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Definition of a school emergency that would require the plan to be implemented

‘An event or events – usually sudden, which involve the experience of significant personal distress to a level which potentially overwhelms normal responses and procedures and which is likely to have significant emotional and organisational consequences’.
Aims of the plan 
· To create an awareness of the need for planned arrangements to be made

· To provide reassurance of the practical help that is available from the local  authority and other agencies, at short notice

· To recommend the need for each school to develop complementary emergency arrangements, in line with the enclosed draft plan

· To pass on advice based upon previous experiences 

· To give guidance on other sources of information and help

Scope of the plan 

· In school
· A deliberate act of violence, such as a knifing or use of firearm involving a  

pupil, parent, visitor or intruder.

· A fire or  explosion at school

· A pupil or member of staff  being taken hostage

· The destruction or serious vandalism of part of the school

Outside school
· The death of a pupil or member of staff through natural causes or accidents  that provokes an emotional reaction beyond that in which the school is able to function as usual.

· A transport-related accident involving pupils and / or members of staff

· A more widespread disaster in the community

· Death or injuries on school journeys or excursions

· Civil disturbances & terrorism 

Any incident must be viewed in the context of a school for pupils with complex learning difficulties. Sadly there are occasions when pupils have died suddenly as a consequence of their medical condition. For the purpose of this plan such occasions may not be deemed an emergency that results in the plan being activated whether the death was within or outside school. 

The School Emergency Management Team
The School Emergency Management Team (SEMT) at Foxfield consists of the following:

The Senior Management Team:

Head teacher – Martin McKenna
    Deputy Head teacher – Rebecca McBride
Deputy Head teacher – Paul Howley

Head of Key Stages 3 – Andrew McAteer
Head of Key Stages 4 – Rebecca McBride
Head of post 16 – Emma Wall
AR & R Leader – Ian Harwood
Specialist School Nurse – Michelle Drake
School Office Manager - Karen Williams 
School Accounts Clerk - Nicola Wallace
School Caretakers - Colin Ashton and Ian Shinn
    These staff will be supported by 

Chair of Governors – Keith Martingell 

Vice Chair of Governors – Eileen Heaton - Brook
While this team is quite large the actual involvement and role of each member will depend on the incident and action required. One can also not rule out the possibility that one or more team members may be directly involved in the incident, or cannot be contacted in the case of incidents outside the school day. 

The number of team members who would become involved following an incident and their specific role and responsibilities will be decided by the Team Leader. This would normally be the Head teacher or in his absence the Deputy Head teacher.
The SEMT will work in conjunction with the Local Authority Support Team 

Overriding responsibility of the Support Team

In the event of any major incident the needs of the pupils must continue to be the first priority. Despite the personal distress experienced by staff, it is the responsibility of the School Emergency Management Team (SEMT) to ensure that the pupils (who may or may not be aware of, or understand the significance of, the emergency) have their needs met as far as is possible until such time as appropriate alternative support or provision is obtained.   

School Emergency Management Team Pack 

All members of the SEMT will be issued with a pack containing:

· A copy of the School Emergency Management Plan – including logs for     

· recording description of incident; action taken; telephone conversations  

· contact telephone numbers

· an identification badge

· a list of pupils names, addresses, telephone numbers, next of kin,  

emergency telephone numbers

Team members should keep these packs at home, and ensure that the information in them is regularly updated. In the event of an emergency they may be asked to undertake certain duties from home, e.g. making telephone calls, and need not necessarily come in to school. Where they are asked to come in to school they should try to remember to bring their packs with them, although a few spares will be kept in school.                                                                     
The ‘Local Authority Support Team’

In the event of a school-related emergency, the following steps are taken: 

INCIDENT OCCURS

Contact the school (0151 641 8810) and inform the Head teacher, or failing that one of the Deputies who will then put the School Emergency Management Plan into action

Out of hours: Headteacher (0151 606 8242 or 07752031938) or Deputy (07758942348, or 0151 639 0567)


HEADTEACHER OR NOMINEE RINGS:

A - Directors No.- office hours (0151 666 4288)      

Or out of office hours ring Emergency Line at Central Control (0151 666 5262) requesting LA help

B – Chair of Governors (0151 639 9762)


