Emergency Procedures
Kingfishers Preschool
Main Street
Mursley
Mk17 0RT

Incident response team
Headteacher                     David May     01296 720306
                                                                                                         01296 720305
                                                                                                        01296 720395
                                                                                                        07921510626

	      
	

	Chair of Governors
	Rob Francis
	

	
	
	





	Key holders
	Kelly Hall                                                                                
Kathryn Gibbard 
	                  07834413287
                    

	
	

	
	
	



Roles and Responsibilities:

Incident manager: David May, Head teacher

· Alert other colleagues and external agencies
· Establish an incident response team and allocate roles
· Collate all relevant information relating to the emergency
· Co-ordinate the emergency response strategy, liaising with relevant agencies, eg County, Governors, as appropriate
· Monitor the emergency response
· Monitor welfare of children and staff
· Provide regular updates to staff,  governors and parents

Office Manager: Sarah Goodier	
· Man telephone lines
· Advise parents and provide information
· Point of contact
· Arrange on site co-ordination of visiting parents
· Help collate information
· Relay incoming and outgoing messages by telephone and email
· Provide admin support to the incident manager
· Maintain updates of key events and decisions

Communications Officer/ Media spokesperson

Head teacher: 			David May

1. Act as a point of contact for media enquiries
1. Work with County Council’s Communication team to prepare media statements/ interviews
1. Assist with internal communications

Pupil Welfare – 
Kelly Hall - Pre-school leader               Kathryn Gibbard - Pre-school Deputy leader
Supported by – Nicola Boddy and Hayley Hewlett – Pre-school assistants
· Maintain supervision
· Ensure the safety and security of pupils
· Provide information and offer reassurance
· Monitor pupils physical and psychological welfare


Evacuation Centre

Mursley CE School
Fire Assembly Point
Top of playground beside sheds 







Fire Assembly Point – in the event of a fire blocking the playground 
Far corner of school field beyond Kingfishers building 

Kingfishers Preschool Emergency Procedures
Introduction 
This document describes the actions to be taken in the event of an emergency affecting a school i.e. any incident that involves the emergency services, may necessitate the closure of the school and/or which is likely to attract media attention, including incidents during off-site activities or involving home-to school transport. 
As part of the emergency planning in your school it is important that all staff and Governors are aware of and understand these procedures. 
Every emergency situation is unique and, necessarily, the response will be different in detail. However, this document provides a clear expectation of the key actions to be taken, particularly to ensure that clear lines of communication can be established and maintained between all affected parties throughout the response. 
Head teachers and any staff or governors with designated emergency response roles and key holders should hold a copy of this document which should also form part of the school’s emergency plan. 
The document covers: 
	A 
	On-site incidents 

	B 
	Off-site incidents 

	C 
	School closures 

	D 
	Incidents involving Home to School Transport 



and also provides some general information and guidance for schools. 

Emergency response
A . On Site Incidents
When the Incident occurs during ‘school opening’ hours. 
The staff member witnessing or first discovering an incident will be responsible for initiating the immediate response.  This may entail: 
· summoning help / calling the emergency services (dial 999).
· instigating fire drill/evacuation procedures or sheltering/lockdown procedures. 
· alerting the Head teacher or Senior Manager in their absence. 
· securing the immediate welfare of pupils and staff. 
· taking charge at a scene until the emergency services arrive and / or the School incident Manager assumes control. 
· recording relevant information such as the location and time of the incident, numbers and details of those involved, summary of events, etc (blank incident log sheet attached). 
· whoever assumes the role of School Incident Manager should then contact the County Council Emergency Planning Unit by calling the County Emergency Number (which is operated by the Buckinghamshire Fire and Rescue service and is available 24 hours a day throughout the year) 
01296 331343
(This is an ex-directory number which should not be given to others and should not be displayed in public view.) 
You should ask the Control Room operator to page the Duty Emergency Planning Officer (EPO) and provide the following information: 
· Your telephone number, including a mobile phone number if possible. 
· Your name. 
· The name of your school.
· Very brief details of the nature of the incident. 

