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EMERGENCY PLAN 

Vision 

We fully embrace the vision stated in the Church of England’s Vision for Education ‘Deeply Christian Serving the Common Good’ published in July 2016 of educating the whole person. We aim for our children and members of the wider school community to flourish in all they do and ‘live life in all its fullness’. (John 10:10) 

Values

· We are a church school, which believes in the importance of community, where people from all races, religions and cultures act in peace together.

· Our pupils, staff and families work together as a team, with wisdom supporting each other through our learning. We have hope in our challenges and in our successes.

· We recognise the dignity and ultimate worth of each person, created in the image of God, further shaped by the person, teaching and example of Jesus. We look to the future with joy.
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Emergency Plan
Internal Distribution List

	Location of copies 
	No of copies
	Format

	School Staff (copies given to new staff on induction)
	27
	Electronic

	School Office
	1
	Paper

	Headteacher’s Office
	1
	Paper

	Staff Room
	1
	Paper

	Grab Bags
	2
	Paper


External Distribution List

	Organisation
	No of copies
	Format

	Surrey County Council Area Schools Support Service                                

South East Surrey
Area Schools Officer (ASO) – Ann Panton
Tel: 01737 737960 /  07976 924186
Email: ann.panton@surreycc.gov.uk

Area Schools Assistant (ASA)  – Sally Pickford
Tel: 01737 737961  
Email: sally.pickford@surreycc.gov.uk
	1
	Electronic

	Surrey County Council Emergency Management Team

Email: sccemt@surreycc.gov.uk
Address: Woodhatch Place, 11 Cockshot Hill, Reigate RH2 8EF

Phone: 03456 009 009
	1
	Electronic

	Parish Office, Christ Church, Kings Cross Lane, 

South Nutfield, RH1 5NG

Tel: 01737 821371

parishoffice@cc-nutfield.org.uk
	1
	Paper


Section 1:  Introduction
The aim of this plan is to give guidance to enable our school to provide a structured response to, and manage and coordinate an emergency and to ensure continuity of service

This plan relates to:

a) an event which threatens the safety of children and/or staff, or a crisis which might affect the public reputation of the school, 

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

c) where the community in which the school is based is affected by an emergency.

The plan provides generic guides to actions that should be considered by the Headteacher, her nominated deputy and the School Emergency Management Team (SEMT) in case of an emergency in school or the local community, or on an educational visit. It also provides supporting information. 

Any emergency affecting a school may afterwards be the subject of a detailed inquiry. It is important that accurate written records are kept, and that no piece of information about either the planning or the response to the incident is lost.  Records may also be in the form of a recording made via a telephone or on an answer machine.  The records should be retained after the incident for future reference. Whilst it is recommended to use a hardback notebook to prevent pages being easily discarded, a suggested template has been made available and can be found in Appendix 4.
Aims and Principles

The school is committed to providing a safe and secure environment for pupils, staff, parents and any visitors involved in school related activities. 

The aim of this plan is to enable this school to provide a structured response to a critical incident or major emergency and to manage and co-ordinate such emergency with the safety of pupils and staff as paramount, whether on or off site; and takes account of actions to be taken to ensure continuity of service.

In considering our policy and the detailed procedures that support it the following issues have been taken into account:

· Staff and governor awareness of their roles and responsibilities

· Clear communication channels for parents, staff and external support services

· Compliance with current safety legislation

· Actions aimed at containing incidents to minimise escalation

· Support for those involved or affected by the incident

· Actions to facilitate future recovery – emotional and functional

· Use of external agencies where appropriate such as the LA, Southwark Diocesan Board of Education, Strictly Education 4S, and the Emergency Services

Section 2: School Details

School name:



Nutfield Church (C of E) Primary School
Address: 



59 Mid Street





South Nutfield







Redhill, Surrey, RH1 4JJ

Telephone number:


01737 823239
School Mobiles:


07437 957007





07901 902148

Email address:


info@nutfield.surrey.sch.uk
Headteacher:



Miss Imogen Woods
Tel: 01737 823239 (school)  / 07979 812715 (mobile)
Chair of Governors:


Mr Sam Nicholls





Tel: 01737 823209 
Email: sam.nicholls@nutfield.surrey.sch.uk
South East Surrey Area Schools Officer (ASO):
Ann Panton
ASO telephone number: 

01737 737960 or 07976 924186 
Email:




ann.panton@surreycc.gov.uk
South East Surrey Area Schools Assistant (ASA): 
Sally Pickford

Tel: 01737 737961  
Email: sally.pickford@surreycc.gov.uk
Number of pupils:


205
Age range of pupils:


4 to 11
Section 3: Emergencies in Schools

3.1 Activation  If appropriate, you should call 999 for the police, fire or ambulance. 
If in doubt, call 999.
Information about an incident affecting your school could come from a number of avenues including a member of staff, pupil, parent, the emergency services, the Local Authority, Tandridge Borough Council or Surrey County Council).

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

In the event of a bomb threat call, refer to action card 6.

If the incident happened on an educational visit please refer to section 4. You might already have these details but it could be useful to seek confirmation.

	Exact location of the incident
	

	Type of the incident (including actual words used by informant)
	

	Hazards present or suspected
	

	Access – routes that are safe to use  
	

	Number, type, severity of casualties  
	

	Who else has been informed?
	

	Any action taken so far
	

	Name of contact at the scene
	

	Key Contacts
	

	Date / Time
	

	Name of the person informing of the incident
	


Then immediately inform Imogen Woods or Anna Benjamin. If neither is able to respond (they may be involved in the incident) the senior person present must follow the instructions of initial action by the Headteacher or nominee on the next page.

3.2 Initial Actions by Lead Co-ordinator (Headteacher or nominee)

	Assess situation

	Take immediate action to safeguard pupils and staff where necessary as detailed in action card 1.  

	Log all communications and actions

	Call for support 

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










	Establish a basic overview of the incident and decide upon the type of response required. Keep ‘Stay Safe’ principles in mind: RUN, if you can’t run, HIDE and TELL

· Evacuation – refer to action card 4.

· Lockdown – refer to action card 5; sometimes it may be safer to remain inside a building

	Assemble a School Emergency Management Team (SEMT) from pre-identified staff (see Section 5), relieve them of their normal duties and carry out further actions as detailed in action card 2.

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

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


Section 4: OPERATION DUKE; emergencies on educational visits

4.1 Activation 
Surrey County Council have an emergency response scheme in place called “Operation Duke” for offsite emergencies involving: 
( an accident leading to a fatality, serious or multiple fractures, amputation or other serious injury; 
( circumstances in which a party member might be at serious risk or subject to serious illness; 
( any situation in which the press or media might be involved. 
This scheme provides schools with a network of support for a group facing an emergency and will be the means of involving senior officers within Surrey County Council who have been trained to assist a school if an emergency or serious incident occurs. 
Every school visit will have a senior member of staff as Party Leader who travels with the group and a nominated School Duty Officer (Headteacher or in her absence, the Deputy Headteacher) back at the school.

The Party Leader* will try to contact the School Duty Officer or the SCC Emergency Management Duty Officer if unavailable and should provide them with the following information: 

*or other suitable person if Party leader unavailable

It is important that all staff on the trip are familiar with Operation Duke in case the Party Leader is unable to manage this process (i.e. they themselves caught up in incident). Operation Duke Cards should be completed and made available to all members of staff on the trip.  They can be downloaded from EVOLVE - Surrey County Council.

4.2 Initial Actions by Party Leader* for the School

The following pro-format can be used to record the information received.
	Name:
	Status:
	Telephone number:
	Additional Tel number(s):

	
	
	
	

	Name of group involved
	

	Location and exact nature of incident
	

	Is a fatality involved?

Confirmed? 

By whom?
	

	People affected


	Full Name(s) & Age(s)
	Exact nature of Injuries

	
	
	

	Local emergency services informed?
	

	Next of kin informed?

If so, how?
	

	Any contact with British Embassy?
	

	Any contact with Foreign and Commonwealth Office?
	

	Any contact with Red Cross? If relevant (British Red Cross may be able to link into the Red Cross for the Country concerned who may be able to support with locating of missing persons and welfare).

	Depending on the scale of the incident, consider assembling a School Emergency Management Team to assist with the response.

