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Introduction

Parents trust schools to keep their children safe during the day. Thanks to the efforts of school staff and
governors, schools normally remain a safe haven for children. However, schools can become involved in a
crisis at any time. It may be a natural disaster such as a flood or a fire, an accident or death on site or on a
school trip, or an industrial accident such as a chemical spillage.

Thankfully, serious incidents such as these are rare and will probably never happen in most schools, but it is
vital to prepare for all eventualities. Plans which deal with the consequences of very serious incidents will
also help in dealing with the kind of smaller, routine (but nevertheless potentially distressing) emergencies
that schools experience on a regular basis.

Good crisis management can save lives. It can also prevent escalation, protect against litigation and
enhance the school’s standing as a reliable and effective institution, giving confidence to staff, parents and

pupils.

The Department for Children, Schools and Families (DCSF) recommends that schools have an emergency
plan. This document has been produced to help you put together an emergency plan for your school, in
consultation with staff and the recognised trade unions.

This document is in two parts; Part 2 is a template that you can use to create an emergency plan for your
school, and Part 1 is guidance to assist you in developing the template into an emergency plan. Once the
plan is completed then Part 1 of the document may be kept separately, with the plan itself being copied
and distributed as required.

Nottinghamshire County Council, in partnership with a variety of other agencies, uses a system of
integrated emergency management to respond to incidents in the county. Further information about this is
available on the county emergency planning team’s website
www.nottinghamshire.gov.uk/emergencyplanning or on the multi-agency site www.nottsprepared.com
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Emergencies in schools

Scope of a school emergency plan
Your plan should be generic, but able to cover a range of potential emergencies that could occur at any
school. These may include:
= death of a pupil or member of staff
= violence and assault in school
= destruction or vandalism of part of the school
= school fire, flood or explosion
= chemical or toxic substance release
= the effects of disasters in the wider community
= incidents on educational visits
* epidemics
There may also be specific hazards which pose a particular risk to your school, such as proximity to an

industrial site, river, or major road. You should make an assessment of any specific risks affecting your
school and plan how you would deal with an incident arising from them.

Your plan should cover procedures for an incident occurring in school time and out of school hours,
weekends and during school holidays.

The planning process

It is important to involve staff in the planning process, to ensure that they support the plan and are able to
implement it in the event of an emergency. The Department of Children, Schools and Families (DCSF)
advises that schools devote a staff meeting or part of a staff development session to the plan in the initial
stages, once the plan is complete, and annually thereafter.

Schools should identify staff that are prepared to take on key roles in an emergency They should nominate
one member of staff to take responsibility for updating and reviewing the plan once it is in place.

It may be necessary to include extra appendices to the school emergency plan to cover any separate
arrangements for other services using the site.

School support for external emergencies

Headteachers and school staff may become involved in the response to an emergency affecting the local
area, even if the school itself is not affected directly.

For example:

= civil disturbance or violence in the local community
= terrorist incidents affecting the local community

= epidemics

= severe weather

In case of an emergency that affects the local community, it may be necessary to activate your emergency
plan to provide support for pupils and staff who are affected by the incident.



Media Management Checklist:

Remember:

= Try to direct media enquiries to the local authority’s corporate communications division.

< |t may be appropriate and beneficial for the headteacher or a nominated representative to make a
press statement or be interviewed after liaising with the local authority

< Do not allow the press onto school premises or give them access to children unless there is a specific
reason and permission and consents are in place — the police may help with this in a major
emergency.

Resources Checklist:

Initially your first priority is to secure the site and make it safe, as far as possible. You will therefore need a
good knowledge of the site, access and exit points and how to shut off electricity, gas and water supplies.

If there is damage to school property or resources then a list will need to be made of what has been
damaged or destroyed for insurance purposes. See guidance on Appendix 7 for more information.

It may be necessary to procure resources for use in the emergency — your contact from the local authority
may be able to help with this.

Section 4: Emergencies on Educational Visits — Activation

Advice for dealing with emergencies on educational visits is provided in the Educational Visits Policy for
Nottinghamshire Schools published 2003 (updated 2008) - see Annex 2 for references.

= Leaders should carry the educational visits emergency help cards provided by the local authority. These
are available from the outdoor education adviser (see Annex 1: useful contacts)

= when any group is on an educational visit, the headteacher (or a deputy or senior teacher if the head is
on the visit or unavailable) should provide an emergency contact for the group (this needs to be
available after hours for evening activities and 24 hours for residential visits)

= the school contact must have, readily available, written details of the visit, including a list of all involved,
contact arrangements with the group, and day and night contact details for parents and staff next-of-kin

= copies of the visit approval form (EV1), attendance list, visit parental consent forms and the school’s
staff contact list should provide the necessary information. On residential or after-hours visits, the
headteacher or school contact should take this information home

= make sure that arrangements will work after hours, at weekends and during the school holidays if visits
are taking place at these times.
Section 5: Emergencies on Educational Visits — Implementation

Although this action list is for the headteacher or nominee, it may be appropriate to delegate some of the
tasks to other members of staff. All leaders of education visits should be aware of Sections 4 and 5 of the
school emergency plan.

Section 6: Stand-down and Recovery

When the emergency services have left the school, or in the case of an incident on a school trip, when pupils
and staff have returned home and media interest has subsided, the school can begin the recovery process.

Headteachers should work with their LEO and / or service director to develop a recovery plan for the
school. A range of support will continue to be available from the local authority, which should be accessed
through your LEO.
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There may be formal inquiries or even police investigations into the incident, which may continue for some
time, and require the cooperation and support of school staff, pupils and parents

Section 7: Roles and Responsibilities

The headteacher, or the headteacher’s pre-agreed nominee, will take charge of the incident on behalf of
the school. The school emergency management team will assist the headteacher in managing the incident.
They will be supported by the local authority, which will activate its own emergency procedures to assist
with the response to a major emergency affecting a Nottinghamshire school.

This section outlines the responsibilities of organisations who may respond to a school emergency, and
what facilities and help they can offer.

Support should be accessed via your local education officer, or, out of office hours, via the local authority
education emergency helpline, as outlined in Section 2.

Appendix 1: Emergency school closure

The decision to close a school is usually made by the headteacher and governors. Guidance on school
closure (for examples, due to extreme weather conditions) has been issued, and is available on the Wired
website. You should refer to this guidance when producing your plan.