Out of office hours – Central Control will contact a designated Senior Officer from the LA 
EMERGENCY SUPPORT TEAM


The Senior Officer will:

· Establish contact with the Head teacher or Nominee

· Activate “First Response Officers”, as per contact list, to attend the school 

      (e.g. Wirral Community Patrol, PR officer) and an LEA Team Coordinator


LA TEAM COORDINATOR
            SENIOR OFFICER


HEADTEACHER OR 











NOMINEE

1. Puts Support Team Officers 
1.Assist and advise


1. Nominates on-site

    on standby

                          Head teacher or Nominee
               coordinator

2. Attends site


            2.Determines full needs

2. Identifies on-site facilities

3. Mobilises Support Team 
            3.Takes action accordingly
            3. Mobilises SEMT as 

    Officers as required 





          
    appropriate
Emergency Action to be taken

In the event of an incident the following action will be taken:

The Head teacher (or Nominee) takes responsibility for the situation and implements the emergency action plan

The Head teacher will normally act as the leader of the SEMT and will delegate roles and responsibilities to other members. Where the Head teacher is unavailable this responsibility will pass to the Deputy Head teacher. 
Should both the Head and Deputy be unavailable this responsibility will pass to  the first senior teacher to be contacted. They will then contact the LEA support team immediately to explain the situation and clarify who will manage the emergency action. 

Stage 1 - Initial actions

All members of the team will have to:

· open and continue to maintain a personal log of all factual information received, actions taken and the time of those events, using a copy of the  ACTION LOG (see Appendix  3).
· make every attempt to clarify exactly what has happened. Record the information about the incident they have been given on the INCIDENT DESCRIPTION FORM (see Appendix 6). Read back their description to the person who informed them to ensure accuracy and note the time this information was given. Update this account as more information becomes available.

· consider whether Incident requires involvement of ‘Local Authority Support Team’  

NB It is requested that initial contact is always made with the Local Authority in emergencies in case they have wider significance.

· and if so, contact one of the single point contact numbers listed on page 3.  Establish whom they will contact. Check this includes the Council member for education and lifelong learning. .

The time of the incident

If during term time school opening hours
· Unless there is overwhelming pressure, avoid closing the school & endeavour to maintain normal routines & timetables. Consider the ongoing needs of the pupils in this situation and the practicalities of transporting the pupils to their homes. This would need to be discussed with the LA transport section. (See evacuation procedures in Fire Policy)
If outside term time (or outside school hours)

· Arrange for the Caretaker to open certain parts of the school, as appropriate, and to be  available (and responsive to requests)

· Arrange immediate administrative support from the school clerks 

· Consider the use of different parts of the school for different purposes. 
· Think about what to wear when going into school, in case unavoidably drawn into a TV Interview. See Appendix 2 about dealing with the media.

· If the Incident does attract Media attention, the team are likely to be inundated with requests for interviews and statements.  Try to postpone Media comment until after the Local Authority PR officer arrives (who will be part of the ‘Local Authority Support Team’). If this cannot be done, see Appendix 2 for some key points to remember                    
NB: Should the names of those who may have been involved in the Incident be known, it is especially important that these ARE NOT RELEASED OR CONFIRMED to anyone, before these identities are formally agreed and parents are informed. 

· If deputising for the Head teacher, try if possible to contact and brief him.
· Inform Chair of Governors of the Incident and, if appropriate, of the involvement of ‘Local Authority Support Team’ and that they should standby to be available for interview by the Media

· Be prepared to receive many telephone calls

· Recognise the relevance of multi-cultural and multi-faith factors in the response.

· Call in the designated staff members to form  the ‘School Emergency Management Team’, 

     and nominate one as an On-Site Coordinator to oversee that team on your behalf
· Close down the school website as this contains details of the school and images that we would not wish to be in the public domain at this time – guidance on how to do this is in school and is included within the appendix

Stage 2 - Once Established: 

Having appointed an On-Site Coordinator brief that person to oversee the following-

· If the ‘Local Authority Support Team’ is being activated,  arrangements for On Site facilities for the Team

· Establishing the School Office area as the MAIN INCIDENT CENTRE
· Agreeing appropriate identification of staff by using badges / fobs
· Nominating a team member to man the main entrance door to the school, and the pupil entrance door. All other entrances should be kept locked.
· The gates to the car park should be disabled to prevent unauthorised entry
· The identification of Local Authority Support Team officers.

