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1. School Information

Name:


Holly Park School
Address:


Bellevue Road, Friern Barnet,  London   N11 3HG
Telephone Number:
0208368 1434
Head teacher:

Ann Pelham
Chair of Governors
Andrew Ballam Davies
Type of School:
Community Primary School
Pupils:


Mixed
No: of Pupils:

450
Age range of pupils: 
3-11years
Emergency Services access:  Through main front gates on Bellevue Road
School operating Hours:
7.30am – 6pm    Core School Hours: 8am – 6pm
	Playground Supervision (Starts)
	Start of morning session
	Morning Break
	Lunch Time
	Start of afternoon session
	End of School

	0845hrs


	0855hrs
	10.35hrs
	1200 noon
	1300hrs and 13.20hrs
	15:30hrs




Extended School Activities:

· Breakfast Clubs – every weekday from 0800-08.45hrs (contact name: Ann Pelham, telephone   02083681434)
· After-School Club – every weekday from 15.30-18.00hrs (contact name: Ann Pelham, telephone 02083681434 and also Caroline Giles, telephone                                 07960 478375)
· School sports team training/practice (football club Monday and Wednesday 15.30hrs – 16.30hrs – Simon Reid, telephone  07810 730342          
External Clubs 
· Football clubs, These clubs run between 15.30hrs and 16.30hrshrs (Non Stop Action, telephone 020 8446 0006)
Special Notes:
Nursery on site. 
                                           Caretaker living on site.
2.  Activation of the School Emergency Management Team

To activate the school EM team use the call out list below starting from the top down.  

(THIS SHOULD BE UPDATED IN RESPONSE TO CHANGES AND REVIEWED AT LEAST ANNUALLY)
	Key holder

      X
	Name
	Status
	School extension number 

(If appropriate) 
	 Home telephone and 

Mobile phone

	X
	Ann Pelham
	Head teacher
	204
	020 8445 8111                       07511 785 111

	X
	Maria Michael
	Deputy Head 
	207
	020 8342 2006                         07984 498 396

	X
	Simon Reid
	Site Manager
	
	07810 730342

	
	Andrew Ballam Davies
	Chair of Govs
	
	07836245277

	
	Janis Hassan
	Business Manager
	202
	01707658279
07838077728


Jobs for the EMT will be:
· Head / EMT lead (Ann)
· Welfare officer lead (Maria)
· Communication officer lead (Janis)
· Facilities officer/Logistics lead (Simon)
EMT Roles

Head of EMT             Overall command of the school EMT
Welfare                      Responsible for issues relating to the welfare of staff 

                                    And students both their physical and psychological 

                                     Welfare during and post event

Communications      Responsible for compiling, clearing and delivering

                                   information on / communications re: the concerned

                                   incident and required actions, etc to pupils, parents and

                                  staff. This person should liaise with the Council’s

                                  Corporate Communications Team to ensure effective

                                  media liaison
Facilities                   Responsible for issues relating to school premises

                                   and buildings. Responsible for all logistical operations

                                   relating to the concerned incident. For example, finding

                                   emergency contractors (e.g. plumbers, electricians) or 

                                   arranging alternative staff/pupil transport.

Other school contacts (including representatives from the Governing Body)  who may need to deputise in any role
	Key holder

       X
	Name
	Status
	School extension number 

(If appropriate) 
	 Home telephone and 

Mobile phone

	
	Sally Thomas
	Families Co-ordinator
	212
	02084414511
07956525764

	
	Diane Kelly
	SENCO
	208
	07834 766441

	X
	Terry Hogan
	Music Teacher
	210
	02083618404
07864102516

	
	Fiona Quinton
	Chair of Premises (gov)
	
	07768 222229

	
	Fiona Vettiankal
	Vice Chair of govs
	
	07881 229161


3. External Contacts 
	Barnet Education and Skills Service 
	 0208 359 7288/ 5345 
Guljahan Khartan

	Barnet Head of School Improvement – Neil Marlow
	0208 359 7725

07961081977

	School Network Inspector – Helen Morrison
	02083592539

07920139450

	Barnet Communications Team/Press office 
	0208 359 7039/5313
Sue Cocker

02083597288 – Nick Burr

02083597299 – Nick Griffin

	Barnet Health and Safety  (SHAW Team) 


	020 8359 7955

	Barnet LADO
	02083594528

	Barnet safeguarding - Jane Morris
	02083597743

	MASH Team (social Care)
	02083594066

	Barnet Educational Psychology Service
	 020 8359 5554



	Cleaning company -  G&P Cleaning
	 Managing director Paul Webb
07970942922

Area Manager Fabian Mora

07854103192

	Catering company – ISS 
	

	Barnet HR 
	020 8356 7942

	School Bank

Co-operative Bank, 

3-7 Market Road, Watford, WD18 0PE

	Account No: 61055502
Sort code: 08-90-78


4. Control point for EMT

	1st Location 
	Head teachers Office

	2nd Location 
	Deputy Head Office 

	Off site 
	An office at Friern Barnet School 


5. Information Map
KS1 and Early Years Buildings

[image: image2]
KS2 Buildings

[image: image3]
6. Facilities fact sheets
Gas turn off is in the 2 boiler rooms and needs a key from the key safe to access

How to reset Fire Alarm Panel
Enter the key (kept in key safe) Press Mode until all lights on panel light up. Lights should go out and it should return to active.  Remove key.

How to reset Intruder Alarm

Enter personal code, view fault and press esc to main menu.