On receiving this information the EPO will arrange for a senior officer to call you back. Depending on the severity of the incident the EPO may also call you back to reassure you that your initial call is being acted on. 
Once a senior officer has been contacted, decisions will be made in liaison with the School Incident Manager on the appropriate response and support.  This will include the coordination of the actions that need to be taken to ensure the effective management of the situation.  This will involve, as appropriate, services such as building maintenance, communications, legal, education psychology and health and safety. 

The County has purpose-built facilities for dealing with emergencies at County Hall in Aylesbury and these can be made available 24 hours a day.  In cases where the Incident Control Centre is established there, a member of the school may be asked to join the County Incident Response Team to provide a continuous communication link with the school.

2 When the incident occurs outside school opening hours: 
The designated person who witnesses or first discovers an incident will be responsible for initiating the immediate response to the emergency situation. 
This may entail: 
· Summoning help/calling the emergency services (dial 999)
· Evacuating the premises immediately where necessary e.g. if a letting or other activity is taking place. 
· Alerting the Headteacher (or other senior member of staff if not contactable).
Contact the County Council Emergency Planning Unit by calling the County Emergency Number (which is operated by the Buckinghamshire Fire and Rescue service and is available 24 hours a day throughout the year) 
01296 331343
(This is an ex-directory number which should not be given to others and should not be displayed in public view.) 
You should ask the Control Room operator to page the Duty Emergency Planning Officer (EPO) and provide the following information: 
· Your telephone number, including a mobile phone number if possible.
· Your name. 
· The name of your school. 
Very brief details of the nature of the incident. 

The only difference to the guidance in 1 would be that if you have no response from anyone to your initial call after 30 minutes, please call again.  If this form of communication appears to have failed then, as a last resort, please contact Thames Valley Police Headquarters and explain the position on 0845 8505505.
You will also need to start recording relevant information such as the location and time of the incident, numbers and details of those involved, summary of events, etc 


B. Off-Site Incidents
Details of the procedures to be followed and supporting guidance are contained in the Educational Visits Policy and Guidance (Section D). Group Leaders should take a copy of the full procedures with them on any off-site activity.
Group Leaders, having ensured that they have accounted for all party members and delegated a responsible adult to take care of uninjured members of the party, should assume immediate authority for activating the emergency procedures by calling the County Emergency number: 
0044 (0) 1296 331343
(This is an ex-directory number which should not be given to others and should not be displayed in public view.) 
You should ask the Control Room operator to page the Duty Emergency Planning Officer (EPO) and provide the following information: 
· your telephone number, including a mobile phone number if possible. 
· your name.
· the name of your school.
· very brief details of the nature of the incident. 

The only difference to the guidance in A1 would be that if you have no response from anyone to your initial call after 30 minutes, please call again. If this form of communication appears to have failed then, as a last resort, please contact Thames Valley Police Headquarters and explain the position on 0845 8505505.

When the senior officer calls you back the Group Leader should be prepared to provide the following information: 

· Reconfirm your name and name of your school. 
· Your location. 
· Some indication of the nature of the incident.
· Details of any casualties. 
· Contact information, including mobile phone number(s) and an email address at the location, if possible. 
The Educational Visits guidance allows schools to identify School Contact(s) as part of their planning and details may be available to the County Council on the visits database.  If School Contact details are not available, the Headteacher will be contacted. (The suggested role for the School Contact(s) is set out in Section D of the Educational Visits Policy and Guidance). 