· Setting up arrangements to manage visitors and arranging for their names to be recorded on the school INVENTORY electronic signing in system
· Setting up arrangements to enable accurate information to flow into and out of the school and for telephone calls, by ensuring :-
· sufficient help is available to answer the many calls that could be received (The Local Authority Support Team will be able to assist with a ‘Help-Line’)

· staff maintain records of calls received in their individual Telephone Logs (see appendix 5)

· brief, but up-to-date prepared statements are available to staff answering    the telephones
· media calls are directed to the LA’s PR officer
· care is taken when answering telephone calls
· an independent telephone is made available for outgoing calls only. 
· the Fax machine in school can be used for this purpose, and it can be switched to incoming fax when not in use to stop incoming calls. 
· a mobile   ‘phone can be useful - but remember that messages can be readily intercepted

· additionally staff are reminded that some calls could be bogus

· that  all staff are informed.(see below)

· how colleagues are coping

· arrangements for all pupils to be told, in simple terms, at an early stage (ideally in small groups and initially by class teachers, wherever possible)

· briefing the SEMT to discourage staff  from speaking to the Media

· arranging, if appropriate, for Team members to each have a copy of the Next-of-Kin List

NB

Under no circumstances are Foxfield pupils to be exposed to the media, including the sharing of pupil photographs, work etc. Closing the school website will also reduce the likelihood of unwanted intrusions. 
Informing Staff and Governors:

In the event of an incident during the school day the full staff will be called together at the first opportunity to be given the appropriate details about the incident. Subsequent briefings may be arranged, if necessary, for later the same day or on subsequent days.

Where the incident occurs outside normal school hours, it may be unnecessary to call all staff and/or governors into school to inform them. They may be informed over the telephone by a member of the SEMT. Where this happens staff and governors must remember:

· that a member of the SEMT will telephone each member of staff , both teaching, non- teaching and governors as soon as possible after the event. The Team leader, usually the Head teacher will ask SEMT members to telephone a specific group of staff or governors in order to get the information out as soon as possible

· that a member of the SEMT will be passing on the information that they have been given by the Team Leader as noted on their INCIDENT DESCRIPTION FORM. This will ensure accuracy and consistency in the information given out. 

· whilst there is a temptation to then telephone work mates, this may delay the call from the SEMT member who is trying to reach them. 

· that confidentiality must be respected at all times and staff and governors should not speak to the press under any circumstances unless specifically instructed to do so. All media involvement will be managed by the SEMT and PR officers who are part of the LEA support team.

Informing Parents:

· If pupils are involved, the contacting of parents will be an important early task (Remember if it is a major Incident, the parents may well have already heard).  It may be appropriate to ask the parents to come to the school for a briefing and support. This will need to be done with the utmost care.
· Maintain regular contact with parents

· If the incident is away from school, seek Police advice whether parents should travel to the scene, or whether children should be taken home

SEMT members role  once the Emergency Action Plan has been established:

· Remember to have regular breaks and advise others to do so 

· Maintain regular contact with staff (classroom and support staff). Make a point of seeing that all staff involved know each other’s roles & responsibilities

· Always try to think of something positive to say to staff & respond positively to ideas and suggestions

· Be available to see staff when required. 

· Remember some members of staff may be so affected that they will not be able to help in supporting children. 

· Recognise also that if the burden of dealing with the situation falls disproportionately on a small number of staff, they too could need professional support

· If Incident is away from school, try to dissuade shocked staff from driving parents to the scene 

Local Authority Support Team:

Maintain liaison with ‘Local Authority Support Team’ Senior Officer for duration of Incident
Evacuation of school premises

In the event of an emergency that requires the evacuation of the building during the school day this should be undertaken in accordance with the procedures outlined in the ‘Fire safety’ policy contained within the staff handbooks. All pupils and visitors in the building will be directed to the nearest appropriate emergency exit, all of which are clearly sign posted.

Upon evacuation the registers will be used to check that everyone is accounted for and that the building is clear. As a part of this procedure the emergency services   and the LEA emergency contact number will be called. The LEA should also be notified that the Community Patrol service will have to arrange appropriate transport to evacuate the school site and to take the pupils home.

