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Incident Response Activation

Incident Activation

Start and Maintain

Incident Log
(Page 2)

A

Emergency or
Disruption?
(Use Page 11 if unsure)

’

;

EMERGENCY

DISRUPTION

Complete relevant emergency scenario
aide-memoire or adapt as appropriate.

Business continuity aspects are also

Complete relevant business continuity
scenario aide-memoire from list below
or adapt as appropriate.

considered.

8. | Unplanned Loss or Page 40
1. | Unplanned School Closure Page 21 Shortage of Key Staff
2. Dea.th or Serious Injury to a Page 24 9. | Denial of Access Page 41

Pupil or Staff
3. | Outbreak of Disease Page 26 10. | Failure of Technology or Page 42
Loss of Data

4. | Emergency Safeguarding Page 28 11. | Loss of Key Suppliers, Page 43
5. | School Trip Incident Page 30 Partners or Third Parties
6 | Fire or Flood Page 34 o

12. | Loss of Utilities Page 44
7 | Bomb Threat Page 36

v
End of Incident Phase

v

Go to SECTION 3 — Recovery

(Page 46)

Phase




Incident Log

Incident Name:

Sheet Number:

Date

Time

Contact Details
(incoming/outgoi
ng)

Information (received/given)

Actions (to be taken)

Complete?
(Date/Time

Person
Responsible




Incident Name:

Sheet Number:

Date

Time

Contact Details
(incoming/outgoi
ng)

Information (received/given)

Actions (to be taken)

Complete?
(Date/Time)

Person
Responsible




Emergency Contacts Sheet

Local Authority Contacts

Office Hours/Out of Office Hours

Number

Children’s Services Office Hours See Contact Directory
Out of Office Hours 01922 650000
Child Safeguarding Office Hours See Contact Directory

Out of Office Hours

01922 650000

Environmental Health

Office Hours
Out of Office Hours

01922 653023
01922 650000

Educational Psychologists

Office Hours Only
Out of Office Hours

See Contact Directory
01922 650000

Health and Safety

Office Hours Only
Out of Office Hours

See Contact Directory
01922 650000

Property Services

Office Hours
Out of Office Hours

01922 655723
01922 650000

Public Health

Office Hours
Out of Office Hours

01922 653737
01922 650000

Public Relations and
Communications Unit

Office Hours
Out of Office Hours

01922 650879
01922 650000

Resilience Unit Office Hours 01922 652026
Out of Office Hours 01922 650000
Risk and Insurance Office Hours 01922 650543

Out of Office Hours

01922 650000

School Leads

Chair of Governors

David Lomax

07704 703118

Headteacher Krissi Carter 01922 211292
Deputy/Assistant Jessika Karchud/ Hannah Tynegate/ 01922 211292
Headteachers Rian Holloway
School Key Holders
Headteacher Krissi Carter 01922 211292/
07951 149095
Acting Deputy Headteacher | Jessika Karchud MS Teams
Assistant Headteachers Rian Holloway/Hannah Tynegate 01922 211292/
07817 213629/
07807 343091
Site/Facilities Manager Sebastian Kearns 01922 211292/
07794 598384
Site Support Assistant Sebastian Kearns, Wayne Aldridge 01922 211292/
07725 747444
Cleaners - Solo Tracey Hateley (The Goldmine and 07525 286281

Davis Centre)

Cleaner — Solo

Elaine Wallis (Davis Centre)

07890 085959



https://go.walsall.gov.uk/education_directory
https://go.walsall.gov.uk/education_directory
https://go.walsall.gov.uk/education_directory

School Incident Management Team Members

Headteacher Krissi Carter Incident Team Lead
Headteacher Krissi Carter Log Keeper
Headteacher Krissi Carter Business Continuity

Lead

Headteacher /CEO Mercian
Trust

Krissi Carter/Dan Parkes

Media and
Communications Lead

Headteacher

Krissi Carter

Recovery Co-ordinator

Site/Facilities Manager

Sebastian Kearns

Facilities Lead

IT Lead, Trust Data James Fendek ICT Lead

Protection Lead and

Communications Officer

Assistant Headteacher Hannah Tynegate Child
Safeguarding/Emotional
Support Lead

Facilities Manager

Sebastian Kearns

Health and Safety Lead




Governors (Local Governing Body)

Robert Colbourne

Colbourne.r@tls.merciantrust.org

01543 460050

David Lomax

Lomax.d@tls.merciantrust.org

07704 703118

Stuart Roberts

Roberts.s@tls.merciantrust.org

07722 207922

Chandeep Kundi

chandeepkundi7@gmail.com

Mohamed Abdulaziz
Mohamed

mohamed.abdulaziz2101@gmail.com

David Milne (Clerk)

clerk@gmfoundation.org

Agency Staff Providers and Regular Supply Staff

Solo

Paul Drakeley

07811 201777

Solo

Caroline Guy

07967896042

Other Third Parties

Security Companies

Chariot Fire and Security

07766 354425

Transport Providers

None

External Site Users

WCC (Oliver Russell)

07897 532065

External Site Users

Stagecoach (Laura Millward)

07767 236899

Utility Companies

Electric EON 0800 6783105
Through Zenergi 0800 048 0540

Gas Gazprom 08452 300011
Crown (Arranged through Zenergi) 0800 111 999

Water South Staffs Water 0800 389 10 11

Telephone Provider

Voice 2 Voice

0845 241 8399

Other Useful Numbers

Teacher Support Network

24 Hour Helpline

08000 562 561

Trade Union

Unison
National Education Union

01922 658301
0345 811 8111

Insurance Company Risk Protection Arrangement 0203 475 5031
(Emergency)
03300 585 566 (General
Enquiries)
Exam Board/s AQA 0800 197 7162
OCR 01223 553998
Pearson 03444632535
Local Hospital/Medical Walsall Manor Hospital 01922 721172 (Main
Centre Switchboard)

Local Police Station

West Midlands Police, 1 Station St,
Bloxwich, Walsall WS3 2PD

101

‘Buddy School’ and Neighbouring Schools

Remote learning can take effect

Other Organisations

Department for Education

Enquiry Line

0370 000 2288

Environment Agency

Flood Line (24 Hour)

0845 988 1188

Foreign and
Commonwealth Office

Consular assistance (24 hr)
If Abroad Ring:

020 7008 1500
+44 20 7008 1500

Public Health England

Main Switchboard

020 7654 8000
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Planning



School Head: Statement of Intent

Walsall Studio School is committed to ensuring the highest level of education and
development for all of its pupils. This is particularly important during times of disruption
which can be caused by a variety of different scenarios.

As Headteacher, supported by the Chair of Governors and the School Incident
Management Team, | will be responsible for the coherence and effectiveness of the
school’s emergency and business continuity planning arrangements. This includes
ensuring that the school is fully prepared to cope with any incident that may arise and
providing a continued education and place of safety for the pupils.

This Emergency and Business Continuity Plan will enable our school to fulfil its obligations
to:

e Protect the vulnerable, including pupils and staff
e Support the work of the emergency services
e Maintain business continuity when faced with any disruptive challenge

We will achieve this through:

o Effective planning and preparation

o Establishing roles, responsibilities and a leadership structure

e Working towards a confident and controlled incident response and recovery
e School wide training and awareness raising

We recognise that it is the responsibility of every member of staff and school personnel to
be familiar with the plan and its contents. This plan will be regularly reviewed and kept up
to date in order to fulfil the above obligations to a high standard.

Signed

Miss K Carter
Headteacher



Plan Distribution List

The plan should be treated as a secure document and its contents kept confidential at all

times.
Distribution List Location Date Issued
Robert Colbourne - Chair of Governors Office Copy
Home Copy 16.01.2025
Krissi Carter — Headteacher Office Copy 16.01.2025
Home Copy 16.01.2025
Jessika Karchud (Deputy Headteacher) Office Copy 16.01.2025
Hannah Tynegate/ Rian Holloway (Assistant Headteachers) | Home Copy 16.01.2025
Sebastian Kearns- Facilities Manager Office Copy 16.01.2025
Home Copy 16.01.2025
[Emergency Grab Bag (If appropriate)]
[School Incident Management Team Members, see Page 12
for details] Input below:
Krissi Carter
Dan Parkes (CEO)
Jessika Karchud
Hannah Tynegate
Rian Holloway
Sebastian Kearns
[Please add any other relevant staff this template to be
distributed to]
16.01.2025
Sebastian Kearns
Additional Copies: (if appropriate)]
[Off-Site Copy]
[Electronic Copies] 16.01.2025

[Back-up Copy]

[Diocese, Governors or Local Authority (optional)]
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Defining an Incident: Emergency or Disruption?

Emergency

'
Definition:
Handling emergencies is a normal part of
school life. Some incidents however, are of a
more critical and overwhelming nature in
which staff, pupils and parents may
experience acute, even prolonged, distress.
Emergencies can:
e Arise with or without warning
e Cause or threaten death, injury or
serious disruption to normal life
o Affect more people than can be dealt
with under normal conditions
e Require special mobilisation and
organisation of resources

!

Examples:

e The murder of a pupil or staff member

e Fatal road traffic collisions

o Fatalities or serious injuries on school
trips

e Teacher, member of staff or pupil
suicide

¢ Community tensions

e Major arson attacks

e Severe weather damage

e Missing pupils

o A fatal accident involving a contractor
on school premises

If an event or incident falls under one or

more of the above definitions or examples
it is likely to require a planned emergency

response.

{

Use Emergency Aide-
Memoires
(Pages 21-39)

Disruption

v
Definition:
Not all incidents are emergencies, a
disruptive challenge is an incident which:
¢ Results in an interruption to the
delivery of key services
e Requires the educational
establishment to respond in a
manner outside of its normal day to
day procedures

!

Causes of disruptions:

e Industrial action

e Sickness

e Severe weather

o Utility failure

e Supply chain issues
The primary aim of Business Continuity
Planning (BCP) is to ensure that unless
there is an overwhelming pressure caused by
the disruption, the school remains open
during term times and normal routines and
timetables are maintained as far as possible.
It is important to develop strategies or
alternative ways of working that allow this to
happen, considering the circumstances of
the incident and level of response required.

The Business Continuity Aide-Memoires
act as a guide to ensure minimal
disruption to the school as a service and
a return to normal as soon as possible.

{

Use Business Continuity
Aide-Memoires
(Pages 40-44)

For a full list of specific Aide-Memoires see Contents Page



School Incident Management Team Guidance

The School Incident Management Team (SIMT) is the group that will be convened during or following
an incident in order to manage the situation in an organised and structured manner.

Any staff or personnel may be used to fill the roles depending on their skills and more than one role
can be assigned to the same person. Some roles may naturally fall to particular staff; however it is
also important to consider that the tasks will have to be completed under a much greater amount of
stress in an emergency. In addition to this, the roles and responsibilities called upon will very much
depend on:

SCALE — What is the extent of the emergency and what resources are required?
DURATION - How long will the incident last, considering both short and long term?
IMPACT - How severe is the impact on key services, buildings or stakeholders?

The table below allows you to think about and develop the following questions:

What are the roles that may need to be filled during and following an incident?

o What are the key responsibilities that each role has?
Who do you have in the school that could fill each role if required? Recording the names
and contact details of trained and suitable personnel will save time in an emergency.

¢ What are some of the training considerations and resources available for each role?