A log of actions taken and conversations held should be maintained by the Group Leader who may also seek further details of the incident, how and why it happened, so far as can be established.  This is important – the information will need to be reported to the County Council at a later stage. 
As with an on-site incident, early liaison between the Group Leader and the County Council will enable an assessment to be made of the appropriate actions to be taken to manage the incident response and support the party, the schools and parents. 
Depending on the circumstances of the incident, an Incident Control Centre may be established at County Hall to form a continuous link between the party, the school and parents, the media, rescue agencies, tour operators, insurance companies etc. As appropriate it would arrange for the return of the party or arrange transport for parents to the location where pupils are unable to travel home soon after the incident. 
Depending on the circumstances, a Home Support Team might be established, involving the headteacher and/or other senior staff, possibly on the school premises or at an Area office, to provide a contact point for information exchange and support for all families. 
Support and counselling will be arranged, as appropriate, for pupils and staff. 
C. School Closures
Decisions about school closures will most often be taken in response to: 
· Severe weather conditions or other reasons preventing many staff and pupils from getting to school safely. 
· Heating failures. 
The decision about a school closure is the responsibility of the Headteacher but having, as far as reasonable and practical, consulted fully with the Chairman of Governors and the Area Operations Manager (School Improvement).  Where, for whatever reason, consultation is not possible, the Head teacher can make that decision alone, but should notify the Chairman of Governors and the Area Operations Manager (School Improvement) as soon as possible. 
It is important that any decision to close a school is communicated quickly to all relevant parties e.g. parents and Passenger Transport. Schools should confirm a school closure by submitting details immediately using the web form in the My School area of SchoolsWeb, (www.buckscc.gov.uk/schools). This will then trigger an e-mail alert to the Passenger Transport team and to relevant radio stations (as agreed with the school).
Parents and Radio stations will be able to access a list of schools that are closed on the Parent Zone area of SchoolsWeb accessible from the BCC Learning home page at buckscc.gov.uk/learning. 
Each school will be advised of the radio station(s) that will receive details of their school closures. Parents should be advised of the station(s) that might be expected to broadcast this information about the school their children attend.  
D. Incidents Involving Home to School Transport
A major incident involving Home to School Transport is defined as an incident to which the Emergency Services are called.  The Emergency Services will take control of the incident on site. 
The County Council Client Transport Team will act as a focus of communications, collating information about the incident and relaying it to those who need to know, for instance: 
· Liaising with the transport contractor and arranging alternative transport, either with them or with another operator. 
· Informing the Headteacher(s), Area Operations Manager (School Improvement) Emergency Planning Team and other relevant teams within Children and Young People’s Services, Transportation and Communication. 
· The Area Operations Manager (School Improvement) will arrange for an officer to attend the scene and will liaise with the school to ensure that all children involved in the accident are accounted for, and that parents are advised of the situation as soon as possible. 
Should an incident be reported to you, by anyone other than the Client Transport Team, please contact them immediately on 01296 383737 to ensure that they have instigated the necessary procedures. 

DEALING WITH THE MEDIA 
Dealing with newspaper, radio or television journalists in relation to critical incidents or emergencies should be handled with the advice and support of the Communications Team at County Hall. The Communications Team will give accurate and periodic information through press releases and arrange necessary interviews, and try to reduce the media pressure on the school and parents. 
Other matters of media interest should be managed by the school. See section 5 for information on Media Management in emergencies. There is helpful advice available on SchoolsWeb under Media Hints and Tips in the A-Z. (Go to www.buckscc.gov.uk/schools). 

PERSONAL SAFETY OF KEYHOLDERS 
Persons nominated as keyholders may need to attend school buildings following a fire or burglary outside school opening hours. 
It is particularly important not to put yourself, or others, at risk and keyholders need to ensure that they follow simple guidelines as indicated below.  It is particularly important for Headteachers to assess any risk keyholders may find themselves in, and to agree workable strategies to minimise any risk of harm or injury, e.g. 
· Only attend the site if you consider it safe to do so.  Incidents that may occur at night may pose particular risks and keyholders should either be accompanied, wherever possible, or attend only whilst the emergency services are in attendance or have declared the buildings safe. 
· Keep in touch with someone else where necessary and carry a mobile phone if you can.
· Take a torch and consider carrying a personal attack alarm. 
· It is important for the keyholder to have basic information about the 
· property, including knowledge of the location of electrical switch gear, gas stop valves, chemical storage etc. 
Advice on specific issues relating to personal safety and general security matters can be obtained from the Assistant Education Officer on 01296 382895. There is also a reference section within the Health and Safety Handbook (section 5.7), held in My School on SchoolsWeb 
www.buckscc.gov.uk/schools 




	Role 
	Responsibilities 
	Possible candidates identified for this role 

	Incident Manager 
	· Consider the need to alert other colleagues and external agencies. 
· Establish an Incident Response Team and allocate roles. 
· Collate all relevant information relating to the emergency. 
· Co-ordinate the emergency response strategy, liaising with relevant agencies, e.g. the emergency services, County Council, School Governors as appropriate. 
· Monitor the emergency response. 
· Provide regular staff/team briefings. 
· Authorise any additional expenditure 
	Head teacher 