An agreed method of informing parents and other organisations (e.g. bus companies) of the closure should
be included in your communications section.

Appendix 2: School site information and hazard assessment

If there are specific hazards or risks associated with your school, outline any information and special
procedures relating to the risks here. This may include hazards within the school (e.g. chemical stores),
hazards external to the school (e.g. nearby streams or rivers that may flood, industrial facilities) or possible
difficulties relating to the school itself (e.g. split-site, communications difficulties). When thinking of risks
that could realistically affect the school, it may be useful to look at the Community Risk Register for
Nottingham and Nottinghamshire which can be found at www.nottsprepared.gov.uk

If you identify any specific risks or issues relating to emergency planning for your school that you would like
to discuss, then please contact the emergency planning team (see Annex 1: Useful contacts).
Appendix 3: Emergency Contacts

This section should include contact details for all members of staff, so that if an emergency happens out of
school hours, all staff can be contacted. During school holidays it may be useful to be aware of when key
staff are away, so that it is possible to gain access to the building if required in an emergency. Some
general external contacts are included, but you will need to add contacts specific to your school (e.g.
school bus company).

This section may also be used to outline a telephone tree system of contacting parents, if appropriate for
the school. At least one copy of the plan held offsite (e.g. by the headteacher) should include a master
copy of all pupil contact details.

This section of the plan is likely to need regular update and review, for example at the start of each term.

Appendix 4: Communications

Communications - external

Communications systems are put under enormous pressure in the immediate aftermath of an emergency,
but are vital to ensuring a well-managed response.
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It is likely that the main school telephone number will quickly become jammed with incoming calls. Identify
any other lines not generally known to the public (kitchen phone, mobile phones), which could be used for
outgoing calls in an emergency.

In the event of a power failure, a powered switchboard system may not work, but a telephone plugged
directly into the first telephone point coming in from the exchange should provide a useable line. The
location of this telephone point should be identified in the emergency plan.

If it is likely that the incident will create a very high volume of calls, or interest from the wider public, the
local authority may be able to set up a public helpline to relieve the pressure on the school. This service is
available from the emergency planning team and may be requested through your LEO.

Communicating with parents

An early decision should be made about how to inform parents. Bear in mind the speed with which
rumours circulate. However, in the case of a fatal incident, the police will normally inform the parents of
the child or children involved.

If an emergency happens at a school, or the school may be closed for any reason (for example, severe
weather), it is likely that concerned parents will try to telephone the school to get further information. This
may hamper the school staff in dealing with the emergency itself. One possible way of dealing with this is
to set up the main school line with an answer machine that you can set to ‘message only’ (callers cannot
leave messages). Updating the message regularly with information on the emergency will ensure that
parents are informed and reassured. Most answer machines should also have the capacity to change the
message and call recording system remotely if the school cannot be accessed. Information on how to do
this should be included in your emergency plan.

Other methods of informing parents could include:

« Notices on the school website

Letters

Emails or text messaging

Notices on the school gate/fence

Person at the entrance to the school to explain issues

Telephone tree where each parent is contacted by telephone (more difficult in larger schools)

Local radio (they will ask for your DCSF number as a security measure)

Top tip! Keeping parents informed

Routinely informing parents of the school’s procedures for dealing with emergencies reassures
them that the school is prepared and able to look after their child, and can assist in the
school’s management of an emergency should one occur. Information could include how
parents might hear about an incident affecting the school (radio, school answer phone etc)
and what they should do if an emergency affects the community whilst their child is at school.

This pre-emergency information could be sent out as part of a school newsletter — perhaps a
special ‘emergency planning’ edition — or put on the school website. This could also be a good
opportunity to remind parents to notify you of any changes to contact details!
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Appendix 5: Evacuation and shelter plan

This is one of the most important sections of the plan as it outlines the initial actions that should be taken
to safeguard pupils and staff, both from internal and external hazards. All staff must be aware of these
procedures, as warning signals may need to be triggered immediately, before advising others of the
threat.

Your evacuation plans should include information about what route to take and what assembly point to use
in the case of a bomb threat, as these may need to be different from those used for other types of incident
(e.qg. fire).

It is equally important to have pre-planned arrangements for signalling the need for sheltering (keeping
pupils indoors and close doors and windows) in the event of an external hazard, and signalling lockdown of
the school in the event of an intruder.

If possible, you should form a mutual aid or ‘buddy school’ agreement with a nearby school, so that in the
event of an emergency at either school, the other school will assist with taking in pupils, providing resources
etc. Your ‘buddy school’ could act as a place of safety if nearby, or a short term accommodation solution to
continue pupils’ education.

Top tip!

Greythorn Primary had no way of changing their school fire alarm to signal the need for
sheltering, so they purchased a cheap plastic horn. This is easy to use, has a distinctive noise
and is plenty loud enough for everyone to hear!

Appendix 6: Business Continuity

Business continuity planning is the process involved in ensuring that a business or organisation can
continue with its critical functions after a disaster or emergency. In the case of schools, one of these
functions is to continue pupils’ education. You therefore need to think about what is required in order to
continue this function and what vital records or data you may need to duplicate or back up.

Statistically the emergency most likely to be experienced by a school is one that affects the school building,
such as a fire or flood. Having an inventory of the contents of the school is invaluable in calculating losses
for insurance claims. This section is split into three tables which should be completed for the school.

Equipment

This doesn’t need to include every single item in the school, as numbers of desks and chairs are easy to
calculate, but IT, electrical equipment and any other specialist, large, one-off or expensive items should be listed
in the table in Appendix 6. You may also choose to include details of any leased equipment on the premises.

IT data and systems

As we become more reliant on IT infrastructure it is important to consider back ups for IT data and systems
as well as paper based ones. All important data stored on school computers should be backed up either
remotely, or using tapes which should be stored off site. Use the table in Appendix 6 to record essential
data sets and IT systems and where they are backed up. If computers are destroyed and replacement IT
systems are brought in then this will help ensure you have all the programmes and data you need.

Top tip!
For more information on backing up IT data, contact the Schools IT Helpline on 0115 854 6116.
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Paper based records

Most schools will have at least some essential paper based records, which could be easily damaged or
destroyed in a fire or flood. These should be listed in the table in Appendix 6 along with the locations of
back up copies which should be stored off site — this includes your emergency plan!