	Where the affected people are / will be taken to
	

	Names and locations of hospitals involved


	

	Number of people on the visit 


	Pupils
	Teachers
	Other adults

	
	
	
	

	Arrangements for pupils not directly involved in the incident
	

	Any ongoing risk? (i.e. conflict still occurring)
	


4.3 Initial Actions by the School Duty Officer 

	1. Start a log - maintain a written record of your actions using the template provided in Appendix 4.

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

	3. Contact Surrey County Council Emergency Management Team Duty Officer and share the following information:

· Full Name

· Contact telephone numbers

· Name of the Group involved

· Nature of the incident

· If a fatality is involved, is it confirmed, and by whom?

· Full name(s) and ages of the injured

· Nature of injuries

· Whether local emergency services have been informed

· The name and number of the unobtainable School Party Duty Officer

	4. Follow Operation Duke procedures as per Action Card 3.



Section 5: School Emergency Management Team (SEMT)

5.1 Role and responsibilities

The Headteacher, or in her absence, a pre-agreed nominee, will take overall responsibility for the school’s response to an emergency.  They should be supported by a School Emergency Management Team (SEMT) called together as soon as an incident occurs.

Please see Section 6 for Key Contacts.

Please see action card 1 and 2 for a detailed list of actions.

	Role
	Role Overview
	Responsibilities
	Staff responsible
	Named Staff

(Primary)
	Named

Staff

(Secondary)

	Lead Coordinator
	Directs the school’s response to the emergency
	· Lead the response, assign roles and delegate tasks to appropriate staff
· Set the strategy (i.e. lock down or evacuation)

· Central contact point for information both internally and externally BUT leave most of the communications and disseminating information tasks to the person allocated to that role
· Ensure relevant authorities are informed of the incident (e.g. Area Schools Officer, Health and Safety Executive) 
	Headteacher /
Deputy Headteacher
	Imogen Woods
	Anna Benjamin


	Welfare
	Focuses on the physical and emotional well being and safety of both pupils/students and staff (evacuation etc)

If the incident is out of hours there may not be any immediate welfare actions however there may be a longer-term need for a welfare coordinator to help coordinate post-incident care and support.
	· Lead on the safe movement of all staff and pupils. 

· Ensure (as reasonably possible) safe shelter and basic needs met.

· Deploy educational psychologists (if safe to do so)
· Ensure that SEMT members take time out as appropriate

· Establish a debriefing process 
	Deputy Headteacher /
Senior Teachers
	Imogen Woods Anna Benjamin
	Katharine Brooks /
Charlotte Cordey / Encarna Cox /
Natalie Rutter

	Communications and

Media Management
	Communicate with pupils, parents and visitors. SCC media team should be able to advise.
	· Lead on updates to web, school phone voicemails and text messages to parents.

· Manage incoming calls from media and members of the public and if applicable direct media enquiries to SCC Media Team.
	Headteacher
	Imogen Woods

	Philippa Assender /
Serena Fowler/   Eileen Bowen

	Continuity and Recovery
	Identifies any critical areas (insurance, IT servers etc) that may be affected during/after incident
	· Lead on business continuity for school e.g. retrieve and restore data from backup systems

· Focus on alternative arrangements (i.e. alternative buildings) and liaise with insurance for any new equipment or furniture needed.

· Liaise with the SCC Area Schools Officer regarding long term school closure if applicable

· Responsible for the salvage of critical documents/equipment if this can be done safely

· Possess a list of critical items
	Bursar and School Office staff
	Philippa Assender
	Serena Fowler / Eileen Bowen

	Premises and Resources
	School site management Location arrangements for visitors, SEMT
	· Lead on property management, ensure access for relevant individuals.

· Has knowledge of the site, access and exit points

· Knows how to shut electricity, gas and water supplies to make the site as safe and secure as possible.

· Compile a list of damages property or resources for insurance purposes.

· Procure resources to respond to the emergency if required, liaising with SCC as required
	Bursar / Site Manager
	Philippa Assender
	Fred Kolndreu / 
Serena Fowler

	Administrative Support
	Provide generic administrative support
	· Keep a record of costs incurred by the school or individuals

· Maintain an incident log
· Ensure that SEMT’s decisions are recorded
	Bursar and School Office staff
	Philippa Assender
	Serena Fowler / Eileen Bowen


5.2 Co-ordination room for SEMT

This is the place where the School Emergency Management Team will congregate following an incident. 
	Primary Location
	School Office

	2nd Location
	Headteacher’s Office

	Off-site 
	Christ Church, South Nutfield


5.3 Grab Bag(s)

Our grab bags are located: 

· Bursar’s Office

· Upper School Corridor (on wall between School Hall and Resources Area).

Our grab bag contains: 

· Laminated instruction cards / Instruction sheets – Roles and Responsibilities

· Up to date copy of our school Emergency Plan

· Additional incident log sheets

· Laminated site / floor plans

· Notebook, pens and paper and / or voice recorder

· First Aid kit(s) – fit for major incident 
· Staff lists – contact details list etc

· Parent/carer contacts list for pupils 
· Emergency foil blankets

· Baby wipes

· Wind -up torches 

· Dedicated mobile phone

· Charger units for phones 

· Whistle

· Master keys (in a sealed / tagged bag)

5.4 Support from Surrey County Council & other organisations

A number of Council’s services and other organisations can provide support to the school. 

The SEMT should access this support via the Area Schools Officer (ASO) or if unavailable via Surrey County Council’s Emergency Management Duty Officer.
SCC Schools & Learning 

· Coordination of assistance throughout the ASO
· Welfare services/emotional support

· Additional accommodation
· Health and safety advice

· Provide advice and support throughout the emergency and during stand down and recovery phase
· Management support to Headteacher

· Education psychologist support

Other Surrey County Council’s services

· Emergency response support including where possible support with resource including: transport, voluntary sector, etc.

· Advice on emergency planning

· Where possible, support with debriefing

· Legal advice

· Advice and assistance with media management

· Procurement

· Advice on building repair, temporary accommodation, statutory compliance and building safety including structural

· Welfare support where appropriate

Occupational Health & Strictly Education 4S 

· Advice and support on health issues

· Help Employee Assistance Service for staff – 0800 028 5147 or go to https://strictlyeducation.optimise.health/#/
Surrey Police

· Overall control of the emergency response (emergency dependent) 

· Media relations

· Contact with bereaved families

· Criminal investigation

Surrey Fire and Rescue Service

· Fire fighting

· Life saving and rescue

· Chemical spillage clean-up

South East Coast Ambulance Service

· Emergency medical response

· Transportation of casualties to hospitals

· Access to other health services

Support from Southwark Diocesan Board of Education
We are a Church of England Voluntary Aided Primary School in the Southwark Diocese in active partnership with the Southwark Diocesan Board of Education. Through our Partnership Agreement the Southwark Diocesan Board of Education provides our school with professional advice, support and guidance. Telephone: 020 7234 9200 
Section 6: Key Contacts

6.1 School Emergency Management Team Contacts

	Primary/

Secondary member of SEMT
	SEMT Role
	Name


	Business As Usual Role
	School Extension
	Mobile
	Home telephone
	Key Holder

(YES/NO)



	Primary
	Lead Coordinator
Communications & Media Management
	Imogen Woods
	Headteacher
	01737 823239
	07979 812715
	
	Yes

	Primary
Secondary
	Welfare
Lead Coordinator
	Anna Benjamin
	Deputy Headteacher
	01737 823239
	07921 287659
	
	Yes

	Secondary
	Welfare 
	Katharine Brooks
	Curriculum & Assessment Lead
	01737 823239
	07837 612396
	01737 643206
	No

	Primary
	Continuity and  Recovery
Premises and Resources

Administrative Support
	Philippa Assender
	Bursar
	01737 823239
	07760 213597
	01737 222660
	Yes

	Secondary
	Continuity and Recovery
Premises and Resources

Administrative Support
	Serena Fowler
	School Office Manager
	01737 823239
	07429 248550
	01737 821544
	No

	Secondary
	Continuity and Recovery
Administrative Support


	Eileen Bowen
	School Assistant
	01737 823239
	07932 104085
	01737 821508
	Yes

	Secondary
	Premises and Resources
	Fred Kolndreu
	Site Manager
	01737 823239
	07906 905405
	01737 822913
	Yes


6.2 Other school contacts

	Name


	Business As Usual Role
	School Extension
	Mobile
	Home telephone
	Key Holder

(YES/NO)



	Sam Nicholls
	Chair of Governors
	
	
	01737 823209
	No

	Tony Cavallo
	School Website Hosting and maintenance
	
	07701 021649
	
	No

	Soft Egg 
	School IT Support
	
	0118 936 0080
	
	No


6.3 External contacts

*NOT TO BE GIVEN OUT TO THE PUBLIC
	Role
	Name & Landline & Mobile

	Area Schools Officer (ASO)*
Area Schools Assistant (ASA)*
	Ann Panton 07976 924186 / 01737 737960
Sally Pickford 01737 737961 

	SCC Emergency Management Duty Officer *
	03456 009 009

	SCC Property helpdesk
	020 8541 9000 

	SCC Contact Centre
	03456 009 009

	SCC County Press Office
	In hours: 0208 541 8996/9962

Out of hours: 020 8541 7920

	Buddy establishments
	Refer to action card 4.

