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[bookmark: _Hlk135833770]Education, Childcare and Children’s Social Care setting
Emergency Plan


[bookmark: _Hlk122354914]This Emergency Plan template has been prepared to assist your Education, Childcare, 
or Children’s Social Care setting to develop a plan to support dealing with incidents that are out of a ‘normal’ day-to day type of event. This plan has been aligned to guidance from the Department for Education and can be used within the following settings: 
· early years;
· wraparound childcare and out of school settings;
· children’s social care residential providers;
· schools;
· further education;
· higher education;
· SEND and specialist settings.

Any writing in RED indicates a section that requires change / alteration / or completion and is intended only as a prompt for completing the template. All sections are optional and it is up to your setting to decide which to keep and adapt as required.

The associated Emergency Planning Guidance should be followed in conjunction with completing this plan. Relevant sections of the guidance are highlighted under each section of this template.

Where possible, this plan is generic in nature, so that it may be used to suit most incidents. 
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[bookmark: _Toc238816553]1 Introduction

The Department for Education states that when dealing with incidents in an Education, Childcare, and Children’s Social Care setting;

[bookmark: _Hlk137566325]You should do your best to minimise the amount and length of any disruption to education or childcare. This includes maximising the number of children, pupils and students who are in face-to-face provision. 

Safeguarding and promoting the welfare of children remains of paramount importance. You must continue to follow any statutory safeguarding guidance that applies to you and your setting.

This plan provides a framework to support how xx can respond to emergencies. This plan should be used in line with specific procedures (e.g. Lockdown and Evacuation) and policies (e.g. Safeguarding of Pupils).

The general term ‘Setting’ is used throughout this guidance and incorporates; 
· early years providers;
· wraparound childcare and out of school settings;
· children’s social care residential providers;
· schools;
· further education;
· higher education;
· Special Educational Needs and Disabilities (SEND) and specialist settings..
1.1 [bookmark: _Toc114670213][bookmark: _Toc238816554]Aim 
See section 4.1 Aims & Objectives of the Emergency Plan of the Emergency Planning Guidance for further information.

The aim of this plan is to enable an appropriate response / recovery to an emergency at xx.
1.2 [bookmark: _Toc114670214][bookmark: _Toc238816555]Objectives
See section 4.1 Aims & Objectives of the Emergency Plan of the Emergency Planning Guidance for further information.

The objectives of this plan are to (please update as required):
· identify triggers for activating a response and key contacts which can be used;
· set out roles and responsibilities of the Setting and its Emergency Management Team;
· identify when and how to seek advice should you need it from the emergency services, local authority and wider networks;
· provide details on the types of steps you might take in the event of an emergency including action cards for specific emergencies and procedures for a range of specific responses required;
· how xx would communicate impacts to pupils, students, parents, care givers and staff;
· support how xx would ensure every child, pupil or student receives the quantity and quality of education and care to which they are normally entitled, including through remote education where appropriate; 
· identify initial actions to support the recovery.

[bookmark: _Toc238816556]1.3 Identification of Emergency Risks
See section 2.1 Risk Assessment of the Emergency Planning Guidance for further information.

As part of developing this plan, emergency risks which may impact xx have been assessed. 

A risk assessment has been undertaken and can be found here - 
[bookmark: _Toc114670216][bookmark: _Toc238816557]1.4 Storage of this Plan
Each person identified in this plan as a member of the Emergency Management Team (EMT in section 5) must know the contents of this document and understand their role.

A copy of the plan should be kept on internal servers / SharePoint in accordance with GDPR regulations.

A copy should also be kept in an accessible location at reception / staff room. Additional copies are kept offsite at xx.

This plan will be stored during holiday times at xx.
[bookmark: _Toc114670217][bookmark: _Toc238816558]1.5 Training & Exercising
See sections 4.2 – 4.5 of the Emergency Planning Guidance for further information. 

Training is provided to all members of staff especially to those within the EMT on the processes of the Emergency Plan. 

This plan will be validated by completing a tabletop exercise every <year>. 
[bookmark: _Toc114670219][bookmark: _Toc238816559]1.6 Reviewing
See section 4.6 Reviewing of the Emergency Planning Guidance for further information.