How to Access the CCTV footage
Open the CCTV security box with key (kept in key safe) Hard drive copying

Access the menu and then playback

Facility Fact Sheet

	Facility 
	Location (Room/s/Building/s)
	Description (Type / quantity of equipment)

	Grab Bag 
	X1 in school office strong room,

X1 Head teachers Office

X1 Deputy Head Office 
	Hi-visibility vests for School Emergency Management Team

 Emergency Plan 
 Blank Event logs

 Blank Registers

 Full Contact details for all staff (as     paper copies 
 Full contact details for all pupils (as paper copies or on a USB key or CD)

 Useful LA and other agency/organisational contact numbers/names

  First aid kit 

 Emergency contacts and medical details for all student and staff (these should be updated regularly)

 Individual care plans for children with medication, 

 Torch and spare bateries

 Foil blankets

 Copy of school emergency plan

  Pens, pencils

 Note pads

 Bin bags
· Whistles

 Loud Hailer 

	Keys – to buildings
	Head teacher

Deputy Heads

Site Manager (Simon Reid)
Terry Hogan
	Main key holder: Simon Reid
Out of hours/holidays: Simon Reid

	Fire Hydrants
	None on premises
	Corner of Holly Park & Bellevue????

	Fire Alarm / Fire Control Board/Lockdown alarm
	 1st In school foyer next to front Admin office 
2nd panel in shared area of junior building
	Site Manager trained in alarm use. 

	Security Alarm 
	1st Control box in  front Admin office
2nd panel in gas meter cupboard in junior building
	Site Manager, HT & DHT trained in alarm use

	CCTV equipment
	Front School Admin Office
	Site Manager trained to operate

	Fire extinguishers
	In all buildings x 34
	Water x 4
Foam x 14
CO2 x 13
Powder x3

	Fire blankets
	1 in main hall
1in Kitchen

1 in Orchard Room

1 in staff Kitchen

1 in Nursery Kitchen
	X5

	Fire exists
	All rooms have an escape plan
	Each room has a fire escape route map on the wall

	Gas shut off
	Infant building – shut off buttons in kitchen and boiler rooms
Juniors – In gas meter cupboard
	Mode of operation

	Electricity shut off
	Main electrical cupboard in car park
	

	Water shut off
	Boiler rooms
Main stop cock in street – outside pedestrian gate (silver manhole cover on pavement)
	

	First aid kits / cupboard
	In Welfare room
	List of school first aiders in welfare room 

	Flammable materials
	In petrol store outside kitchen
	Petrol

	Telephones 
	Admin Office
Business manager office

Welfare room

HT Office

DHT Office

SENCO Office

Families Co-ordinator Office

Music Room

Staffroom
	


7. Buddy Schools/ Place of safety
	Name and address of Buddy school for palce of safety  
	Telephone number
	How will your pupils get there?

	Friern Barnet School
Hemington Avenue
Friern Barnet
London
N11 3LS

or
St John’s Primary School

Crescent Road
Friern Barnet
London
N11 3LB

	020 8368 2777
020 8368 1154
	Walk



8. Fire Plan 

	Method of activating Evacuation procedures 
	Use of the fire alarm 


	Details of evacuation routes and locations are on the school map in each room. These are familiar to all staff. 



	Evacuation site (1) 

(On school Grounds) 
	Lower school playground 
Classes to line up in front of fire assembly signs for each named year group


	Evacuation site (2) 200m or more from school 

	Friern Barnet School

Hemington Avenue
Friern Barnet
London
N11 3LS



Standard evacuation to assembly point

· Upon hearing the fire alarm all adults with pupils in their care must lead them calmly and quietly to their designated class positions at the assembly point by the designated routes.

· All other members of staff, who are not assigned key roles during evacuations, and all visitors, must also make their way immediately to the assembly point by the designated routes.

· No one must stop to put on coats or collect any belongings. All doors must be closed as long as it is safe to do so.

· Evacuation reports for each class, the visitors book and the staff signing out book will be checked and any missing persons reported to The Responsible Person.

· Teacher and Teaching/Classroom Assistants should remain with their pupils at all times.
· Ensure Emergency Service (Fire, Police and if required Ambulance called / en route)

· Report any missing persons to EMT or the most senior teacher. They will in turn inform the emergecny services

· Keep the children in line at the assembly point and as reassured as possible; and await the arrival of the Emergency Services

· If the fire worsens remove the children immediately to a place of safety (i.e. as far away as logistically possible)

· If given the all clear check nobody is missing on re-entering the building. 

· No one shall re-enter the buildings until the all clear is given by the responsible person in the case of a fire drill, or false alarm, or the emergency services.

9. Evacuation plan (see separate Evacuation policy for more detail)
The school may need to be evacuated when it is dangerous or potentially dangerous to remain in the building; circumstances include fire, gas or chemical leaks, bomb threats, explosions, and substantial damage to the building. 
	

	Method of activating Evacuation procedures 
	Use of the fire alarm 



	Details of evacuation routes and locations are on the school map. These are familiar to all staff. 



	Evacuation site (1) 

(On school Grounds) 
	Lower school playground (same as for Fire Evacuation) 

Classes to line up in front of fire assembly signs for each named year group


	Evacuation site (2) 200m or more from school 

	Friern Barnet School
Hemington Avenue
Friern Barnet
London
N11 3LS



Standard evacuation to assembly point

· Upon hearing the fire alarm all adults with pupils in their care must lead them calmly and quietly to their designated class positions at the assembly point by the designated routes.

· All other members of staff, who are not assigned key roles during evacuations, and all visitors, must also make their way immediately to the assembly point by the designated routes.

· No one must stop to put on coats or collect any belongings. All doors must be closed as long as it is safe to do so.

· Evacuation reports for each class, the visitors book and the staff signing out book will be checked and any missing persons reported to The Responsible Person.

· No one shall re-enter the buildings until the all clear is given by the responsible person in the case of a fire drill, or false alarm, or the emergency services.

Evacuation to a place of safety (Buddy School)

· The above procedures of evacuation to the assembly point will be carried out.
· The Responsible Person will delegate members of staff to assist in leading class groups to the designated place of safety.

· The School Business Manager will lead all visitors and remaining members of staff to the designated place of safety.