R Tasks and Responsibilities in an Pre.- IP Al LAl T_ramed
ole Emergency or Disruption Training and (Details on
Resources Page 4)
Incident Team e Strategic Role School specific scenario
Lead e Chair of School Incident workshops supported by
(Headteacher/Dep Management Team V(V:a'ﬁ’%'z gR;;'gggg‘Z:“'t
uty or Chair of e Ensure school-wide continuity. (Ca )
Governors) e Receive information and make Familiarisation with
decisions Emergency Plan
e Lead on interviews or assign
appropriate SIMT member e.g.
Media and Communications Lead.
e  Work through aide-memoire
Log Keeper e Maintain incident log (Page 2) A variety of ‘Incident
(Essential Role) |« Ensure that all key decisions and Loggist’ virtual training
actions taken in relation to the co:J_rsets arehavanable X
incident are recorded accurately %Zg}ﬁgossiﬂsance curren
e Ensure that all other logs such as
communications or recovery logs
are also being maintained
Media and e Maintain media and
Communications communications log A variety of media N
Lead ¢ Follow the media and management and crisis
Zg;nmunications checklist (Page gg;ngneugﬁizogrsﬂiz%urses
e Establish and maintain lines of
communication with all
stakeholders — use aide memoirs
e Responsible for social media and
help lines
e Liaise with Council PR and Media
e Collate information about the
incident for press statements
Facilities Lead ¢ Maintain log of actions Risk Assessment Training
e Ensure site security and safety Fire Safety and Marshal
during and following an incident Training

12




Liaise with Facilities Manager to
advise regarding infrastructure
Point of contact for contractors
Pre Incident: Ensure school site
information section is up to date
(Page 52)

www.dfes.gov.uk/security
(Managing Security in
Schools Guide — National
Association of Head
Teachers Website)
School specific scenario
workshops may also
highlight facilities issues

Health and Safety
Lead

Maintain health and safety log
Responsible for following and
distributing any health and safety
procedures or advice

Risk Assessment

Consider infection control
Complete any accident/incident
Paperwork and RIDDOR forms.
Manage first aid considerations

Health and Safety courses

and materials available

from:

O Health and Safety
Executive Website

o Public Health England

o Centre for Disease
Prevention and Control

o National Union of
Teachers

Child Maintain safeguarding log School mandatory training
Safeguarding Ensure welfare of all pupils Walsall's Safeguarding
Officer Co-ordinate with Police Family Children Board also offers
Liaison Officers; Educational Saf?guardmg training
) » = . Online Emergency Toolkit:
Psychologists; Children’s Services | \yww keepingchildrensafe.o
and any relevant voluntary rg.uk
organisations
DBS checks of temporary staff
Emotional Maintain log of all incident related | Redcross.org/education:

Support Lead

cases and actions

Work with Child Safeguarding
Officer to identify child needs

Act as a point of contact for pupils
or staff with concerns about the
incident or with difficulties
recovering from it. Be a source of
advice about the help and support
available

Emotional Support in a
Crisis

Emotional First Aid
Training Course:
www.emotionalfirstaid.co.u
k

Business Record all decisions and actions in | Training resources and
Continuity the incident log (Page 2) courses available at:
Lead Take responsibility for business www.thebci.co.uk
continuity considerations which can www.continuityshop.com
. . . www.ibct.com
be found in each aide-memoire www.epcollege.com
Take decisions in order to return School disruption and
swiftly to ‘business as usual’ closure scenario
Pre-incident business continuity workshops supported by
checklist (Page 17) \(JValtsall Council Resilience
ni
ICT Maintain ICT log Backup and disaster
Lead Ensure resilience and recovery of | récovery in schools
the school’s ICT infrastructure g‘;ﬁ;’gat'o” can be found
Work with the Business Continuity
Co-ordinator in disaster recovery
Liaise with suppliers or ICT support
Recovery Maintain recovery log (Page 48) Incident debrief training

Co-ordinator

Lead and report on the school’s
recovery process

Facilitate a full debrief

Identify lessons learned as a result
of the incident/recovery

Liaise with the plan owner to
ensure lessons learned are
incorporated into the plan
development

from Walsall Resilience
Unit

Emergency response and
recovery guidance:
www.gov.uk

13
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Training and Exercising

To ensure the effectiveness of this plan during a real life incident the following training
methods will be incorporated into the school’'s emergency preparations:

Emergency planning awareness, school specific scenario workshops and
business continuity advice are all provided by Walsall Council Resilience Unit.

Incorporating Emergency Plan training and awareness raising into inductions and
mandatory training for all relevant personnel

Including pupils in the training and awareness schedule. Test exercises,
practising the route to a ‘buddy school’ or talking about past incidents can prepare
pupils and create a greater atmosphere of calm in a real incident.

Planning ‘walk-throughs’ to communicate the contents of the plan and to ensure
staff are familiar with arrangements and procedures.

Education and training for specific staff on Business Continuity (Page 17) and
School Incident Management Team roles and responsibilities (Page 12).

Component tests, for example checking alarms and locks and testing external
storage devices.

Table-top exercises using example scenarios to check the validity and reliability
of the plan contents.

Discussion of real life incidents to improve planning and response.

Regular review of training log to ensure training is relevant and up to date.

A record will be kept, using the log sheet on the following page, of all training events,
workshops or exercises.

Further resources and reading:

v' UK Government - https://www.gov.uk/emergencies-and-severe-weather-
schools-and-early-years-settings

v" Walsall Council Resilience Unit - www.walsallemergencyplanning.co.uk

v’ British Red Cross - http://www.redcross.org.uk/en/What-we-do/Preparing-for-
disasters/How-to-prepare-for-emergencies/Emergencies-in-schools

v" School Emergency Kits - http://schoolemergencykit.co.uk/

v' Business Continuity Guidance - http://www.clerktogovernors.co.uk/what-
does-a-school-business-continuity-plan-look-like/

14
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Training and Exercising Log Sheet

Date Staff Trained Details Trainer

15



Emergency Grab Bag Inventory

A ‘grab bag’ is a store of important and useful equipment and resources that can be
accessed quickly should you be required to evacuate your premises.

Section Details Included?
Completed Emergency and Business Continuity Plan to

Emergency and include:

Business Continuity e Key Contact details (Page 4)

Plan e School Specific Information (Page 52)

¢ School Incident Management Team
details (page 12) and contacts (Page 4)

Organisational Staff Handbook (policies and procedures)
Information Health and Safety Paperwork

Supplier and contractor information

Pupil Information

Remote Learning Passwords

Local ‘Buddy School’ Information
Equipment and other | First Aid Kit

items Local Maps (showing car parking)
Torches

Whistles

Stationery

High Visibility Vests

Mobile phone: charged and with credit available
Mobile phone charger/car charger kit
Small amount of cash in change

Note location of all grab bags below:

Location Date Date Date Date
Checked | Checked | Checked | Checked

16



Business Continuity Checklist

vulnerable groups. May depend
on exam timetables or school
users

Action Completed Reviewed Reviewed
Date/Name Date/Name Date/Name
Include alternative numbers on the Helen Brass/ H Brass
Contacts Sheet (Page 4) for: 25.09.2020 12.10.2022 S.Kearns
. . . H Brass
e Suppliers and third parties 15.08.2023 26.09.25
e Caterers H Brass
e Supply/agency staff 2?_-IOBSZOZ4
* ICTsupport 16.01.2025
e Transport providers
o Key holders
Electronic back up of data and off- Ref TMT IT Refer to TIO
site storage of hard copies (record Department
location of each document): 21.09.2022
e Insurance (Digital
e Legal Transformation)
e Emergency Plan
Keep an asset register of valuable
school items for insurance
purposes (including photos)
Ensure safety of and access to
valuable school documents such
as controlled assessments
Access to remote learning: IT Lead IT Lead/ H Brass
internet, e-mail, networks Remote 15.08.2023
Learning H Brass
available via 28.08.2024
MS Teams —
H Brass/
25.09.2022
Partnership with ‘Buddy School’
shared facilities, information, staff
and resources
Arrangements for priority and/or H Tynegate H Tynegate

Security considerations:
e Alarms
e Visitor badges
e Building Access

Temporary off-site office or
meeting place established
Location: The Ladder School/
QMGS

Having the following business continuity preparations and good practices in place will help
to ensure a continued provision of education and safety for our pupils during times of

pressure or limited resources.

17




Emergency Preparations Checklist

Action Page Completed Reviewed Reviewed
Date/Name Date/Name Date/Name
H Brass H Brass H Brass
25.09.2020 29.09.2021 28.08.2024
Populate Emergency H Brass H Brass
c 4 12.10.2022 16.01.2025
ontacts Sheet
H Brass S Kearns
15.08.2023 26.09.25
: D Perry H Brass S Kearns
School Incident 29.09.2021
Management Team: 25.09.2020 H Brass 26.09.25
establish roles and 12 ,14251233022
carry out training 15.08.2023
H Brass
28.08.2024
Put together
emergency grab bags:
Note locations of each 16
bag
Include school site H Brass H Brass H Brass
iy o 25.09.2020 29.09.2021 12.10.2022
specific mformat_lon in H Brass
EIZ?]OWCGS Section of 52 15.08.2023
H Brass
28.08.2024
Complete Business
Continuity Checklist 17
Print and distribute ‘A
guide for Parents,
Carers, Relatives and 53
Friends Leaflet,
leaflets
Print out Telephone H Brass
Bomb Threat sheet — 12.10.2022
keep in 36
reception/main
office/switchboard
Distribute completed
plan to copy holders:
Note locations on 10
distribution list
Staff and pupill H Brass
training, awareness 12.10.2022
and familiarity with the 14
plan (should be
ongoing)
Review and update 9 SLT 29.09.2021 SLT SLT
plan: Version Control 20.10.2022 14.09.2023
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SLT 27.09.2024
14.09.2023
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Section 2
Incident
Response




Specific Emergency Aide Memoires

1 - Unplanned School Closure e.g. severe weather or civil

disturbances

Action

Person Responsible

Completed
Time

Notes

Start Incident Log (Page 2)

Headteacher

Contact Head Teacher or
Deputy
(Contact Sheet Page 4)

Executive PA to the HT

Activation of plan: note date
and time

Headteacher

Liaise with Emergency
Services or relevant
organisations e.g. Utility
Companies

Check forecasts on news
bulletins

Facilities Manager

If in immediate danger,
evacuate or invacuate to a
point of safety

Headteacher

Temporary relocation —
Liaise with ‘Buddy School’ or
contact Council (see page 4
for details)

Send Students Home

Remote
Learning to
take effect

Convene School Incident Headteacher
Management Team (Page
12)
Alert as appropriate:
e Chair of Headteacher
Governors/CEO Deputy Headteacher

e Teaching staff
e Support staff
Contractors

Assistant Headteacher
Assistant Headteacher
Site

Inform Walsall Council using
the Local Authority Schools
Closure Notification
Procedure for each day the
school is closed. This
reporting process will ensure
that the council website is
updated each day.