It is also worth encouraging staff to think about where they keep important resources (lesson plans, pupils’
coursework etc), as loss of these could have a large psychological impact on staff. Do not leave anything
on site that you cannot afford to lose!

Appendix 7: Influenza Pandemic Plan

The Department of Children, Schools and Families (DCSF) advise that “schools should prepare plans for a
flu pandemic as part of their general emergency planning and ensure that these are shared with staff and,
as appropriate, parents”. Detailed guidance on planning for schools and childcare settings from DCSF is
available on the Teachernet website (see Annex 2: useful references).

DCSF emphasises that schools should ensure they have up-to-date contact details for pupils and staff.
This should be covered in Appendix 3.

Guidance on if and when schools should close in a pandemic will be issued by central government and
passed on to schools via the local authority. However the final decision to close will still rest with the
headteacher and governors. Sixth forms and FE colleges would not be advised to close. It is your
responsibility to inform the local authority if the school is closing and how many pupils are affected.

Staff would still be expected to work even if the school was closed to pupils. Guidance is currently being
developed by DCSF on remote learning and educating pupils during a flu pandemic for local authorities.
Up to date information and guidance on pandemic influenza is available off the Department of Health
website (see Annex 2: useful references).

Appendix 8: Training and exercising

In order to carry out the procedures outlined in your plan, awareness raising and training should be carried
out within the school. All staff who have a role in the plan should be aware of the full scope of the plan
and their roles and responsibilities. Staff who may not be part of the response to an emergency should still
be aware of the content of the plan, particularly the section on evacuation and shelter.

DCSF advises that schools devote a staff meeting or part of a staff development session to the plan, in the
initial stages, once the plan is complete, and annually thereafter. This could be used initially to help
develop the plan, and afterwards to train staff on the plan and review it.

Exercising aspects of your plan is equally important, especially emergency procedures such as:

= Fire drill
< Bomb drill (if arrangements differ)
= Shelter drill
= Lockdown drill
This ensures that both staff and pupils are aware of the warning signals and procedures and will act calmly

if required to carry out the drill for real. Children will enjoy participating in exercises, and this may be a
good opportunity to discuss the school emergency plan and why it is important with pupils.

Other important aspects of the emergency plan that could be tested are:

= Contact lists
= Activation of the School Emergency Management Team (SEMT)
< Communications procedures

= Information management (including log keeping)
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There are various methods of testing and exercising plans, including a telephone call-out, table top
exercise and a full exercise scenario. It could be worth contacting your local Fire and Rescue Station, as
they may be willing to be involved in your exercise, and give you feedback afterwards on your response.
Schools may also be able to take part in multi-agency exercises in their locality, including an annual rest
centre exercise run by the emergency planning team.

This section should be used to record when training and exercises have been carried out. Information and
resources on training and exercising plans may be available from the emergency planning team (see Annex
1: useful contacts).

Appendix 9: Bomb threats and suspect packages

Although bomb threats usually turn out to be hoaxes, they must always be taken seriously. It is important
that reception/switchboard staff know what questions to ask if they do take a call from someone claiming
to have information about a bomb. The bomb threat prompt card gives questions to ask and immediate
actions to take in this situation. Reception staff should be familiar with this information, and preferably
have a copy to hand near the telephone.

Equally important is dealing with suspect packages — in most cases the package turns out to be a hoax or
genuine mistake, but it is better to take all appropriate precautions if a suspicious letter or package is
received. Any member of staff who may deal with incoming mail in the school should be aware of the
guidance in Appendix 9.

Appendix 10: Emergency arrangements for other services using the school site

A school emergency plan should cover the whole school site and all the activities that take place there,
including extended services. Where schools share a site with another service, or have other organisations
on the premises, those other services or organisations need to be involved in the planning process. All staff
using the site, whether employed by the local authority or not, need to be aware of the plan and how it
affects them.

Appendix 11: Log keeping

Any emergency affecting a school may afterwards become the subject of a detailed inquiry. It is important
that accurate written records are kept, and that no piece of information about either the planning or the
response to the incident is lost. Records may also be in the form of a recording made via a CCTV camera,
a telephone or on an answer machine. The records should be retained after the incident for future
reference.

Each member of staff involved in dealing with the emergency should log decisions made, telephone calls
made and received and tasks carried out. In an emergency, things happen very quickly and it is unlikely
that you will remember all the people you have spoken to and actions you have taken unless you write
everything down.

Appendix 11 outlines what the legal profession considers to be best practice in log keeping — this may be
something to aspire to, but at the very least making sure that all information and decisions are recorded in
a hardback notebook would be essential in the event of any inquiry relating to the incident.
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Useful contacts

Nottinghamshire County Council (NCC):

Children and Young People’s Department (CYP)

Your first point of contact for the CYP department in
an emergency should be your local education
officer.

Outside office hours (before 9am, after 5pm and at
weekends), you should use the education
emergency helpline: <number removed>

All staff can be contacted via this number.
Emergency Planning Liaison Contact
Head of CYP Planning and Provision
County Hall

West Bridgford

Nottingham, NG2 7QP

Tel: 0115 9773538

Outdoor Education Adviser

(for advice on educational visits)
Mundella Centre

Green Street

Nottingham NG2 2LA

Tel: 0115 953 5054

Human Resources Children and Young People’s
Services (CYPS)

Service Head HR (CYPS Schools)

County Hall

West Bridgford

Nottingham NG2 7QP

Tel: 0115 9773257

Resources Department

Health and Safety (CYPS - Schools)
Lawn View House

40 Station Rd

Sutton-in Ashfield

Notts NG17 5GA

Tel: 01623 434033

Annex 1

Educational Psychology Service

Newark / Bassetlaw Senior Educational Psychologist

Tel: 01623 433320

Mansfield / Ashfield Senior Educational Psychologist

Tel: 01623 433316

Broxtowe / Gedling Senior Educational Psychologist

Tel: 0115 854 6020

Rushcliffe Senior Educational Psychologist
Tel: 0115 854 6020

Education Welfare Service
Contact details as for Educational Psychology
Service

CYP Department Service Directors

Service Director (Strategic Services)
Gedling area
Tel: 0115 9774682

Service Director (Learning and Achievement)
Bassetlaw/ Newark areas
Tel: 0115 9773589