The owner of this document is the Head Teacher or equivalent, who has the responsibility for ensuring that it is reviewed at least annually or following an incident this should be done ahead of the appropriate academic term. 

In the event of any incident, the Emergency Plan will be reviewed following a debrief (using Appendix K – Debrief Form and Appendix L – Action plan). 

If a change or update is made to the contents of this template or supporting documentation and guidance this will be communicated out via the RED Bag circulation. 


[bookmark: _Toc238816560]1.7 Emergencies on Offsite Visits
See section 2.3 Emergencies on Offsite visits of the Emergency Planning Guidance for further information.

Leaders of offsite visits, e.g. for educational purposes, have a legal duty of care for pupils under their care. The procedures in place for offsite visits and staff can be found <xx>.

[bookmark: _2_Contact_Numbers][bookmark: _Toc238816561][bookmark: _Toc114670220]2 Contact Numbers

See section 5 – Contact Numbers of the Emergency Planning Guidance for further information.

[bookmark: _Hlk122356677]Contact details can be found separate to the plan in Appendix I and Appendix J and should be reviewed every 6 months. 

[bookmark: _3_Plan_Activation][bookmark: _Toc238816562]3 Plan Activation & Triggers

See Section 6 – Plan Activation & Triggers of the Emergency Planning Guidance for further information.
[bookmark: _3.1_Activation][bookmark: _Toc238816563]
3.1 Activation 
Potential triggers for activating the Emergency Plan included (but are not limited to): 	
· Medical emergencies, serious injuries, deaths on site and Public Health incidents;
· Loss of utility supply, fire, and significant damage to property;
· Natural events including severe weather events (e.g. snow or heatwaves) and flooding;
· Threats, injuries and criminal activity including terrorism;
· Issues which may cause the Setting to close;
· Or issues which may damage the reputation of the Setting.

	Activation Flowchart: Immediate Actions Following an Incident
Use this as the first step-by-step guide. Actions should be adapted to the incident, setting, time of day and advice from emergency services or the Local Authority.

	Step
	Action / Decision
	Further guidance in this plan

	1
	Incident identified
A member of staff becomes aware of an incident on site, off site, or in the local community which may affect the Setting.
	See Section 3 Plan Activation & Triggers 

	2
	Assess immediate danger
Consider whether there is an immediate risk to life, safety, safeguarding, welfare, premises, utilities, IT, continuity of education, or reputation.
	See Section 3.2 First Member of Staff on Scene, Section 4 Site Information and Appendix A Risk Assessment.

	3
	Take immediate safeguarding action
Protect pupils, staff and visitors. Administer first aid if safe and appropriate. Move people away from danger where this can be done safely.
	See Section 3.2 First Member of Staff on Scene and relevant procedures in Sections 8, 9 or 10 if evacuation, shelter or lockdown is required.

	4
	Call 999 if required
If emergency services are needed, dial 999 and provide a clear overview using ETHANE: Exact location, Type of incident, Hazards, Access/egress, Number of casualties and Emergency services required.
	See Section 6.1 ETHANE Mnemonic, Section 2 Contact Numbers and Appendix I or Appendix J Emergency Contacts Directory.

	5
	Notify senior leadership
Brief the Headteacher, Deputy or nominated emergency contact. Share what is known, what action has been taken, and what support is needed.
	See Section 5 Emergency Management Team 

	6
	Activate the Emergency Plan?
Consider whether the incident meets an activation trigger, such as serious injury, death, public health incident, loss of utilities, fire, severe weather, flooding, criminal activity, terrorism, site closure, reputational impact or significant disruption.
	See Section 3 Plan Activation & Triggers and Section 6 Action Cards.

	7
	Start incident log and gather resources
Open the Incident Log, record all actions and decisions, collect the grab bag, site information, contact directories, relevant action cards and any immediate information about pupils, staff, visitors or site hazards.
	See Appendix G Incident Log, Section 3.3 Grab Bag Location, Appendix D Grab Bag Contents and Section 4 Site Information.