	Christ Church Parish Office
	Tel: 01737 821371
Email: parish.office@cc-nutfield.org.uk

	South Nutfield Village Hall, Mid Street
	01737 822811 / 823477

	Holborns Corner Stores, Mid Street
	01737 822283

	Knight Security Keyholding Services
	01276 469988 / 0845 658 3430 / 07788 156460

	Cruisers Ltd (Coach Company) used for school trips/visits
	01737 770036

	SCC Block Policy Employers’ Liability 

Contact SCC Insurance Services 
	SCC Insurance Services
020 8541 9199

Clive.pritchard@surreycc.gov.uk

	Buildings, Governors’ Contents, Property Owners’ Liability, Business Interruption

Block Policy Y076668QBE0120A, Insurers QBE Insurance Co Ltd.

Southwark Diocesan Board of Education on behalf of the Governing Body of Nutfield Church (C of E) Primary School
	Aston Lark Ltd 
Tel: 01420 82501 / 81875
Email: charlotte.carrington@astonlark.com
SDBE

Tel: 020 7234 9200

	Education Support 
(trained support and counsellors available 24hrs)
	08000 562 561

	Health and Safety Executive - to report fatalities and major incidents only 

Advisory Team
	http://www.hse.gov.uk/riddor/report.htm
0345 300 9923

	The Foreign Office (links with British Consulates etc)
	020 7008 1500 

Email: fcocorrespondence@fco.gov.uk 

	Met Office 
	0370 900 0100

	Water supplier – SES Business Water
	0203 750 9300

	Gas board
	Emergency – 0800 111 999

	Surveyor – Tony Luff, Synergy
	Tel: 01483 468666

Mobile: 07968 421310

Email: a.luff@synergyllp.com

	Contractors: electricians – Buchanan & Curwen
	Buchanan & Curwen
Tel: 01372 373481

Email: RobLambourn@b-and-c.co.uk

	Contractors: plumbers – C.L.S. 168 Lee Street, Horley, Surrey, RH6 8HE
	01293 773730
info@cls24-7.co.uk

	School Boilers – Advanced Control Solutions Ltd
	Advanced Control Solutions Ltd

Tel: 01483 237812

Email: Y.Eshelby@ACS-SouthEast.com

	IT consultant – Soft Egg
	Soft Egg Limited
Tel: 0118 936 0080

Email: getintouch@softegg.co.uk

	School Catering – Twelve15
	01372 832370 / 71


	Bletchingley, Nutfield and Godstone Community Team
	PCSO Kerrie Furlong
PC Lauren Ellis

PC Sarah Adams
PC Kevin Stimson
Surrey Police Tel: 01483 571212

	The Samaritans 
	116 123

	Radio Jackie 107.8 FM
	02082 881300

	Heart Radio – Reigate and Crawley 102.7 FM
	01273 316 900

	Eagle Radio 96.4 FM
	01483 300964

	BBC Surrey  104.0 FM
	01483 306306


Section 7: School Activity

This section includes information that may be requested in an emergency or that may be useful to your staff or other agencies to refer to in an emergency.

· Extra-curricular activities: 

The Ark Breakfast & After School Club. Term time only

Breakfast Club 7.45 – 8.45am


After School Club 3.15 – 5.15pm

Contact:
School Office – 01737 823239

The Ark Mobile – 07901 000485
Section 8: Stand-down and Recovery

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

The Headteacher should work with their ASO to develop a recovery plan for the school.  A range of support will continue to be available from across Surrey County Council.  This support should be accessed through the school’s ASO. 

There may be formal inquiries or even police investigations into the incident, which may continue for some time, and require the cooperation and support of school staff, pupils and parents. 

Some elements that should be considered or undertaken include: 

Recovery plan

	As soon as possible after the emergency:

	Liaise with parents regarding plans for attendance at funerals. The school should try to remain open if possible.  Consider who should attend and how this should be organised.  Consult with the bereaved family/families.  For those who cannot attend and would like to, you may consider marking the occasion in school in some way e.g. silent reflection.

	Arrange for the removal of deceased pupil’s personal items. This is particularly important in primary schools where pupils tend not to move about the school as much.  Consider such things as coat peg and name label, PE bag/kit and book bag, books/ pencils/ trays/ desk, work on display.

	Arrange psychological debriefing meetings for staff and pupils

	Arrange structured debriefing meetings for the Headteacher and SEMT in partnership with Surrey County Council if applicable

	Identify and support high-risk pupils and staff

	Promote discussion of the emergency in class bearing the following information in mind:

· Do not minimise the effect of loss upon the child – recognise the uniqueness of the child’s feelings

· Listen to the child – do not attempt to stop his/her references to the dead person

· Show that you are prepared to listen and offer reassurance

· Show that you care by offering genuine support and empathy

Remember that supporting another’s loss and grief can touch upon one’s own losses and associated feelings – staff will need specific support from colleagues and may also need professional advice and support

	Consider the need for individual or group support

	Help affected pupils and staff to come back into school

	Identify and consider legal implications and seek advice appropriately 

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

	In the longer term:

	Consider the development of a memorial - discuss with the bereaved family whether the development of a memorial would be acceptable to them.  The memorial can be in the form of something practical like a bench or tree, or can take the form of an annual fundraising event, cup or trophy reflecting the pupil or staff member’s particular interest.  Once the family have given their views, it will helpful to seek input from the wider school community.

	Consult and decide on whether and how to mark anniversaries. It may be beneficial to identify a place for people to place flowers and other tributes. If possible, seek the views of the family/families involved.

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

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

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


Section 9: Training and Exercising

A training and exercising programme is in place as detailed below to ensure that those who have a role in the response are aware of the plan and are comfortable with the roles they may be asked to perform in an emergency.   

	Activity
	Autumn Term 2021
	Spring Term 2022
	Summer Term 2022
	Autumn Term 2022
	Spring Term 2023
	Summer Term 2023
	Autumn Term 2023

	Plan review

(Annually)
	A
C
	
	
	A
C
	
	
	A

C



	General training for staff
	Fire Drill
B
	
	
	Lockdown

B
Fire Drill

B
	
	
	Lockdown

B 

Fire Drill
B

	Training for SEMT
	
	
	
	
	
	
	

	Training on drills for pupils
	
	
	
	
	
	
	

	Update to Governors
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes

	Update to parents
	
	
	Lockdown exercise
	
	Lockdown exercise
	
	Lockdown exercise

	Exercise on drills
	
	
	
	
	
	
	

	Full live exercise
	Fire Drill D
	Fire Drill D
	Fire Drill D
	Lockdown D

Fire Drill D
	Lockdown D

Fire Drill D
	Lockdown D

Fire Drill D
	Lockdown D

Fire Drill D


A = Plan Writer
C = School Emergency Management Team (SEMT)
B = School Staff
D = Full school involvement
Note: During the coronavirus (COVID-19) pandemic, there have been no lock down drills due to the inability to maintain social distancing that meet the Government guidelines.

The Fire Drill has been updated to allow for social distancing for staff and pupils evacuating the building, social distancing at the Fire Assembly Point, and for social distancing on re-entry to the school building

 Action card 1: Establishing the Response

These are not exhaustive lists of actions; the Headteacher or nominee and the SEMT should continue to consider their response with the aim of returning the school to normality as quickly as possible.

Action list for Lead Co-ordinator

	Identify SEMT Co-ordination Room
	

	Assign roles to SEMT and agree priorities
	

	Liaise with the police, fire and ambulance services, Surrey County Council, and other agencies as applicable.  Act as the main contact to coordinate response and give your contact details. Your primary point of contact for Surrey County Council should be your   ASO.
	