	Deputy Incident Manager 
	· Assists Incident Manager. 
· Co-ordinates and manages staff in the Incident Response Team. 
· Monitors staff welfare and organises staff roster. 
	Assistant Head teacher –

	Parent Liaison Officer(s) 
	· Advises parents and provides information. 
· Provides point of contact. 
· Arranges on site co-ordination of visiting parents. 
· Maintains regular contact with parents where appropriate. 
	Leader – Kelly Hall

	Administrators 
	· Handles telephone calls. 
· Helps to collate information. 
· Relays incoming and outgoing messages by telephone, fax, email, etc in a prompt manner. 
· Provides admin support to the Incident Manager and Deputy Incident Manager. 
· Maintains a master log of key events and decisions, including expenses incurred. 
	Office Manager – Sarah Goodier

	Communications Officer/ Media Spokesperson 
	· Acts as point of contact for media enquiries. 
· Works with the County Council’s Communications team to prepare media statements/interviews. 
· Assists with internal communications. 
	David May

	Pre-school deputy/ assistants
	· Maintains supervision. 
· Ensure the safety and security of pupils. 
· Provides information and offer reassurance. 
· Monitors pupils’ physical and psychological welfare. 
	Kathryn Gibbard
Nicola Boddy 
Hayley Hewlett  

	Caretaker 
	· Ensures site security at all times. 
· Provides information about site facilities/layout as necessary.
	Kelly Hall /David May

	
	· Assists with access to and exiting from the school
	

	Liaison Officer  
	· Represents the school at the County Council’s Emergency Operations Centre. 
· Communicates with colleagues at the school on a regular basis and receive updates/progress reports. 
· Relays information to and from the County Council. 
	David May






	Incident Log sheet 

	Incident Log: 
	
	Date: 

	Name:
	
	      Sheet no. 



	Time 
	From 
	To 
	Information given/received and Actions Taken 

	
	
	
	






Emergency Response Action Card
Incident Manager
	When Alerted 

	Attempt to clarify what has happened 
· Name of caller and telephone number they can be contacted on
· Nature of the incident, what has happened? 
· To whom? 
· Where? 
· When? 
· Numbers of those injured or affected 
· Nature of injuries 
· Location of those affected 
· Whether there is still a continuing danger or not 
· What has happened since? 
·  Which emergency services are involved? 
	

	Start a written log of all information received, relayed and actions taken. 
	

	Alert the County Council and determine who else needs to be informed of the incident, for example, Chairman of Governors.  
	

	Establish an Incident Response Team.  
Consider the following roles 
· Deputy Incident Manager 
· Liaison officer – Parents 
· Administrators  
· Communications and Media Spokesperson  
· Teachers 
· Facilities/Site Management 
	

	During non-school hours, arrange for the school premises to be opened up if necessary. 
	

	Arrange initial staff/team briefing.  
	

	Continuing the response…. 

	Continue to collate incident updates and all relevant information. 
	

	Ensure that all decisions are communicated to relevant internal and external parties. 
	

	Arrange further regular staff briefings as appropriate. 
	

	Longer term 
	

	Give people the opportunity to talk about their experiences. 
	

	Conduct a debrief meeting. 
	

	Monitor staff and pupils informally. 
	

	Ensure that there are procedures in place for referring people to relevant agencies for further support. 
	

	Continue to keep a record of continuing issues and actions. 
	

	Advise any new staff of what has happened and potential effects so that they can be aware. 
	





Emergency Response Action Card 
Deputy Incident Manager

	When Alerted 

	Start a written log of all information received, relayed and actions taken.  
	

	Assist the Incident Manager in alerting colleagues and establishing the Incident Response Team. 
	

	Help to alert all other staff of the incident. 
	

	Continuing the response 
	

	Ensure that all staff are aware of each other’s incident response role and responsibilities. 
	

	Assist the Incident Manager as required. 
	

	Help to keep all staff regularly updated. 
	

	Organise a staff rota and ensure that staff breaks are scheduled. 
	

	Monitor staff responses and arrange support where necessary. 
	





Emergency Response Action Card 
Administrators 

	When Alerted 
	

	Start incident log of information received, relayed and actions taken. 
	