· Upon arrival at the designated place of safety the registers, visitors book and staff signing out book will be checked again and any missing persons reported to The Responsible Person.
10.
In the event of a critical incident follow Critical Incident Checklist:
A
Death of pupil or member of staff


Immediate Response

· Make safe (if possible) the hazard so others are not harmed or in danger.

· Contact parents/carers/next of kin.

· Preserve any evidence of the cause of the incident.

Secondary Response

· Arrange counseling through Barnet
· Inform the Health and Safety Manager.

· Later – inform the Health and Safety Executive (by Phone) and complete and return Form 2508 (RIDDOR) to the Health and Safety Executive within 10 days and copy it to the Health and Safety Manager.

B
Serious accidents or illness

· If a parent is unavailable to meet the pupil at hospital, the accompanying member of staff should act ‘in loco parentis’ and if parents can not attend handover to hospital staff.
· Complete entry in Accident Book (legal requirement for staff accidents).
· All reportable accidents and incidents occurring at Community Schools must be reported to the SHaW team via the on-line Health and Safety Management System. 

· A notebook will be kept in trip First Aid Kits to record notes at the time. This must be transferred into The school Accident Book on return.

· An accident log will be taken on residential trips.

· Inform the Health and Safety Co-ordinator and Headteacher.
· Later – inform the Health and Safety Executive (by phone) and complete and return Form     

· 2508 (RIDDOR) or Form 2508A (notifiable disease) within 5 working days and copy it to the Headteacher
C
Incidents during Educational Visits

· Prior to visit lead staff to inform school of site’s assembly point.
· The risk assessment for each visit will identify the relevant procedures during the visit.  For visits extending beyond the school day this includes designating a home contact from the school who may be needed as a link between the party, the parents, the school and the Local Authority in the event of an emergency. Details of this are kept on the green Emergency Procedures card.
· Lead teacher to contact school and advise of situation.
· School to take lead and follow Critical Incident Plan and checklist.
· In the event of any incident resulting in harm to any attending participant, staff member or volunteer, then the school must be contacted as soon as possible (following contact with emergency services) to inform the Headteacher or designated Deputy so that they can decide a course of further action. It may also be appropriate to inform next of kin or parents of those affected of what has happened (e.g. that the party will be returning late or that an incident has befallen a party member) and the action that has been taken so far.

· However, if the incident is very serious (e.g. involves a disabling or life threatening accident, or a fatality and/or could attract media attention) then the Headteacher, Deputy or the home contact will inform the Local Authority who will instigate its emergency procedures. 

· In the event of a party being overdue and without contact by more than 1 hour, the school, or the home contact, must investigate the reason and may, where appropriate, need to involve the police.

· Planning for any trip should always include a Plan B, in case of inclement weather, accident, emergency or other issue. This will be included on the ESRA.

D
Assaults on staff by parents or members of the public

· Try to identify the assailant but do not detain by force.
· Assess risk.
· Contact emergency services if necessary, and the LA and Chair of Governors.
· Collect and retain names of any witnesses and prepare witness statements
· Complete the LA’s “Harassment and Violence at work: Major Incident Report Form”.

E
Bomb Threats

· Follow school evacuation procedure.
· Evacuate to assembly point (follow the procedures set out in L.B. Barnet Health and Safety Bulletin No. 162 “Dealing with bomb threats”).
· Do not re-enter the building without clearance from the emergency services.

F 
Emergency school closure     

If during school

· Ensure adults are available at home or they can collect the child.  If not then the child should remain at school or in a supervised safe place.


If before start of school day

· Staff to wait at entrance to advise pupils/parents at the start of the school day.

· If closure is for more than two days plan for re-opening school/centre and communicating with parents/carers.

· After taking advice from the LEA give written reasons for closure to parent/carers as soon as possible.

· Notice will be placed on the school website www.hollyparkschool.co.uk 
G
Damage to Asbestos
· If there is a possibility that an area containing asbestos has been damaged, the school must isolate the area which should be done by the site manager or other appropriate staff members. The school must immediately contact the Authority. There is an asbestos management plan kept in the school office that can be referred to. The Headteacher, Site Manager, Deputy Head and Business Manager have all had asbestos training.
H
CHEMICAL / TOXIC / HAZARDOUS MATERIAL SPILL:

If you know what is spilled and are trained to take the necessary action, then do so (BUT DO

NOT PLACE YOURSELF OR OTHERS AT RISK)

· If spill is inside and severe, evacuate the building using fire drill procedures, move all

· persons to a safe location, call the emergency services.

· If severe spill is outside the building follow contamination procedures, keeping all pupils

inside and all doors and windows locked. 
· Switch off fans or air conditioning and avoid using electrical equipment in case sparks are produced. Do not smoke. (In an incident like this you will be advised by the London Fire Brigade who respond to chemical spills.

· Teacher and Teaching/Classroom Assistants should remain with their pupils at all times

I
FLOODING IN BUILDING:

· If necessary evacuate the affected area

· Switch off mains water stop cock (this should be maked on a map contained in your

· emergency plan).

· Switch off/isolate electrical supply to affected area

· Call Water Supplier (Number should be in your call out list)

· Monitor the situation.

· If flooding worsens, evacuate the whole building. During heavy rain find a suitable building to accomodate displaced staff and pupils - if major incident implement relevant parts of School Emergency Plan.

· In situations of major flooding the LA will provide guidance and assistance.

· Teacher and Teaching/Classroom Assistants should remain with their pupils at all times.
J
FIRE:

· Activate fire alarm / raise the alarm.

· Follow fire drill and school evacuation procedures as normal; evacuate to a safe and secure area remote from the affected area; take the school register.

