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This template is generic, and should be used as a guidance to support schools in writing up their emergency response plan. 

Note: All examples in green bold italics are only examples of what could be placed in suggested columns. It is down to the school emergency planning team to place the relevant details for their school in the given area.
1.
[Name of school] General Information  
Name:


(Name of School)

Address:


(Full Postal Address)

Telephone Number:
(Main school contact number)

Head teacher:

(Name of Headteacher)

Chair of Governors
(Name)

Type of School:
(i.e.: Community/Foundation/Voluntary/Special etc; Nursery/Primary/Secondary/ with/without Sixth Form)

Pupils:


(i.e.: Male / Female / Mixed)

No: of Pupils:

Number of pupils registered at the school

Age range of pupils: 
(e.g. :4+ to 11 / 11+ to 16/18)

Emergency Services access:  Which entrances can accommodate emergency vehicles (e.g. large Fire Engines, Ambulances) Include street names for access

School operating Hours:

Core School Hours:

Example:

	Playground Supervision (Starts)
	Start of morning session
	Morning Break
	Lunch Time
	Start of afternoon session
	End of School

	0840hrs


	0850hrs
	1045hrs
	1200 noon
	1300hrs
	1510hrs




Extended School Activities:

Details of any extended school activities operated by the school for pupils. Including type of activity, days and times - also, include activity lead contact details
Example: 


· Breakfast Clubs – every weekday from 0800-08.45hrs (contact name: ABC, telephone 12345678910)
· After-School Club – every weekday from 15.30-17.15hrs (contact name: ABC, telephone 12345678911)
· School sports team training/practice (football; basketball, tennis, rugby etc – name and contact and times)

External Clubs 
Details of any external clubs that hire the school facilities. Including type of activity, days & times - also, include activity lead contact details
Example:


E.g. 

· Music & Drama clubs on Monday & Thursday evenings, these clubs run between 18.00 and 21.00hrs (list by name and provide contact details for lead / organisation / manager responsible

Special Notes:
Any special circumstances in relation to the school i.e.: nursery / crèche facility situated on site, outdoor swimming pool, caretaker living on site etc…

Note: All examples in green bold italics are only examples of what could be placed in suggested columns. It is down to the school emergency planning team to place the relevant details for their school in the given area.

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

      (
	Name
	Status
	School extension number 

(If appropriate) 
	 Home telephone and 

Mobile phone

	
	
	Head teacher
	
	

	
	
	Deputy Head 
	
	

	
	
	Head of year
	
	

	
	
	Head of year
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Other school contacts (including representatives from the Governing Body) 

	Key holder

       (
	Name
	Status
	School extension number 

(If appropriate) 
	 Home telephone and 

Mobile phone

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3. External Contacts 
(This is a generic list of contacts; please add contacts as relevant to your school).
	Barnet Education and Skills Service 
	 0208 359 7288/ 5345 


	Barnet Head of School Improvement 
	0208 359 7725

07961081977

	Barnet Communications Team/Press office 
	0208 359 7039/5313


	Barnet Health and Safety  (SHAW Team) 


	020 8359 7955

	Barnet Educational Psychology Service
	 020 8359 5554



	School’s usual bus company
	

	Key suppliers. i.e. cleaning company, Catering company, out side contractor that support the school 

	


4. Control point for EMT

	1st Location 
	E.g. Head teachers office

	2nd Location 
	E.g. School Media room 

	Off site 
	E.g. Media room in St James Primary school 


5. Information Map
PLEASE INSERT COPIES OF SCHOOL MAPS HERE:

This section should include:
· An up-to-date, detailed floor plans of the school + (Map- Copies or your school floor plans are available on the schools asset management data base.), showing: 

· Location of cut-off valves and switches for gas, water and electricity. Include details of master switches as well as local stopcocks. 

· Information on the drainage system 

· Key evacuation and evacuation rendezvous points. 

· Copies of the maps should be included in the Grab Bag and EMT box If you have one 

6. Facilities fact sheets
NOTE: THE FOLLOWING INFORMATION IS SENSITIVE TO YOUR SCHOOL   RESTRICT ACCESS TO SCHOOL AND LA STAFF. 

Fill in the following information. Keep a copy in your plan. Please add any information, which would be useful and appropriate for your school. 

· Add details of how to access and operate the switches. (For example - if gas off switch is behind a locked door were are the keys kept and which way is the valve turned to shut off the supply?)

· Details of how to reset the fire (and any intruder) alarm systems.

· Details of where / how to access the school CCTV system and recording tapes/discs

· Details of any other hazard areas that have been identified in the school. For example: swimming pool, chemistry laboratory, asbestos reports, free standing gas or compressed air cylinders, garaged vehicles, paint/chemical/fuel cupboards and stores,  etc… should be listed. These could cause problems to the emergency services. For example the fire brigade would want to know locations of chemicals etc if they were tackling a fire at your school.