If transport cannot be arranged to take the pupils off site quickly then the SEMT should consider if there is a need to evacuate the school site on foot. If so then pupils should be escorted in a safe and orderly manner to the Woodchurch High School via the paths and gated access.
Stage 3 - Period following the close of the           

Incident 

· When appropriate, seek advice from ‘Local Authority Support Team’ and local clergy  on holding special assemblies / funeral / memorial services

· SEMT leader to collect in all INCIDENT RECORD DOCUMENTS, ACTION LOGS AND TELEPHONE LOGS from SEMT members

· Prepare joint report, with named Senior Officer, for Director of Education

· Arrange for a member of staff to make contact with any pupils either at home or in hospital

· Make sensitive arrangements for the return to school (as appropriate) in negotiation with the LEA. 

Stage 4 – Longer Term Issues

The effects of some Incidents can continue for years. Thought will need to be given to-
· Working with staff to continue to monitor pupils informally

· Clarifying procedures for referring pupils for individual help

· Being aware that some Staff may also need help in the longer term

· Recognising and if appropriate, marking anniversaries 
· Remembering to make any new staff aware of which pupils were affected and how they were affected
· Remembering that legal processes, inquiries and even news stories may bring back distressing memories and cause temporary upset within the school

· Remembering that if the incident does attract Media attention, it is likely that interest will continue for many weeks                                                         
Roles and Responsibilities

The On-Site Co-ordinator - Emergency Action List 

Stage 1 - Initial actions:
· Obtain full facts of Incident from Head teacher or other relevant person and write them down checking details for accuracy.

· Open, and continue to maintain a personal log of information received, actions taken , telephone calls and the times of these events

· Liaise with Headteacher & arrange On-Site facilities for ‘Local Authority Support Team’

· Arrange to contact other nominated members of the ‘SEMT’

· Arrange for admin. assistance (ideally from the school) to support the Teams. 

     (NB. if coming from home, remind them to bring any keys they may need)

· Inform LA Support Team Co-ordinator on arrival of factual information of the Incident.

Stage 2 - Once Established: 

Expect early briefing from Head teacher (or nominee) re-
· arrangements for On-Site facilities to be made should the ‘Local Authority Support Team’ be activated,

· setting  up arrangements to manage visitors:

· delegating a person to man each entrance that is used

· -setting aside rooms (for media queuing and interviews)

· -arranging for their names to be recorded in visitors book

· setting up arrangements to enable accurate information to flow into and out of the school and for telephone calls, by ensuring-

· management of telephone calls,

· brief up-to-date prepared statements are available to staff answering telephones

· -staff maintain records of calls received 

· -media calls are directed to the Local Authority’s PR officer

· -care is taken when answering telephone calls

· the Fax telephone to be used for  outgoing calls only - a mobile phone can also be useful but remember such messages can be readily intercepted

· reminding staff that some telephone calls could be bogus 

· ensuring Team discourages staff and pupils from speaking to the Media
· establishing with Team Co-ordinator, areas of need. 

· assisting in the preparation of statement which can be used to help those dealing with telephone calls

· keeping Head teacher fully informed.

· joint organisation & management of Team with ‘Local Authority Support Team’ Co-ordinator throughout the Incident

· assisting On Site Coordinator to debrief ‘LA Support Team’ members each evening

Stage 3 - Period following the Close of the Incident 

With ‘Local Authority Support Team’ Co-ordinator, assist with debriefs 

Other members of then School Emergency Management Team- Emergency Action List 
Stage 1 - Initial actions

· Obtain full facts of Incident from Headteacher or other relevant person and record these

· Open and continue to maintain a personal log of information received, actions taken, telephone calls  and the times of these events

Assist, where appropriate, in assessing the emotional needs of staff and pupils 

· Co-ordinate rapid action to sensitively inform staff and pupils and provide appropriate support

· Assist class teachers who will undertake classroom briefings

Arrange special groups for very distressed pupils

Stage 2 -Once Established: 

· Under guidance from School On-Site Co-ordinator, assist the Headteacher (or nominee) 

· Work with LA Support Team, the Head teacher (or nominee) and School On-Site Co-ordinator, as directed