· Ensure Emergency Service (Fire, Police and if required Ambulance called / en route)

· Report any missing persons to EMT or the most senior teacher. They will in turn inform the emergecny services

· Keep the children in line at the assembly point and as reassured as possible; and await the arrival of the Emergency Services

· If the fire worsens remove the children immediately to a place of safety (i.e. as far away as logistically possible)

· If given the all clear check nobody is missing on re-entering the building. NO ONE SHOULD RE-ENTER THE SCHOOL BUILDING/S UNTIL THE ALL CLEAR IS GIVEN BY THE HEAD / EMT LEAD FOLLOWING CLEARANCE FROM THE FIRE SERVICE INCIDENT COMMANDER

· Teacher and Teaching/Classroom Assistants should remain with their pupils at all times.
K
GAS LEAK:
· Evacute the school using the fire drill procedures. Use the bomb threat assembly point ie: the furthest secure point in the school grounds.

· Do not switch on or off any electrical equipment.

· Do not use mobile phones or radios in the vicinity of the leak.

· Do not smoke or use naked flames within 400m of the suspected leak site.

· Turn off gas, shut off main gas supply valve if possible.

· Call the gas provider.

· If in any doubt about extent / nature of the leak call 999 and ask for the Fire Brigade and Police.

· Teacher and Teaching/Classroom Assistants should remain with their pupils at all times.
L
HOSTAGE SITUATION IN SCHOOL:

· Do not try to intervene.

· If taken hostage - co-operate and follow the instructions of the hostage taker; if safe try to build rapport with hostage taker.

· If safe to do so alert the Emergency Services (call 999 as soon as possible) and alert the LA

· outline details of what has happened and any details known to aid response.

· Try to remain calm and maintain/spread calmness. In most situations children will mimic

· your behaviour.

· Isolate hostage area by evacuating other pupils and staff or through shelter procedure.

· On arrival of Emergency Services, provide them with a map of the school and exact details of nature of incident (e.g. location, number children, number and behaviour of hostage taker/s, any details re: weapons, etc).

· Teacher and Teaching/Classroom Assistants of those groups / classes not directly involved in the hostage situation should remain with their pupils at all times.
M
INDUSTRIAL INCIDENT NEAR SCHOOL:

· Pupils and staff should remain in the school building and await further instruction from the LA and Council Emergency Teams and/or Emergency Services. Lockdown alarm activated
· If risk of explosion keep children and staff away from windows; preferably locate children and staff in rooms on opposite side of building from the scene of the incident

· This may include closing all doors and windows to minimise inhalation of fumes or smoke or evacution. (see shelter in place)

· NO ONE SHOULD LEAVE THE SCHOOL BUILDING/S UNTIL THE ALL CLEAR IS GIVEN BY THE HEAD / EMT LEAD FOLLOWING CLEARANCE WITH THE FIRE OR OTHER EMERGENCY SERVICE INCIDENT COMMANDER

· Teacher and Teaching/Classroom Assistants should remain with their pupils at all times.
N
PHYSICAL OR SEXUAL ASSAULT OF A CHILD OR ADULT
· Call Police/Ambulance Immediately

· Call first aider to the scene.

· Provide support in a private area (e.g. School Medical Room or Heads Office) with two

· familiar teachers present taking into account their gender (do not leave the child/adult victim alone with a lone adult).

· Secure scene/evidence – do not touch anything (if possible lock the room and prohibit

· access until the Police arrive).

· Do not wash the victims body or clothes (this sounds awful but you may be destroying

important evidence needed by the Police). However, in circumstances were the victim

requires first aid this should take precedence.

· If it is suspected that the assailant is still on-site keep children in classrooms and if possible lock classroom doors.

· Unless it is safe to do so do not attempt to restrain the assailant; however try to capture a full description and record name and details (e.g. apperance; what they said etc).

· Follow school safe-guarding procedures.

· Teacher and Teaching/Classroom Assistants of those groups / classes not directly involved in the incident should remain with their pupils at all times.
O
SHOOTINGS:

· If shots are heard instruct everyone to take cover if appropriate (i.e. on the floor or under desks). Lockdown alarm activated.
· Call the Police immediately.

· Assemble in a secure location (locking doors etc) or activate the shelter in place procedure?Lockdown if necessary .

· DO NOT IN ANY CIRCUMSTANCES ATTEMPT TO APPROACH OR DISARM THE

· GUNMAN.

· Check for injuries and missing pupils/staff.

· Remain in safety until Police give all clear / evcuate the scene.

· Teacher and Teaching/Classroom Assistants should remain with their pupils at all times.
P
THREATENING PERSON IN THE SCHOOL BUILDING:

· Keep classroom/students secure. (call 999) ask for Police.

· EMT or Headteacher can Initiate shelter in place procedure if necessary (under police

· guidance).

· Assess threat.

· If no one is in danger observe the intruder until the police arrive. DO NOT IN ANY

· CIRCUMSTANCES ATTEMPT TO RESTRAIN THE INTRUDER.

· If people are threatened, staff should consider attempting to draw the attention of the

intruder away from those affected. HOWEVER, AGAIN DO NOT IN ANY

CIRCUMSTANCES ATTEMPT TO RESTRAIN THE INTRUDER.

· When appropriate escape to a more secure area.

· Teacher and Teaching/Classroom Assistants should remain with their pupils at all times.

Q
THREATENING PERSON IN SCHOOL GROUNDS:
· Keep classroom/students secure. (call 999) Lockdown alarm activated.
· Ensure all children are moved inside to a place of safety within the school building.

· Headteacher can shelter in place (seek guidance from Police immediately)

· If no one is in danger observe the intruder until the police arrive. DO NOT IN ANY

CIRCUMSTANCES ATTEMPT TO RESTRAIN THE INTRUDER

· If people are threatened, staff should consider attempting to draw the attention of the

intruder away from those affected. HOWEVER, AGAIN DO NOT IN ANY

CIRCUMSTANCES ATTEMPT TO RESTRAIN THE INTRUDER

· Teacher and Teaching/Classroom Assistants should ensure that both they and pupils remain in classrooms until the all clear has been given or evacuate as a result of instructions from the authorities.