	8
	Choose immediate protective action
Decide whether the safest initial response is evacuation, shelter, lockdown, partial lockdown, continuation of normal routines with monitoring, or another action card response.
	See Section 6 Action Cards, Section 8 Evacuation Procedures, Section 9 Shelter Procedures and Section 10 Lockdown Procedures.

	9
	Convene the Emergency Management Team
Call the EMT to the agreed on-site or off-site location. Request updates from relevant roles including site, administration, communications, safeguarding, finance, ICT and subject matter experts as required.
	See Section 5 Emergency Management Team

	10
	Coordinate the initial EMT response
Use the EMT agenda to confirm the facts, assess impacts, allocate roles, agree priorities, liaise with emergency services and the Local Authority, check relevant action cards and identify welfare or safeguarding issues.
	See Section 5.3 Initial Emergency Management Team Actions, Appendix H Emergency Management Team Agenda and Section 6 Action Cards.

	11
	Agree communications
Prepare an agreed statement, decide who needs to be contacted, confirm the communication channels to use, nominate a spokesperson, and ensure messaging is consistent with emergency services and Local Authority advice.
	See Section 7 Communication Strategy, Section 5.3 Initial Emergency Management Team Actions and Appendix I or Appendix J Emergency Contacts Directory.

	12
	Maintain education and care where possible
Consider business continuity arrangements, remote education, staffing, transport, site access, welfare support and how to minimise disruption to face-to-face provision.
	See Section 11 Remote Education, Section 12 Business Continuity and Appendix B Business Continuity Plan.

	13
	Review, update and continue
Continue to assess the situation, update the Incident Log, brief staff and governors, communicate at agreed intervals, support those affected and agree when the EMT will reconvene.
	See Section 5.4 Continuous Emergency Management Team Actions, Appendix G Incident Log and Section 7 Communication Strategy.

	14
	Move into recovery when immediate response is stabilised
Begin recovery arrangements, including post-incident support, recognition, debriefing and action planning.
	See Section 13 Recovery, Appendix K Debrief Form and Appendix L Action Plan.



· The emergency services notify each other of incidents but consider speaking directly to each organisation if required. This will ensure that each service has the information they need to respond appropriately.
[bookmark: _3.2_First_Member][bookmark: _Toc114670225][bookmark: _Toc238816564]3.2 First Member of Staff on Scene
The first member of staff to attend the scene should follow the below actions.
 
	Action
Take immediate action to safeguard pupils, staff and visitors.
	Action Taken
	By Whom 
	Notes

	Obtain and collate information 
· the ETHANE mnemonic in Section 6 is used by the emergency services and can help share understanding of the incident with the blue light services.
	
	
	

	· Attend to any casualties and administer first aid, if appropriate.
	
	
	

	If appropriate, dial 999 for the emergency services and provide them with an overview of the situation using your completed ETHANE mnemonic
· If in doubt, always dial 999.
	
	
	

	· Fetch any equipment that may prove useful (e.g. first aid kit, grab bag – see section 3.3).
	
	
	

	· Keep a log of all actions, decisions and key information received using Appendix G.
	
	
	

	· Brief the Head Teacher or nominated emergency contact.
	
	
	

	· Brief the emergency services as required upon arrival
	
	
	

	· Set up a room for use of the Emergency Management Team (if required).
	

	
	









[bookmark: _3.3_Grab_Bag][bookmark: _Toc114670229][bookmark: _Toc238816565]3.3 Grab Bag Location
See section 6.1 Grab Bags of the Emergency Planning Guidance for further information.

A grab bag can be found at reception / in the staff room and also offsite at xx. The information within the Grab Bag supports staff having the correct equipment, plans and documentation in the one place in case of needing to leave during an incident.

The grab contents will be reviewed every 6 months (change as necessary).


[bookmark: _4_Site_Information][bookmark: _Toc114670231][bookmark: _Toc238816566]4 Site Information

See section 7 Site Information of the Emergency Planning Guidance for further information.

Insert your plan of the building(s). if you do not have a plan for your setting consider the following security checklists:

	Whole Site Security
	Yes/No
	Comment/Action

	Is the whole site protected by perimeter fencing?
	 