	In liaison with Police inform all staff, and parents of injured pupils.  Decide how to inform other parents.
	

	Ensure all staff maintains a log of actions and decisions.
	

	Identify who will record staff personal and school costs and collect incident logs
	


Action list for SEMT 

	Welfare

	Take actions to secure the immediate safety of pupils and staff – this may include evacuation or shelter i.e. keeping pupils and staff inside the building.
	

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

	Communications

Communications systems are put under enormous pressure in the immediate aftermath of an emergency, but are vital to ensuring a well-managed response.

Rumours spread quickly within a school community, and can cause great distress in a crisis situation.  The best way of preventing rumours is to inform people quickly, simply and factually.

	Agree who is the most appropriate main point of contact with the affected family/families. 

An early decision should be made about how to inform parents. Make use of telephone trees or other methods to ensure parents are informed quickly and efficiently.  It is important to agree a pre-prepared factual statement or the telephone tree will distort the message.  However, in the case of a fatal incident, the police will normally inform the parents of the child or children involved.
	

	All staff should be informed as soon as possible, being given the same, accurate information, as should the school governors.  

Agree a process for communicating the information with all members of staff, including those who are not working today. 

Inform staff of any agreed changes to the regular school timetable or cancellation of normal school events.

	

	 Identify any other lines not generally known to the public (kitchen phone, mobile phones, fax machine and internet connection via a phone line), which could be used for outgoing calls in an emergency. It is likely that the main school telephone number will quickly become jammed with incoming calls

If necessary, seek support from Surrey County Council via your ASO, who can set up a public helpline for enquiries from the public in the event of a major emergency. 

Line to be used for incoming calls only: 01737 823239
Line to be used for outgoing calls only:  07437 957007 
07901 902148
	

	Media Management

	If possible, avoid responding to media enquiries and direct them to either the police if they are present for a statement or to County press office. Liaise with the County press office initially via the ASO or EMT as quickly as possible, and work with them to decide the information for release to the media, which should be agreed with the head teacher and ASO before release. 

It may be appropriate and beneficial for the Headteacher or a nominated representative to make a press statement or be interviewed after liaising with Surrey County Council. Ensure that there is an agreed official spokesperson that is well briefed and prepared should an interview become necessary.  Again, the county press office can help with this.  
	

	Do not allow the press onto the school premises or give them access to children/staff unless there is a specific reason and permission and consents are in place.
	

	If there is likely to be a high media presence at the school site, it may be appropriate to pre-designate an area for media vans and journalists if they arrive at the school and from which interviews can be given.  This may prevent the media blocking access routes to the school or intimidating pupils and staff. In a major emergency, the police can deal with the press and prevent intrusion onto the site.
	

	Premises and Resources

	Ensure access to site for emergency services
	

	Open/close parts of school as required, and turn off water, gas and electricity supplies if necessary – see map in ‘school site plan’ appendix 1
	

	Establish a safe and secure base for the SEMT also referred to as co-ordination room – refer to section 5.2.
	

	Ensure the security of the school premises
	

	Continuity and Recovery

	Are any critical areas impacted?
	

	Look at alternative arrangements 
	

	Use Business Continuity Matrix Table – see appendix 5.
	


Action card 2: Ongoing Response

Action list for Lead Co-ordinator

	Provide regular briefings for staff, and continue to liaise with the emergency services and the ASO. 
	

	Try to maintain normal routines as far as possible.
	

	Tell the staff involved to keep a log of their involvement, noting key actions and times.    
	

	If relevant an accident report should be completed and, in the event of serious injuries or a fatality, the Health and Safety Executive should be informed within 24 hours.
	

	Inform the Head of Strategic Risk Management (in hours) who will advise on reporting procedures. Staff may wish to submit draft reports to trade union legal officers.
	

	Allocate tasks listed below between SEMT
	

	Inform the Co-Chairs of Governors as soon as reasonable
	


Action list for SEMT 

	Welfare

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

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

	Make arrangements for reuniting pupils with their parents.
	

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

	Advise staff to be aware of their feelings and support each other. If the school has bought-in to the service, provide staff members with the telephone number for Employee Assistance Programme 0800 028 5147
	

	Communications

	Consult with the Educational Psychologist, prepare teachers to deal effectively with informing pupils. It may be helpful to draw up a script and model how pupils should be told. 
	

	Pupils should be informed in small groups, again by being given accurate, age appropriate, factual information.  If possible, this should be done the same day as the incident. In the case of a fatality, the educational psychology service will be able to advise on the best way to inform pupils. Encourage teachers to allow time for classroom discussion.
	

	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 cascade, for contacting parents quickly and efficiently. You might also want to consider changing the answer phone message on telephones, amend website, use parent text system to contact parents etc. 
	

	Receive visitors to the school, ensuring they sign in and out and are issued with identification badges in line with School’s Visitors to School Policy
	

	Media Management

	Liaise with SCC press office to prepare a press statement, to be agreed by the Headteacher and AEO/ASO, and to decide the ongoing strategy for dealing with the press.
	

	Be prepared to be interviewed by the press if necessary.
	

	Premises and Resources

	Arrange an appropriate place to receive parents of children involved
	

	Continuity and Recovery

	Established continuity and recovery lead(s) ensures parts within the response (above) are covering any critical areas that could/have been affected.
	


Action card 3: OPERATION DUKE Implementation
This section contains a list of suggested actions (not an exhaustive list) and at all times the school duty officer should continue to continue to consider its response with the aim of returning the school to normality as quickly as possible. Incident circumstances, such as its scale, will determine the response provided by the school and the level of involvement required from Surrey County Council.
Considerations for School Duty Officer 

	Communication

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

	Inform parents directly involved as appropriate. Parents should first hear of the incident from the school (or from the party leader), not from hearsay or from the media.  Information given must be limited until the facts are clear and all involved parents/next of kin are informed. If a fatality liaison with the police before direct contact with the parents should be made, this can facilitated via Surrey County Council Emergency Management Team Duty Officer. The Police may also want to deploy a Family Liaison Officer. 
	

	Emergency Management

	Contact the Surrey County Council Outdoor Education Advisor for details of the support available. It includes:

· Help with media management, including press statements and interview briefing

· Help with arranging travel and transport between the incident, parents and the school

· Provision of extra communications, including public telephone helpline where appropriate

· Assistance at school or at the site of the incident by Area Education Officer, Area Schools Officer  and/or others

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

· Advice regarding insurance matters. 


	

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

Line to be used for incoming calls only: 01737 823239
Line to be used for outgoing calls only: 07437 957007 

07901 902148
	

	Communication with wider school family

	At an appropriate time (after those directly involved) have been informed, inform pupils and staff at school and their parents.  Decide what information you should give. Be simple and brief i.e. don’t give a lot of details. Remember that information given must be limited until the facts are clear and all involved parents/next of kin are informed. 

In the event of a tragic incident, consider seeking support from the educational psychology service, Southwark Diocesan Board of Education and Strictly Education 4S about the best way to inform pupils and to support them afterwards.  

Staff and pupils should be told to avoid talking to the media or spreading the story unnecessarily (particularly via use of mobile phones).
	

	 Inform the Co-Chairs of governors.
	

	Media management

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

	At least initially, the school is advised to avoid responding to media enquiries and direct these to SCC press office. 
	

	Liaise with SCC press office and the ASO/ASA as early as possible, and work with them to prepare a press statement. 
	

	Resources

	Consider arrangements required in order to receive people that may be arriving at the school, such as parents of children involved, media, emergency services.
	

	Consider resources required and their location in order to be able to respond efficiently to the incident.
	

	Reporting of accidents

	Tell the staff involved to prepare a written report noting events and times. A log of decisions and actions made should always be competed for any incident. Inform the Head of Strategic Risk Management (in hours) who will advise on reporting procedures. Accident report forms should be completed and, in the event of serious injuries or a fatality, the Health and Safety Executive should be informed within 24 hours. Staff may wish to seek advice from trade union legal officers before submitting draft reports.
	


Action card 4: Evacuation

Evacuation is required when there is a threat to the safety and security of staff and pupils if they were to remain on site or in a building. This may be evacuating to another area of the school building or an evacuation of the whole site.  