Service Director (Social Care and Health)
Broxtowe/Mansfield areas
Tel: 0115 9772904

Service Director (Inclusion and Engagement)
Ashfield/ Rushcliffe areas
Tel: 0115 9772911

Counselling Service
Occupational Health
41 Loughborough Rd
West Bridgford
Nottingham NG2 7QP
Tel: 0115 9774919

Building Direct
Tel: 0115 9567441

17



Communities Department

Emergency Planning Team

County Hall, as above

Office telephone: 0115 977 3471

24-hour emergency telephone: <number removed=

Customer Service Centre

The Customer Service Centre should be able to put
you through to any NCC services
Tel: 08449 80 80 80

Trade Unions

Association of Teachers and Lecturers (ATL)
Tel: <number removed>

GMB
Tel: <number removed=>

National Association of Head Teachers (NAHT)
Tel: <number removed=

NASUWT

Tel: <number removed>

Chief Executive’s Department

Corporate Communications
County Hall, as above
Tel: 0115 977 4191

Diocese of Southwell and Nottingham
(for Voluntary Aided Church Schools)

Diocesan Office
Tel: 01636 817205

National Union of Teachers (NUT)
Tel: <number removed=>

ASCL (formerly Secondary Heads Association
SHA)
Tel: <number removed>

UNISON
Tel:<number removed>
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Annex 2

Useful references

DfES Teachernet website (information on emergency planning and influenza pandemic planning)
http://www.teachernet.gov.uk/emergencies/

Educational Visits Policy for Nottinghamshire Schools — September 2003 (updated 2008)
Nottinghamshire County Council, Children & Young People’s Department
Available from the Wired website (see below)

Emergency School Closures — Education Department Circular
Nottinghamshire County Council, Children & Young People’s Department
Available from the Wired website (see below)

Management Protocol for Rest Centres
Available from the Nottinghamshire County Council emergency planning team (see useful contacts)

‘Wired’ website
<link removed>
You will need your school’s password to access this site.

Wise before the event: Coping with crisis in schools

by William Yule and Anne Gold, Calouste Gulbenkian Foundation, 1993.

ISBN 0 903319 66 7

This book emphasises the need for prior planning and has many practical suggestions.

Dunblane: A place of learning
Available to order, priced £7.50 from:
Stirling Council

Children’s Services

Viewforth

Stirling

Scotland FK8 2ET

Environment Agency website (information on flooding and guidance on developing a flood plan
for your school)

www.environment-agency.gov.uk/subjects/flood and click on ‘Prepare for flooding’ and ‘Flood preparation
guide for business’

Department of Health website (latest information and guidance on pandemic influenza)
http://www.dh.gov.uk/en/Publichealth/Flu/PandemicFlu/index.htm
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Annex 3

Memorandum of Understanding

This Memorandum of Understanding has been agreed between Nottinghamshire County Council and
Nottinghamshire Police for responding to firearms incidents in schools.

Purpose
The over-riding concern for both the Police and Education Department is the safety and well-being of all
people in schools, including pupils, staff, parents and visitors.

It is recognised that each school’s premises are unique in terms of size, daily routine and local
environment. There may be a large number of staff, pupils and visitors on school premises.

Police Authorised Firearms Officers (AFO’s) may be deployed to schools in response to a spontaneous
incident which occurs at a school or nearby.

Such policing operations will be conducted with due regard to the Association of Chief Police Officers
Manual of Guidance on the Police Use of Firearms and linked Codes of Practice.

AFO’s will only be deployed as a result of a review of the available information, leading to a threat
assessment, which indicates that the deployment of armed officers is necessary as a tactical option.

The primary purpose of such a deployment is to save life or to protect those on the school premises from a
serious risk of attack from a person who is in possession of a firearm, who has immediate access to a
weapon or is otherwise so dangerous that a police officer’s use of a firearm may be necessary.

The police incident commander will regularly review this threat assessment and will withdraw armed officers
as soon as the commander believes that their presence is no longer required.

Initial response to a firearms incident at a school

The first priority action for the person becoming aware of a firearms incident within a school, its grounds or
vicinity must be to call the police for assistance via the 999 system and this caller should clearly identify
themselves, the name of the school, its location and a contact telephone number.

The police call handler will also request other information, including the following:

Priority information
= Are the offenders with the firearms still at the scene?
< How many offenders are there?
= How many firearms are there?
= What exactly has happened?

= What are the ages of the persons involved?

Other information
= Are you/others in the school in a safe place?
< Does anybody have any injuries — is an ambulance required?
< How do you know it’s a firearm?

= Can you describe the weapon you have seen or heard?
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= Can you describe the person(s) carrying the weapon?
= Can you give a brief description of the other offenders?
= Are the offenders known to the caller?

The caller should NOT put himself or herself at risk in order to obtain this information.
The safety of staff, pupils and other members of the public remains the priority for the police operation.

Police response

Details of the incident will be immediately relayed to the Police Control Room inspector, who is a trained
firearms commander.

The inspector will assess the information available and will authorise armed officers and other resources to
be deployed if necessary.

These officers may be deployed immediately to the scene or, alternatively, to a nearby location in order to
gather sufficient numbers of officers to deal with the incident.

The Control Room inspector’s decision will be reviewed by a senior firearms commander.
A tactical plan for dealing with the incident will be identified.

The plan will cover how/if contact will be made with the headteacher or other senior staff in the school,
according to the circumstances of the incident.

School response

Do not try to produce a specific plan for every eventuality. You should refer to your generic school plan for
responding to specific emergencies.

Other Emergency Services

The Police Control Room will liaise with the Fire and Rescue/Ambulance Control Rooms as necessary.

Nottinghamshire County Council Response

The Police Control Room will notify the director of the Children & Young People’s department in office
hours and via the emergency telephone line out of hours. This office will:

= manage the incident from the Children & Young People’s Department standpoint

= provide information and other assistance to support the police operation.
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Part 2: Template for a school emergency plan

The following pages set out the framework of a suitable school emergency plan. Add information about
your school and staff, and adapt it as appropriate to your school and circumstances.