	 

	Can pedestrian access be limited / restricted? i.e. by locking gates
	 
	 

	Are there public footpaths? 
If so, are they fenced?
	 
	 

	Can vehicular access be limited / restricted? i.e. by locking gates and or bollards etc
	 
	 

	Is there CCTV?
If so, is it monitored and are notices/warnings clearly displayed?
	 
	 

	Do you have any security guards, or staff patrolling the grounds?
	
	

	Are students involved in security – eyes and ears, reporting anything suspicious, challenging visitors etc?
	
	

	Is the site overlooked?
	
	

	Is there a process for dealing with a security alert?
	
	

	Are there arrangements to enhance security if the situation becomes critical?
	
	



	Building security
	Yes/No
	Comment/Action

	Are access points supervised?
	 
	 

	Are access points locked? i.e. can they only be accessed with a key/code?
	 
	 

	If so who has access to key/code? And is this monitored and maintained?
	 
	 

	Is there access between public and restricted areas?
	 
	 

	Are there any alarm systems (e.g. burglar alarms, panic alarms)
	
	

	Do all staff wear identification?
	 
	 

	Do you have procedures for visitors? (inc. open days etc)
	
	

	Are unsupervised visitors / contractors etc signed in and issued with identification?
	 
	 

	Do all students wear a uniform?
	 
	 

	Do all students wear identification?
	 
	 

	Are people not wearing identification challenged? 
	 
	 

	Is identification carefully checked?
	
	

	Are students taught not to allow tailgating by unknown visitors?
	
	

	Can students be involved in school/college security arrangements?
	 
	 

	Can windows be fully opened?
	 
	 

	Do you have an intruder / panic alarm?
	 
	 

	If so is it linked to the police and or a security company?
	
	

	Do staff have any other means of raising the alarm? i.e. mobile phones
	
	

	Is there a process for dealing with a security alert?
	
	

	Are there arrangements to enhance security if becomes critical? 
	
	



	Utility supplies
	Location
	Notes / instructions

	Gas
	 
	 

	Water
	 
	 

	Electricity
	 
	 

	Heating
	 
	 


 
	Internal hazards
	Location
	Notes / instructions

	Asbestos
	 
	 

	Chemical store(s)
	 
	 



[bookmark: _5_The_Emergency][bookmark: _Toc114670222][bookmark: _Toc238816567]5 The Emergency Management Team

See section 8 – Emergency Management Team of the Emergency Planning Guidance for further information.

The Emergency Management Team (EMT) will meet in the XXXXX room on site or XXXXX off site. 
[bookmark: _Toc114670223][bookmark: _Toc238816568]5.1 Purpose of the Emergency Management Team
· To assess and mitigate the impact of the incident as far as is possible;
· To contact and reassure staff, and advise them of immediate contingency arrangements;
· To contact and reassure parents/caregivers and pupils as appropriate;
· To maintain, so far as possible, a normal level of service to pupils;
· To ensure every pupil receives the quantity and quality of education and care to which they are normally entitled, including through remote education where appropriate;
· To ensure that procedures are followed and records are maintained.
· Add in additional / remove / adapt bullet points as required.
[bookmark: _5.2_Emergency_Management][bookmark: _Toc114670224][bookmark: _Toc238816569]5.2 Emergency Management Team Membership
The Headteacher, Deputy or relevant senior member of staff will chair and coordinate the EMT. The list of roles is advisory and should be customised as required.

	Name
	Role
	Responsibilities 

	
	Head Teacher/Deputy
	· Overall co-ordination of the incident

	
	Bursar
	· Co-ordination of none-teaching staff

	
	Admin
	· Provision of support with administrative tasks

	
	Site Manager
	· Leads on impacts to operations of site

	
	Communications
	· Communications strategy

	
	Finance 
	· Leads on impacts to and requirement of finances

	
	ICT Manager
	· Leads on impacts to and requirement of IT

	
	Subject Matter Experts
	· Provision of specific advice as required

	
	Specific members of the Governing Body or staff with pertinent skills or experience. (Insert specific members of staff who will have knowledge of a particular area)
	




[bookmark: _5.3_Initial_Emergency][bookmark: _Toc114670226][bookmark: _Toc238816570]5.3 Initial Emergency Management Team Actions
When meeting as an Emergency Management Team, follow the below actions. 