Headteacher

Consider media, PR and
information sharing — see
Media and Communications
Checklist (Page 45)

Headteacher

21




Contact:
e School Organisation
Team
e Children’s Services
e Street Team/Social
Services/CAMHS
e Public Relations
Officer
e Emergency Planning
Officer
e Property Services
e Insurance Company
See Contacts Sheet (Page
4)

Executive PA to the HT

Inform parents/carers
Inform pupils

Admin Support

Establish helpline

01922 211388

The
Mercian
Trust HO

Transportation

Walk to TLS or QMGS

If
appropriate
and
depending
on
emergency

Business Continuity Considerations

Exam timetables

Exams Officer

Controlled assessments

Exams Officer

Catering requirements

Admin to contact caterer

Suppliers — cancel or
relocate deliveries

Finance Team

Site security Caretaker
Regular updates in place for | Headteacher
parents, staff, pupils

Plan for re-opening and Headteacher

return to normality

Prepare for Recovery Stage.
Go to Section 3 (Page 46)

Executive PA to the HT/
Headteacher
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Further Notes:
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2 - Death or Serious Injury to a Pupil or Staff e.g. violence, assault

or accidents

Action Person Completed Notes
Responsible Time
Start Incident Log (Page 2) Headteacher
Contact Head Teacher or Deputy Executive PA to
(Contact Sheet page 4) the HT
Activation of plan: note date and Headteacher

time

Record injuries and casualties:

Executive PA to

names, locations the HT
Liaise with Emergency Assistant
Services/Hospitals and regularly Headteachers
update
Convene School Incident Headteacher
Management Team (Page 12)
Set up an Incident Control Room Assistant
as a focal point for all information Headteachers
and decisions
Inform parents or carers directly A-HT
involved (Safeguarding)
Alert as appropriate:
e Chair of Governors/CEO Headteacher/
e Teaching staff Assistant

e Support staff
o Contracts

Headteachers/Slte

Follow School Health and Safety
policies and procedures

Executive PA to
the HT/ Facilities

e Fill out accident/incident Manager
forms
o RIDDOR
Consider media, PR and Headteacher

information sharing— see Media
and Communications Checklist
(Page 43)

Contact:
e School Organisation Team
e Children’s Services
e Street Team/Social
Services/CAMHS
e Public Relations Officer
e Emergency Planning
Officer
e Property Services
e Insurance Company
See Contacts Sheet (Page 4)

Executive PA to
the HT/ Facilities
Manager

Inform those not involved:
e Parents/carers
e Pupils
¢ Neighbouring schools

Admin Support

Establish helpline

01922 211388
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In event of unplanned school
closure see Aide-Memoire 1
(Page 20)

Establish a briefing room(s) for Site Conference
families and/or staff Room to be
set up

Nominate a ‘meet and greet’
person

Admin Support

Business Continuity Considerations

Exam timetables

Exams Officer

Controlled assessments

Exams Officer

Cancel bookings/activities Admin
Security of site Site Support
Officer
Recovery and Support Considerations
Voluntary organisations: advice Red Cross
and guidance St John’s
Ambulance
Employee
Assistance
Programme
Appeals for information/donations 01922 211388
etc
Funeral attendance/arrangement 01922 211388
Debrief for all involved A-HT
(Safeguarding)

Prepare for Recovery Stage. Go
to Section 3 (Page 46)

Further Notes:
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3 - Outbreak of Disease e.g. Pandemic Flu, Meningitis, Measles etc

Person

Action Responsi Com_pleted Notes
ble Time
Start Incident Log (Page 2) Headteacher
Contact Head Teacher or Deputy Eﬁetc Vil
o the
(Contact Sheet Page 4) HT
Activation of Plan: Note Date and
Time A-HT
Compile a list of affected
pupils/staff: Names, symptoms, A-HT
location
Liaise with Emergency Services Assistant
and Local Authority Public Health | Headteach
Team ers
Convene School Incident Headteach
Management Team (Page 12) er
Set up an Incident Control Room | Assistant c
: : . onference Room
as a focal point for all information | Headteach to be set up
and decisions (off-site if required) | ers
Alert as appropriate:
e Chair of Governors/CEO Headteach
e Teaching Staff er
e Support Staff A-HT
e Contracts Site
Follow School Health and Safety Ezetc u:;:/ N
Policies and Procedures HT/ —
e Accident and Incident Forms et
e RIDDOR
Manager
Consider Media, PR and
information sharing— See Media Headteach
and Communications Checklist er
(Page 43)
Contact:
e Public Health England
e Emergency Planning Admin
Officer Support
e Children’s Services
See Contacts Sheet (Page 4)
Establish Helpline 01922
211388
Use Social Media and School Admin
Website to update public Support
Alert Neighbouring schools and Admin
maintain information sharing Support

Consider other Aide-Memoires (if
relevant):
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e Unplanned School Closure

(Page 21)
e Death/Serious Injury (Page
24)
Business Continuity Considerations
Support from Voluntary Red Cr(?ss
Organisations St John's
Ambulance
EAP
Insurance/Legal RPA
Anthony
Collins
Exam Timetables Exams
Officer
Controlled Assessments Exams
Officer
Maintain regular updates to staff, | Admin
families, pupils Support

Prepare for Recovery stage. Go
to Section 3 (Page 46)

Further Notes:
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4 - Emergency Safeguarding e.g. intruder on school premises,
missing children, child custody

Action Person Complete Notes
Responsibl d Time
e
Start Incident Log (Page 2) DSL/A-HT
Alert school Child Protection DSL/A-HT
Officer and Head Teacher
immediately
Activation of plan: note date and DSL/A-HT
time
Consult school safeguarding DSL/A-HT
threshold document and follow
school procedures as necessary.
Take specific actions to avoid DSL/A-HT
escalation e.g. lock-down, search
of premises and grounds for
missing child. Only do so if you
are trained and it is safe to do so.
If necessary evacuate or Headteache
invacuate pupils/staff to a point of | r
safety
Call and liaise with Emergency DSL/ AHT
Services
Convene School Incident Headteache
Management Team (Page 12) r
Set up an Incident Control Room | Site Conference Room
as a focal point for all information
and decisions
Alert as appropriate:
e Chair of Governors/CEO Headteache
e Teaching staff r
e Support staff A-HT
« Contracts A-HT
Site
Follow School Health and Safety | Executive
policies and procedure PA to the
e Accident and incident HT/
forms Facilities
e RIDDOR Manager
Consider media, PR and Headteache
information sharing— see Media r
and Communications Checklist
(Page 45)
Contact Local Authority: Executive
e Emergency Planning PA to the
Officer HT

e Children’s Services
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e Public Relations Officer
e Educational Psychologists

Establish a helpline and use this 01922
to arrange a meeting for parents 211388
& carers: explain the situation

Maintain lines of communication Admin

with: Support
e Pupils
e Parents

e Local Authority

e Emergency Services

e Neighbouring schools
See Contacts Sheet (Page 4)

Establish a briefing room(s) for Site Conference Room
families and/or staff

Nominate a ‘meet and greet’ Admin

person Support

Other Aide-Memoires:
e Unplanned School Closure

(Page 21)
e Death/Serious Injury (Page
24)
Business Continuity Considerations
Insurance/legal considerations RPA
Controlled assessments Exams
Officer
Exam timetables Exams
Officer
Security of site Site

Prepare for Recovery Stage. Go
to Section 3 (Page 46)

Further Notes:
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5 - School Trip Incident e.g. off- site accidents, transport
accidents, transport delays

Action o Persor_n Com_pleted Notes
esponsible Time
School Based Contact:
On receiving a call from a group
on a visit use the ‘Home Based Headteacher
Contact Emergency Action
Sheet’ to record key information
(Page 32)
Decide level of Response. If
required activate emergency Trip Lead
plan
Note Date and Time
Start Incident Log (Page 2) Trip Lead
Convene School Incident Headteacher
Management Team (Page 12)
See school trip documents for 01922 652026
home based contact/ contact 01922 650000
Resilience Unit (page 4)
Set up an Incident Control Conference
Room as a focal point for all Site Room

information and decisions

Contact Police (Ask for
Liaison Officer/ Forward
Control Officer)

Trip Lead - 999

Contact Local Authority
e Emergency Planning
Officer
e Children’s Services
See Contacts Sheet (Page 4)

Admin Support

Follow School Health and
Safety Policies and Procedures
e Accident and Incident
Forms
e RIDDOR

Executive PA to
the HT/
Facilities
Manager

Pupil Considerations: Liaise wi

th School Trip ba

sed contact

Specific pupil needs e.g.
medication, glasses, dietary

needs Trip Leader
Catering requirements Trip Leader
Alternative Accommodation

and/or Transport Trip Leader
Ensure arrangements for return

home are in place Trip Leader

30




Media, PR & Information Sharing: Use Communications and Media Checklist

(Page 45)

Contact:

e Chair of Governors/CEO

e Parents/Carers

¢ Home contacts for
staff/volunteers on trip

e Transport Provider

e Insurance Provider

e Foreign and
Commonwealth Office (if
abroad)

Headteacher
Admin Support
Admin Support

Admin Support
Executive PA to
the HT

Depending on severity of
incident establish Information
Lines or Helpline for:

e Governors

. Staff 01922 211388

e Pupils

e Parents/Carers

e Public
Establish a briefing room(s) for Site Conference
families and/or staff Room

Nominate a ‘meet and greet’

Admin Support

Red Cross
Voluntary Organisations: Advice St John’s
and Guidance Ambulance
EAP
See other scenarios as
required:
e Death/Serious Injury
(Page 24)
e Outbreak of Disease Headteacher
(Page 26)
e Emergency Safeguarding
(Page 28)

Response Actions and Business Continuity Con

siderations

Re-schedule or Cancel
Activities — Record any changes
made

EVC

If Delays are extensive:
Controlled Assessment/Exam
Timetable considerations
Continued Updates to home

Exams Officer

Log Damaged and Lost Items
Log costs of Incident
Contact Insurance

Executive PA to
the HT

Prepare for Recovery Stage. Go
to Section 3 (Page 46)

Further Notes:

31




School Trip: Home Based Contact Emergency Action Sheet

1.

In the event of receiving an emergency call from a group on a visit, remember they will be
extremely stressed. You need to remain calm and record as much information as possible
using the table below:

Time: Date:

Name of Caller:

Trip:

Number to call back on:

Find out:
What happened?

When did it happen?

Who is involved?

Type of incident:

Number of people involved/casualties:

Location of incident:

Emergency services and Foreign and Commonwealth Office present?

What support do they need?

Intended Actions of Trip Leader and Group

2. Advise that you will be setting up a School Incident Management Team to deal with

the incident and will call back at an agreed time or within an agreed interval.

3. Advise the caller to record any actions taken and to provide regular updates.

See Page 12 for School Incident Management Team Roles & Responsibilities
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6 — Fire or Flood e.g. Burst Water Main, Fire on Premises or

Neighbouring Building

Action o Completed Notes
Responsible Time
Follow school evacuation All staff
procedures as required
Start Incident Log (Page 2) Headteacher
Contact Head Teacher or Facilities
Deputy Manager

(Contact Sheet Page 4)

Activation of plan - note date

Executive PA

and time to the HT
Liaise with Emergency Admin
Services Support
Convene School Incident
Management Team Headteacher
(Page 12)
Set up an Incident Control
_Room asa focal p0|.nt. for all Site Conference Room
information and decisions (off-
site if required)
Alert as appropriate:
e Governors/CEO Headteacher
e Teaching staff A-HT
e Support staff A-HT
e Contracts Site
Consider media, PR and
information sharing— see Media Headteacher
and Communications Checklist
(Page 45)
Contact:
e Emergency Planning
Officer
e Public Relations Officer Admin
e Children’s Services Support
e Property Services
e Insurance Company
Contact Sheet (Page 4)
Follow School Health and
Safety policies and procedures
e Accident and incident Facilities
forms Manager
e RIDDOR
Establish helpline 01922
211388
Establish a briefing room(s) for Site Conference Room

families and/or staff
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Nominate a ‘meet and greet’

Admin

Support
Alert parents/carers Admin
Support
Reloca’tlon — liaise with ‘Buddy Headteacher
School
Specific pupil needs: .
medication, glasses, dietary (E‘,?)ngr:gg

needs etc

Catering requirements

As per Buddy

School

Red Cross
Voluntary Organisations: St John's
Advice and Guidance Ambulance

EAP
Other Aide-Memoires:
e Unplanned School
Closure (Page 21) Headteacher

e Death/Serious Injury
(Page 24)

Business Continuity Considerations

Re-schedule or cancel activities Admin
Support

Log damaged and lost items Admin

Log costs of incident Support

Prepare for Recovery Stage.
Go to Section 3 (Page 46)

Further Notes:
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7 - Bomb Threat e.g. telephone threats, suspicious packages or

unexploded devices

Action

Person
Responsible

Completed
Time

Notes

Start and maintain Incident
Log (Page 2)
Record all information

Admin Support
(Reception)

Contact Head Teacher or
Deputy
(Contact Sheet Page 4)

Admin Support
(Reception)

Activation of plan — note
date and time

Headteacher

If it is a telephone threat
use Bomb Threat Sheet
(Page 38) to record details
of the call and give to Police
Consider whether
telephone threat is
credible

All Staff

Follow the School’s Bomb
Threat Policy (Lockdown
Policy) and use this table as
a prompt.