Stage 3 - Period following the Close of the Incident 

· As above

Administrative Assistants - Emergency Action List
Stage 1 - Initial actions

· Obtain full facts of Incident from Headteacher or nominee
· Open, and continue to maintain, a personal log of information received, actions taken, telephone calls and the times of these events

If coming in from home, remember to bring useful items, such as any keys needed, and SEMT pack

Stage 2 - Once Established: 

· Under guidance from School On-Site Co-ordinator, assist the Headteacher (or nominee) 

Work with LA Support Team, the Headteacher (or nominee) 

· and School On-Site Co-ordinator, as directed

· Remember the school office is likely to be the first point of contact for visitors, so exercise caution in making comments

· Concerning incoming telephone calls:
-take special care when answering telephone calls early on 

-maintain a record of calls received

-only give out information from prepared statements that will be made available
-remember that some calls could be bogus

Stage 3 - Period following the Close of the Incident 

Assist the Headteacher in compiling all of the logs of the incident and subsequent action taken by the members of the SEMT                                       
APPENDIX 1  

STAFF TELEPHONE NUMBERS

THE SCHOOL EMERGENCY MANAGEMENT TEAM:

HEADTEACHER:

MARTIN McKENNA      07715332346
DEPUTY HEADTEACHERS:
REBECCA McBRIDE   200 3275 or 07717442754
PAUL HOWLEY       639 0567 or 07786312341
SENIOR LEADERSHIP TEAM:

IAN HARWOOD           608 0199 or 07966410974
REBECCA McBRIDE   200 3275 or 07717442754
ANDREW McATEER   07865399019
EMMA WALL               07841692023
MICHELLE IJEWSKY  677 2009 or 07813583856
         
SPECIALIST SCHOOL NURSE:
MICHELLE DRAKE                     0151 641 8810
OFFICE MANAGER: 
KAREN WILLIAMS   630 4417 or 07740352484
CARETAKER:
IAN SHINN
         522 0582 or 07753 265693             
COLIN ASHTON      721 3910 or 07712 414420
EACH MEMBER OF THE SEMT  WILL ALSO KEEP WITH THEIR  EMERGENCY MANAGEMENT PLAN :

1) AN UP TO DATE LIST OF THE TELEPHONE NUMBERS OF ALL STAFF AND GOVERNORS 

2) AN UP TO DATE LIST OF THE TELEPHONE NUMBERS OF ALL  GOVERNORS

3) A UP TO DATE LIST OF PUPILS NAMES, ADDRESSES, TELEPHONE NUMBERS, NEXT OF KIN,  EMERGENCY TELEPHONE NUMBERS

APPENDIX 2

Working with the  media following an incident

The majority of major incidents and emergencies involving children or schools attract media attention. In responding to the media attention there are a few key points that must be remembered:

a. The LEA support team will contain a PR officer who will be able to give advice and support at the earliest opportunity.

b. Journalists have a job to do – while we must continue to behave in a professional manner at all times we cannot prevent these people from doing their job as best they can. We can however try to work with them to enable the situation to be managed in a way that causes everyone involved the minimum distress.

c. Confidentiality and privacy are our prime concerns. Pupils, staff and their families must be protected from intrusions of privacy, exploitation and unnecessary publicity.

d. At all times be aware that you are representing the school and behave in a suitably professional manner. 

In responding to the demands of  the media for interviews and statements note the following:

i) The Head teacher or nominee, will as team leader negotiate with the LEA PR officer to nominate a person (either a Governor or member of staff) who can be called upon to assist in responding to the Media. 

NB:
All staff and Governors should be made aware of this nomination and adhere to this arrangement, in the event of receiving an approach from the Media.
ii)  All other Staff should be instructed not to: 


give interviews make comments; pass, or draw attention to, any relevant written or printed material In the early stages of an Incident, they should direct any requests to the Headteacher (or their Nominee), until the arrival of the Authority’s Press & PR support.

Press briefings

Until such time as the Local Authority PR team advise otherwise all statements to the media will be avoided. Only if necessary will any information be given and this will be in the form of a brief written statement.

· This can if necessary avoid details but indicate that a formal statement will be issued a  later time

· It will be issued by the Head teacher or his nominee.

· The reader will be the Head teacher or someone nominated by him.

· At the initial stage the reader must refuse to answer press questions. – you can explain that an interview will be given at the appropriate time.