Facility Fact Sheet

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

	Grab Bag 
	X1 in school office,

X1 boot of head teachers car 
	

	Keys – to buildings
	Head teacher

Deputy Head/s

Caretaker

Spare in school safe
	Main key holder:

Out of hours/holidays:

	Fire Hydrants
	2x hydrant/hose sets situated in main school building school corridor and 2x as shown on school plan (1x adjacent to main office block; 1x 20m North of Main Hall)
	

	Fire Alarm / Fire Control Board
	 In school office behind main desk 
	Senior management and school office staff trained in alarm use. 

	Security Alarm 
	Control box in School Office
	Senior management and school office staff trained in alarm use

	CCTV equipment
	School Office
	Senior management and school office staff trained in alarm use

	Fire extinguishers
	Water extinguishers – in each classroom; Dry powder 2x in Reprographics room and 3x in ICT suite; Kitchen 4x water and 4x dry powder
	Water extinguishers x 14; Dry powder x 9

	Fire exists
	See School Map 
	

	Lifts
	See School Map
	Location of lift controls / access to plant room

	Gas shut off
	Add Location on school map 
	Mode of operation

	Electricity shut off
	Add Location on school map
	Mode of operation

	Water shut off
	Add Location on school map
	Mode of operation

	First aid kits / cupboard
	Add Location on school map
	List of school first aid-ers in first aid box. 

	Spillage clean up equipment / disinfectant
	Caretakers room   (Add Location on school map)
	

	Protective clothing
	Caretakers room + school lab
	

	Flammable materials
	In science store keys in office
	Type

	Toxic materials
	In science store and in school pool plant room. Keys in office
	Type

	Telephones 
	
	

	Chemical
	Notes
	Location

	Dry Acid
	Contains Sodium Hydrogen Sulphate


	Store cupboard in science lab 2

	Chlorine Stabiliser


	Contains Isocyanuric Acid


	Store cupboard in science lab 1

	Weed killer


	Contains Glucosade


	Grounds man’s  store adjacent to sports hall


7. Buddy Schools
A buddy school is another educational establishment which can accommodate your pupils for a short time which can be used as a place of safety.  Have your buddy school marked on one of your maps and include them in the plan. 

	Name and address of Buddy school   
	Telephone number
	How will your pupils get there?

	
	
	Having a haven is not enough; you must consider how to get pupils there safely. For example if the police have evacuated your whole school can you walk to you buddy school

Thought needs to be given to what route you would you use?

Which staff would you have available

If you can’t walk the whole school to another location can certain years be sent home?




8. Fire Plan 

Insert your existing school fire procedure here / as an Appendix (note elements of this will be similar to the evacuation plan were possible try and avoid duplication). In some cases this can be combined in to one evacuation plan.  However, because the school may be evacuating to sites that are further away that the fire assemble points it recurs a separate policy  

9. Evacuation plan

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 
	EG: Use of the fire alarm 



	Details of evacuation routes and locations need to be on the school map or as a separate map. These must be familiar to all staff. 



	Evacuation site (1) 

(Can be on school Grounds) 
	E.g. main School play ground (same as for Fire Evacuation 

Please add any relevant information 



	Evacuation site (2) 200m from school 


	 E.g. Saint James Park. Indicated on evacuation map 

Please add any relevant information 



	Evacuation Site (3) 

400m from school 
	E.g. buddy School. Saint Mary Primary school. 

Location is marked on evacuation map 

Please add any relevant information 




10. Shelter within the school building.
Emergencies may very occasionally arise when it is safer for the members of a school to remain within the school building beyond normal school hours.  These would be very rare indeed e.g. a factory fire with hazardous fumes, following major transport disruption where it has become difficult/impossible for parent/carers to travel to school to collect their children, or a terrorist attack.  For more details see guidance section. 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:

	Activation
	You will need to decide what method of activation can be used for your school. For example

1) Message on school PA system.

2) Different Ringing Tone on school bell.  (only use the fire alarm for a fire or evacuation alerts) 

3) Member of staff using a load hailer to call down corridors.

NB: as each school is different you need to decide on an activation method that works for you! 

	

	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 seated and 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.  

· Try and keep pupils engaged in quiet classroom based activities or games.

· 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 shelter in place 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.    





11. School Closure 

Please add details of your school closure policy.  

Each school should have an early dismissal procedure in place that requires parents or other designated individuals to check pupils out of school. Each school should regularly update parent/guardian contact details. Where these are held on a computer database a regular print out should be made and a copy kept in your grab bag and in a secure offsite location. 

11.1 If an individual, group of pupils, or the whole school needs to be sent home you should:

· 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.

11.2 If the whole school is to be closed during the school day you should:

· Alert the Local Authority Education and Skills Service 
· You should 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 your 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.

11.3 If the school is to be closed before the start of the school day, e.g. due to bad weather or utilities failure, you should:

· Place a notice at the schools gates and ask a member of staff to stand 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. Or, if this is not safe or practical; evacuate them to your buddy school or safe haven. Messages should be left with parents and at the schools gates as to where the pupils have been taken.
 12. Offsite trip incident
Firstly obtain as much information from the caller as possible. Use the sheet below to guide you.

	Maintain a written record of your 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
13. 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

· 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

14. 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

15.  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
	Event
	Action
	Completed
	Entry By
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