	At the School…. 
	

	Allocate telephone numbers for incoming calls 
· Parents Enquiries 
· Media Enquiries 
· External responding agencies 
· County Council/School Governors And designate phones for outgoing lines. 
	

	Ensure that staff are aware of designated telephone numbers used above. 
	

	Ensure that there is a stock of blank log sheets. 
	

	Collate relevant information e.g. parent/next of kin contact details. 
	

	Log all incoming and outgoing calls and ensure that messages and notes are passed to the Incident Manager and relevant staff promptly. 
Note 
· Date and time of call 
· Name of caller / person called 
· Organisation 
· Message 
· Response 
·  Action Taken  
	

	Maintain a record of any costs incurred, for example, extra staff hours, refreshments, transport. 
	

	Assist in recording details of visitors to the site and in providing means of identification. 
	

	Assist the Incident Response Team as directed. 
	





Emergency Response Action Card 
Parents Liaison Officer(s) 

	When Alerted 
	

	Start an incident log of information received, relayed and actions taken. 
	

	At the School 
	

	Obtain briefing by Incident Manager and agree information/briefing, possibly a prepared text, so that a consistent message is given out to all callers. 
	

	Confirm contact details and be ready to act as first point of contact for incoming enquiries. 
	

	Where appropriate, obtain and offer further contact numbers for support and additional information. 
	

	Ensure that all incoming and outgoing calls are logged.
Details to include: 
 Name of caller/person called 
 Time and date 
 Message received/given 
 Response 
 Further action taken. 
	

	Arrange a Meeting/Greeting Point on site for any parents and relatives visiting the school. 
	

	Ensure that the names of all visitors are recorded. 
	

	Make arrangements to ensure that parents/relatives are not left alone on site. 
	

	Consider the need for additional support for visiting parents and relatives, for example, tea and coffee, School Clergy. 
	

	Where appropriate and if families give their consent, offer the contact numbers of other families involved in the crisis. (Wherever possible, parents of all other children in the school should be warned that the school has experienced a crisis and that their child may be upset.) 
	

	Attend staff briefings and ensure that all information and briefings are updated regularly. 
	




Emergency Response Card 
Caretaker/ Facilities Manager

	Actions 

	Start incident log of all information received, relayed and actions taken. 
	

	Check access to and exiting from the site for visiting parents and consider any special instructions which may need to be communicated. 
	

	Liaise with the Incident Manager and Communications Officer to ensure that media are not being intrusive.  
	

	Arrange a specific area for media briefings/visitors. Ensure there is sufficient segregation. 
	

	If necessary, collate plans of school premises and relevant information regarding utilities. 
	

	Ensure that all staff and visitors are wearing correct identification throughout their visit. 
	





Emergency Response Action Card 
Communications Officer 

	Actions 

	Start log of all information received, relayed and actions taken. 
	

	Liaise with the County Council’s Communications Unit and Incident Manager to agree media strategy. 
	

	Ensure that all relevant parties are aware of your contact details and provide first point of contact for all media enquiries. 
	

	Make arrangements for regular internal communication to members of staff. 
	

	Prepare briefing notes and media statements in conjunction with the County Council’s Communication Unit and Incident Manager.  
	





Management of Pandemic Influenza 
A pandemic is caused when a new strain of flu emerges that is sufficiently different from strains already in existence and to which there is limited or no immunity amongst the population. 
Three flu pandemics caused public health emergencies during the last century and experts are predicting that another is inevitable and will almost certainly reach the UK. No-one knows exactly when a pandemic will occur. Once a pandemic arrives, it is likely to spread throughout the country in a matter of weeks. It may come in up to 3 waves several months apart. Each wave may last up to 16 weeks across the UK as a whole. 
There is plenty of guidance and assistance available to assist you to prepare for and deal personally with an influenza pandemic, should it arise.   
The Human Flu Pandemic webpages on Teachernet are especially useful. They include: 
· Summary Guidance for schools, 
· Full guidance for schools,  
· Model pandemic flu plan for schools 
· Guidance on infection control. 
In January 2008, the Department for Children Schools and Families (DCSF) and the Department for Innovation Universities and Skills (DIUS), added Frequently Asked Questions to make information on some key issues more easily accessible. 
Go to: www.teachernet.gov.uk/emergencies/planning/flupandemic/ 
County Council Advice and guidance - Follow the link below, select Infectious diseases, and then select Flu pandemic from the left hand menu. 
Go to: www.buckscc.gov.uk/emergencyplanning 
Department of Health website with practical health advice 
Go to: www.dh.gov.uk/en/Publichealth/Flu/PandemicFlu/index.htm 