	Signal for fire evacuation
	Continuous ring of the fire alarm 

	Signal for bomb (threat) evacuation
	Continuous ring of the fire alarm 

	Signal for all-clear
	On Headteacher’s authority


	Assembly points fire evacuation
	Years R,1 and 2 – Upper school playground, all facing Kentwyns

Years 3,4,5 and 6 – Upper school playground/field – all facing Kentwyns

	Assembly points bomb (threat) evacuation
	Field


Protected spaces in permanent structures may offer the best protection against blast, flying glass and other fragments.

	Protected space 
	Resources area


Pre-identified buddy establishment(s) 

A buddy establishment is any identified building nearby where pupils and staff can be taken if unable to return to the school for some time. 

· If your buddy establishments are not available, consider other alternatives/locations. If none available inform ASO

· Ensure ASO is aware of where children are

· All children to stay at buddy establishment until decision made as to their onward arrangements

· If additional support for transport of children is required inform ASO
	Name & Address of establishment
	Contact name & number
	Arrangements for getting pupils there and estimated travel time
	Facilities/ resources

	Christ Church, South Nutfield, Kings Cross Lane, South Nutfield, Surrey, RH1 5NG
	Parish Office:  

01737 821371  
Vicar: 
Revd Len Abrams.
01737 822211
	Walk
	Toilets. Water. Heat and Light

	Nutfield Parish Council
	Nicky Chiswick, Clerk 07494 366074
	
	

	South Nutfield Village Hall, Mid Street, South Nutfield, RH1 4JJ
	01737 823121
	Next door to school
	Toilets. Water. Heat and Light
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Action card 5: Lock Down

Lockdown procedures should be initiated to any external or internal incident which has the potential to pose a threat to the safety of staff and pupils in the school.

	Signal for partial lockdown
	Pulsing ring of the fire alarm

	Signal for full lockdown
	Pulsing ring of the fire alarm

	Signal for all-clear
	On Headteacher’s authority


	Agreed lines of communication
	Spoken or written

	Partial lock down
	Full lock down

	All outside activity to cease immediately, pupils & staff return to building and move to School Hall. Curtains drawn. Lights on
	All pupils/staff/visitors move to School Hall. Curtains drawn. Lights on

	All staff and pupils remain in building and external doors and windows locked.

In the event of an air pollution or chemical, biological or radiological contaminants issue, air vents, fans, heating systems should be closed or turned off.

Use anything to hand to seal up all the cracks around doors and any vents into the room – you aim to minimise possible ingress of pollutants.
	External doors locked, teachers responsible for locking their external classroom door.
Windows locked, blinds drawn, internal door windows covered (so an intruder cannot see in).

Lights, smartboards, screens, and computer monitors turned off.

	Office staff take registers and emergency bags to School Hall. Pupils line up in their class line and Class Teachers call their Class Registers. Each class to sit down when their Register has been called and is correct
	Office staff take registers and emergency bags to School Hall. Pupils line up in their class line and Class Teachers call their Class Registers. Each class to sit down when their Register has been called and is correct

	Free movement may be permitted within the building dependent upon circumstances.
	Pupils/staff sit quietly out of sight and where possible in a location that would protect them from gunfire (bullets go through glass, brick, wood and metal. Consider locations behind substantial brickwork or heavy reinforced walls).

Mobile phones turned off (or onto silent so they cannot give away your position).

	Check for missing pupils, staff and any injured persons.
	Check for missing pupils, staff and any injured persons.

	Staff should await further instructions. Remain in place until all clear has been given, or unless told to evacuate by the emergency services.


	Staff should await further instructions. Remain in place until all clear has been given, or unless told to evacuate by the emergency services.

Reassure pupils and keep them engaged in an activity or game


 Action card 6:  Bomb threat prompt card for reception staff
	Actions to be taken on receipt of a bomb threat:

	· Stay calm

· Switch on recorder/voicemail if connected

· Tell the call which town/district you are answering from

· Record the exact wording of the threat (especially any codeword they might give) – let them finish the message without interruption



	Try to ask the following questions:

	Where is the bomb right now?


	

	When is it going to explode?


	

	What does it look like?


	

	What kind of bomb is it?


	

	What will cause it to explode?


	

	Did you place the bomb?


	

	Why?


	

	What is your name?


	

	What is your address?


	

	What is your telephone number?


	

	Record time call completed :

	Where automatic number reveal equipment is available, record number show:

In the UK on a BT land line, if you dial 1471 you will find out the last number that called – unless the caller withheld their number. 

	Report the call to the police and the Headteacher/nominated Deputy immediately. 

In the extremely unlikely event that there was a codeword with the message, and the location of the bomb was given as a location other than the school, follow the same procedure – report the call immediately to the police, and then notify the Headteacher. 

Time Police notified:

Time Headteacher notified:

the exact time of the call 

the caller’s sex and approximate age

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

any distinguishable background noise.



	The following part should be completed once the caller has hung up and the Police and Headteacher have been informed:

	Time and date of call:
	

	Length of call:
	

	Number at which the call was received:
	

	About the caller:

	Sex:
	

	Age:
	

	Nationality:
	


LANGUAGE

· Well spoken

· Irrational

· Taped message

· Offensive

· Incoherent

· Message read by threat-maker

CALLER’s VOICE

· Clam

· Crying

· Clearing throat

· Angry

· Nasal

· Slurred

· Excited

· Stutter

· Disguised

· Slow

· Lisp

· Accent

Type of accent

..................................................

..................................................

· Rapid 

· Deep

· Hoarse

· Laughter

· Familiar

If so, whose voice did it sound like?

..................................................

..................................................

BACKGROUND SOUNDS

· Street noises

· House noises

· Animal noises

· Crockery

· Motor

· Clear

· Voice

· Static

· PA System

· Booth

· Music

· Factory machinery

· Office machinery

· Other (specify)

................................................

................................................

OTHER REMARKS

..................................................

..................................................

..................................................

..................................................

..................................................

..................................................

Signature: _________________                                 

Date: _________________

Print name: _________________

Action card 7: Closing the school 

Considerations:
· There is the expectation that schools will remain open in all but the most extreme circumstances. 

· When to take the decision to close the school is important – it must balance the benefits of an early decision (avoiding unnecessary journeys and allowing parents enough time to arrange childcare) against the drawbacks (finding that the situation is not as bad as initially feared). 

· Closing at short notice may cause difficulties for families if they need to make child care arrangements during the day.

· The decision to close a school in response to a major emergency should be taken in the context of minimising the risk to pupils, staff and their families. For example, parents getting to school.

· Bus operators have a legal duty to ensure the safety and welfare of their passengers and therefore make the final decision on whether to undertake or continue any journey. 

Actions:

· When the decision is made to close the school by the Headteacher or deputy, the ASO should be contacted during office hours:                   

Area Schools Officer (ASO) – Ann Panton
Tel: 01737 737960 or 07976 924186



Email: ann.panton@surreycc.gov.uk

Area Schools Assistant (ASA) Sally Pickford  Tel: 01737 737961 or 07814 804432
If unavailable or out of office hours contact the Surrey County Council Emergency Management Team Duty Officer on:
Tel: 03456 009 009

Email: sccemt@surreycc.gov.uk 

Give date of closure, reason for closure, expected date of reopening. The ASO will update Surrey County Council’s website accordingly. 
You will also need to confirm with the Area Education Team when the school has reopened, so that the website can be updated.
· Inform the Governing Body as soon as possible. The Chair of Governors must be informed:

Email. sam.nicholls@nutfield.surrey.sch.uk or by telephone 01737 823209 

· Details of closure to be posted on School Website in a prominent position
· Inform your local radio station(s) that the school has closed. In order to validate your call you may be asked to quote the confidential codeword and your school’s DfES number
BBC Surrey Radio, Broadcasting House, Guildford, Surrey, GU2 7AP

Tel: 01483 306306

Broadcasting Frequency: 104.0 to 104.6
Heart Sussex and Surrey
Tel: 01273 430111 / 0345 481 1111
Broadcasting Frequency: 102.7
· If required, additional transport can be accessed through your ASO or the SCC Emergency Management Duty Officer. 

· Advise school transport and school meals and anyone who may be due to visit the school.