	Action
Take immediate action to safeguard pupils, staff and visitors.
	Action Taken
	By Whom 
	Notes

	· Call an Emergency Management Team meeting and request updates from all.
	
	
	

	· Log all actions, decisions and key information using Appendix G
	
	
	

	· Follow initial meeting agenda using Appendix H
	
	
	

	· Coordinate actions and priorities of the Setting.
	
	
	

	· Liaise with the emergency services.
	
	
	

	· Liaise with the Local Authority for additional assistance (as required). 
	
	
	

	· Check Action Cards relating to the incident in Section 6
	
	
	

	· Refer to Emergency Contact details for additional support as required.
	
	
	

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

	· Establish arrangements to meet the welfare needs of pupils, staff, parents / care givers, visitors and responders.
	
	
	

	· Assess the impact of the incident to the safeguarding of pupils.
	
	
	

	· Decide the communications strategy for the incident (To staff, To pupils, To parents/caregivers, To governors, To media, To partners
	
	
	

	· Liaise with the communications team and prepare an agreed statement.
	
	
	

	· Contact families whose children are involved.
	
	
	

	· Nominate an appropriate and trained member of staff e.g. the Head Teacher to be the media spokesperson.
	
	
	

	· Update staff, pupils, parents and partner agencies on the current situation.
	
	
	

	· Agree when to reconvene the Emergency Management Team.
	
	
	

	· Continuously assess the situation.
	
	
	



[bookmark: _5.4_Continuous_Emergency][bookmark: _Toc114670227][bookmark: _Toc238816571]5.4 Continuous Emergency Management Team Actions
The second EMT onwards should use the below action card as a guide.

	Action
Take immediate action to safeguard pupils, staff and visitors.
	Action Taken
	By Whom 
	Notes

	· Log all actions, decisions and key information using Appendix G
	
	
	

	· Follow and adapt meeting agenda as required using Appendix H
	
	
	

	· Coordinate actions and priorities of the Setting.
	
	
	

	· Liaise with emergency services.
	
	
	

	· Liaise with the Local Authority for additional assistance (as required). 
	
	
	

	· Check Action Cards relating to the incident in Section 6
	
	
	

	· Try to maintain normal routines as far as possible.
	
	
	

	· Assess the welfare and emotional needs of all those involved. 
	
	
	

	· Assess the impact of the incident to the wider community
	
	
	

	· Provide regular briefings to staff and governors.
	
	
	

	· Decide the communications strategy for the incident (To staff, To pupils, To parents/caregivers, To governors, To media, To partners
	
	
	

	· Continue to liaise with the emergency services.
	
	
	

	· Continue to liaise with the Local Authority as appropriate.
	
	
	

	· Implement Business Continuity procedures where applicable.
	
	
	

	· Agree when to meet as an Emergency Management Team
	
	
	

	· Head Teacher or a nominated senior staff member only to deal with the media.
	
	
	

	· Continue to monitor and support those who may be particularly affected by the incident.
	
	
	


[bookmark: _Toc125374588][bookmark: _Toc127543592]


XXXXXXXXXX Emergency Plan


XXXXXXXXXX Emergency Plan

2OFFICIAL - SENSITIVE
OFFICIAL - SENSITIVE




[bookmark: _Toc114670251][bookmark: _Toc114670252][bookmark: _Toc126586030]2OFFICIAL - SENSITIVE


[bookmark: _6_Action_Cards][bookmark: _Toc114670235][bookmark: _Toc238816572][bookmark: _Toc114670230]6 Action Cards

See section 9 – Action cards of the Emergency Planning Guidance for further information.

Action cards are provided to help guide the thinking process when responding to an emergency in the Setting, at an activity offsite, and in connection with an event in the local community which impacts on the Setting.