· If possible lock/secure school entrances and remove keys from doors
11. Shelter within the school building - Lockdown.

Emergencies may very occasionally arise when it is safer for the members of a school to remain within the school building.  
However - working with the Emergency Services / Council Incident Controller - every effort should be made to move children / staff etc to a place of safety / get them home at the earliest possible opportunity.

ACTIVATION OF SHELTER IN PLACE/ LOCKDOWN:
(See separate Lockdown Policy)
	Activation
	Lockdown Alarm (part of fire alarm system but with different sound)   Intermittent alarm 

	

	ACTIONS

· Check all external and internal public areas (i.e. playgrounds, sports facilities, corridors etc) and get all pupils and staff into secure classrooms or safe areas.

· Emergency services at the scene will advise EMT   

· Head teacher, office staff and other non-teaching staff who can be safely assembled, should form a School Emergency Management Team.

· Keep all pupils in secure classrooms until given the all clear

· Consider locking or wedging your doors shut if possible, shut windows and blinds.  Turn off lights if necessary.

· Keep pupils away from doors and windows.  There may be circumstances when it is best to sit on the floor or under desks and/or move to rooms away from the incident (i.e. on the other side of the building).

· Teachers and Teaching/Classroom Assistants will maintain (as best they can) a calm atmosphere in the classroom and keep alert to the emotional needs and other of pupils.  

· Do not allow anyone out of the classroom during a shelter in place procedure under any circumstances.

· Teacher and Teaching/Classroom Assistants should remain with their pupils at all times.

· If the teacher / teaching/classroom is out of class at the time of the incident then they should attempt to go back to the classroom IF SAFE to do so.  However, if this is too risky or dangerous then they must try and make contact with the children as soon as possible.

· Parents should not be allowed to pick up their children during a lockdown procedure.

· If the children are outside, teachers/supervisors should, depending on the situation, either move them to the nearest hall or building that can be secured and that has an alternative escape route, or ask them to hide, disperse or take cover.    




12. School Closure 

In the event of the school having to close during the day due to unforeseen

circumstances, parents will be contacted first by text message.

Parents who do not come to collect their children will then be contacted by phone either at home or work and asked to collect their child/ren. 

Such an early release will only be contemplated in extreme circumstances.

12.1 If an individual, group of pupils, or the whole school needs to be sent home we will:

· Only release pupils to custodial parent/guardian or person pre-designated by    parent/guardian as an authorized contact.

· All school staff should be instructed on the early dismissal policy and the policy should be consistently enforced.

· The location of all children should be known at all times.

12.2 If the whole school is to be closed during the school day we will:

· Alert the Local Authority Education and Skills Service 
· Contact all parents/guardians to come and collect pupils.

· Children of a reasonable age that are ordinarily allowed to walk home should do so.

· Pupils whose parents/contacts cannot be informed or cannot look after them, should remain in the school under adult supervision. If this is not safe or practical, they should be taken to our buddy school or safe haven. Messages should be left with parents and at the schools gates as to where the pupils have been taken.

· Parents at the schools gates should be told as to where the pupils have been taken.

12.3 If the school is to be closed before the start of the school day, e.g. due to bad weather or utilities failure, we will:

· Notify parents who have opted into the school text service to alert them to the closure 

· Activated by the Head Teacher or other senior leader once the decision to close has been made.

· Update the school website to show that the school is closed on the front page

· Notify the LA so that the closure is recorded on the Barnet Website  -  the Head Teacher will inform the LA. This information will be displayed to the public via the schools directory on the Barnet website:  www.barnet.gov.uk/closures
· Place a notice at the schools gates and ask the Site Manager to stand on duty so that parents delivering their children are alerted.

· Contact the parents/guardians of any pupils who arrive at the school unescorted. Keep the pupils at the school until the parent/guardian arrives to collect them. 
 13. Offsite trip incident
The risk assessment for each visit will identify the relevant procedures during the visit.  For visits extending beyond the school day this includes designating a home contact from the school who may be needed as a link between the party, the parents, the school and the Local Authority in the event of an emergency. Details of this are kept on Emergency Procedures card.

In the event of any incident resulting in harm to any attending participant, staff member or volunteer, then the school must be contacted as soon as possible (following contact with emergency services) to inform the Headteacher or designated Deputy so that they can decide a course of further action. It may also be appropriate to inform next of kin or parents of those affected of what has happened (e.g. that the party will be returning late or that an incident has befallen a party member) and the action that has been taken so far.

However, if the incident is very serious (e.g. involves a disabling or life threatening accident, or a fatality and/or could attract media attention) then the Headteacher, Deputy or the home contact will inform the Local Authority who will instigate its emergency procedures. 

In the event of a party being overdue and without contact by more than 1 hour, the school, or the home contact, must investigate the reason and may, where appropriate, need to involve the police.

Planning for any trip should always include a Plan B, in case of inclement weather, accident, emergency or other issue. This will be included on the ESRA.

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



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



	Find out what has happened.  Obtain as clear a picture as you can:


Who informed you of the incident? (usually the group leader)

Name:

Status:

Telephone number:

Additional Tel number(s):

Where they are now and where are they going?  



	Establishments should ensure that their Health and Safety policy includes off-site visits. Staff involved in a visit must be aware of and adhere to their establishment’s policy on emergency procedures. (Leaders are advised to have a copy with them on the visit)



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




	Location and nature of activity/visit


	

	Name of person in charge of activity/visit


	
	Telephone number (s)
	


	Record the details of the incident:



	Date and time of incident


	Location

	What has happened?



	People affected


	Name 
	Injury
	Where they are /will be taken to

	Emergency Services involved and advice they have given


	

	Names and locations of hospitals involved. Names and details of attending Drs. 


	

	Arrangements for pupils not directly involved in the incident

	

	Depending on the scale of the incident, consider assembling a school emergency management team from the list of staff to assist with the response.