Early dismissal procedures and ensuring pupil safety:

Office staff to send a parentmail to parents advising of school closure

Office staff to put Information on school website

Class Lists held in School Office, parents come to front door to collect their children. Office staff collect children from classrooms (or School Hall if all children held there) to hand over to parent/carer and tick Class list to log movements of pupils, including name of person collecting the pupil and time.
During any school closure the teaching staff will provide home learning activities through the school website and Google Classrooms
Action card 8: Managing a disease outbreak (pandemic flu, coronavirus (COVID-19, norovirus, etc.)

Influenza (flu) is a familiar infection in the United Kingdom, especially in the winter months. Pandemic flu is different from ordinary flu as it occurs when a new flu virus emerges into the population and spreads rapidly from person to person worldwide. As it would be a new virus, no-one would have any immunity to it, and there is unlikely to be a suitable vaccine available. It is distinct from seasonal flu (that is standard flu which affects the population as a matter of course, and which occurs every year during the winter).
Norovirus, also known as winter vomiting disease, causes gastroenteritis and is highly infectious. The virus is easily transmitted through contact with infected individuals from one person to another

Children and staff will be taught basic hygiene rules as directed in the government guidelines with regards to washing hands and the use of tissues:

• Covering your nose and mouth when coughing or sneezing, using a tissue when possible

• Disposing of dirty tissues promptly and carefully – bag and bin them

• Avoiding non-essential travel and large crowds wherever possible

• Maintaining good basic hygiene, for example washing your hands frequently with soap and   

  water

Staff will be provided with additional hand sterilizing lotion to use in the classroom when working with children.  Adequate supplies of soap, paper towels and tissues will be made available. Hard surfaces will be cleaned frequently. 

Any child suspected of having the pandemic influenza/coronavirus/norovirus will be isolated from the rest of the class, at least 2 metres away from other people, close to a window that will be opened for ventilation. . Any supervising staff will not be requested to wear a mask, apron and gloves, unless they are unable to maintain a distance of less than 2metres, for example for a very young child or a child with special needs. These items will be disposed of separately once the child has been collected by their family/carer.
The Nutfield Church (C of E) Primary School Infection Policy will be followed.
For suspected or confirmed cases of coronavirus (COVID-19) the Nutfield Church Primary School Coronavirus (COVID-19) Protective Measures Risk Assessment will be adhered to.

The decision to close the school will be taken by the Headteacher, having taken advice from the Area Education Officer and obtained permission from the Chair of the Governing Body 
Each day of the pandemic the decision to be closed will be evaluated to ensure the safe running of the establishment for all. 

During any school closure the teaching staff will provide home learning activities through Google classrooms. 

In order to ensure the safe running of the school there should be at least one member of the Leadership Team, one member of the School Office Team, four members of the teaching staff (other than the Headteacher and Deputy Headteacher) and four Teaching Assistants on site during the school day.
Action card 9: Managing an unplanned disturbance of asbestos
The legal responsibility for the safe management of asbestos lies with the “duty holder” of Nutfield Church (C of E) Primary School. As a Voluntary Aided (VA) school this is the responsibility of the Governing Body.

Nutfield Church (C of E) Primary School has a written report on the Type 2 Survey of Asbestos containing materials dated January 2006; a copy is also held at Surrey County Council. An asbestos re-inspection is completed every year by a specialist company; Nutfield Church (C of E) Primary School buys back into the Surrey County Council Inspections for the annual re-inspection of asbestos containing materials. A written report of re-inspections is lodged with the school and with Surrey County Council. The latest re-inspection was conducted by Tetra Tech on 8th September 2021. Note: recommendations in the written report for all 6 items “Manage & Periodic Re-Inspection of ACM. 
Nutfield Church (C of E) Primary School has an Asbestos Register containing the original report on the Type 2 Survey and the re-inspection reports. This is available to view in the School Office. Contractors working at the school are asked to read and sign to confirm they have understood the information contained in the school’s Asbestos Register.

The Asbestos Register details that asbestos containing materials has been identified in the following locations at Nutfield Church (C of E) Primary School:

Item 2. Toilet cistern



Year 6 toilet

Item 4. Acoustic pad to underside of sink
HE room

Asbestos has been strongly presumed in the following locations:

Item 1. Toilet cisterns



Year 5 toilets (2)
Item 3. Toilet cistern



Year 6 toilet

Item 5. Toilet cisterns



Year 3 toilets (2) 
Item 6. Toilet cisterns



Year 2 toilets (2) 
If there has been, or may have been an unplanned disturbance of asbestos in the school the following immediate action must be taken:
· Any activity in the affected area must be stopped

· Everyone must be removed from the affected area

· The area must be cordoned off

· No staff or pupils will be able to access the area; no items including equipment, books or personal possessions may be removed from the affected area

The Southwark Diocesan Board of Education must be informed.

The AEO/ASO must be informed and advice taken and acted on

The HSE should be notified

Appendix 1: School Site Plan

See below:

1. FLOOR PLAN 

2. CUT OFF VALVES, SWITCHES AND LOCATION OF METERS

3. LOCATION OF FIRE FIGHTING EQUIPMENT  

4. LOCATION OF FIRE ALARM AND INTRUDER ALARM CONTROL PANELS

5. LOCATION OF FIRST AID KITS
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Cut-off Valves, Switches and Meters










Property Plan Reference

GAS

Gas Isolation Valve/Switch

In cleaning cupboard of commercial kitchen 




11771/G/058

Marked in yellow

Gas Meter

In brick cupboard in bungalow back garden

See right hand side of the garden when standing

with your back to the bungalow

ELECTRICITY

Electricity Isolation Valve/Switch

In boiler house







11771/G/059

Inside boiler house, turn right through double doors 

to enter electrical supply cupboard

Electric meter

In boiler house as above

WATER

Mains Isolation Valve/Stopcock





11771/G/059

In boiler house

Inside boiler house, turn right through double doors 

to enter electrical supply cupboard. Stopcock

is at ground level to the right.

Water Meter

In bungalow back garden

See left hand side of the garden, approx. one metre from

fence along Mid Street, when standing

with your back to the bungalow

BOILER

Emergency Shut Off Switch






1771/G/059

In boiler house. Immediately to right of door. Panic Style Button 

LOCATION OF FIRE FIGHTING EQUIPMENT

	Room
	Fire Extinguisher/ ID Number
	Fire Blanket
	Annual Service 17/8/2021

	Boiler House

11771/G/059
	Powder  1090 


	Y 1091
	Yes 

	Drum Room

11999/G/001
	Powder  1092

Foam 
	
	Yes

	Fred’s shed
	Powder 1148 
	
	Yes

	Reception Area

11771/G/001
	Water 1079 


	
	Yes

	Admin Corridor

11771/G/044
	
	Y 1153
	Yes

	Staff Office
	
	
	

	Staff Room 11771/G/043
	CO2  1080 


	Y
	Yes

	School Office
	
	
	

	Bursar’s Office 11771/G/043
	CO2 1152


	
	Yes

	H/T Office
	
	
	

	Kitchen and Office

11771/G/058and063
	Foam 1137 

CO2 1289  
	Y 1149


	Yes 



	School Hall
	
	
	

	Yr R/1

11771/G/002
	
	Y 1185
	Yes

	Yr 1 / 2

11771/G/011
	
	Y 1156
	Yes

	Resources Area
	
	
	

	Home Economics Room

11771/G/064
	CO2 1145 

Foam1146 
	Y 1144 

Y 1147
	Yes

	Library

11771/G/067
	Water 1143 

CO2 1142 
	
	Yes

	Upper School Corridor

11771/G/022
	Water 1140 

CO2 1141 
	
	Yes 



	The Aquarium

11771/G/024
	
	
	

	Deputy H/T Office

11771/G/023
	
	
	

	Yr 3
11771/G/025
	
	Y 1161
	Yes



	Yr 4
11771/G/027
	
	Y 1160
Y 1159
	Yes

	Yr 5
11771/G/031
	
	Y 1158
	Yes

	Yr 6
11771/G/071
	
	Y 1157
	Yes

	Outside Southwark Room
11771/G/1001
	Water 1138 

CO2 1139 
	
	Yes 



	Bungalow
	
	Y 
	


FIRE ALARM/INTRUDER ALARM










Property Plan Reference

FIRE ALARM SYSTEM – reset box





Main Entrance


In Main Entrance
INTRUDER ALARM – reset box





1171/G/044
In Admin Corridor
From reception area, on left hand wall before entrance
to main School office
FIRST AID KITS

Admin Corridor outside School Office




11771/G/046
Outside School Hall


In alcove between School Hall (11771/G/037) and 

Resources Area (11771/G/035) 