This template is also available electronically on the ‘Wired’ website and in CD format, enabling you to it to
use as the basis for your own plan. Updates to the plan will be made electronically on Wired and schools

notified.
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Emergency Plan for <insert name> school

School Emergency Plan

Date of issue: Date of next review:

Copies of this plan are kept:

Person responsible for updating this plan:

IF YOU ARE DEALING WITH AN EMERGENCY RIGHT NOW GO STRAIGHT TO

PAGE 3 FOR SCHOOL EMERGENCIES OR
PAGE 7 FOR EMERGENCIES ON EDUCATIONAL VISITS

Contents: Page
1. Introduction 2
2. Emergencies in schools — activation 3
3. Emergencies in schools — implementation 5
4. Emergencies on educational visits — activation 7
5.  Emergencies on educational visits - implementation 9
6. Stand down and recovery 11
7. Roles and responsibilities 12
Appendix 1: Closing the school due to extreme weather conditions 14
Appendix 2: School site information and hazard assessment 15
Appendix 3: Emergency contacts list 16
Appendix 4: Communications 18
Appendix 5: Evacuation and shelter plan 19
Appendix 6: Business continuity plan 21
Appendix 7: Influenza pandemic plan 23
Appendix 8: Training and exercising 24
Appendix 9: Bomb threats and suspect packages 25
Appendix 10: Emergency arrangements for other services using the school site 28
Appendix 11: Log keeping 29
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Emergency Plan for <insert name> school

Section 1:

Introduction

This plan relates to:
a) an event which threatens the safety of children and/or staff, the school premises, or a crisis which
might affect the public reputation of the school,
and

b)  where the headteacher considers that the school will benefit from receiving additional (external)
support

or,
c)  where the community in which the school is based is affected by an emergency.
The plan provides generic guides to actions that should be considered by the headteacher, his/her

nominated deputy, and the school emergency management team (SEMT) in case of an emergency in
school or the local community, or on an educational visit. It also provides supporting information.

The plan covers procedures for an incident occurring in school time and out of school hours, weekends
and during school holidays.
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Emergency Plan for <insert name> school

Section 2:

Emergencies in Schools - Activation

Information about an incident may come from a staff member, pupil, parent, the emergency services or the
local authority.

Whoever receives the alert should ask for, and record, as much information as possible:

Name of the person
informing of the incident

Details of the incident:
(including actual words used
by informant)

Who else has been
informed?

Exact location of the
incident:

Casualties:

Any action taken so far:

Name of contact at the
scene

If appropriate, they should call 999 for the police, fire or ambulance,
giving the information above.
IF IN DOUBT - CALL 999

Then immediately inform <insert headteacher’s name> or <nominees’s hame=>.

If neither is able to respond (they may be involved in the incident) the senior person present must follow
the instructions 1-4 on the checklist of initial action by headteacher or nominee.

See next page for checklist of initial action by headteacher or nominee.
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Checklist of initial action by headteacher or nominee

1. Assess situation

2. Take immediate action to safeguard pupils and staff where necessary

3. Log all communications and actions

4. Call for support

Call 999 if appropriate

During office hours call your local Out of office hours call your local
education officer on authority Education Emergency
<insert number=> helpline on <number removed>
Inform of the situation and Inform of the situation and
request help if required request help if required

If you cannot reach anyone from the local Authority, call the
emergency planning duty officer on <number removed=>
(24 hour telephone number)

If you still cannot make contact, call
Nottinghamshire police control room on <number removed>
and request they contact a member of the
County Council emergency planning team
and ask them to contact you.

THESE NUMBERS SHOULD ONLY BE USED IN AN EMERGENCY
DO NOT GIVE THEM TO THE PRESS, PARENTS OR PUBLIC.

5. Assemble a school emergency management team from pre-identified staff (see Appendix 3) and
relieve them of their normal duties

6. Refer to the list of emergency contact numbers in Appendix 3 for additional support if required.

7. Where possible, avoid closing the school and try to maintain normal routines.

Having activated this emergency plan, go on to the next stage - implementation.
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Section 3:

Emergencies in Schools - Implementation

Stage 1 - Establishing the Response

Action list for headteacher or nominee coordinating SEMT

Ensure that accurate, factual information is available for those arriving at the scene.

Liaise with the police, fire and ambulance services, Nottinghamshire County Council (NCC),
and other agencies who may become involved. Act as the main contact to coordinate
response and give your contact details.

Inform the chair of governors.

Inform all staff, and parents of injured pupils. Decide how to inform other parents.

Ensure all staff maintain a log of actions and decisions.

Allocate tasks below among SEMT as appropriate.

Action list for SEMT

Welfare

Take actions to secure the immediate safety of pupils and staff — this may include evacuation
or keeping pupils and staff inside the building (sheltering).

Establish the whereabouts of all pupils, staff, and visitors using timetables, registers and the
visitor’s book, and make a list of those unaccounted for.

Communications

Consider emergency communications needs. Dedicate lines for incoming and outgoing calls and
arrange extra support for reception. If necessary, seek support from NCC emergency planning,
who can set up a public helpline for enquiries from the public in the event of a major emergency.

Media management

If possible, avoid responding to media enquiries and direct them to NCC corporate
communications (see Appendix 3: Emergency Contacts List)

Ensure that any media access to the site, staff and pupils is controlled. In a major emergency, the
police can deal with the press and prevent intrusion onto the site. Be aware of the potential
problems caused by the spread of misinformation through pupil and/or staff use of mobile phones

Be aware of the potential problems caused by the spread of misinformation through pupil
and/or staff use of mobile phones.

Resources

Ensure access to site for emergency services

Open/close parts of school as required, and turn off water, gas and electricity supplies if necessary

Ensure the security of the school premises
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Stage 2 - Ongoing Response

Action list for headteacher or nominee

Provide regular briefings for staff, and continue to liaise with the emergency services and
Children & Young People’s Department.

Try to maintain normal routines as far as possible.

Tell the staff involved to prepare a written report of their involvement, noting events and
times. Inform the local authority’s health and CYPS Schools office who will advise on
reporting procedures, and inform trade unions if necessary. If relevant, the incident should be
recorded on the Wellworker system and, in the event of serious injuries or a fatality, the
Health and Safety Executive should be informed within 24 hours.

Staff may wish to submit draft reports to trade union legal officers.