After taking the initial call, if necessary activate EMT:  If in doubt activate EMT. 

Then consider doing the following.

· 
Use call out procedure to inform Local Authority and other groups who can help with the response. 
· 
Once exact details are known as to what has happened consult with head of EMT. Notify concerned parents providing a full factual account of the incident as possible. 
· If there have been fatalities liaise with the police. If overseas the foreign office. They will be able to advice about telling parents.

· 
If overseas - notify insurers especially if medical assistance/evacuation/repatriations required.

·   If members of party hospitalised note hospital / medical centre contact numbers and names (i.e. attending / senior doctor/s and/or nurse)

·    Again if overseas notify the British Embassy/Local Consulate.

·    Ascertain if local Police and/or Emergency Services called – note name of senior officer attending / Incident Controller (also Police Number and contact phone number/s)

· 
Ascertain local contact phone numbers for future calls; try not to rely only on mobile phones.

· 
Write down accurately and as soon as possible all relevant facts and witness details and preserve any vital evidence.

· 
Keep an incident log of all events, times and contacts after the incident (i.e. details of  what happened, who involved, timings, actions taken, details of conversations, etc)

· Follow your schools Incident/accident reporting procedure. If you are a community school report incident via https://barnet.info-exchange.com/Schoolincident
· 
No-one in the group should speak to the media.  Names of those involved in the incident should not be given to the media as this could cause further distress to their families

·    All media inquires must go through the authority’s Press Office.

· No one in the group should discuss legal liability with other parties; nothing should be signed relating to the accident liability without clear advice from the LA
14. Emergency Check List

	IN AN EMERGENCY 
	HAVE AS MUCH OF THIS INFO READY AS YOU CAN
	USEFUL NUMBERS AND NAMES

	· Ensure the safety of staff and pupils.  Provide first aid as required

· [image: image1.png]HOLLY PARK
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Call 999 and act on any guidance provided by 999 operator / Emergency Service controller.

· Inform Head teacher/ Deputy
· Call the Local Authority Emergency Planning Team/Education and Skills Service  
· Activate the School Emergency Management  Team

· Inform Chair / Deputy Chair of Governors

· If necessary contact: 

· Key Holder

· Pupils’ families / carers
	· Your name and school name

· Telephone number you are calling from

· Return Number + another number (see Communications) 

· What has happened?

· When & Where

· To whom

· Numbers of those affected or injured

· Location of those affected

· Whether there is still a continuing danger or not

· What has happened since?

· Which Emergency Services are involved / in attendance?

·  Name of contact at the scene
	· Local police:  

· Key holder(s):  (see contact sheet below)

· Education Psychology:  

· Social Services:  

· Child protection: …………………  

· Education Welfare: ……………………….. 

· Property/Maintenance: ………………….

· Health and safety team.

· Electricity: …………………………………...

· Water/Sewage: ……………………………

· Gas: …………………………………………




ACTION CARD

15. EMERGENCIES IN SCHOOLS - IMPLEMENTATION

STAGE 1 – ESTABLISHING THE RESPONSE

Action list for Head teacher or nominee coordinating EMT

	Head / EMT lead actions (1)
	Cleared (( / time)
	Comments (i.e. named contact details; follow/ups / incomplete actions etc)

	Start a log of events, decisions taken and times 
	
	

	Mobilise the School EMT, brief them on the situation and allocate tasks
	
	

	Ensure all EMT staff maintains a log of (timed) actions and decisions.
	
	

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

	Liaise with the Police, Fire and Ambulance services, Barnet Council, and other organisations and/or agencies. Act as the main contact to coordinate response and give your contact details.
	
	

	Inform the Chair of Governors (or Deputy Chair if Chair unavailable).
	
	

	Authorise any additional expenditure and keep a log or authorise another member of the team to do so. 
    
	
	

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

	Allocate tasks below between EMT as appropriate.
	
	


	EMT Welfare officer lead actions
	Cleared (( / time)
	Comments (i.e. named contact details; follow/ups / incomplete actions etc)

	Start a log of events, decisions taken and times
	
	

	Take actions to secure the immediate safety of pupils and staff – this may include evacuation of some or all of the school buildings, or keeping pupils and staff inside the main building (e.g. keep pupils safe and secure in the main hall or dining room area until all clear given by Head / EMT lead / Senior Officer Emergency Services).
	
	

	Establish the whereabouts of all pupils, staff, and visitors using timetables, registers and the visitor’s book - make a list of those unaccounted for and ensure that Head / EMT lead / Emergency Service Coordinator/s informed 
	
	

	Arrange feeding as necessary in association with facilities 


	
	

	Make provision for any pupils who need to remain in the school
	
	


	EMT Communication officer lead actions
	Cleared (( / time)
	Comments (i.e. named contact details; follow/ups / incomplete actions etc)

	Start a log of events, decisions taken and times
	
	

	Consider emergency communications needs.  Dedicate phone lines for incoming and outgoing calls and arrange extra support for reception.  If necessary, seek support from the Local Authority. 
Telephone line / Mobile to be used for incoming calls only No. (named holder/contact): …..………………………………..
Telephone line / Mobile to be used for outgoing calls only No. (named holder/contact): ……………………………………..
(Note: make sure that a normal land-line phone or charging facilities available for mobile phones)
	
	

	If possible, avoid responding to media enquiries directly - direct them to Education and Skills service or Barnet Press Office 
	
	

	Ensure that any media access to the site, staff and pupils is controlled.  In a major emergency, the police can deal with the press and prevent intrusion onto the site. 
	
	

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


	EMT Facilities officer  lead actions
	Cleared (( / time)
	Comments (i.e. named contact details; follow/ups / incomplete actions etc)

	Start a log of events, decisions taken and times
	
	

	Ensure access to site for emergency services
	
	

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

	Ensure the security of the school premises
	
	

	Ensure that appropriate equipment and resources are made available promptly

	
	


	EMT Logistics officer  lead actions
	Cleared (( / time)
	Comments (i.e. named contact details; follow/ups / incomplete actions etc)

	Start a log of events, decisions taken and times
	
	

	· Liaising with other EMT members (and Emergency Services) – confirm logistical needs re: incident response. E.g. 