Media Interviews

At some point a formal interview may be necessary. At this time remember the following:

· Have another person with you, if possible, to monitor the interview
· If possible, agree an interview format i.e. establish what the interviewer wants to ask

· Be prepared to think on your feet, but try to decide beforehand what you want to say.  Don’t    

· read it out.

· Remember you could be quoted on anything you say to a journalist, even if it isn’t part of the 

· formal interview

· Be prepared to say you can’t comment. 

· Don’t over-elaborate your answers

· Refuse requests for photos or schoolwork of children / staff involved

· Try to keep a grip on your emotions during interviews-especially if it’s TV.

· Most journalists are responsible, but check where interview / camera team go, when interview  is over
Contacting the media

In some instances the school may wish to contact the media regarding an incident. For example the SEMT may wish to try and get local radio stations to notify parents that the school is closed. In the event that the media are to be approached then if at all possible the Local Authority press officer will be available to advise on exactly who to contact and what should be said. 

Passwords

The local media operate a password system to prevent bogus reports regarding schools. To confirm the validity of a call the majority of radio and TV networks will ask for the schools details including the school number. This is the official DfES number which in Foxfield’s case is: 344/7004
 APPENDIX 3

INCIDENT ACTION LOG FORM

NB. It is most important that you record your actions during the course of the emergency.  

	Date / Time
	From 
	To
	Action taken
	        Other people involved

	
	
	
	
	


APPENDIX 4

CONTACT LIST

	ORGANISATION OR

SPECIALISING

OFFICIAL
	NAME
	TELEPHONE NUMBER

	LEA support team:

Wirral Education Department:

Merseyside Police:

Community Police:

	Office hours

Out of hours 

Hamilton Building – general enquiries

Moreton Station

Transport police

Bebington

Arrowe Park Hospital

Clatterbridge Hospital

Wirral Social Services Emergency Duty Team out of hours service

Community Patrol

Willow Tree

Martin McKenna -  Mobile

Paul Howley  -  Home

-  Mobile

Rebecca McBride  - Home

       -  Mobile

Senior Management Team

Ian Harwood - Home

-  Mobile

Michelle Ijewsky - Home
               - Mobile

Emma Wall
Andrew McAteer

Chair of Governors
Keith Martingell – Home


	0151-666 4288

0151-666 5003

0151 606 2000
0151-709 6010

0151709 8292

777 2340

678 5111

334 4000

652 4991

0151 666 5262 opt 5

606 6801

07715332346
639 0567
077548942348
608 0199 

07966410974

670 0744  

07833664584
639 9762
07909632652

07841692023
07865399019
0151 639 9762


APPENDIX 5
SCHOOL EMERGENCY MANAGEMENT TELEPHONE LOG

All telephone calls to be logged following a major incident. When speaking to someone on the phone remember the following:

· Do not give out any information without prior approval of the Head teacher.

· Some telephone calls can be intercepted and so show appropriate caution.

· Do not assume the caller is who they say they are. 

· Confidentiality and the need to protect pupils, staff and their families  must always be the primary concern. 

· If in doubt refer the caller to the incident centre which will probably be at school.(Details of alternative arrangements will be given) 

· Keep all logs as a record – they will be requested later.

	DATE
	TIME
	                            NATURE OF CALL – 

NOTE  THE NAME & NUMBER OF THE CALLER

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	DATE
	TIME
	                        NATURE OF CALL – 

NOTE THE NAME AND NUMBER OF THE CALLER

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	













APPENDIX 6

INCIDENT DESCRIPTION LOG

When members of the School Emergency Management Team are given information about the incident, and the action to be taken, they should record this. As further information and instructions are given this log should be updated. To ensure accuracy this information should be read back and checked with the informant  after it has been given. All logs will be collected in at a later date .