The Immediate Response:
Specific Guidance on Sheltering, Evacuation and Lockdown
Sheltering 
External events, such as a toxic release may necessitate sheltering inside the school buildings. All doors and windows should be kept shut and appliances such as extractor fans switched off. 
Go In, Stay In, Tune In – In an emergency the authorities will broadcast safety information on local radio/ television and the school should remain in shelter mode until the emergency services and/or local authority give the all clear. 
Evacuation 
Some examples of circumstances when it may be appropriate to evacuate a building or designated area include, fire, bomb threats, gas or chemical leaks, explosions or substantial damage to the building.  
Evacuation Centre- Mursley CE School

Consider: 
· Should staff and pupils follow the usual fire drill procedure?  If a roll call is inadvisable, consider designating evacuation officers who would check toilets and non–teaching areas to ensure that they have been evacuated. 
· Pupils with disabilities should be escorted.
· A designated member of staff should take the emergency kit with them. 
· Assembly points - circumstances may mean it would be more appropriate to evacuate pupils to a buddy school or nearby community building. 
· Once the evacuation is completed ensure that all staff and pupils are accounted for. 
· Where possible, the Incident Response Team should be formed in a pre-designated location and roles clarified. The Emergency Kit should be collected by a pre-designated person and brought to the Incident Response Team location. 
· A designated member of staff should await the arrival of the emergency services in a safe place. 
· Pupils should be reassured and kept under supervision.   
· No one should re-enter the building unless the emergency services have given the all clear. A member of the Incident Response Team should be responsible for receiving and relaying this authorisation to staff and pupils. 



If cleared for re-entry 
· Account for all pupils once inside the building again. 
· Check that no unauthorised persons gain entry. 
· Rooms should be rechecked to make sure there is nothing amiss. 
· Debrief and reassure pupils. 

If re-entry is not authorised 
· Alert the County Council, if you have not already done so. 
· Follow school closure procedures. 
· If parents are collecting children from a buddy school, clear location details should be given to parents and the County Council. 
· Alternatively, if parents can still collect children from the school site, consider whether there are any restrictions in access to the premises or parking facilities that need to be communicated to them. 

Buddy Schools 
Prior – possibly reciprocal - arrangements may be made with a neighbouring school to take staff and pupils there during an evacuation or if the school needs to be closed. Parents may be advised of this location in advance.
Buddy Schools – Swanbourne CE, Drayton Parslow Village School – If Mursley CE School is affected by incident 
Mursley CE School – if school is not affected by incident 

Lockdown Procedure 
Where there is a threat from either an intruder on the school grounds or within the vicinity of the school, the school may instigate a lockdown procedure.  
A recognisable signal is required to instigate lockdown procedures and must be clearly distinguishable from the fire alarm/evacuation signal.  This would be communicated verbally by staff.
Lockdown procedures should be practised from time to time so that staff and pupils are familiar with them.      
Consider: 
· Signal for commencing lockdown procedures. 
· Call for assistance – 999. 
· Staff should ensure pupils are moved into classrooms or safe areas. 
· Lock doors, close windows and blinds. 
· Keep pupils seated away from windows and doors. There may be circumstances when it is best to sit on the floor or under desks.  
· No one should be allowed out of the classroom or safe area during a lockdown procedure. 
· Pupils should, where possible, be engaged in a quiet activity or game and should be kept calm.   
· Non-teaching staff should, where possible, assemble in a pre-designated room to form an Incident Response Team.  
· If children are outside when the signal for lockdown is given, teachers and supervisors should consider taking them into the nearest hall or building that can be secured. If this is not possible, pupils may be asked to hide, disperse or take cover if this will ensure their safety. 
· The need to communicate with teachers in classroom – if it is safe to do so, ‘runners’ could be used for this task. 
· Signal for giving the all clear.
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