Allocate tasks listed below among SEMT.

Action list for SEMT

Communications

Inform pupils, in groups as small as practicable, considering the best way to impart tragic
news (advice is available from the educational psychology service).

Inform parents of children not directly involved in the incident, as decided by the headteacher
or nominee. Use any existing arrangements, such as a telephone tree, for contacting parents
quickly and efficiently.

Receive visitors to the school, ensuring they sign in and out and are issued with identification
badges.

Welfare

Establish a staff rota and ensure that staff take regular rest periods

Identify those pupils and/or staff who are badly affected, and who need extra support.

Make arrangements for reuniting pupils with their parents.

Take account of religious and cultural factors, and consider contact with leaders of local faith
communities. In particular, some faiths may wish to hold funerals within 24 hours of death, so
swift and sensitive enquiries must be made to ascertain whether it would be appropriate for
representatives of the school, including pupils, to attend.

Media management

Liaise with NCC corporate communications to prepare a press statement, to be agreed by the
headteacher and director of Children and Young People’s Services, and to decide the ongoing
strategy for dealing with the press.

Be prepared to be interviewed by the press if necessary.

Resources

Establish a safe and secure base for the SEMT

Arrange a place to receive parents and children involved
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Section 4:

Emergencies on Educational Visits - Activation

The headteacher or his/her pre-agreed nominee should be immediately informed of any incident by the
group leader.

Initial action by headteacher or nominee

1. Maintain a written record of your actions using this pro forma and attached log sheet.

2. Offer reassurance and support. Be aware that all involved in the incident, those at the school and
you, may be suffering from shock or may panic.

3. Find out what has happened. Obtain as clear a picture as you can:
Who informed you of the incident? (Usually the group leader).

Additional telephone

Name: Status: Telephone number: .
number(s):

Where are they now
and where are they
going?

4.  Remind the group leader to follow the emergency procedure advice in the local authority’s
Emergency on an educational visit advice card. (Leaders are advised to have a copy with them on
the visit.)

5. Record the details of the off-site activity/visit during which incident occurred

Location and nature of
activity/visit

Name of person in

charge of activity/visit Telephone number(s)

Pupils: Teachers: Other adults:

Number of people on
the visit
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6. Record the details of the incident:

Date and time of

incident Location

What has happened?

Where they are/will be

Name Injury taken

People affected

Emergency Services
involved and advice
they have given

Names and locations of
hospitals involved

Arrangements for pupils
not directly involved in
the incident

Name of person in
charge of your group at Telephone Number(s)
the incident

7. Depending on the scale of the incident, consider assembling a school emergency management
team from the list of staff at Appendix 3, to assist with the response.
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Section 5:

Emergencies on Educational Visits - Implementation

Action list for headteacher or nominee

Communication

Inform school staff as appropriate, depending on the time and scale of the incident.

Consider emergency communications needs. Dedicate lines for incoming and outgoing calls
and arrange extra support for reception if required.

Immediately inform parents of any injured pupils of what has happened and where their
son/daughter is. Record what their plans are, e.g. to travel to their son/daughter, any
assistance they need and any means of communications with them (e.g. mobile phone
number). In event of a major incident the police may give advice regarding naming badly
injured people or fatalities. You may also need to inform next-of-kin of any staff who have
been involved.

Inform parents of any other pupils on the visit but not directly involved in the incident. Decide
which parents should be informed and by whom and contact them as appropriate. Parents
should first hear of the incident from the school (or from the party leader), not from hearsay
or from the media. Information given must be limited until the facts are clear and all involved
parents/next of kin are informed.

Inform the chair of governors

Refer to the list of emergency contacts at Appendix 3

Contact the local authority:

During office hours, call your local education officer: <insert number here>
Outside office hours, call the Education emergency helpline: 0800 0834339
Support available is outlined in Section 7 and could include:

a) assistance at school or at the site of the incident by local authority officers, and/or
others

b)  communications support, including public telephone helpline where appropriate,
through Nottinghamshire County Council (NCC) emergency planning

c)  help with arranging travel and transport between the incident, parents and the school
d) help with media management, including press statements and interview briefing

e)  for an incident occurring in another UK local authority, establishing links with that
authority or, for an incident occurring abroad, communication via the Foreign Office, to
British Consulate, foreign police, etc.

Ensure you contact your local education officer as soon as possible the next working day to
inform them of the situation
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If the visit is abroad, and the incident results in substantial medical or other expense, the risk
and insurance section at County Hall or any other insurers used should be informed as soon
as possible (the local authority’s off-site insurance for schools is with ACE Europe).

Inform pupils and staff at school and their parents. Decide what information you should give.
Remember that information given must be limited until the facts are clear and all involved
parents/next of kin are informed. In the event of a tragic incident, consider seeking support
from the educational psychology service about the best way to inform pupils and to support
them afterwards. Staff and pupils should be told to avoid talking to the media or spreading
the story unnecessarily (particularly via use of mobile phones).

Media management

Introduce, if necessary, controls on school entrances and telephones.

At least initially, the school is advised to avoid responding to media enquiries and direct these
to NCC corporate communications.

Liaise with NCC corporate communications as early as possible, and work with them to
prepare a press statement, to be agreed by the strategic director of the Children and Young
People’s department and the head teacher before release.

Resources

Arrange a quiet space to receive parents of the children involved as they arrive at the school.

Reporting of accidents

Tell the staff involved to prepare a written report noting events and times. Inform the local
authority's Health and Safety CYPS Schools who will advise on reporting procedures and
inform trade unions if necessary. The incident should be recorded on the Wellworker system
and, in the event of serious injuries or a fatality, the Health and Safety Executive should be
informed within 24 hours.

Staff may wish to submit draft reports to trade union legal officers.
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Section 6

Stand-Down and Recovery

Recovery plan checklist

As soon as possible after the emergency:

Liaise with parents regarding plans for attendance at funerals

Liaise with parents regarding plans for attendance/representation at memorial services

Arrange debriefing meetings for staff and pupils

Arrange debriefing meetings for the headteacher and SEMT

Identify and support high-risk pupils and staff

Promote discussion of the emergency in class

Consider the need for individual or group support

Help affected pupils and staff to come back into school

Seek advice on legal issues from Nottinghamshire County Council legal services

Initiate a review of the school emergency plan, evaluating the school’s response and feeding
in any lessons learnt

In the longer term:

Consult and decide on whether and how to mark anniversaries.