· Finding/sourcing emergency contractors (e.g. plumbers, electricians)

· Arranging alternative staff/pupil transport

· (Working with Facilities lead and Emergency Services) arranging – for services for pupils/staff other members of the school community remaining on site:

· Suitable safe and secure accommodation facilities (preferably away from main incident site – possible in neighbouring community facilities )

· Catering / refreshments 

· Clothing / blankets / (use sports mats – for sleeping/resting on)

· Books/games/paper and wiring material to occupy those been held on / unable to leave site
	
	


ACTION CARD

16. EMERGENCIES IN SCHOOLS - IMPLEMENTATION

STAGE 2 – ONGOING RESPONSE

	Head / EMT lead actions
	Cleared (( / time)
	Comments (i.e. named contact details; follow/ups / incomplete actions etc)

	Provide regular briefings for staff, and continue to liaise with the Emergency Services and Local Authority
	
	

	Try to maintain normal routines as far as possible
	
	

	Monitor the health and safety of school personnel and pupils
	
	

	If major incident consider longer term recovery issues
	
	


	EMT Communication Officer lead actions
	Cleared (( / time)
	Comments (i.e. named contact details; follow/ups / incomplete actions etc)

	Inform pupils, in groups as small as practical, considering the best way to impart tragic news. 
	
	

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

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

	Liaise with Education and Skills service/Barnet Press Office corporate communications to prepare a press statement, to be agreed by the head teacher and director of education, and to decide the ongoing strategy for dealing with the press.
	
	

	Be prepared to be interviewed by the press if necessary. (HOWEVER SEEK GUIDANCE FROM CORPORATE COMMS BEFORE YOU DO)  
	
	


	EMT Welfare Officer lead actions
	Cleared (( / time)
	Comments (i.e. named contact details; follow/ups / incomplete actions etc)

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

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

	Contact the Local Authority for advice regarding on going welfare issues. 
	
	

	Make arrangements for reuniting pupils with their parents.
	
	

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


	EMT Facilities and Logistics Officers lead actions
	Cleared (( / time)
	Comments (i.e. named contact details; follow/ups / incomplete actions etc)

	Establish a safe and secure base for the EMT
	
	

	Arrange a safe and quiet place to receive parents of children involved (ensure refreshments and suitable toilet and rest facilities available)
	
	

	Has school premises and infrastructure (i.e. ICT, power, water, lighting, heating, etc) recovery and restoration issues been considered and plans set for implementation / implemented?
	
	


	No
	Time
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Recovery Plan
Once you have dealt with the emergency – you need to look at restoring functions 

18.
Purpose of the Plan

The aim of this designed Business Continuity plan is to mitigate the effects of any crises or emergency that may affect schools, which could disrupt the critical activities to such an extent that it may damage the schools reputation, loss of premises and effect the ability to provide education. 

19.
Objectives of the Plan

· 
Provide a clearly defined course of action. 

· 
Identify Critical functions and devise rapid restoration. 

· 
Identify short-term resources required for supporting partial               operation.

· 
Document the location of documents/data/equipment/resources located in an off-site location.

20.
Critical Function Checklist

	No
	Critical function
	Timeframe

	1
	Catering 


	0-24hrs

	2
	Building 


	3-7  days

	3

	Staff
	3-7  days


This list may be used as a checklist to ensure that critical tasks are completed on time and according to a pre-agreed priority schedule. It may also be used to provide a hand-over document between different shifts in the recovery process.

21.
Activation of the plan

The decision to activate this plan will be made by the Headteacher or Chair of Governors or by the schools Emergency Management team. 
22. 
Critical Function Analysis and Restoration Procedures

	 Critical function:
	Function: Catering

	Catering 
	To feed pupils and staff

	Potential impact on organisation if interrupted
	The school would not be able to supply a meal to pupils. (in some cases this may represent some children’s main meal for the day.)

	Likelihood of interruption to organisation:
	low

	Is this service was not provide what would be the impact. 
	Medium

	Recovery timeframe:

(minimum timeframe that this function needs to be restored)
	0-24hrs

	Resources required for restoration:

	Staff 

(numbers, skills, knowledge, alternative sources i.e. agencies)
	1 cooks 2 support staff, must have appropriate qualifications

	Premises

(potential relocation address or work-from-home options)
	Kitchen that is suitable to cook food for 450 people

	Equipment

(key equipment recovery or replacement processes; alternative sources)
	3 large ovens, 3 fridges 1 freezer,

	Supplies

(processes to replace stock and key supplies required)
	Raw ingredients supplied by ISS company



	Alternative arrangements.    


	Mutual arrangements with another school or local authority to provide meals for a short time. 
ISS to provide packed lunches


	 Critical function:
	Function: School Building

	School Building
	To provide a premise for the delivery of education 

	Potential impact on organisation if interrupted:
	450 children would not be provided education Major disruption effecting the ability to deliver an education service

	Likelihood of interruption to organisation:
	low

	If this service was not provided what would be the impact. 
	High

	Recovery timeframe:

(minimum timeframe that this function needs to be restored)
	3-7  days

	Resources required for restoration:

	Staff 

(numbers, skills, knowledge, alternative sources i.e. agencies)
	Builders and engineers including materials (if building can be repaired) or a pre determined alternative site.

	Data / IT/systems 

(backup and recovery processes, alternative manual work-round, staff and equipment required)
	Enough admin support equipment in order to run the School. (e.g. computers telephones and faxes.) 



