additional cleaning or disinfecting procedures to be implemented in schools, public transport, shopping centres and other public places.



How will the school respond if there is a confirmed case of COVID-19 at a school?

· Planning has been underway to assist our schools in the event of the spread of the virus in our school communities. When and if there is a case of COVID-19 in an ACT school, these plans will be scaled in proportion to the spread of the virus. Our response will be based on ACT Health advice and learnings from other jurisdictions.



Is it possible that schools will close?

· If a student or staff member were to test positive to the virus, the impacted school may close for a short period while ACT Health investigates the incident. Those students and staff identified as close contacts of a case will need to self-quarantine at home for 14 days.

· Parents will be notified by their school if it is to close via their normal communication channels which include email and SMS.

What about my child’s learning? (will there be provision of online resources?)

· All ACT public schools have access to the Google platform which they use daily with their students. We are working ensure that flexible learning options are available for all students.

For college students, how will workload and BSSS requirements be met?

· The ACT Education Directorate is working with BSSS to ensure college students will still be able to meet learning requirements if their school needs to close for a short period.

Advice for parents on sending children to school

If your child develops any symptoms such as a fever, cough, sore throat or shortness of breath:

· Call your GP in the first instance. By calling your GP before arriving they can take appropriate infection control measures. 

· Call your school to let them know.



As always, please do not send your child to school if they are showing any symptoms of sickness. Once your child is well again, they can return to school.

My child has COVID-19, do I need to notify the school and how long should they be excluded from school?

· Yes, you need to notify your child’s school as soon as possible if your child has received a positive diagnosis for COVID-19.  Your school will work with you and ACT Health to follow up close contacts and take appropriate public health action in line with national guidelines and well-established processes.

· The ACT Education Directorate will also receive direct advice from ACT Health, if a public school student or staff member returns a positive diagnosis for COVID-19.



What happens if my child has had close contact with another student who has a confirmed case of COVID-19?

· Students and staff identified as close contacts of a case of COVID-19 will need to self-quarantine at home for 14 days.

· Being quarantined at home means that you, or your children, need to stay at home, except if you are unwell and need medical attention. You cannot go to work, school, or public areas (such as shops or cafes/restaurants) and should not use public transport, ride share or taxis. You also need to tell people not to visit you while you are in self-quarantine.



Someone in our household has coronavirus, can my child go to school?

· If you are concerned your child may have been exposed to or have symptoms of novel coronavirus (COVID-19), it’s important you limit exposure to other people to reduce the risk of transmission. 

· Students identified as close contacts of a case of COVID-19 will need to self-quarantine at home for 14 days.

· Being quarantined at home means that you, or your children, need to stay at home, except if you are unwell and need medical attention. You cannot go to work, school, or public areas (such as shops or cafes/restaurants) and should not use public transport, ride share or taxis. You also need to tell people not to visit you while you are in self-quarantine.



What should I do if I think my child may have COVID-19?

· You or your child should get tested if:

· you’ve travelled overseas recently, and you develop symptoms of COVID-19 within 14 days of leaving an overseas country.

· you’re concerned you may have come into contact with someone who has COVID-19 and you develop symptoms of the disease within 14 days of contact with the sick person.

· If you think you might have COVID-19:

· Limit your exposure to other people by isolating yourself at home.

· Call your GP and let them know you are worried you may have COVID-19. Testing will be arranged by your GP or medical practitioner if they determine it is necessary. It usually takes about 24 - 48 hours for the test results to be returned, but in some cases may take longer.  Further information for someone who is being tested is available here.

· If you can’t see your GP, the preferred Walk-in Centre (WiC) for assessment is Weston Creek WiC. If you are attending a WiC, please ensure you use a mask and hand sanitiser available at the front door. 

· You do not need to visit the Emergency Department unless you have severe symptoms, such as shortness of breath, chest pain or high fever.

· If you or your child have recently travelled internationally or been in contact with someone who has COVID-19, and have symptoms of COVID-19 (such as fever, cough or sore throat), it is important that you take certain steps to reduce the risk of transmission.



Are students and their families who have travelled to certain countries excluded from my school?

· There are quarantine requirements in place for Australian citizens and permanent residents returning from mainland China, Iran, Italy and South Korea, including for students and staff in childcare centres, schools and tertiary institutions:

· If you are returning from mainland China or Iran, you should isolate yourself for 14 days after leaving mainland China or Iran.

· If you are travelling from the Republic of Korea, on or after 5 March, you must isolate yourself for 14 days from the time you left the Republic of Korea.

· If you have left or transited through Italy on or after 11 March, you must isolate yourself for 14 days from the time you left Italy.

· The ACT Health Directorate continues to work closely with the Australian Government and other health authorities across the country to monitor and respond to the evolving global situation. As the situation evolves advice will be updated, as necessary. 



image1.wmf








School Preparation ChecklistCOVID-19 

Term 1 2020

Preparing your school						               March 2020                                                



The purpose of this checklist is to support school leaders in preparing their schools for the potential spread of novel coronavirus - COVID-19 amongst their school population.

It is important that all schools are as prepared as possible, so we can help prevent the spread of the virus and respond quickly should there be a case of COVID-19 in one or more of our schools.

Schools should ensure the following activities are undertaken and maintained during this period.  