All action cards should be followed in conjunction with the actions of the Emergency Management Team, the comms strategy and related policies (e.g. safeguarding) and procedures (e.g. lockdown). 

All actions should be recorded using Appendix G as the Incident Log. 

All of the below scenario action cards can downloaded from the CYPSInfo site:
· Loss of Utility, Maintenance Issues	
· Asbestos
· Closing the Setting
· Public Health Incidents including Infectious Disease
· Medical Emergency
· Missing Pupil
· Severe Weather Conditions
· Fire
· Significant Damage to Property
· Loss of IT / Cyber Incident
· Intruders
· Assault on Staff
· Site Protests by Pupils
· Offsite Protests by Parents / Caregivers
· Industrial Action by Staff
· Partial Lockdown
· Full Lockdown
· Death of, or serious accident to, persons on site
· Death of, or serious accident to, persons off site
· Bomb Threat & Suspicious packages
· Incident in the community (outside of the Setting)









[bookmark: _6.1_ETHANE_Mnemonic][bookmark: _Toc238816573][bookmark: _Toc114670240]6.1 ETHANE Mnemonic
The ETHANE mnemonic is used by the emergency services and responding partners. The template can help those responding in the Setting provide a clear picture in the latest information for the emergency response.

	Heading
	Information

	E
	Exact Location
postcode, 
What3Words 
(download on App Store or Google Play)
	





	T
	Type of Incident
Flood, Fire, etc.
	




	H
	Hazards
Potential impacts to premises
	




	A
	Access / Egress
Best route in / out of site.
Inaccessible routes 
	





	N
	Number of Casualties
Approximate numbers based on what is known at that point, types of injuries. Who has been impacted? Pupils, staff etc.
	





	E
	Emergency Services
services required 
	






[bookmark: _Action_Card_–][bookmark: _7_Communication_Strategy][bookmark: _Toc238816574]7 Communication Strategy

See section 10 – Communication Strategy of the Emergency Planning Guidance for further information.

The methods of communication available are as below. Staff, parents/caregivers, governors and pupils should have been notified of how to access the information before an incident.

XX has available the following methods of communication.

	System
	Who does this contact e.g. parents, staff, governors, pupils
	How is the system accessed & who is responsible for sending out the communication?

	Automated calls
	
	

	Social media
	
	

	Apps
	
	

	Text message system
	
	

	Bulk messaging system
	
	

	Email
	
	

	Letters
	
	

	Parent Networks
	
	

	Answer phone message system
	
	

	Website
	
	

	Radio
	
	

	Other
	
	



	Communications Plan Checklist
	Yes/No
	Comment

	Can you remotely access contact details of:
	 
	 

	Staff
	 
	 

	Governors
	 
	 

	Parents/Carers
	 
	 

	Local Authority
	 
	 

	Utility Companies
	 
	 

	Suppliers
	 
	 

	Contractors
	 
	 

	Insurance companies
	
	

	Do you have remote access to issue communications?
	 
	 

	Update school/college website
	 
	 

	Social Media
	 
	 

	Email
	 
	 

	Text
	 
	 

	Incident Information Line
	 
	 






Communication Strategy Tips

An agreed statement should be prepared as soon as possible following an incident even if no information is known or can be shared. If no statement is provided, rumours and misinterpretation may spread false or inaccurate information amongst pupils, parents / caregivers, staff and the wider community.

XX should:
· look to provide up to date and routine information during an incident, even if there are no updates;
· link in with the Local Authority / emergency services communications team as appropriate for consistency and advice;
· ensure their advice aligns with advice given by professional agencies e.g. the police and where possible signpost staff, pupils and parents;
· where a press conference is to be held confirm attendance and comms approach with the emergency services and the Local Authority;
decide the timeframe for updates and relay the timeline to staff, pupils, parents, partners and the media to set expectations.

A media centre can be set up in <location>. (this may change dependent on the nature of the incident and the location). A decision will need to be made on the appropriateness during each incident. Staff who are media trained can be found in the separate Annex I - NYC Emergency Contacts Directory September 2026. 
[bookmark: _Toc114670232]
[bookmark: _8_Evacuation_Procedures][bookmark: _Toc238816575]8 Evacuation Procedures

See section 11 – Evacuation Procedures of the Emergency Planning Guidance for further information.