All Staff

Convene School Incident
Management Team (Page
12)

Headteacher

Collect Attendance Register

Admin Support

Calmly evacuate building
using normal evacuation
procedures outside the
emergency services cordon

All Staff

Take a pupil roll call: any
missing pupils or staff are to
be reported to police.

No searches are to be
carried out

Class Teacher

If all pupils are present
consider safe relocation
such as local park or ‘buddy
school’

Headteacher

Establish off-site Incident
Control Point

AP to go to MAT
Central and liaise

with Headteacher of

WSS

Ensure First Aiders report to
Incident Control Point

Admin Support
(Lead First Aider)

Call 999 and advise
emergency services of
actions

1. Police

Admin Support
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Telephone Bomb Threat Sheet

2. Fire (may be alerted
automatically by Caretaker
alarm)

For out of hours threats, key
holder is to inform police
immediately

Site Security: Site
Keep all personnel out of
the school until safe to

return
Alert:
e Governors Headteacher
o Staff A-HT
e Support Staff A-HT
e Pupils and Admin Support
parents/Carers

Consider Media, PR and Headteacher
Information sharing— See
Media and Communications
Checklist (Page 45)

Contact:
e Children’s Services Admin Support
e Emergency Planning
Officer
e Property Services
e Insurance Company
See Contacts Sheet (Page
4)

Transportation A-HT Direct students to
Public Transport

Business Continuity Considerations

Exam Timetables/ Exams Officer
Controlled Assessments

Catering Requirements Students sent home

Re-schedule or cancel Admin Support
activities — record any
changes made

Regular Updates in Place Headteacher
for Parents, staff, pupils

Plan for re-opening: return | Headteacher
to normality

Prepare for Recovery Headteacher
Stage. Go to Section 3
(Page 46)

Further Notes:
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[Print out and keep copies in reception and main office areas]

DO NOT HANG UP THE PHONE
(Try to keep the caller talking and attract the attention of the supervisor)
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Gender Tone of Voice Behaviour of Caller
Male Deep Calm
Female High Pitched Angry
Age Nasal Laughing
Old Muffled Crying
Young Disguised Excited
Familiar * Slow
Stutter Rapid
Loud Irrational

Distraction/Background noises (give as much detail as possible).

Description Yes No Comment

Noise on line

Payphone tone or pips

Operator instructions

Anyone in background

Clear line static

Aircraft

Household noises

Crackling

Office

Phone box

Machinery

Animals

Music

PA System

Traffic

Talking

Long Distance

Children

Anything else
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Specific Business Continuity Aide Memoires

8 — Unplanned Loss or Shortage of Key Staff e.g. industrial action or

iliness
Action . Completed?
Responsible Date/Time Notes
Start and Maintain Incident Log (Page 2) Headteacher
Contact Head Teacher or Deputy Headteacher

(Contact Sheet page 4)

Identify :
e Which staff are absent

fewer staff

o Timescale of shortage Headteacher
e Critical Services Disrupted
Convene School Incident Management Team if Headteacher
necessary (Page 12)
IAssess: SCALE, DURATION and IMPACT
Inform as appropriate:
e Chair of Governors/CEO Headteache
e Teaching Staff r
e Support Staff A-HT
e Parents/Carers A-HT
e Pupils Admin
Use Communications & Media Checklist (Page 45) Support
Liaise with support organisations or services:
e Children’s Services AP
e Emergency Planning Officer Admin
e Department for Education Services Support
e Area Education Officer Executive
¢ Risk and Insurance PA to the HT
See Contact List (Page 4)
Multi-skilled staff
e List of staff skills location Headteacher
e Re-allocate staff
Class Sizes
e Maintain acceptable ratio staff:pupils A-HT
o Can activities be arranged e.g. sports,
assemblies, external providers
Support Staff
e Consider human resources available: exam A-HT
invigilators, after-school club leaders e.t.c
School Timetable
e Alternative timetable to accommodate A-HT

Buddy Schools
o Liaise with neighbouring schools
e Shared staff/facilities

Remote Learning

Support for returning staff
e Is any support required after absence?

Line Manager —
RTW Discussion

closure.

See Unplanned Schools Closure Aide - Memoire (Page 21) for Business Continuity through a full
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9 — Denial of Access e.g. preserved scene: break-in investigation,
alarms not working/electronic doors

Action

Responsible

Completed?
Date/Time

Notes

Start and Maintain Incident Log (Page 2)

Headteacher

Contact Head Teacher or Deputy

Executive PA

e  Critical Service Functions

(Contact Sheet page 4) to the HT
Identify disruption: Facilities
e Damage to Property or Equipment Manager

Contact Police (999 or 101 for non emergencies)

Admin Support

Use Communications & Media Checklist (Page 45)

Convene School Incident Management Team if Headteacher
necessary (Page 12)
IAssess: SCALE, DURATION and IMPACT
Inform as appropriate:
e Governors/CEO Headteacher
e Teaching Staff D-HT
e  Support Staff A-HT
e Parents/Carers Admin
L] Pupils Admin

Liaise with support organisations or services:
e Children’s Services
e Emergency Planning Officer

Admin Support

Ensure site access is restricted
Keep records of those at or leaving site
Security Company

Consider other means of access e.g. locksmith

e Department for Education Services RPA — Facilities
e Area Education Officer Manager
e Risk and Insurance
See Contact List (Page 4)
Site Security Facilities
List of Key holders location Manager

Health & Safety
e Is access limited by a hazardous event? E.g.
fire, asbestos exposure, break-in
¢ Ensure health and safety of site attendees is
monitored

Facilities Manager

Make alternative arrangements to cover (as

e Monitor ongoing works and liaise with
stakeholders

necessary):
e  Accommodation Headteacher
e Lessons
e Activities
e  After school clubs or events
Remedial Action
e Initiate action necessary to regain access e.g. Facilities
locksmith, repairs, clean-up Manager

See Unplanned Schools Closure Aide - Memoire (Page 21) for Business Continuity through a full closure.
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10 — Failure of Technology or Loss of Data e.g. network disruption,

damage to computers

Action

Responsible

Completed?
Date/Time

Notes

Start and Maintain Incident Log (Page 2)

MAT Central IT
Team

Contact Head Teacher or Deputy
(Contact Sheet page 4)

MAT Central IT
Team

Contact ICT Support / Internet Providers and
establish:

e Timescale of loss

e Loss of personal/confidential data

e Back — up offered

e  Critical services disrupted

MAT Central IT
Team

Severity of Impact:
e User groups/vulnerable groups affected
e Potential security breaches
e Safeguarding — liaise with school’s child
protection officer

MAT Central IT
Team

e Failure of remote IearnincI; considerations

e Controlled Assessment and Exam Timetables

Convene School Incident Management Team if Headteacher
necessary (Page 12)
IAssess: SCALE, DURATION and IMPACT
Inform as appropriate:
e Governors/CEO Headteacher
e Teaching staff A-HT
e  Support staff A-HT
e Parents/Carers Admin
*  Pupils Admin
Use Communications & Media Checklist (Page 45)
Liaise with support organisations or services: Admin
e Children’s Services Support
e  Emergency Planning Officer
e Department for Education Services
e Area Education Officer
e Risk and Insurance
See Contact List (Page 4)
Alternative Data Locations or Facilities MAT Central
o Offsite data/hard copies IT Team
e ‘Buddy School’ facilities
School Timetable
e Alternative timetable to compensate loss of Headteacher
lessons
D-HT

Exams Officer

Site Security and Access

e CCTV/Alarms/Access Points — all functioning?
Consider limiting access points if not.

e Key - holders identified

¢ Identification/visitor badges for ICT
support/technology Companies

Site

Facilities Manager
Admin Support

See Unplanned Schools Closure Aide - Memoire (Page 21) for Business Continuity through a full closure.
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11 — Loss of Key Suppliers, Partners or Third Parties e.g. liquidation of a

supplier company

Completed?

Action Responsible Date/Time Notes
Start and Maintain Incident Log (Page 2) MAT Central
Finance Team
Contact Head Teacher or Deputy MAT Central
(Contact Sheet page 4) Finance Team
Contact Supplier/Partner and Establish: MAT Central

e Timescale of loss
e Critical Services disrupted
o Back-up options - suppliers

Finance Team

Severity of Impact:
e User groups/vulnerable groups affected
e Proportion of school affected

MAT Central
Finance Team

Convene School Incident Management Team if
necessary (Page 12)
Assess: SCALE, DURATION and IMPACT

MAT Central
Finance Team

Inform:
e Governors
Teaching staff
Support staff
Parents/Carers
Pupils
Use Communications & Media Checklist (Page 45)

MAT Central
Finance Team

Liaise with support organisations or services:
e Children’s Services
e Emergency Planning Officer
o Department for Education Services
e Area Education Officer
e Risk and Insurance
See Contact List (Page 4)

MAT Central
Finance Team

Alternative Temporary Supplies/Facilities
e ‘Buddy School’ facilities
e Council assistance
e Secondary suppliers or partners

MAT Central
Finance Team

Catering Requirements Alternative
e Alternative lunches school in
e Location - Onsite/Offsite MAT
School Timetable
e Alternative timetable to compensate for loss
of supplies or third parties Headteacher

e Activities/specific sessions re-arranged
e Controlled assessment and exam
timetables

Exams Officer

Site Security and Access
e Unused areas locked up
o Key holders identified
o Identification/visitor badges for secondary
suppliers etc

Site
Site
Admin Support

See Unplanned Schools Closure Aide - Memoire (Page 21) for Business Continuity through a full

closure.
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12 — Loss of Utilities e.g. damage to water or electricity supply

Completed?

Alternative start or finish time.
Controlled assessment and exam
timetables

Exams Officer

Action Responsible Date/Time Notes
Start Incident Log (Page 2) Headteacher
Contact Head Teacher or Deputy Facilities
(Contact Sheet page 4) Manger
Contact Utility Company and Establish:
e Timescale of loss Facilities
e Areas of school affected Manger
e Critical Services disrupted
o Back-up options — generators etc
Level of Impact:
o Time of day Headteacher
o Season/Weather/Temperature
Convene Schools Incident Management Team if |Headteacher
necessary (Page 12)
Assess: SCALE, DURATION and IMPACT
Inform:
e Governors/CEO Headteacher
e Teaching Staff D-HT
e Support Staff A-HT
e Parents/Carers A-HT
e Pupils Admin Support
Use Communications & Media Checklist (Page 45) Admin Support
Liaise with support organisations or services:
e Children’s Services Admin Support
e Emergency Planning Officer
e Department for Education Services
e Area Education Officer
e Risk and Insurance
See Contact List (Page 4)
Alternative Teaching Location A-HT Teaching Remote
e Areas of school not affected and Learning access
e ‘Buddy School facilities learning
available
Catering Requirements Students sent Remote
e Alternative lunches home access
e Location - Onsite/Offsite learning
available
School Timetable Remote access
e Alternative timetable to compensate for loss Headteacher learning
of lesson time available

Site Security and Access
e Unused areas locked up
e Key — holders identified
¢ lIdentification/visitor badges for utility workers

Site

closure.