Lunchtime Shed







1771/G/035

Box used by Midday Meals Supervisors

Written Records kept in Staff Room
Classrooms (on hook behind the door)
Basic first aid kits
Appendix 2: School Hazard Assessment & Locality Map

(Location of hazardous chemicals, nearby industrial sites and rivers…)

	Hazards
	Location
	Mitigation measures

(if applicable)

	Cleaning chemicals
	Site Manager’s cupboard 1171/G/030

N/B COSHH sheets in H&S Admin Area, outside Headteacher’s Office 1771/G/044 
	Cupboard locked at all times

	Cleaning materials
	Commercial Kitchen cleaning cupboard 1171/G/058
Cleaning materials with covering COSHH sheets
	Cupboard locked. No access for children

	Asbestos Register
	Red H&S File
H&S Admin Area outside Headteacher’s office 1771/G/044
	

	Petrol storage
	Site Manager’s shed
	Locked at all times

	Paint
	Site Manager’s shed
	Locked at all times

	Gas Boiler
	Boiler House 1171/G/059
	Locked at all times

	Gas appliances
	School Kitchen 11771/G/063
	Emergency Stop in  cleaning cupboard of commercial kitchen 11771/G/058

Marked in yellow

	Mature trees
	Across the school grounds
	Annual Tree Survey (Connick Tree Care). All recommended work completed

	Redhill Aerodrome
	Light aircraft and helicopters overhead
Located 1.5 NM southeast of Redhill, RH1 5YP
Phone: 01737 823377

	


Appendix 3: Facilities List
(Location of electronic equipment, fire control, cut off switches & operation…) 
	Facility 
	Location
	Description 

	Grab bags
	1 x School Office

1 x Alcove outside School Hall (upper school corridor)
	Copy of emergency plan

Pupil contact details

Staff contact details

Resources as itemised in this plan

	Keys to 1) front entrance,

 2) vehicular access gate, 

3) pedestrian gate from staff car park to lower playground and pedestrian gate from Mid Street
4) boiler house

	Key Cupboard in School Office

Grab Bag in School Office

Headteacher, Deputy Headteacher, Bursar, Premises Manager, School Assistant, Co-Chair of Governors, Knight Security Keyholding Services (not key for vehicular access)
	1) Main entrance to school building

2) Gate for vehicular access

3) Gate from car park to lower playground and pedestrian gate from Mid Street (same key)
4) Boiler house

	Keys to all doors and gates
	Alfred Kolndreu

Emergency External Door and Gate Key Set - School Office
	Keys to all external doors/gates

	Next-of-kin contact lists for pupils & staff
	1 x each grab bag

1x School Office
	

	First aid kits
	Corridor outside School Office

First Aid box outside School Hall
Basic kit in every classroom
	Plasters, antiseptic wipes, micropore tape, pads, triangular bandage 

	Spillage clean up equipment/disinfectant
	Premises Manager’s cupboard (11771/G/030)
	

	Protective clothing
	Premises Manager’s Cupboard
	

	Fire Controlling 

	Fire extinguishers
	See schedule Appendix 1
	3 x Powder 

3 x Foam
4 x Water
7 x CO2
14 x Fire Blankets

	Fire exits
	See School Plan Appendix1
	

	Shut off switches

	Gas shut off
	Commercial Kitchen – cleaning cupboard (See Appendix 1)
	Fred Kolndreu to operate

	Electricity shut off
	Boiler House – electricity supply cupboard (See Appendix 1)
	Fred Kolndreu to operate

	Water shut off
	Boiler House – electricity supply cupboard (See Appendix 1)

	Fred Kolndreu to operate

	Electronic equipment

	Landline phones

01737 823239
	2 x School Office, 1 x Bursar’s Office, 1 x Headteacher’s Office, 1 x SLT Office, 1 x Staff PPA Room
	

	Landline phones

01737 822125
	1 x School Kitchen
	

	School mobiles

07553 977843 (School)
07901 902148 (School)

07979 812715 (H/T)

07901 000485 (The Ark)
	2 x School Office
1 x Headteacher
1 x The Ark Breakfast & After School Club
	

	Computers
	3 x School Office, 1 x Bursar’s Office, 4 x Staff Office, 1 x Headteacher’s Office, 1 x SLT  Office (11771/G/024) 
	Has next of kin contacts list

	Laptops
	1 x Headteacher
School Hall
Teachers
Classrooms

	


Appendix 4: Incident Logging 

Each member of staff involved in dealing with the emergency should log decisions made and reasoning behind it where applicable, telephone calls made and received and tasks carried out.

Essential considerations for log keeping:
· Notes should be contemporaneous or made as soon as reasonably practicable after the incident (within 24 hours). They should be clear, intelligible and accurate
· Use plain language and correct grammatical English (avoid approximations, abbreviations, arrows and dashes)

· Record date and time; who made and who received the phone call, email, answer phone message etc; what information was given; any actions required; key decision(s) and rationale behind the decision(s)

· Stick to the facts – don’t include assumptions (unless you are noting assumptions to show your reasoning for making a decision, if so make this clear)

· Number pages

· Use permanent black ink

· Do not leave blank spaces between words or between entries – if you do rule them out with a line

· Do not overwrite and do not use correction fluid – if you make a mistake, cross it out, initial it and start again

· Do not write between lines

	Appendix 4: Incident Log Sheet     Complete in ink, not pencil                                                        Sheet No          

Date

Time

Name

Information

Action required

Key decisions/Rationals

From

To

From

To

From

To

From

To 

From

To

From

To


	
	
	Complete in ink, not pencil
	



Appendix 5:  Business Continuity Matrix Table – Critical Areas and Resources

The Nutfield Church (C of E) Primary School Business Continuity Plan has been drawn up to provide a framework for constructing plans to enable the school to recover as quickly as possible from a disruptive event. It forms a basis for emergency response, resumption, and recovery planning to ensure continuity of our core business as a Primary School providing high quality teaching and learning for our pupils in a safe and secure environment. 

Aims:

· To mitigate the chances of a service disruption

· To ensure that a viable capability exists to respond to an incident

· To ensure any disruption that does occur is as short as possible

· To make sure services are reinstated as quickly as possible

· To ensure the safety of pupils, staff and visitors

Activation 

When key school activities are not met and school cannot perform business as usual
Business Continuity Roles and Responsibilities 

These form part of Section 5: School Emergency Management Team (SEMT)
BUSINESS IMPACT ANALYSIS

Loss of utility supply


[image: image5]
	Utility supply
	Effect of loss (short-term, medium-term, long-term)
	Back-up measures / restorative arrangements

	Gas

SCC (Orbis Energy Team) 

Meter No: M040A0124101A6

Bungalow Meter No: G4K00128020101

Orbis Energy Management

Surrey County Council

Email: 
SCCEnergy@eastsussex.gov.uk

0208 541 8577
07813 363432 
	No hot water – manage for a few days.

If electricity supply still intact, can boil kettles, saucepans on electric  hobs, microwave

No heating – winter months. 

Unable to cook school lunches
	· In SCC contract

· Support from LA

· Use of portable heaters

· Twelve 15  Catering Framework – cook school lunches off site and deliver to school 



	Water

SES Business Water

Account No: 162314-X
Tel: 0203 750 9300
	V short term – rest of day, school could remain open and continue

H & S risk any longer (toilets, handwashing etc)

	· Support from SES Business Water, ask SCC to provide pressure if required

· Request water bowsers

· Ask parents to send in children with bottled water

	Electricity

SCCEnergy@eastsussex.gov.uk

MPAN 19 0004 7310 958

Orbis Energy Management

Surrey County Council

Email: 

SCCEnergy@eastsussex.gov.uk

0208 541 9428

07813 363432
	No communications – telephones, emails, internet, computers etc

No hot water

No heating

Little work possible
	· In SCC contract 

· Support from LA 

· Support from SDBE
· Remote learning for pupils via Google Classrooms (staff able to remote in from home)
· Admin of school. Headteacher, Bursar, office staff able to remote in to school IT system from home


	Heating
	Summer – virtually no impact

Winter – manage for 1 day, whilst arranging  back-up and restorative measures
	· Use fan heaters

· Request SCC provide additional portable heaters

· Appeal to parents/local community for heaters (PAT test by Site Manager before use)

· Contact Advanced Control Solutions Ltd – service & maintenance agreement for boilers (01483 237812)

· Request support/advice from SDBE
· Request advice from Synergy Construction and Property Consultants – Tony Luff, 01483 468666 / 07968 421310 


Loss of supplier
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	Supplier
	Effect of loss (short-term, medium-term, long-term)
	Back-up measures / restorative arrangements

	Transport
	Insufficient staff available for safety of children

Pupils getting to school

Educational trips
	· Train station in Nutfield, able to access from Redhill, Reigate, and Merstham. 