Insert your evacuation procedures. 

[bookmark: _9_Shelter_Procedures][bookmark: _Toc114670233][bookmark: _Toc238816576]9 Shelter Procedures 

See section 12 – Shelter Procedures of the Emergency Planning Guidance for further information.

Insert your shelter procedures.

[bookmark: _10_Lockdown_Procedures][bookmark: _Toc114670234][bookmark: _Toc238816577]10 Lockdown Procedures 

See section 13 – Lockdown Procedures of the Emergency Planning Guidance for further information.

Insert or refer to any specific Invacuation / Lockdown procedures. 

Communication between parents and the site

Information on how parents will be notified and kept up to date during a lockdown should be provided ahead of any incident occurring. Identify any specific methods of communication for lockdown.


[bookmark: _11_Remote_Education][bookmark: _Toc114670250][bookmark: _Toc238816578]
11 Remote Education

See section 14 – Remote Education of the Emergency Planning Guidance for further information.

xx should only consider limiting face-to-face education as a last resort. Where this a need for remote learning to be implemented, the amount of time remote education is in place should be limited to minimise disruption and protect the most vulnerable. 

Where it has been decided to close xx, prioritisation should be provided to supporting vulnerable pupils, pupils with exams and to the children of critical workers. Definitions of pupils whom come under the aforementioned categories can be found within the Department for Education guidance.

Xx will follow the Remote Education Plan which can be found xx

Some pupils and students with special educational needs and disabilities (SEND) may not be able to access remote education without adult support and so adjustments should be put in place appropriate for their level of need. 

All feasible measures to ensure the safeguarding and promotion of welfare of pupils should be undertaken, including alternative provision for those who receive free school meals.

Further guidance on remote education can be found in the DfE guidance. 

[bookmark: _12_Business_Continuity][bookmark: _Toc238816579]12 Business Continuity

See section 15 – Business Continuity of the Emergency Planning Guidance for further information.

The Business Continuity Plan enables xx to minimise any disruption to the provision of education, put arrangements in place to keep the Setting open and to try to maintain normal routines (e.g. teaching, exams) wherever possible.

XX has a Business Continuity Plan which can be found xx onsite and xx offsite. All staff should be aware of the Business Continuity Plan and be able to pick up the plan and implement initial steps.

A Business Continuity Plan can be found here – 

[bookmark: _13_Recovery][bookmark: _Toc238816580]
13 Recovery 

See section 16 – Recovery of the Emergency Planning Guidance for further information.

The Local Authority normally acts as the Recovery lead following a multiagency incident and the Setting should look to tie in with the Local Authority on measures being undertaken within the recovery phase.
[bookmark: _Toc238816581]13.1 Post Incident Support  
See section 16.1 – Post Incident Support of the Emergency Planning Guidance for further information.

Outline any measures in place to provide further help for distressed pupils and staff. The below table may be of use in an outline of how to support pupils and/or staff following an incident. 

	Acknowledge what has happened
	· Acknowledge the emotional state of staff and pupils and allow time and space when needed.
· Some staff may not wish to or be in a position to offer support to pupils. Be aware that the burden of support may fall disproportionately on a small number of staff.
· The incident may lead to pupils becoming emotionally vulnerable, even if they are not directly involved. Symptoms may include changes in behaviour or a lack of focus in class.

	Provide an opportunity for those impacted to be listened to
	· Whilst attempting to encourage a return to normality, staff should be prepared to listen to their pupils and encourage pupils to talk about their feelings. 

	Give support 

	· Provide information to families on the various kinds of help and support available to them and their children.
· Pupils may be offered support from a counsellor, independent listener or outside professionals who can help them understand their reactions and develop coping strategies. 
· Staff closely associated with the children involved should also be offered opportunities of support. 

	Encourage the re-establishment of routines

	· Every attempt should be made to provide as much continuity as possible. 
· A return to normal routines should be sought as soon as is practicably possible.