See Unplanned Schools Closure Aide — Memoire (Page 21) for Business Continuity through a full
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Communications and Media Checklist

Action

Completed Date/
Time

Identify Communications and Media Lead

Start and maintain a log (Use a copy of the Log Sheet on Page 2 if
required)

Liaise with emergency services and establish if they will be handling
media

Contact Walsall Communications Unit on 01922 650879 during office
hours and 01922 653252 for out of hours calls

Gather facts: Who, What, When, Credibility of Source

Agree statement with partner agencies (Police, Fire, Ambulance &
Local Authority)

Check statement with legal advisers, if necessary

If possible alert staff that a statement will be released at an agreed
time — this is preferable to giving a ‘no comment’ answer to the media.

Type out press statement ready to be emailed or handed out on
site — Council Communications Unit is also able to help with this

Consider management of onsite media parking and refreshments
if appropriate

Identify all interested parties who may need informing and prioritise: Use
Specific Incident Aide-Memoires as a prompt

Always use information provided by Police, Fire, Ambulance & other
Local Authorities or other services to inform parents, carers and the
public

Designate a Helpline number - The Local Authority Communication Unit
may also be able to provide this service

Keep phone lines for Emergency Services/Local Authority separate to the
public or family/carers helpline

Set up answer phone message which can be updated regularly

Contact those directly affected either through a telephone conversation
or face to face if possible

Use text messages for quick transfer of information — not ideal in more
sensitive cases when alarm may be caused

Update the school website

Use the local radio as a communication resource

Use Social Media to spread advice and information: Facebook, Twitter
e.t.c
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Section 3
Recovery



Recovery: Short and Long Term

The purpose of the recovery and return to ‘business as usual’ phase is to resume normal working
practices for the school as quickly as possible, therefore planning for recovery will be initiated by the
school as soon as it is practically possible during the incident. Where the impact of the incident is
prolonged, ‘normal’ operations may need to be delivered under new circumstances e.g. from a
different location.

An action plan needs to be agreed for this final phase of the incident response. The following issues
need to be considered as part of the action plan:

e the ongoing safety, health and wellbeing needs of the school community,

e the environment and physical infrastructure,

¢ the financial and economic recovery of the school,

e communication strategies,

o the longer term impacts e.g. anniversaries, memorial services and VIP visits,

e Learning lessons from the incident to inform the future development of the business continuity

plan.
Action Further Info/Details Responsible? Complete?
1. | Recovery Agree actions dependant on the Incident Team

Agree and plan the actions nature of the incident. Set
required to enable recovery | timescales with responsibility for
and return to normality. completion clearly indicated.
Use Recovery Log on the
following page (49)

2. | Long Term Support e Educational Psychologists A-HT
Respond to any ongoing « Voluntary Organisation (Safeguarding)
and long term support support
needs of staff and pupils

pup e Educational Support from
Staff

e Bereavement Services
e Literature/Advice on
available help

3. | Communication e How? Headteacher/CEO
Once recovery actions are e Who? Briefing/Meetings
complete, communicate the e  When?

return to ‘business as usual’. L
Use Communications and
Media Checklist (Page 45)

4. | Debrief Carry out a full incident debrief Headteacher
Carry out a ‘debrief of the (Page 49)
incident with staff (and Document any improvements to be
possibly with pupils). made and any lessons learned

5. | Plan Review Implement recommendations for Incident Team

Review this Emergency and | improvement and update this plan.
Business Continuity Plan in | Produce revised version of the plan
light of lessons learned from | Ensure all School Incident

the incident and the Management Team members and
response to it. relevant personnel are aware of the
changes
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Recovery Log

Actions

Person
Responsible

Completed
Date/Time
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Debrief and Lessons Learned

A debrief is a review that is carried out following an incident when all persons involved can
be present. The debrief will ideally be arranged as soon as possible by the Incident Lead to
get an accurate and reliable account of what happened and to allow for important lessons
to be identified.

1.

The person co-ordinating the incident needs to attend as well as key members of the
incident team.

Appoint a facilitator, ideally someone who was not closely involved in the incident
who can ask questions from an independent and non-biased perspective. The
facilitator should be briefed to allow them to delve in more depth into key positives
and criticisms. This is something that Walsall Resilience Unit can do on behalf of the
school if requested. Contact the Resilience Unit on 01922 652026 or email:
emergencyplanningunit@walsall.gov.uk

Go through the incident response step by step. Revisit the emergency plan and
identify any deviation from plan. What changed and why?

Ask for specific feedback on a series of headings based on the key issues / areas for
example:

e Procedures

e Communication

e Liaison

¢ Finance

e Public Relations
¢ Health and Safety
e Resources

The key questions to address are:

e What went well?
¢ What didn’t go so well?
¢ What would we do if we were in the situation again?

Use the Example Debrief Agenda as a guide (Page 50)

Complete a report to document recommendations and opportunities for improvement
and any lessons identified. It is important that the Head Teacher or Chair of
Governors takes ownership of the report to ensure that any actions are taken forward.

Feedback any suggestions regarding the plan format to Walsall Council Resilience
Unit
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Example Agenda for Incident Debrief

1. Welcome & Introductions

2. Summary of the incident

Scale Duration & Impact

3. Aim of the debrief

4. Lessons Learned:

a.

S@ "0 ao0oT

Procedures
Communication
Liaison

Finance

Public Relations
Health & Safety
Resources

Incident Management

5. Conclusion

5. Summary of Actions

6. Close of debrief
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Section 4
Resources




School Site Information

This section contains all site plans and maps that are specific to the school and may
be needed in an emergency situation, including:

e School Site Plan including grounds and surrounding area

¢ School floor plans
¢ Fire Safety Plans
o Utilities features

e Any other school specific documentation

The following table includes features indicated on the above site and safety plans and which

plan they can be found in.

Utility and Safety Features In which Date Date
Plan? checked or | checked or
e.g. Fire updated updated
Safety

Fire Exits Fire and September | August 2023
Emergency | 2020 August 2024
Evacuation
Plan

Manholes [with note indicating the service

to which it gives access for example foul

sewer, surface water, telephone and so on].

Assembly point for staff/pupils/visitors in Fire and September | August 2023

case of evacuation during normal hours [roll] Emergency 2020 August 2024

call to be conducted here; this place to be | Evacuation

identified on signs of each fire alarm] Plan

Electricity cut off switch [cuts supply to all ol Health and September | August 2023

part of building] Safety 2020 August 2024
Appendix
(Plant/Switch
Room)/
Reception

External telephone junction box

Fire hydrant/sources of water Street

Foam inlet pipe

Fuel oil storage tank (and fuel lines) [state | N/A

full capacity]

Gas stop valve Health and September | August 2023
Safety 2022 August 2024
Appendix
DC — Plant
Room
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LPG storage tank (and fuel lines) [state full | N/A
capacity]

LPG supply stop valve N/A
Oil supply stop valve N/A

Plant and machinery

Surface water drain grills

Surrounding
Building

Water stop valve

Health and
Safety
Appendix

DC - Plant
Room

September
2022

August 2023
August 2024
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., Walsall Council

Educational Psychology Service
How to Help Children Following a Death or Traumatic Event

A Guide for Parents and Carers

When someone dies children experience similar feelings to adults. They may not be able to
express their feelings in words but you may notice changes in their behaviour.

Such behaviour may include:

. Quiet, withdrawn behaviour, including a reluctance to talk

. Reluctance to separate from you including clinginess, not wanting to sleep alone or
even an unwillingness to go to school

A return to younger behaviours such as thumb sucking or bed wetting

Attention seeking behaviour and even aggression directed towards you

Difficulty dropping off to sleep and/or nightmares once asleep

Being easily upset by everyday events, including heightened sensitivity to loud noises
Finding it hard to concentrate especially in school

Loss of appetite or excessive “comfort eating” of sugary snacks

These are all normal reactions to what may be a very abnormal experience and are likely to
fade over time.

How You Can Help

Being honest with your child about what has happened as sensitively and calmly as
you can using language your child can understand. Avoid phrases for death such as
“gone to sleep” or “gone on a long journey” as these may confuse or even make a child
fearful of everyday events such as sleeping or travelling.

Talking about the person who has died. This keeps the memory alive and can be very
comforting. In this way you are also giving permission for the child to talk about the person
who died.

Sympathetic listening including answering the child’s questions as truthfully as you
can. Be honest if you do not know the answer and say so.

Sharing activities with your child such as going for a walk or helping with household
jobs. Atthese times your child may be more likely to express their feelings about what has
happened.

Try not to hide your own feelings from your child. It may even help your child to see that
it is normal to be upset by death and that crying or showing emotion is nothing to be
embarrassed about.

Be prepared for your child to be angry and feel guilty, as well as feeling sad about
what has happened. These are very normal feelings when grieving and it will help your
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child if he/she is able to express these feelings. Help your child to understand that what has
happened was not his/her fault.

Resume and maintain routines as quickly as possible such as bedtimes, mealtimes,
attending school and clubs. This will help to provide a sense of security.

Let your child know your whereabouts, try to return on time or let your child know you
are safe. This will help provide security as your child is likely to worry that something may
happen to you.

Be prepared for your child to behave at times as though nothing has happened.
Children grieve differently and may be very sad one moment and laughing and playing the
next.

Talk about the funeral and how your child can be included. Active participation at this
time is likely to help your child come to terms with what has happened and allow him/her to
say goodbye.

Allow your child to keep something that belonged to the person who died and start a
memory box or photo album to help him/her remember.

Do make time to talk to other adults about your own feelings. Children cope better
when they have a parent/carer who is coping.

If after reading this guidance you still remain very concerned about your child do not hesitate
to discuss your concerns with your child’s Head Teacher and/or GP.

Other Useful Contacts:
The services listed below can offer support following a death or traumatic incident.

Walsall Bereavement Support Service (Adults)
Monday — Friday 10.30 am — 5.30 pm
01922 724841

Child and Family Helpline
01922 645035

Children’s Bereavement Service
01922 645035 or 07910 721045/07806 760981

National Cruse
0844 477 9400
helpline@cruse.org.uk

Educational Psychology Service
Education Development Centre
Pelsall Lane

Rushall

Walsall

WS4 ING

Tel: 01922 686375

55



Emergency Isolation & Meter Locations — Goldmine Centre

Electricity

Ground Floor Meeting Room
Cupboard

Ground Floor Meeting Room
Cupboard
Account 2729685749
MPAN 1460002292812
Account 2933488558
MPAN 320000573364

Ground Floor Meeting Room
Cupboard

Ground Floor Meeting Room
Cupboard
Account L025453
MPRN: 9377398510
Meter: M04K0003822D6
Account L046916
MPRN:9319847307
Meter: E065K1822716D6

Water

Ground Floor Meeting Room
Cupboard

By the water tank in the Plant
Room
Account 7002468241
Property Ref:3017268667

Emergency Isolation & Meter Locations — Davis Centre

Electricity

Plant Room
(Side of Building)

Plant Room
(Side of Building)
Account 2729685749
MPAN 1460002292812
Account 2933488558
MPAN 320000573364

Plant Room
(Side of Building)

Outside adjacent to
George Street
count L025453

MPRN: 9377398510

Meter: M04K0003822D6
Account L046916
MPRN:9319847307
Meter: E065K1822716D6

Water

Plant Room
(Side of Building)

Outside adjacent to
George Street
Account 7002468241
Property Ref:3017268667




Emergency Isolation & Meter Locations — Digital Hub

Electricit Unit 8 Unit 8
y (Server Room) (Server Room)
Gas No supply No supply
Unit 5 .
Water (Kitchen Area) Outside on George Street

UTILITY SUPPLIERS — EMERGENCY CONTACTS

. . . Western Power — 0800 6783105
Electricity Zenergi Zenergi — 02380 286300
Gas Crown Gas and Power 0161 762 7744
Water Water Plus 0345 0726072




Fire Evacuation and other Emergency Procedures

The Headteacher is responsible for ensuring the fire risk assessment is undertaken
and implemented. The fire risk assessment is located in the Facilities Manager’s
office and reviewed on an annual basis.