Administration

1. Ensure visitor sign in procedures are in place to confirm all contact details are correct. 

2. Ensure the school has accurate contact information on file for the following:

a. Trades, allied health professionals and NDIS support workers

b. School hirers and community groups

c. Volunteers, church groups and cleaners

d. Before and after school providers

e. Sport and tuition providers

f. School canteen

3. Ensure all student and staff contact information and medical plans are up to date.

4. Ensure family contact information is up to date.

5. Ensure all excursions including local, interstate and incursions for Semester 1 are identified and captured on the table provided to schools in 2019 and email to SchoolOperations@act.gov.au. ESO will work with the school to support the risk analysis process.




Cleaning and Hygiene

1. Ensure school wide hygiene practices such as hand washing are in place, encouraged and maintained. Display signage available:

a. Good hand hygiene

b. Prevent the spread of germs

c. Coughing and sneezing

2. Ensure daily checks of the school toilet facilities are undertaken to maintain that they are clean, stocked with soap and paper towel.

3. Ensure all current processes to maintain clean environments are followed.

Health and Wellbeing

1. Ensure a qualified first aid officer is able to be onsite at all times.

2. Ensure all first aid kits including duty/portable first aid kits are fully stocked, ensuring items used for treatment of breathing difficulty.

3. Ensure the school is aware of any staff or student medical issues that may be impacted by the COVID-19 virus.

4. Ensure staff continue to use existing universal first aid process and procedures e.g. not sharing bodily fluids. 

5. Ensure all existing first aid actions are documented.

6. Identify staff and students who are potentially at higher risk of adverse health impact to exposure to Covid-19 due to medical condition, pregnancy or medication. Please note this may include people who may not have identified previously but the current situation exacerbates symptoms. 

a. Students with Medical Plans. 

b. Encourage any staff members with individual health concerns to seek medical advice and speak with their supervisor about reasonable adjustments if applicable.

c. Ensure all known medical plans for staff/students are communicated to appropriate staff members.

7. Seek advice from Education HR regarding staff that may require additional support on xxxxxx. 

8. Remind staff of EAP services available if required.

Communications

1. Continue communicating with your school community to ensure clear, calm and timely information is available – particularly for staff, students and parents/carers. ESO will provide regular updates including template emails, newsletter content, factsheets and talking points. Communications provided to your school community will be provided by ESO.

2. Refer to www.health.act.gov.au for latest COVID-19 health information and advice

3. Refer to the COVID-19 page on Index and www.education.act.gov.au for resources and information regarding ACT public schools

4. Use your existing communications mechanisms and processes to keep staff up to date with any new information, processes and procedures. It is important that the principal and school leadership team present as the ‘voice of calm’.

5. Using information provided by ESO, brief students on coronavirus / COVID-19 to alleviate fears, provide clarity on the things they can do to assist such as hand washing and not sharing food, while maintaining school values (kindness, support etc)

	Notify any other stakeholders in your school community such as P&C, OSHC provider on school preparations and actions. .

Learning and Teaching

1. Identify what learning platforms/programs used e.g. Reading Eggs, Mathletics, Study Ladder, Education Perfect, Spellodrome, and other appropriate online sites) and how they could be delivered to students to learn in a home environment.

2. Support classroom teachers to follow up with all families to ensure they have accessed/ joined online learning platforms such as Google Classroom, SeeSaw etc. 

3. Determine how many devices the school has available for distribution to students if required. 

4. Include draft communications in your school newsletter asking families to contact the school if they need assistance with home resources:  

a. Determine if there are students without devices to use at home. 

b. Determine if there are families who do not have internet access. 

c. Pre-allocation of devices, in the event of school closure or isolation, is recommended. Contact ESO if additional devices are required.  

5. Review class term overviews/unit outlines to consider how it may be adapted to be delivered to students at home, either in digital or hard copy format. 

6. Identify resources such as home readers and library resources that could be used to support learning at home. 

7. Teachers should use professional judgement in making decisions about the learning program for students should be learning at home during isolation. 

image1.jpeg



image2.jpg



image3.png





P&C
Meeting ...

Differential impact on different groups e.g. ATSI

 - P&C Exec team

 

COVID-19
P&C work
Supporting non closure of schools at this point - workforce essential services consideration, 
understanding longer term nature, concerns re financial pressure and impact on fams.
Level of worry for parents
Would be calling on govts to provide financial support for fams if schools closed
Concerns re behaviour towards teachers
Importance of kindness
Some strong opinions to close schools likely to continue
How to keep engaged with school work if offline due to vulnerability
What does offline learning look like?
Fams without internet access?

Agrees with 
Impact on kids' education if extended absence from school
Parents skills to support children learning for a long period

KH - acutely aware of equity issue, continuity of learning critical reason to keep schools open, our 
biggest worry

Alison

P&C Meeting 20 March 2020
Friday, 20 March 2020 11:27 AM
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Thinks closure better sooner rather than later, or school from home to minimise numbers in school?
Parents wanting to know what's going to happen
Will they have to be online all the time? Will connectivity support that? Hygiene actions and protocols?
Parents want to know cleaning regime.
Issue with OOSH service - two staff self-isolated but not on health advice but as precaution
CECA issues with ratios, in consultation with principal and Kris Willis comms to fams about earlier 
pickups or ability to take kids out of service.

How to maintain ratios and standards

Follow up meeting around communications - Paul to arrange

Frame for resources late this week or early next week
Material content that is age appropriate
Extension of google classroom and google hangout to enable conferencing with teachers and students
Support for schools as pedagogical shift for teachers
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