	DETAILS OF THE INCIDENT AND ACTION TAKEN
	TIME INFO. GIVEN

	
	


APPENDIX 7     

                               BUSINESS CONTINUITY PLAN

Purpose of the Business Continuity Phase

The purpose of the business continuity phase of your response is to ensure that critical functions are resumed as quickly as possible and/or continue to be delivered during any disruption.  This may involve activating one or more of your business continuity strategies to enable alternative ways of working.  During an incident it is unlikely that you will have all of your resources available to you, it is therefore likely that some ‘non critical’ functions may need to be suspended at this time.
Critical Function Analysis and Recovery Resources
	Function Details


	Resource Requirements

	
	Critical Function
	MTPD
	RTO
	Minimum Service Level
	Staff
	Data/

Systems
	Premises
	Equipment

	1
	Deliver a timetable of education for all Key Stages
	7 days
	1 day
	Minimum of 2 qualified staff per class with key resources
	Minimum of TA3 standard per class
	N/A
	Heated room with access to water and toilet facilities
	Tables / chairs / learning resources

	2
	Maintain Attendance Records
	7 Days
	1 day
	Maintain paper records
	1 trained member of staff
	N/A
	N/A
	Paper record sheets

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Strategies for Continuity of Services

	
	Arrangements to manage a loss or shortage of Staff or skills


	Further Information

(e.g. Key contacts, details of arrangements, checklists)

	a. 
	Use of temporary staff e.g. Supply Teachers, Office Staff etc.
	Use known staff from Connex supply agency and others if necessary

	b. 
	Multi-skilling and cross-training to ensure staff are capable of undertaking different roles and responsibilities, this may involve identifying deputies, job shadowing, succession planning and handover periods for planned (already known) staff absence e.g. maternity leave.
	Continual and on – going succession planning for contingency in the event of an emergency

	c. 
	Using different ways of working to allow for reduced workforce, this may include:

· Larger class sizes.

· Use of Teaching Assistants, Student Teachers, Learning Mentors etc.

· Virtual Learning Environment opportunities.

· Pre-prepared educational materials that allow for independent learning.

· Team activities and sports to accommodate larger numbers of pupils at once.
	May need to amalgamate certain classes

	d. 
	Using mutual support agreements with other Schools: emergency secondments.
	Woodchurch High

	e. 
	Ensuring Staff management issues are considered i.e. managing attendance policies, job description flexibility and contractual requirements etc.
	

	f.
	As a last resort, providing a child-minding (rather than educational) service using the above volunteers and remaining staff (to less impact on local and wider economy).
	Use ‘holding activities’ if necessary

	
	Arrangements to manage loss of technology / communication / data / power


	Further Information

(e.g. Key contacts, details of arrangements, checklists)

	a. 
	Back–ups of key school data e.g. CD or Memory Stick back–ups, photocopies stored on and off site, mirrored servers etc.
	

	b. 
	Reverting to paper-based systems e.g. paper registers, whiteboards etc.
	

	c. 
	Flexible lesson plans.
	

	d. 
	Emergency generator e.g. Uninterruptible Power Supply (UPS).
	

	e. 
	Contact the utility company responsible or appropriate repair contractor. 
	


	f. 
	Emergency lighting. 
	

	
	Arrangements to manage denial of access to your premises or loss of utilities


	Further Information

(e.g. Key contacts, details of arrangements, checklists)

	a. 
	Using mutual support agreements with other Schools.
	Woodchurch High

	b. 
	Pre-agreed arrangements with other premises in the community i.e. Libraries, Leisure Centres, Colleges, University premises.
	Woodchurch High

	c. 
	Virtual Learning Environment opportunities.
	

	d. 
	Localising the incident e.g. isolating the problem and utilising different sites or areas within the school premises portfolio.
	

	e. 
	Off-site activities e.g. swimming, physical activities, school trips.
	

	f.
	Stagger lessons across break times and lunch to maximise use of available space, and extend the school day to expand the time available in classrooms.


	

	g.
	Arrangements to mitigate the loss of key suppliers, third parties or partners


	

	a. 
	Pre-identified alternative suppliers.
	

	b. 
	Ensuring all external providers have business continuity plans in place as part of contract terms.
	

	c. 
	Insurance cover.
	

	d. 
	Using mutual support agreements with other schools.
	


APPENDIX 8

RECOVERY AND RESUMPTION
Purpose of the Recovery and Resumption Phase
The purpose of the recovery and resumption phase is to resume ‘business as usual’ working practises for the school as quickly as possible.  Where the impact of the incident is prolonged, ‘normal’ operations may need to be delivered under new circumstances e.g. from a different location.