Fire Instructions

e These documents are made available to all staff and included in the school’s
induction process.
¢ An outline of evacuation procedures are made available to all contractors/visitors and
are posted throughout the site.
e Emergency exits, fire alarm call points, assembly points etc. are clearly identified by
safety signs and notices.
Emergency Procedures

Fire and Evacuation
e Fire and emergency evacuation procedures are detailed below.
o These procedures will be reviewed at least annually.
e Emergency contact and key holder details are maintained by the Facilities Manager
Fire Drills
e Fire drills will be undertaken termly, and a record kept in the fire log book.
Fire Fighting
o Staff may only attempt to deal with small fires, using portable firefighting equipment if
it is safe to do so without putting themselves at risk, or if the fire is blocking their
means of escape.
e Ensure the alarm is raised before attempting to tackle a fire.
o Staff should be made aware of the type and location of portable firefighting
equipment and receive basic instruction in its correct use.

The Goldmine:

Details of service isolation points (gas, water, electricity)
e Gas: Outside Main Entrance
o Water: Cupboard by rear Fire Exit
o Electricity: Switch Room

Davis Centre:
Details of service isolation points (gas, water, electricity)

e Gas: Plant Room
o Water: Plant Room
e Electricity: Plant Room
Digital Hub:
Details of service isolation points (gas, water, electricity)
e Gas: None
o Water: Unit 5 (Kitchen Area)
o Electricity: Unit 8 (Server Room)

Details of chemicals and flammable substances on site are kept by the Facilities
Manager as appropriate, for consultation.
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Fire Evacuation and other Emergency Procedures
(Refer to Appendix 8 of the Health and Safety Policy)

If you find a fire or one is reported to you:

Staff discovering a fire or other emergency for which the buildings should be
evacuated should activate the alarm using the nearest available break glass
call point. They should then notify Reception (Ext: 7301) of the exact location
of the incident.

Fire Fighting

The safe evacuation of persons is an absolute priority Staff may only attempt to deal
with small fires, using portable firefighting equipment if it is safe to do so without
putting themselves at risk, or if the fire is blocking their means of escape.

Ensure the alarm is raised before attempting to tackle a fire.

On Hearing the Fire Alarm:

All staff, students, occupants of the building must respond to alarm activations.
The fire alarm is a continuous ringing bell.

Admin Support Officer based in Reception will check the fire panel and will
notify the member of staff on duty, who, if safe to do so, will go to the zone
where the alarm has been activated to investigate if there is a fire or false alarm.
Admin Support Officer based in Reception to notify Facilities Manager of fire
alarm activation and the need to evacuate both Goldmine and Davis Centre
Reception staff will summon the emergency services (dial 999), as necessary.
Executive PA/Attendance Officer will provide registers

Admin Support Officer based in Reception will provide the visitor book
Business Support Officer will provide the staff register for checking personnel.
Staff will supervise/effect the evacuation of students/visitors to the designated
assembly point (area outside Victoria Arcade)..

Staff not with students, visitors and contractors must leave the building by the
nearest exit and report directly to the Headteacher at the assembly point (area
outside Victoria Arcade).

Staff, students and visitors who evacuate through an exit that leads them to the
side of the school are to assemble in this area and then proceed to their
nominated assembly point when the relevant access gates are unlocked by the
fire marshall.

Assembly Point

Area outside Victoria Arcade.

Students should then leave by the nearest available escape route. The last
person to leave the classroom must close the door (do not lock). Students
should walk in their subject/form groups and remain with their teacher at the
assembly point.
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If a student is not in a classroom when the alarm sounds, he/she must walk to
the assembly point leaving the building by the nearest marked escape route.
A calm orderly exit is essential

Walk quickly — do not run or stop to collect belongings

Ensure staff are stationed to cross students over the road quickly.

On arrival at the assembly area students must stand in their Form Groups
while staff perform a head count. Registers will be taken out by Executive
PA/Attendance Officer and visitor book/staff signing sheet for checking
personnel will be taken out to the assembly point by the Reception Staff. The
result of this check must be reported to the relevant Form Teacher, as soon as
it is completed. Staff/visitor check to be reported to the Headteacher.
Allocated Fire Marshalls are responsible for ensuring corridors/buildings are
cleared. Fire Marshalls should ensure that in the event of their absence, another
member of staff is available to take over their duties.

The Goldmine
Fire Marshall Area
Laura Wright Ground Floor
Andy King First Floor
Daniel Priest Second Floor — Teaching Corridor
Krissi Carter Second Floor — Office & Toilets
Zabrina Wolfe Assembly Point
Davis Centre
Fire Marshall Area
Rian Holloway Ground Floor
Hannah Tynegate First Floor
Zabrina Wolfe Assembly Point

All Fire Marshalls should report to the Headteacher that corridors/buildings are cleared

A member of the Senior Leadership Team (SLT) will liaise with the Fire Brigade
on their arrival.

The building must not be re-entered until staff are notified it is safe to do so by
the Fire Brigade/ Headteacher/ member of the SLT.

If the building cannot be reoccupied following an evacuation, the school
Emergency Plan procedures will be implemented.

General Evacuation for People with Additional Needs

Mobility Impairment

Those people who require only limited assistance should evacuate the building using
the nearest exit. If they have to move at a slower pace they should allow other persons
to exit the building before them and then continue their evacuation to a place of safety.
A responsible member of staff will be nominated to escort those who need assistance
from the building.
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Visual disability
People with a visual disability will usually require the assistance of one person, on

stairways the helper should descend first with the person’s hand on their shoulder, on
level surfaces they should take the member of staff's arm and follow them.

Hearing disability

People with a hearing disability should be escorted out of the building by staff.
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Exceptional Closure of a School

Walsall Council Guidance for Academy and Maintained Schools
November 2019

Version: 1.4/ 215t November 2019
Due for review: November 2020
Author: Duncan Whitehouse — School Governor Manager
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Summary

The decision to close a school is always a last resort in circumstances where an
exceptional event has occurred that puts pupils and/ or staff safety at risk. Itis
difficult if you are in the middle of such an event to ensure you have taken all of the
steps necessary to ensure the safety of pupils and staff and communicated
information to everybody who may need to be aware. This guidance is designed to
provide some simple advice and checklists to support Head teachers and Governing
Boards when taking the difficult decision to close a school either partially or
completely.

It is for the Head teacher/ Headteacher, in consultation with their Chair of the
Governing Board/ Board of Directors to take the decision to close a school. This
guidance is designed to support the decision making process and signpost additional
advice and support to minimise the impact of the closure.

This guidance isn’t exhaustive in terms of the possible events that may lead to the
closure of a school but does cover the most common forms of exceptional school
closures including exceptional weather events (e.g. severe snow); electrical, water or
heating loss, the death of a member of staff or pupil; an infectious outbreak or
flooding.

This guidance should be used in conjunction with your school’s Business
Continuity Plan to ensure the most effective response to an incident when it arises.
On pages 4 and 5 there is a simple flowchart for either an academy or maintained
school with a step by step guide.
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School Closure Checklist: Academy

eRemove yourself from immediate operational matters and take a considered strategic view of the situation

eUndertake an initial risk assessment as to whether all or only part of the school needs to close and whether some year groups could still be taught safely

eSeek professional advice as appropriate (e.g. Public Health etc.)

eConsult with the Chair of the Board/ Directors on options

eInform the Local Authority at the earliest opportunity

eSeek the advice of your Designated Safegurading Lead in terms of the risks closure may present to vulnerable pupils, developing action plans as required

eInform staff, parents and carers and the local governing board of closure through a range of media

eInform staff of alternative arrangements for them to work, if appropriate

eConsult with the Trust Board/ local authority if closure is likely to be longer than a few days

eReview risk assessment daily for changes that may impact on length of closure. Keep in touch with key service providers such as transport, catering etc.

eKeep the Governing Board, parents/ carers, staff and the local authority updated on the closure

eAgree date when it is safe to re-open the school and inform staff, parents/ carers, transport providers and the local authority

sFollowing the re-opening of the school reflect on the event and determine any learning that could improve the response to future events and emergency plans

€€«
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School Closure Checklist: Maintained School

eRemove yourself from immediate operational matters and take a considered strategic view of the situation

eUndertake an initial risk assessment as to whether all or only part of the school needs to close and whether some year groups could still be taught safely

eSeek professional advice as appropriate (e.g. Public Health, Local Authority etc.)

eConsult with the Chair of Governors on options

eConsult with the Local Authority prior to closing the school (excpet in severe weather events where an immediate on the ground response will be required)

eSeek the advice of your Designated Safeguarding Lead in terms of risks closure presents to vulnerable pupils, developing action plans as required

eInform staff, parents and carers and the governing board of closure through a range of media

eInform staff of alternative arrangements for them to work, if appropriate

eConsult with the Governing Body/ Local Authority if closure is likely to be longer than a few days

eReview risk assessment daily for changes that may impact on length of closure. Liaise with key service providers regarding transport services, catering etc.

*Keep the Governing Body, parents/ carers, staff and the local authority updated on the closure

eAgree date when it is safe to re-open the school and inform staff, parents/ carers, transport providers and the local authority

eFollowing the re-opening of the school reflect on the event and determine any learning that could improve the response to future events and emergency plans

€€«
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Taking the Decision to Close

The decision to close a school due to exceptional events is always one that will be
taken as a matter of last resort. It is for the Head teacher/ Headteacher, in
consultation with their Chair of the Board to take the decision to close as it is they
who will have the best knowledge of the situation and whether it is safe to open all or
part of the school to pupils and staff.

If you are a maintained school then the local authority should be consulted prior to
any closure so that that it can support with communications and provide additional
support and advice as required (unless it is a severe weather event when it will be
obvious the risks of pupils getting to the school). If you are an academy then there
isn’t a requirement to consult with the local authority but we would ask that the local
authority is notified of any closure so that we can provide support and respond to any
public or press queries and inform local councillors as appropriate. In terms of
infectious outbreak, notifying the local authority also provides important intelligence
to reduce wider risks.

Responsibilities

It is for the head teacher/ Headteacher, in consultation with the Chair of the Board, to
determine if it is necessary to close part or all of a school. The respective
responsibilities are as follows:

HeadTeacher / Headteacher
1. To assess the situation on the ground and undertake any relevant risk assessments
and seek professional advice.
Determine whether pupils and staff will be safe.
Consult with the Chair of the Board prior to making a final decision.
Consult with the Local Authority if a maintained school.
Take the decision as to whether to close part or all of the school.
Instigate business continuity plan procedures in terms of informing pupils, parents/
carers.
7. Notify staff of alternative arrangements for staff to attend work, if appropriate to do
SO.
Work with contractors/ other agencies to resolve the situation as quickly as possible.
9. Risk assess the situation on a daily basis in consultation with the Chair of the
Governing Board.

