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Foxborough Middle School

Emergency Response Plan – April 2008-9
1. Introduction

Purpose of the Plan

Under current best practice guidance including the Educational Visits Regulations and Guidance 2007, schools should consider and plan for emergency situations that may arise, and which may affect the school, its pupils and its staff.  This Plan sets out responsibilities and arrangements to be followed in the event of an emergency arising and gives guidance on dealing with emergencies.

Role of Foxborough Middle School

In response to an emergency the school will endeavour to:-

· look after the well being of children and staff and others at the school;

· liaise with and provide assistance to, as required, the Local Authority and the emergency services;

· liaise with parents and keep them informed of relevant matters;

· work with others to restore normality at the school; and

· maintain a normal education routine for children as far as possible.

Types of Incidents covered by the Plan
The emergency situations to which the plan applies range from more minor incidents that could occur which could pose a risk to staff and/or pupils, to serious incidents or accidents, involving one or more children or members of staff at, or associated with the school. The Plan should be applied to any event, which results in serious disruption to the normal management and life of the school.  Examples of incidents, which should be treated as ‘emergencies’ and so activate the Emergency Plan are as follows:

· An incident on the school premises which threatens the safety, health and welfare of pupils or staff.  This could include threat of explosion, fire, bomb threats, flooding, a serious breach of school security, or a defect identified with a school building.

· An accident or incident on or affecting school premises involving one or more pupils and/or staff.  This could include collapse of part of a building, collision with a vehicle, or a release of dangerous chemicals in the area.
· In the event of the school being closed for a substantial period of time i.e. more than an hour, pupils will be move to Benjamin Britten High School. An announcement will be made on local radio. Office staff will take pupil contact details to BBHS and contact parents from there.

· Severe weather conditions – in the event of severe weather conditions developing over night, the decision as to whether the school will open will be taken by the HT or their designate. For details see attached procedure.

· In the event of severe weather conditions developing during the school day, the school will not close. Parents and carers will be invited to collect their children if they feel this is necessary. A message will be transmitted via local radio to this effect. Pupils will only be released to parents or carers. Individuals will not be contacted.
· An accident involving a school party on schools visit.

· Loss of contact or mechanical breakdown involving a school party on a schools trip.

· An accident or incident, which occurs to pupils or staff out of school hours, but which nevertheless, has a specific impact on school life.  This could include death or serious injury to a pupil, or a member of staff.

2. Co-ordination and implementation of the School Response
2.1 Persons Responsible

2.1.1 In the event of an emergency the Head Teacher will be the principal point of contact for the school.  In the Head Teacher’s absence this will be the Deputy Head Teacher, followed by a member of the school’s senior Management Team.  The Head Teacher is responsible for:

· Deciding to implement the Plan in response to a situation, in consultation with the Chair of Governors, and the Local Authority as required.

· Informing the Local Authority and the Governing Body

· Managing the implementation of the Plan

2.1.2 The Area Director will be the school’s first point of contact at the Local Authority.  In the Area Director’s absence, the contact point will be Area Manager(Schools) for the Northern Area, followed by an Area Manager (Schools) from one of the other education areas.  The Area Director can, if requested, advise the Head Teacher on the situation prior to the decision whether or not to implement the Plan.  The Area Director can also provide advice on other matters such as dealing with the media.

2.1.3 The Chair of the Governing Body is responsible for;

· Informing other members of the Governing Body as appropriate

· Contributing to organising a support team at the school

· Co-ordination of the end of incident report for the Governing Body.

If the Chair is unavailable, the Governing Body Vice-Chair or other appropriate Governor will assume these responsibilities.

2.2 Action on Receipt of Alert
All information about an emergency must be brought to the immediate attention of the Head Teacher first, whether it is an incident on school premises or one that has occurred outside the school.

Immediate Action

The Head Teacher or designated manager responsible for the school should immediately take such action as is necessary to ensure the health, safety and welfare of pupils, staff and others on site. This may include evacuation, sending pupils home, calling the emergency services etc. The Head Teacher should then inform the LA Area Director of the incident, and that the school’s Emergency Plan has been activated.  The Head Teacher must inform the LA of any case that involves a fatality.  The Head Teacher should confirm at this stage that the LA Area Director (or other nominated person) will be the main point of contact between the school and LA during the early stages of the incident.