The impact of some incidents can continue for years, so thought may need to be given to
ongoing identification and support measures for both pupils and staff who are affected.

Remember that legal processes, enquiries and news stories may bring back distressing
memories and cause upset within the school.

Remember to make any new staff aware of which pupils were involved and how they were
affected.
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Section 7

Roles and Responsibilities

The following agencies can provide support and assistance:

Nottinghamshire County Council

Children & Young People’s Department

Coordination of assistance throughout the local authority
Administrative support

Welfare services/emotional support

Additional accommodation

Health and safety advice

Emergency Planning Team

Operational support
Planning support

Communications support (including extra phones, fax lines, radio communication and activation of
emergency helpline)

Structured debriefing

Activation of emergency plans
- Transport

- Procurement

- Public information

- Media

- Other plans as appropriate

Corporate Communications (Press Office)

Press officers

Advice and assistance with media management

Law and Democracy

Legal advice

Occupational Health

Advice and support on health issues

= Counselling service for staff

Nottinghamshire Police

= Overall control of the emergency response (depending on emergency)

= Media relations

= Contact with bereaved families

= Criminal investigation
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Nottinghamshire Fire and Rescue Service
= Fire fighting
= Life saving and rescue

= Chemical spillage clean-up

East Midlands Ambulance Service
= Emergency medical response
= Transportation of casualties to hospitals

= Access to other health services

Trade Unions
= Information resource & support services for members
= Health & safety responsibilities (consultation, investigation and joint inspection)

= Will be informed by the health & safety office of incidents causing injury or threat to staff
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Appendix 1

Closing the school due to extreme weather conditions

Detailed guidance on this topic has been issued by the Children and Young People’s Department, and can
be found on the ‘Wired” website:

<link removed>

You should refer to this guidance when completing this section for your school.
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Appendix 2

School site information and hazard assessment

This section should include:

an up-to-date, detailed plan of the school, showing location of cut-off valves and switches for gas,
water and electricity, and information on the drainage system

details of how to reset the fire alarm system
alternative access points in case of road closure, and emergency access to the school buildings

school telephone number, fax number, and details of any additional telephone numbers (including
mobiles) that could be used

any specific difficulties and procedures relating to the school site (e.g. split-site, communications
difficulties) — where relevant, additional actions may need to be added into sections 2 and 3 of the
plan.

specific information relating to any hazards on the school site, including:

- the location of chemical stores and any radioactive materials stored on site

- details of where information on hazardous chemicals is stored (e.g. CLEAPPS guidance if relevant)
- details of hazards such as asbestos in the fabric of the buildings, if known

- oil tanks or other fuel storage arrangements

specific information and procedures relating to any external hazards that could affect the school, for
example:

- nearby industrial facilities

- rivers or streams which pose a flooding risk to the school (look at the Environment Agency website
for flooding information and guidance on preparing a flood plan for your school — see Annex 2:
useful references)

any relevant information required if the school is designated as an emergency rest centre in case of
disaster in the community.
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Appendix 3

Emergency contacts list

This should be updated in response to changes and reviewed annually

School staff identified for incident response

Keyholder v Name Status Home telephone Mobile phone

Headteacher

Headteacher’s

nominee
Caretaker
Other school contacts
Keyholder v Name Status Home telephone Mobile phone
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External contacts

Local Education Officer

<insert number>

Local Authority Education Emergency Helpline

<insert number>

NCC Emergency Planning Team - 24 hour number

<insert number>

NCC Educational Psychology Service and Welfare Service:

Newark / Bassetlaw

01623 433320

Mansfield / Ashfield

01623 433316

Broxtowe / Gedling

0115 8546020

Rushcliffe

0115 8546020

NCC HR CYPS Schools

0115 9773257

NCC Counselling Service

0115 9774919

NCC Customer Service Centre

08449 808080

School’s usual bus company

<insert number>

NCC School travel assistance

0115 9774577

Building Direct

0115 9567441

NCC Corporate Communications (Press Office)

0115 9774191

NCC Risk & Insurance Section

0115 9774902

NCC Health and Safety CYPS Schools Office

01623 434033

ACE Europe (off-site insurance) emergency number

020 7173 7798

The Foreign Office (links with British Consulates etc)

020 7008 1500

Local radio

<insert number=>

Met Office Weathercall (60p/min local forecast)

09014 722062

The Samaritans

08457 909090

Teacher Support Network (trained support and counsellors available 24hrs)

08000 562 561
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Appendix 4

Communications

This section should include:
= Phone numbers and locations of designated phone lines for incoming and outgoing calls

= Location of first telephone point from the exchange (in the event of power failure this may provide a
useable line when a powered switchboard system may not work)

= How school will communicate with parents when:
- an emergency happens during the school day

- an emergency happens before or after the school is open, at weekends or in school holidays

« How the school will communicate with companies affected by a school closure or emergency, both
during the school day and outside school hours.

= Numbers of local radio stations and procedure

= What communications procedures are in place between different parts of the school (in a large
school or split-site school)

= Instructions on how to set the school answer phone to answer only and set a pre-recorded message,
both if you are at the school and remotely if the school cannot be accessed
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Appendix 5

Evacuation and shelter plan

This section should include:

e an up-to-date, detailed plan of the school showing evacuation routes and assembly points (this
should include at least one alternative in case the emergency affects the main route or assembly
point)

< information on any different evacuation routes and assembly points to be used in case of a bomb
alert (e.g. assembly points may need to be further away from the building)

= procedure for sheltering (stay indoors, close doors and windows) if this is advised instead of
evacuation

= procedure for lockdown of the school (stay indoors, lock doors, close and cover windows) in case of
an intruder

= information on warning signals for fire alarms, bomb alerts, sheltering and lockdown

< any identified ‘place of safety’ nearby where pupils and staff can be taken if unable to return to the
school for some time - this could be a village hall, leisure centre, community centre or similar — and
how this building is accessed (e.g. keyholders)

= Information on your ‘buddy’ school (contact details, resources, how pupils will get there etc)

< information on how staff will ensure that all pupils and people visiting the site are accounted for —
procedures for use of registers, visitors books etc