Chair of the Board

1. Offer support and re-assurance.

2. Act as a critical friend in terms of testing the decision that is being proposed so there
is a clear rationale that can be shared more widely and will stand up to public
scrutiny.

Challenge whether the whole school needs to close or simply part of the school.

Test the communication plan in terms of sharing the information.

5. Be accessible and available to review the relevant risk assessments on an ongoing
basis.

ook wN

o
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Governing Board
1. Regularly review and test the school’s business continuity plan protocols and
procedures to ensure they are robust and that effective communications systems are
in place.
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2. Provide a united voice in terms of the reasons for the closure.
3. Undertake a review once the event is over to objectively look at learning and what
could be done differently to support the school moving forwards.

Executive Director of Children’s Services/ Assistant Director of Access and
Achievement — Walsall Council
1. Assure themselves of the safety of pupils and staff.
2. Provide guidance and advice based on experience.
3. Bring together partners to provide a speedy resolution to the issues at hand including
sourcing local authority support and action as required.
4. Liaise with councillors.

Communication
Effective communication is key and will be the difference between an unplanned
event being managed successfully and a potential PR disaster. In devising a
communications plan you may well be short of time but it remains essential to be
clear as to:
o Purpose - Be clear about the key messages you need to get across. Keeping
communication short and succinct is often advisable in a fast changing situation.
Seek advice if in doubt.
e Audience - take into account all parties that need to know, what key information
they need and how often.
¢ Channel — be clear as to what channels you have in place to communicate
information, check to ensure these are up to date and prepare for managing social
media
e Measure — review regularly the information that has been shared and key dates
when updates can be provided
e Assess - Analyse the impact of communications during and post the event ensuring
the key messages are clear
¢ Now what? — after the event reflect on any learning that could inform future strategic
planning and emergency response

Consider all communication channels you have access to (e.g. website, Facebook,
Twitter, text messaging services etc.). Ensure these are updated as soon as
possible with agreed messages as to the closure.

To notify the local authority of a school closure then an e-mail should be sent from a
registered school e-mail account to communications@walsall.gov.uk. The e-mail must
include:
1. The name of the school in the subject line followed by #closure
2. In the message a brief description/ details of the reason for closure and whether the
whole school or only certain years are affected.
3. Name and position of the individual sending the e-mail

The Council’s Communications Team will not take messages received via social
media or through a personal e-mail account as a formal notification of a school
closure and will not share this information.

The Council’s Communications Team provide an out of hour’s service and when
required will further communicate information about a school closure using corporate
social media accounts.
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Legal Requirements

Any decision to close a school must be made by the Head teacher in consultation
with the governing board and must be based on an informed assessment of the
impact closure will have on complying with the requirement to provide 190 days/ 380
sessions of education provision per year.

Maintain an audit trail of the discussions that have taken place between the Head
teacher and Chair of the Board regarding the closure of the school. The decision
should be reported as a Chair’s action to the next available Governing Board
meeting when the matter can be discussed in more detail along with any learning
from the event.

The Department for Education advise that “if the school is prevented from opening,
and it is not practical to arrange an alternative day of school provision, the school will
be treated as if it had met for the purposes of the school year regulations”. If the
school is likely to be closed for 2 days or longer then discussions should take place
with the local authority/ Trust Board as to whether temporary arrangements need to
be made to educate pupils elsewhere.

It isn’t possible to include guidance on every eventuality but on the following pages

are some common scenarios and corresponding checklists as to how to respond to
matters.
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Infectious outbreak

If an infectious outbreak risks transmission amongst pupils and staff is suspected
then it is advisable to speak to Public Health England (03442 253560 option 2) for
advice.

The classification of an outbreak can be accessed via the following link:
(https://www.gov.uk/government/publications/health-protection-in-schools—and—other-childcare-faciIities

chapter 4)
An outbreak or incident may be defined as:

« an incident in which two or more people experiencing a similar illness are
linked in time or place

* a greater than expected rate of infection compared with the usual
background rate for the place and time where the outbreak has occurred
If due to infection transmission risks the closure of the school is being
considered:-
First and foremost the most effective means of reducing the spread of infection is
implementing effective infection prevention and control measures. This includes:

1. Reiterating to pupils and staff the importance of handwashing. Handwashing is
one of the most important ways to control the spread of infection, especially those
infections that lead to diarrhoea or vomiting (D&V). Warm water, liquid soap and
paper towels are a simple yet effective means of reducing the risk of infection. Hand
sanitisers in key areas such as reception may also be of additional benefit.

2. Cleaning of the environment should be methodical and regular. Milton detergent is
a simple and cost effective means of cleaning school premises and reduce the risk of
infection. In an outbreak situation, specialist providers should be considered in terms
of deep cleaning the school. Public Health England (PHE) will advise where this is

relevant. For further information use the link:
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-

facilities (chapter 6 and appendix 3)

3. Non-attendance of pupils or staff that are infected. For some staying away from the
school is the best means of reducing the spread of infection. Appendix 2 provides a
summary of incubation periods and recommended periods when pupils/ staff should
not attend school.

Schools should adopt a consistent and compassionate approach to sickness
absence which prevents staff from feeling they must attend even when they are
infectious. A consistent staff absence policy will support this whilst preventing
abuses taking place. Assess the risk of spreading an infection before requiring staff
to work at a different location.

Public Health England will not direct a school to close if an infection is reported.
That remains firmly with the Head teacher and Chair of the Board to take the
decision based on clear evidence. Public Health England will however offer support
and advice on how to mitigate the risk of the further spread of infection.
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Key things to plan for:

e Systematic and thorough ongoing cleaning of the school

e The proportion of staff infected and whether it remains safe to open part or all of
the school

¢ Remind staff, pupils and parents of basic hygiene protection measures

e Use specialist cleaning providers if needed

e Seek advice from Public Health England as appropriate.

COVID-19 Infection:

PHE: 0344 225 3560 Option 2
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Death of a member of staff or pupil

The unexpected or untimely death of a pupil or member of staff can have far
reaching impact on the whole school community. You will need to consider how this
is sensitively communicated to all concerned, the support that will be put in place
and practical arrangements for attendance at the funeral etc.

For maintained schools any media enquiries should be directed to the council’s
communications team who will manage media enquiries and support the school as
required.

The local authority is able to provide specialist counselling support to staff and pupils
in such circumstances. You will need to plan for grief affecting people over an
extended period of time from the shock of the first announcement to the effect that
the news has when people come to terms with the events that have occurred.

Governors and the Head will need to consider the implications of attendance at the
funeral and whether there are enough staff to keep the school open or whether it
should close.

Increasingly Just Giving pages are set up to raise funds for the family of the person
that is deceased. Whilst it is fine for this to happen be clear as to who sets up the
page and will take responsibility for it. If you have a Chair of the Parent and Teacher
Association this may be appropriate. Be clear as to the process through which funds
will be transferred to the individuals concerned and an audit trail kept.

Key things to plan for:

The reaction of pupils, parents and staff to the news

The stages of grief and this being played out over a period of days and weeks
The need for counselling and support services

The need to plan for attendance at the funeral

Potential press coverage if the death was due to unnatural causes
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Snow/ extreme weather

In cases of snow/ extreme weather then weather forecasts should be monitored and
the Head teacher/ Chair of the Board can make an informed risk assessment as to
the ability for pupils and staff to get to school safely and return home. Consideration
should be given as to whether part of the school could be opened if staffing numbers
permit or whether due to the condition of the school site and surrounding pavements
and roads a complete closure is required.
In the case of heavy snow then as appropriate speak to other schools in the cluster
to inform your decision. If you were considering closing due to heavy snow then it is
likely that other schools in the surrounding area could be affected in the same way.
Where a closure is due to extreme weather then the school should use its normal
mechanisms of communicating with parents/ carers and staff such as social media
and the website. In addition schools can contact Walsall Council who will collate and
share information on its website, Twitter and Facebook pages as an additional
means of communicating with the public.
To notify the local authority of a school closure then an e-mail should be sent from a
registered school e-mail account to communications@walsall.gov.uk. The e-mail must
include:

1. The name of the school in the subject line followed by #closure

2. Inthe message a brief description/ details of the reason for closure and whether the

whole school or only certain years are affected.
3. Name and position of the individual sending the e-mail

Key things to plan for:

e The ability for staff and pupils to get onto site safely and get home
e The safety of the site when pupils are in school
¢ The ability to provide adequate supervision if staff have difficulty getting in

The Mercian Trust CEO will make a decision if schools in the Trust are to close due
to snow/extreme weather.
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Building defects/ repairs/ burst pipes/ fire

Where building defects relevant the school operating safely then a decision should
be taken as to whether part or all of the school needs to be closed. Examples of
events that may prompt the need to consider closing include:

1. Flood damage to part of the school due to burst pipes
. Fire that has damaged some or all of the school
3. Construction or repair work that has overrun and poses a safety risk to pupils and
staff
4. Loss of heating or water

In these circumstances it is important to quickly ascertain the likely length of time
part or all of the site may need to be cordoned off or closed.

Key things to plan for:

e The extent to which basic services are available (e.g. heating, running water, safe
environment).

e The impact on the classroom environment (certain parts of the schools being out of
bounds)

e The safety of the site when pupils are in school

e The safety of pupils and contractors if work is carried out during school hours and
whether mitigating measures are adequate
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Unknown person on the property

Where there is a person that in on the property that is not known to staff and is
deemed to be a risk to pupils, staff or parents/ carers then the school may wish to
enact its lockdown procedures. All staff should be aware of how this is triggered and
the appropriate actions to take to safeguard everybody in school when such an event
occurs. The Police will pro-actively work with a school to develop proportionate
procedures in case of such incidents. Contact your local neighbourhood team for
support and advice.

First priority when an incident occurs will be to implement your lockdown procedure
and notify the Police to ensure the safety of all on site.

Key things to plan for:

¢ Have a plan in place that is proportionate for your setting and for which all staff are
trained in regard to how it is triggered and the actions needed to protect
themselves, children, staff and parents/ carers

¢ Review regularly and ensure it remains up to date
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Appendix 1: Risk Assessment

It may not be possible to complete this at the point of the incident but it provides a useful means of recording the thought process
and discussion between the Head teacher and Chair of the Governing Board when determining whether the school needs to close
or not. The likelihood of risk will determine the decision to close the school. If the risk to safety is high and there are insufficient
controls in place to mitigate this then it provides a basis for discussion as to closing the school.

Likelihood of risk to
Activity Hazard Those at Risk Controls in Place safety
(high/ medium/ low)

Transport/ travel to and
from school

Access with school to
classrooms, toilets and
playgrounds

Supervision of pupils

School catering
services
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Activity

Hazard

Those at Risk

Controls in Place

Likelihood of risk to
safety
(high/ medium/ low)

Heating and personal
welfare

Safety of school
premises and
equipment

Risk posed by
unauthorised people on
site
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Appendix 2: Infection Control Measures

Below is national guidance on the period by which an infectious person should
not attend school in order to reduce the risk of cross infection. This is general
guidance only. If there are incidents where pupils are particularly vulnerable
(e.g. have specific medical conditions) or where staff are pregnant then

additional advice should be sought if uncertain.

Recommended period to be kept
away from school

Rashes and skin infections

Athlete’s foot

None

Chickenpox

Until all vesicles have crusted over

German Measles

4 days from the onset of the rash

Hand, foot and mouth

None

Until lesions are crusted over and

Impetigo healed or 48 hours after the start of
antibiotic treatment

Measles 4 days from the onset of the rash

Ringworm Exclusion not usually required

Roseola (Inntum)

None

Scabies

Child can return 24 hours after
commencing appropriate antibiotic
treatment

Slapped cheek (paovirus 819)

None once rash has developed

Shingles

Exclude only if rash is weeping and
cannot be covered

Warts and verrucae

None

Diarrhoea and vomiting

Diarrhoea / vomiting

48 hours from last episode

E coli/ Typhoid/ Dysentery

Should be excluded for 48 hours
from the last episode of diarrhoea.