Recovery and Resumption Actions
	
	ACTION
	FUTHER INFO/DETAILS
	ACTIONED? (tick/cross as appropriate)

	1. 
	Agree and plan the actions required to enable recovery and resumption of normal working practises.
	Agreed actions will be detailed in an action plan and set against timescales with responsibility for completion clearly indicated.
	 FORMCHECKBOX 


	2. 
	Respond to any ongoing and long term support needs of staff and pupils.
	Depending on the nature of the incident, the School Emergency Management Team may need to consider the use of Counselling Services. 
	 FORMCHECKBOX 


	3. 
	Once recovery and resumption actions are complete, communicate the return to ‘business as usual’.


	Ensure all staff are aware that the SEMBCP is no longer in effect. 

Senior managers are responsible for contacting specific class teachers who will then cascade information to their classroom staff
	 FORMCHECKBOX 


	4. 
	Carry out a ‘debrief’ of the incident with staff (and possibly with pupils).

Complete a report to document opportunities for improvement and any lessons learnt.
	The incident de-brief report should be reviewed by all members of the School Emergency Management Team to ensure key actions resulting from the incident are implemented within designated timescales.  Governors may also have a role in monitoring progress in completing agreed actions to further develop the resilience of the school.
	 FORMCHECKBOX 


	5. 
	Review this SEMBCP in light of lessons learnt from incident and the response to it.
	Implement recommendations for improvement and update this Plan.  Ensure any revised versions of the Plan are read by all members of the SEMT.
	 FORMCHECKBOX 



APPENDIX 9

Site Information

	Utility Supplies


	Location
	Notes/instructions

	Gas


	Meters front of school
	

	Water


	Meters front of school
	

	Electricity



	Boiler Room

Site Substation
	

	Heating


	Boiler Room
	

	Internal Hazards


	Location
	

	Asbestos


	N/A
	

	Chemical Store (s)


	Caretakers Room
	

	Pre-designated areas


	Location
	

	SEMT briefing area


	Woodchurch High Meeting Room
	

	Media briefing area


	Woodchurch High Meeting Room
	


APPENDIX 10  

Evacuation of site

	Signals



	Signal for fire evacuation
	Sound Fire Alarm

	Signal for bomb evacuation
	Sound Fire Alarm

	Signal for all-clear
	Silence Fire Alarm

	Assembly points - fire evacuation



	Fire evacuation assembly point A
	Minibus Pen

	Fire evacuation assembly point B
	As above

	Assembly points - bomb evacuation



	Bomb evacuation assembly point A
	As above

	Bomb evacuation assembly point B
	As above


If the school has been evacuated and pupils are not able to return to school (or go home) it may be possible to relocate temporarily to another building (e.g. buddy school).

	Pre-identified buddy school / place of safety / rest centre



	Name of premise


	Woodchurch High School

	Type of premise


	Secondary School

	Contact name and details of key holder(s)
	Mrs. Rebekah Philips (Headteacher)

	Address


	Carr Bridge Road, Woodchurch

	Directions / map


	Next door

	Est. travel time (walking, with pupils)


	5 minutes (max)

	Est. travel time (by coach, with pupils)
	N/A

	Capacity (inc. sleeping)


	N/A

	Facilities / resources


	School resources


APPENDIX 11

Rest Centre
Woodchurch High School is a designated rest centre.

Activation arrangements


Key Holders – Contact Details

	Name & Title
	24hr Telephone Contact
	Email
	Address

	COLIN ASHTON
	07971641697
	cashton@foxfieldschool.co.uk
	N/A

	IAN SHINN
	522 0582 or 07753 265693
	N/A
	N/A

	MARTIN McKENNA
	07752031938
	headteacher@foxfieldschool.co.uk
	N/A

	BECKY McBRIDE
	07717442754
	beckymcbride@foxfieldschool.co.uk
	N/A

	PAUL HOWLEY
	07786312341
	pdhowley@foxfieldschool.co.uk
	N/A


APPENDIX 12
Covid 19

Please see risk assessments on front page of web Site which is continually being updated to suit current climate advice and conditions.
Emergency Management and Business Continuity Plan 2020





Incident Occurs








Wirral Borough Council select an appropriate designated rest centre








Emergency Planning Duty Officer contacts the school’s designated key holder 





Where a school is to be used as a rest centre, WBC Education, Learning and Skills will be consulted and formally requested to assist its opening and operation
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