= procedure for sending pupils home if the situation becomes prolonged, taking account of the need to
track who has left/been collected.
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Appendix 6
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Appendix 7

Influenza pandemic plan

This section should:

= state who would take the decision to close the school (unless this is stated elsewhere in the plan)

state who will inform the local authority of the school closure

= outline procedures for dealing with a child who shows symptoms of pandemic flu at school (isolate
them from other pupils and arrange for them to be taken home)

= outline systems to minimise the spread of infection if the school stays open during a pandemic (e.g.
hand-washing, disposal of tissues etc)

= outline any procedures/plans to continue the education of pupils remotely (guidance expected
September 2008)
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Appendix 8

Training and exercising

Training record:

Training Title Areas covered Date Attendees

Exercise record:

Brief details of Aspects of plan Actions identified Outcome of

Date exercise tested actions

Emergency Plan - page 24



Emergency Plan for <insert name> school

Appendix 9

Bomb threats and suspect packages

Bomb threat prompt card for reception staff

If you take a telephone call from someone who claims to have information about a bomb:

1. Stay calm

2. Let them finish the message without interruption. Try to record EXACTLY what they say,
especially any codeword they might give.

3. Make a note of:

= the exact time of the call
= the caller’s sex and approximate age

= any accent the person has, or any distinguishing feature about their voice eg speech
impediment, state of drunkenness etc.

= any distinguishable background noise.

4.  When they have finished the message, try to ask as many of the following questions as
you can, being cautious to avoid provoking the caller:

= Where is the bomb?

= What time is it due to go off?

= What kind of bomb is it?

= What does it look like?

< What will cause it to explode?

= Why are you doing this?

< What is your name?

= What is your address?

= What is your telephone number?

5. Dial 1471 - you may get the details of where the phone call was made from, especially
in the case of a hoax caller.

6.  Report the call to the police and the headteacher/nominated deputy immediately. In
the extremely unlikely event that there was a codeword with the message, and the
location of the bomb was given as a location other than the school, follow the same
procedure — report the call immediately to the police, and then notify the headteacher.
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Guidance on suspect packages

The likelihood of a school receiving a postal bomb or suspected biological/chemical package is very low,
however, you should be aware of the immediate steps to be taken if you receive a suspect package or

come into contact with a biological or chemical substance.

Postal bombs or biological/chemical packages may display any of the following signs:

Grease marks or oily stains on the envelope or wrapping

An unusual odour including but not restricted to almonds, ammonia or marzipan

Discolouration, crystals on surface or any powder or powder-like residue on the envelope or wrapping

(suspect biological/chemical threat)

Visible wiring or tin foll

The envelope or package may feel very heavy for its size

The weight distribution may be uneven

Delivery by hand from an unknown source or posted from an unusual place
If a package, it may have excessive wrapping

There may be poor hand writing, spelling or typing

It may be wrongly addressed, or come from an unexpected source

No return address or postmark that does not match return address

There may be too many stamps for the weight of the package

If you suspect that a letter or a package may contain a bomb:

1. Stay calm

2. Put the letter or package down gently and walk away from it
Do not put the letter or package into anything (including water) and do not put
anything on top of it

3. Ask everyone to leave the area (including classes if necessary)

4. Notify the police and the headteacher/nominated deputy immediately

Do not use mobile phones or sound the alarm using the break glass call points

If you suspect that a letter or a package may contain a biological or chemical threat:

1. Stay calm

2. Do not touch the package further or move it to another location

3. Shut windows and doors in the room and leave the room, but keep yourself separate
from others and available for medical examination

4. Notify the headteacher/nominated deputy immediately
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The head teacher/nominated deputy should then:

5. Notify the police immediately on 999

6.  Ensure that any air conditioning system in the building has been turned off, and that all
doors (including internal fire doors) and windows have been closed

7.  Evacuate the building, keeping people away from the contaminated room as far as
possible

8. Keep all persons exposed to the material separate from others and available for
medical attention

9. If anyone is experiencing symptoms of chemical exposure (e.g. streaming eyes, coughs
and irritated skin) seek medical attention immediately

If anyone believes they have been exposed to biological/chemical material, they should be encouraged to:

= remain calm
= do not touch eyes, nose or any other part of the body
= wash your hands in ordinary soap where facilities are provided
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Appendix 10

Emergency arrangements for other services
using the school site

Use this section to record any separate emergency procedures for other services using the site (e.g. Sure
Start, play schemes, after-school clubs etc) or any additional arrangements relating to extended services at
the school. You may need to create additional appendices if there are several other services using the

school site.

Consider whether it is necessary to add extra points to the action checklists in the main body of the plan to
ensure that these procedures are integrated into the school’s emergency response.
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Appendix 11

Log keeping

Basic principles

Notes must be contemporaneous or made as soon as reasonably practicable after the
incident (that is, within 24 hours).

They must also be:

Clear

Intelligible and
Accurate

What to use to record your log

Hardback book
Numbered pages
Bound so that pages cannot easily be removed (i.e. not ring or spiral bound)

Ideally a specially produced ‘official log book’, but any book conforming to the above specifications
would do.

Use permanent black ink

How to write the log

Note all relevant facts
In chronological order

Stick to the FACTS - do not include any assumptions (if you are noting down assumptions to show
your reasoning for making a decision, make this clear)

Note down non-verbal communication as well as what is said

If you make a mistake, cross it out with a single line like this so that what is underneath is still visible,
and initial it

Do not tear pages out

Do not leave blank spaces — or if you do, rule them out with a line

Do not overwrite — if you make a mistake, cross it out, initial it and start again

Do not leave large blank spaces between words or between entries

Do not write between lines

Do not write in the margins (except for dates, times or initials)

Do not use correction fluid

Unused space after the end of a series of entries should be ruled through with a ‘Z’ then signed in
full, dated and timed

Record important statements, questions, comments and answers in direct speech
Sign, date and time each series of entries at their close
Make a note of the time the log began and ended
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Record where the log was made

Check the log for mistakes immediately afterwards — if a mistake is found it should be crossed out in
red ink, and an alphabet notation should cross refer to the corrected entry which should be made on
the next available page, signed, dated and timed.

Use plain language and as best you can correct grammatical English
Avoid approximations and abbreviations
Do not miss out key words

Do not use arrows or dashes
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