Short Term Action

The Head Teacher should consider the following issues:

· Inform staff

· Liaison with and working with the emergency services (Fire, Police, Ambulance, Coast Guard)

· Keeping the Chair of Governors informed

· Whether to set up an incident team (the LA can assist and advise)

· Communications into and out of the school (telephone, fax etc)

· Arrangements for access into and off school grounds, including for the collection of children at going home time

· Authorising access to information in staff and/or pupils personnel files as required

· Information provided to parents

· Steps needed to deal with media enquiries

· Arrangements for the support of staff and pupils

· Liaison with services for the support of parents as required

· Arrangements for school opening in the short term

· Effect of the incident on events planned (e.g. open evenings, fund-raising events, visitors expected in school, lettings etc)

Longer Term Action

The Head Teacher and Governing Body should consider the following issues:

· Building work required

· Arrangements for the continuation of pupils education longer term

· Reviewing of procedures (e.g. school security, access to and from school premises etc)

· Support and counselling services (in consultation with LA Advisors)

· Legal advice required

· Insurance advice and claims advice required

· Staffing issues

Many of these issues will require discussion with the LA.

3. Procedures
Individual members of staff in school at the time of an emergency must not leave school premises without the permission of the Head Teacher.  The Head Teacher will assign specific tasks to members of staff as appropriate

3.1 Contact Information.
A master list of emergency home contacts for staff and Governors is attached in Appendix A.  This list will be updated at least annually.  A master list of emergency home contacts for pupils will be kept in school and will be updated at least annually.  The Head Teacher will authorise access to this list.  A list of participants and contact numbers for individual school visits will be prepared prior to each visit in accordance with the Educational Visits Policy.  Copies of this list will be held in school.  If the visit extends to out of school hours, two school contacts will be identified (normally the Head Teacher and Deputy Head Teacher) and each will hold a copy of the visit list.

3.2 School Contact Information
Appendix B details the contact points for the school and for relevant local services.  This list will be updated at least annually.

3.3 Communication with Parents and Relatives
The Head Teacher will authorise appropriate member(s) of staff to contact parents and relatives.  The Head Teacher will brief these staff on the information to be given out.  The information will be agreed in consultation with the emergency services and the LA as required.  The names of injured staff or pupils will only be released to officials of the emergency services (Fire, Police, and Ambulance).  Contact with parents and relatives will normally be by telephone, as the most convenient route.   Other contact arrangements will be made, as required, where contact is not possible by telephone.  The Head Teacher will arrange for appropriate member(s) of staff to deal with telephone calls and visitors to the school.  The Head Teacher will brief staff on the information that can be given out.  This information will be agreed, as necessary, with the emergency services and the LA.

3.4 Media Enquiries
All media enquiries will be referred in the first instance to the Head Teacher. Individual members of staff or others in school must not under any circumstances talk to the media.  Any press reports will be agreed in advance.

Assistance from the LA may be sought in dealing with media enquiries.

3.5 Incident Records
A contemporaneous record of all actions taken must be kept by all staff/others involved in dealing with the incident response.  

Records must include:

· Incoming telephone calls to the school

· Call and visits made to parents and relatives

· Communication with the LA, including advice given

· Communication with school governors and others

· Record of action taken

· Any other relevant events and information

· These incident records will be used by the Head Teacher to draw up an ‘end of incident’ report.

4. Distribution Review and Update of the Plan
The Head Teacher, Deputy Head Teacher, Business Manager and Chair of Governing Body will hold copies of, the Emergency Plan.   Copies will be kept in the Head Teacher’s office, the staff room and in the Governors’ file.   The Plan will be reviewed annually.
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Appendix A – First Aid Trained Staff

First aid trained staff are:

· Lynn Martin

· Michelle Slater

· Damian Hurley

· Paul Whitlow

In addition to the above, most Midday Supervisors have received basic first aid training.

Appendix B – Contact List for Local Agencies

Suffolk County Council – Education

Northern Area Education Office

01502 405000 (main switchboard)

Area Director - Sally Simpkin


01502 405210

Area Manager (Schools) - Sue Boardman
01502 405212

Suffolk County Council


01473 583000

Emergency Services

All emergencies in the first instance

999

Police





01473 613500

Fire Service




01473 216847

East Anglian Ambulance Service

01284 731804

James Paget Hospital, Gorleston

01493 452452

Norfolk & Norwich Hospital, Norwich

01603 286286

Local Services

Waveney District Council


01502 562111

Anglian Water




08457 145145

Essex & Suffolk Water


08457 820999

Gas





0800 111 999

Electricity




0800 783 8838

Adept Telecom (telephone service)

08454 504010 or 08701 125283

British Telecom (telephone line)

0800 800 152

Fine Line Communications (internal system)
01493 441114
School

Chair of Governors – Dave Foster

01502 569047 or 07957 624044
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