· Buses to top Nutfield

· Pupils encouraged to walk

· Staff and pupils encouraged to car share

· Reschedule educational visits that require transport

· Online learning for pupils unable to get to school

	Catering
	Delivery of cooked school meals
	· Team Twelve 15  – to provide service throughout term time

· Request support from schools nearby able to cook extra meals and deliver to school

· If necessary, ask pupils to bring a packed lunch

	Cleaning
	General cleaning of school

H & S issue with toilets etc
	· Strictly Education 4S SLA Buy Back for Cleaning Support – responsible for delivery of cleaning contract

· Immediate – Premises Manager and staff can ensure school is clean and safe 

	Grit / salt
	Difficulty for pupils/staff/visitors to walk across playground to school building.

Difficulty for staff to access car park 
	· Premises Manager always keeps full bin of salt (sufficient for 3 weeks) 

· Grit in Boiler House


Loss of premises
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	Premises
	Effect of loss (short-term, medium-term, long-term)
	Back-up measures / restorative arrangements

	School Office
	Short term could use other rooms (Staff PPA Room)


	· Admin PCs, telephones also in Staff PPA Room, H/T Office. Move School Office to Staff PPA Room
· Longer term seek help from SDBE /SCC
· Bursar and office staff can remote in to school system from home

	Classrooms
	Reduction in teaching and learning areas
	· Teach in remaining classrooms, Library, Southwark Room,  School Hall, outdoors etc

· Possibility of use of Village Hall next door/Christ Church

· Seek support from SCC / SDBE

· Temporary classrooms on school grounds

· Stagger lessons across break times to maximise use of available space

· Merge classes (whilst maintaining an adequate pupil / staff ratio)

· Change school day to maximise use of available space

· Weather permitting, outdoor lessons 

· Remote learning 

	Main Kitchen
	Delivery of cooked school meals
	· Team Twelve 15 contract – provide meals cooked at local school and delivered

· If necessary, pupils asked to bring a packed lunch

	HE Room
	Food for The Ark Breakfast & After School Club
DT and cooking for curriculum studies
	· Use Staff Room to prepare breakfast and after school snack for children attending The Ark. 
· Postponement of cooking activities for classes – seek help from SCC/SDBE

	Southwark Room / Drum Room
	Peripatetic music lessons (piano, violin, flute, drums)
	· Surrey Arts music teachers – use School Hall piano if possible, consider short term postponement of lessons, explore possibility of lessons outside school hours in local schools (parents to take)

	Library
	Reduced library facility


	· Temporary move of library books to School Hall



	School Hall
	Difficulty in holding whole school meetings/assemblies

Delivery of PE lessons

Serving and eating school lunches 
The Ark Breakfast & After School Club  when School Hall in use for school activities
	· Use classrooms for gatherings

· Pupils eat school meals in their classrooms

· Weather permitting, meet outside, and PE lessons outdoors

· The Ark to meet in a classroom/outdoors

	Staff room
	Loss of relaxation area for staff

Loss of meeting place for staff
	· Use Staff PPA Room
· Use H/T office

	Staff toilets
	
	· Ask for support from SCC/SDBE
· Portable toilets
· Use pupil toilets

	Pupils’ toilets
	
	· Ask for support from LA/SDBE
· Portable toilets


Loss of personnel
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	Personnel
	Effect of loss (short-term, medium-term, long-term)
	Back-up measures / restorative arrangements

	Headteacher
	Short term – 

Medium/long term - School development compromised


	· Culture of Shared Leadership

· Deputy H/T in post
· Strictly Education 4S Human Resources SLA – includes help with recruitment

· SDBE support – Acting H/T

	Teaching staff
	Lack of quality teaching and learning

Lack of adequate supervision of children
	· Seek help from Strictly Education 4S Personnel – recruit  temporary staff 

· Secondments from other schools be arranged

· Lesson plans delivered by support staff

· Merge classes (whilst maintaining an adequate pupil / staff ratio)
· Use experienced TAs who know the children and pay at enhanced rate

· Supply Agencies (Randstad, Protocol, Empowering Learning)

	Premises Manager
	Cleanliness of school

Medium/longer term - Condition of school
	· Strictly Education 4S SLA for Caretaker support services. Arrange for cover

· Find local handyman for repairs and day to day maintenance

· Request to staff/governors/parents for practical help

	Bursar
	Financial management of school

Facilities management

HR Management
	· Seek help from Strictly Education 4S – temporary Bursar procedures for critical activities in place
· Ask for help from Bursars in local schools



	Office staff
	Communications – answering telephones, parental questions

Daily administration


	· 2 experienced office staff know all procedures can cover for each other

· Seek help from SCC/Strictly Education 4S - secondments from other schools, as a last resort 

	Catering staff
	Delivery of school meals
	· Surrey Commercial Services Framework Agreement – their responsibility to deliver school 

	Cleaning staff
	Cleanliness of school
	· Strictly Education 4S Cleaning SLA. Responsible for ensuring delivery of contract to clean certain areas of school

· Short term – Premises Manager take on extra cleaning


Loss of communications
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	Telecommunications
	Effect of loss (short-term, medium-term, long-term)
	Back-up measures / restorative arrangements

	Computer network – admin
	Short Term – much work more difficult


	· Daily remote back up – Soft Egg to restore database from backup

· Strictly Education 4S ICT Service Desk SLA, unlimited SIMS and FMS support calls and upgrades, Strictly Education 4S and Soft Egg able to connect remotely to help restore service

· Softegg provide in school support and technical knowledge technical remote support for Server and admin workstations, including Word/Excel. Can connect remotely
· List of staff contact details held in paper form as well as on computer network (all staff have a copy). Staff records on computer network backed up every evening, and paper copies held in locked fireproof filing cabinet in Bursar’s office

· Pupils’ records on computer network backed up every evening, and paper copies held in cupboard  in School Office

· Email and text contact details of parents kept via Parentmail that can be accessed from any computer by nominated staff using passwords

· Paper copies of contact details held in School Office

	Computer network - curriculum
	Unable to use ICT as a learning tool


	· Soft Egg Service Contract for curriculum network, can remotely access system
· Daily remote back up

· Use school website

· Access (for staff use only) materials using admin network

	School Website 
	Loss of communication to outside community
Loss of teaching and learning opportunities
	· Annual hosting and licence includes technical support from Frootes media
· Communicate to parents via Parentmail

· Homework via remote learning Google Classrooms
· Information by paper copies


	Attendance management system
	Unable to record attendance electronically
	· All pupils/class lists also on paper system



	Text messaging system
	Difficulties in communicating with parents/carers
	· Parentmail can be accessed from any computer by nominated staff, password protected.


	Telephones 
	Reduced contact with parents/suppliers
	· Use email for communication where possible

· Maintenance Service contract with Excell Business Systems Ltd – 4 working hours response time for system failure 

	Mobile phone
	Communication with school on school trips
	·  2 School Mobiles  (07437 957007 
07901 902148)
· The Ark Mobile (077901 000485)

· Emergency use staff mobiles

· Land line school telephone

	Email
	Reduce contact with parents/LA
	· Use telephone where possible

	Internet
	Reduce access to information

Difficulty in communicating – parents, governors, outside agencies etc

No internet purchasing
	· Request to send details via post/email

· Soft Egg/Talk Straight Bronze Broadband Package

	Postal Service
	Minimal disruption. 
	· Use emails/internet/telephone calls wherever possible
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Call 999 if appropriate








Call your Area Schools Officer on 


01737 737960    or 07976 924186 


01737 737961	   or 07814 804432 	

















If you cannot reach your ASO, call the Surrey County Council Emergency Management Team Duty Officer on 03456 009 009*


 (24 hour number)





If you still cannot make contact, call Surrey Police control room on


101


and request that they contact a member of the Surrey County Council Emergency Management Team Duty Officer and ask them to contact you. 
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