Cryptosporidiosis

Excluded for 48 hours from the last
episode of diarrhoea

Respiratory Infections

Flu

Until recovered

Tuberculosis

Seek advice of Public Health

Whooping Cough

48 hours from commencing antibiotic
treatment or 21 days from onset of
illness if no antibiotic treatment
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Appendix 3: Checklist

Circle as
appropriate

Do | have all the facts to make an informed
decision?

Yes

No

Have | assessed the risks to pupils, staff and
other people in school?

Yes

No

Have | discussed my actions with the Chair of
the Board and obtained their approval?

Yes

No

Has the message that will go out to parents
and the public been agreed and checked for
unintended consequences?

Yes

No

Has the local authority been consulted prior to
the decision to close being finalised?
(maintained schools)

Yes

No

Has the local authority been informed of any
closure? (academy)

Yes

No

Have all parents/ carers been informed through
appropriate channels?

Yes

No

Have all staff been informed?

Yes

No

Has alternative provision been found for staff to
carry on their duties, if appropriate?

Yes

No

10

Have third party providers been notified
(transport, catering, after school provision)?

Yes

No

11

Has specialist support been identified and
commissioned (e.g. plumbers, building
contractors, counselling services)

Yes

No

12

If longer than 2 days have discussions taken
place with the Academy Trust/ Local Authority
regarding the potential need to provide
alternative education provision for pupils?

Yes

No

13

Has a key point of contact been assigned
regarding press enquiries etc.?

Yes

No

14

Is there a plan in place to review risk
assessments regularly to ensure the school is
closed for the minimum period of time?

Yes

No

15

Is there a communications plan in place for the
re-opening of the school and the briefing of
staff?

Yes

No

16

Has time been set aside following the event to
review learning and report issues back to the
Governing Board?

Yes

No
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Appendix 4: Key contacts

Contact Details

Support and
Advice
Regarding

Public Health
England

03442 253560 (option 2)

Notification of an
infectious outbreak
and advice
regarding infection
control

Walsall Resilience
Unit

Tel: 01922 652026

emergencyplanningunit@walsall.gov.uk

Advice and
support on serious
incidents and
business continuity

Walsall Council’s
Head of Service —
Education
Standards &
Improvement

Tel: 01922 655616
Mob: 07826 512763

trudy.pyatt@walsall.gov.uk

School closures
and liaison with
key partners

Walsall Council’s
Child Safeguarding
Coordinator

Tel: 01922 652834
Mob: 07951 819648

seona.baker@walsall.gov.uk

Advice and
support on
mitigation of
safeguarding risks
due to closure

Walsall Council -
Lead Educational
Psychologist

Tel: 01922 652860

emma.thornbery@walsall.gov.uk

Advice and
support regarding
managing the
emotional and
trauma impact of a
significant event
including
counselling
support.

Walsall Council —
School
Governance
Manager

Tel: 01922 652886

duncan.whitehouse@walsall.gov.uk

School closures,
advice to
Governing Board’s
and liaison with
key partners

Walsall Council
Communications
Team

communications@walsall.gov.uk

Support on
communicating
with parents/
carers, local
community and
press.
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Lockdown Procedure Guidance

Introduction

Lockdown procedures are used to prepare and respond to internal or external
incidents, which may cause harm or threaten the safety of pupils and staff within
a school. A ‘Lockdown’ procedure written for schools is normally referred to as
a ‘Dynamic Lockdown Procedure’. Developing an effective dynamic lockdown
procedure will enable you to write your own plan specific to your schools
footprint and its occupants.

Lockdown Arrangements

The arrangements that are decided should be based upon each schools own
unique positioning. Depending on the type of incident, the schools location and
size.

1. Partial Lockdown
This is when all external doors to the building are closed and all pupils and
staff are contained within the building; no one should be allowed to leave or
enter the building. This maybe a result of an external incident within the local
community, which poses a potential threat to pupils and staff within the
school.

2. Full Lockdown
A full lockdown occurs when all external and internal doors are locked, and

all lights and electronic equipment is switched off; the school must appear
as if it is empty. A full lockdown will signify an immediate threat to the school,
its staff, and the pupils.

Your planning should include:
e How to activate an effective partial or full lockdown
¢ Roles and responsibilities during a lockdown
e Communication Strategy
¢ Alist of names and numbers to call if the plan is activated.
e Training Staff and exercising the plan with both staff and pupils.

Roles and Responsibilities

Each member of your team should know their role during an activation of a
lockdown procedure. Where possible all roles should have a ‘deputy’ who can
assume a role in the absence of a staff member. Each role should be clearly
detailed in the plan with deputies names clearly identified.

Useful Links

Developing Dynamic Lockdown Procedures
NaCTSO (National Counter Terrorism Security Office)
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https://www.gov.uk/government/publications/developing-dynamic-
lockdown-procedures

NASUWT (National Association of Schoolmaster/Union of Women Teachers)
https://www.nasuwt.org.uk/advice/health-safety/school-lockdown-
procedures.html

ACT (Action Counters Terrorism) https://act.campaign.gov.uk/
Studio School Lockdown Policy
Rationale

As part of our Health and Safety policies and procedures the school has a
Lockdown Policy. On very rare occasions it may be necessary to seal off the
school so that it is not able to be entered from the outside. This will ensure that
students, staff and visitors are safe in situations where there is a hazard in the
school grounds or outside the school in the near vicinity.

A lockdown is implemented when there is serious security risks of the premises
due to, for example, near-by chemical spillage, proximity of dangerous dogs,
serious weather conditions (high winds with a risk of tree damage) or attempted
access by unauthorised persons intent on causing harm/damage and bomb
threats or suspected terrorist activity.

NaCTSO (National Counter Terrorism Security Office)
Guidance In January 2016,

NaCTSO provided the following advice to leaders of schools and other
Educational Establishments for Reviewing Protective Security.

Bomb threats:
Procedures for handling bomb threats

Most bomb threats are made over the phone and the overwhelming majority
are hoaxes, made with the intent of causing alarm and disruption. Any hoax is
a crime and, no matter how ridiculous or unconvincing, must be reported to the
police.

Be alert, but not alarmed!

On receipt of a “bomb threat”
e Dial 999 and police will respond.
e You should always consider their advice before a decision is taken to
close or evacuate.
e A decision is made to instigate lockdown. Staff will be notified lock down
procedures are to immediately take place, on hearing a lockdown
announcement play over the tannoy system.
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e It is significantly different to a fire alarm/drill in that no evacuation is to
be actioned — in fact quite the opposite.

Lockdown:
Procedures for lockdown

e These signals will activate a process of students being ushered into the
building if in the outside areas as quickly as possible.

¢ The main school door should be locked by a member of staff in the front
of school and any visitors escorted out of the meeting room. Reception
should be evacuated if safe to do so.

e Dial 999 and request Police

e At the given signal the students remain in the room they are in and the
staff will ensure the windows and doors are closed, locked and screened
where possible and student are positioned away from possible sightlines
from external windows/doors. The blinds should be drawn. Projectors
should be turned off and classroom lights should be switched off, if safe
to do so. Remain calm and remember not to discuss details with the
students but reassure them.

e Students or staff not in class for any reason will proceed to the nearest
occupied room and remain with the students and staff. All visitors on site
will also join the students and staff in the main classroom or other
designated room. Where possible the ground floor should be evacuated.

e Staff should take a headcount of the students and message the
Headteacher if it is safe to do so.

NO ONE SHOULD MOVE ABOUT THE SCHOOL

e Staff to support students in keeping calm and quiet.

e Staff to remain in lockdown positions until informed by key staff e.g.
Senior Leadership Team, the authorities or in person that there is an all
clear.

e As soon as possible after the lockdown, staff return to their base rooms
and conduct a register and notify the School Office immediately of any
student not accounted for.

Staff Roles:

e Admin office staff ensure that their office(s) are locked and police called,
if necessary.

e Ensure the front door is locked

e |If the incident occurs at lunch time, Duty Staff to escort all students
immediately to second floor rooms, supported by all school staff who are
on site. Then lock down proceeds as recorded in this document.

o Staff out of lessons to go immediately to the nearest classroom.

e Members of the SLT will ensure they collect their mobile phones on route
to the lock down areas to enable communication with people outside the
building.

¢ Video entrance or school buzzer entrance must not be opened until we
have the all clear from the emergency services.
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INDIVIDUAL STAFF CANNOT SIGN OUT OR LEAVE THE PREMISES

DURING LOCKDOWN

Communication with parents

If necessary parents/carers will be notified as soon as it is practical to do
so via the school’s established communication network website/e-mail/
text/call.

Depending on the type and severity of the incident, parents/carers may
be asked not to collect their student from school as it may put them and
their child at risk.

Students will not be released to parents/carers during a lock down.
Parents/carers will be asked not to call school as this may tie up
emergency lines.

If the end of the day is extended due to the lock down, parents/carers
will be notified and will receive information about the time and place
students can be picked up from office staff or emergency services.

A letter to parents/carers will be sent home as the nearest possible day
following any serious incident to inform parents of context of lockdown
and to encourage parent to reinforce with their child the importance of
following procedures in these very rare circumstances.

Lockdown drills and lock down practices will take place a minimum of
once a year to ensure everyone knows exactly what to do in such a
situation. Monitoring of practices will take place and debriefed to staff so
improvements can be made.

Additional information

Guidance on receipt of a bomb threat
http://www.cpni.gov.uk/security-planning/business-continuity-plan/bomb-
threats/

Bomb threat checklist
http://www.cpni.gov.uk/documents/posters%20and%20checklists/bomb-
threatchecklist.pdf?epslanguage=en-gb

Lockdown checklist
https://www.gov.uk/government/publications/school-and-college-security

Lockdown guidance
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/
attachment_data/file/478003/NaCTSO_Guidance Note 1 - 2015 -
_Dynamic_Lockdown_v1_0.pdf
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0y

Eﬁ Mational Police Chiefs’ Council

IN THE RARE EVENT OF
a firearms or weapons attack

RUN HIDE TELL

RUN to a place of safety. This is a far better option than to
surrender or negotiate. If there’s nowhere to go, then...

HIDE. it’s better to hide than to confront. Remember to turn
your phone to silent and turn off vibrate. Barricade yourself in
if you can. Then finally and only when it is safe to do so...

TELL the police by calling 999.
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LOCKDOWN PROCEDURE

LOCKDOWN SIGNAL

Verbal Staff Announcement or
Message Announcement

WG ET/STAY SOMEWHERE SAFE

If you are in a classroom, stay where you are
If you are outside, go to the nearest classroom
If you are in the toilets, go to the nearest classroom

@ HIDE FROM VIEW

Lock the door and block with a desk

Close the windows and blinds

Turn off any equipment such as the projectors and
computers

Move to a safe corner (away from doors/windows)
Hide under tables

&F WAIT FOR INSTRUCTIONS

Stay quiet and calm

Do exactly what staff tell you to do

Do not open the door during lockdown unless the
fire alarm sounds or staff tell you to do so

ALL CLEAR SIGNAL

Sff will tell you when the lockdown has ended
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Walsall Resilience Unit
Room 39a Council House
Lichfield Street
Walsall
WS11TP

Tel: 01922 652026
Email: emergencyplanningunit@walsall.gov.uk
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