	Premises

(potential relocation address or work-from-home options)


	If alternative sort it must be fit for purpose. I.e. a building that has enough separate areas to act as class rooms and has separate facilities for boys and girls. The building must also have the appropriate level of security.  Needs to have catering infrastructure

	Equipment

(key equipment recovery or replacement processes; alternative sources)
	For example: 300 desks 600 chairs 17 white boards, 

Relevant learning recourses, i.e. books 

	Supplies

(processes to replace stock and key supplies required)
	

	Alternative arrangements.    


	Mutual arrangements with another school or local authority to provide premises for the required period. 

Cambridge Ed schools 0208 583 4444


	 Critical function:
	Function

	Staff
	Allows the school to provide education to its pupils.  

	Potential impact on organisation

if interrupted:
	The higher the number of staff sick it will become more difficult for the school to deliver it service. 

	Likelihood of interruption to organisation:
	Low (in the event of a pandemic this could drastically increase) 

	Is this service was not provide what would be the impact. 
	High

	Recovery timeframe:

(minimum timeframe that this function needs to be restored)


	3-7  days

	Resources required for restoration:

	Staff 

(numbers, skills, knowledge, alternative sources i.e. agencies)


	18 teaching staff  10 Teaching Assistants and (Skills and qualification would have to be appropriate to the role being preformed.) 

	Data / IT/systems 

(backup and recovery processes, alternative manual work-round, staff and equipment required)


	Enough admin support equipment in order to run the School. 3 staff members (E.g. computers telephones and faxes.)

	Alternative arrangements.    


	Mutual arrangements with another school or local authority to provide staff for the required period.  Alternative agency staff could be used. 

Step Teachers - 


23)   Contacts

 Key Suppliers and Contractors 

	Supplier
	Provides
	Telephone
	E-mail

	Step Teachers
	Staff
	020 8882 6246
	contactus@stepteachers.co.uk

	M&H
	Building staff & materials
	07957179996
	

	ISS
	Catering Supplies
	02083595149
	


Insurance and Finance Companies

	Service
	Company
	Telephone
	E-mail

	Banking
	
	
	

	Insurance
	
	
	


24. Expenses Log

Costs need to be logged. This can either be on the form like the one below or it can be recorded on the emergency log. This will provide information for the post-recovery debriefing, and help to provide evidence of costs incurred for any claim under an insurance policy. 

	Date/time
	Item
	By whom
	Costs incurred 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



25. Welfare issues

· The recovery plan mainly deals with the recovery of the school in terms of a business. However, because the schools business is education thought must be given to the stress and upset that would be suffered by the school community following an incident. 


At the time of the event

· Speeding recovery and minimising the impact of an event begins at the time of the event.  At the time of the event the following should be endorsed:

· Communications – set up communication lines as quickly as possible.  (follow procedures in your emergency plan)

· Inform staff as soon as possible.  Keep them informed of the facts, try to avoid speculation. 

 
Within 24- 48 hours 

· Hold briefing meetings for staff/students/parents

· 
Explore counselling for affected staff and/or pupils as needed; Seek guidance from educational psychologists to see if this is appropriate.  

· 
Provide opportunities for staff, pupils and parents to talk about the incident;

· 
Restore normal functioning and service delivery as soon as possible;

· 
Plan reintegration of pupils/staff

· 
Keep parents informed of the fact through letters and meetings. 

· 
Head should consider writing a letter to all parents   

· Statutory reporting of accidents 

· If necessary consult with the educational psychology department 


Within the first month 

· Consult and remain sensitive to wishes of victims families;

· Encourage parents to participate in meetings to discuss students welfare and changes post incident;

· Keep open a contact or phone helpline for affected and other concerned parents, staff and students;

· Keep counselling available for students and staff, if possible parents too;

· Set up a room, on or off site for regular meetings of support groups. This may need to run for a couple of years on a diminishing basis;

· Talk about victims sensitively but do not fail to mention them;

· Consult with families over memorial services, charity, use of money sent/donated; 

· Allow pupils opportunity to express themselves emotionally e.g. through music, art, writing and drama;

· Arrange/attend condolences/memorial service, visits to the family if appropriate; consider any religious/community issues. 

· Encourage parents to participate in meeting to discuss students' welfare;

· Identify behavioural changes and the possibility of post traumatic stress disorder and refer to child and adolescent mental health services as appropriate. 

· Monitor progress of hospitalised staff or students;

· Monitor mental and physical health of all helpers;

· Review critical incident response (lessons learned) and policy and procedure. 


People focus is the main priority. 


This involves:

· Honesty / Facts not speculation 

· Sensitivity

· Giving people information and choice


Medium to long term 

· Monitor staff and students for signs of delayed stress and the onset of post traumatic stress disorder (discus with – relevant professionals such as educational psychology)

· Continue to communicate with families of victims and respect their wishes re: contact;

· Provide support if needed;

· Consider including grief as a topic in the personal development, health and physical education because it is a key learning area. (See SEAL materials on DFES website http://www.dfes.gov.uk) 
· Plan for and be sensitive to the disturbing influences (anniversaries, memorial services, inquests and legal proceedings.)

· Access specialist support if needed.

· Ensure information is passed on to relevant parties as to the incident and its impact on the individual.  When the pupils move school, ensure the destination school will continue to monitor and provide support as needed.


Post incident review

After any incident you should perform a post incident review as a school.

Consider:

· What happened?

· How did you respond?

· What worked well? And why?

· What didn’t work? And why?

· What made the situation worse or hampered your response?

· How would you respond next time? (i.e. what would you do differently / not do?)

· What could be done to minimise the chance of such an incident occurring again in the future? (e.g. training / awareness training, etc)

· What changes need to be made to plans, procedures, environment, etc.?

· What (additional / different) materials or equipment did / do you need?

· How does this impact on your response and preparedness for other incidents?

· What things could you do to minimise the chance of other incidents occurring in the future?

· Who is going to be responsible for making any changes? Timescales?

· How are you going to monitor that these changes have taken place?
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17. EMERGENCY EVENT LOG
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