	Encourage Pupils and / or Staff directly affected

	· You should be aware of possible delayed reactions of those actively involved in responding to a critical incident.
· Teachers are vital in supporting pupils through a critical incident; but teachers may themselves need guidance and support.
· Some pupils involved in the incident may not be able to return immediately. They will, inevitably, need support as they return.
· The Setting should provide an environment of patience, understanding and empathy to those pupils and/or staff returning who have been impacted by an incident.
· Each case will need to be considered individually and taking at a pace which suits the circumstance of the individual.


[bookmark: _Toc238816582]13.2 The Major Incident Response Team
The Major Incident Response Team (MIRT) is a resource provided by North Yorkshire Council and the City of York Council consisting of a team of trained and skilled volunteers. 

MIRT can provide emotional support to adults only. This may include relatives/caregivers of pupils’ affected and members of staff suffering from the impact of a trauma. 

To request MIRT support and for further information contact MIRT@northyorks.gov.uk. 
[bookmark: _Toc238816583]13.3 Formal and Informal Recognition
Arrangements should be made to express sympathy to families directly affected by the incident. 

Where there has been a death or serious injury assist the family and next of kin in line with their wishes e.g. cards, tributes, funeral arrangements.

Depending on the role religion plays in Setting, it may be appropriate to hold a memorial service. 

Anniversaries are key times and as such should be handled with sensitivity and support.

























[bookmark: _Toc238816584]13.4 Recovery Action Card

	Action
Take immediate action to safeguard pupils, staff and visitors.
	Action Taken
	By Whom 
	Notes

	· Visit impacted pupils/staff.
	
	
	

	· Promote patience, understanding and empathy with all of those impacted by pupils, staff and the education community.
	
	
	

	Monitor and support pupils. 
· Monitor changes in behaviour (‘acting out’, withdrawals).
· Monitor symptoms through changes in grades and how pupils apply themselves.
· Monitor any changes in non-physical symptoms (e.g. worsened time management & returning homework late).
	
	
	

	· Monitor and support staff. 
	
	
	

	· Consider the need for individual or group support.
	
	
	

	· Provide safe spaces in which to discuss the incident.
	
	
	

	· Help affected pupils and staff to return to the Setting.
	
	
	

	· Liaise with parents as required.
	
	
	

	· Seek advice on legal issues.
	
	
	

	· Liaise with the Local Authority.
	
	
	

	· Prepare communications strategy.
	
	
	

	· Consider how the incident has impacted the wider community.
	
	
	

	· Arrange debriefing meetings with the Emergency Management Team (EMT). Use Appendix K for a basis for the debrief forms. Use Appendix L for the actions and recommendations which come out of the debrief.
	
	
	

	· Keep a log of all actions, decisions and key information received using Appendix G
	
	
	




[bookmark: _Appendix_A_–][bookmark: _Appendix_B_–][bookmark: _Toc238816585][bookmark: _Toc114670254][bookmark: _Toc114670253]Appendix A – Risk Assessment
This appendix is held as a separate document and can be found here – (insert link to where you store this document)
[bookmark: _Appendix_B_–_1][bookmark: _Toc238816586]Appendix B – Business Continuity Plan
This appendix is held as a separate document and can be found here – (insert link to where you store this document)
[bookmark: _Toc238816587]Appendix C – Planning Schedule 
This appendix is held as a separate document and can be found here – (insert link to where you store this document)
[bookmark: _Appendix_D_–][bookmark: _Toc238816588]Appendix D – Grab Bag Contents
This appendix is held as a separate document and can be found here – (insert link to where you store this document)
[bookmark: _Toc114670255][bookmark: _Toc238816589][bookmark: _Appendix_F_–][bookmark: _Appendix_G_–][bookmark: _Appendix_H_–]Appendix E – Bomb threats checklist
This appendix is held as a separate document and can be found here – (insert link to where you store this document)
[bookmark: _Toc238816590]Appendix F – Protection of Premises Act Guidance
This appendix is held as a separate document and can be found here – (insert link to where you store this document)
[bookmark: _Appendix_G_–_1][bookmark: _Toc238816591]Appendix G – Incident Log
This appendix is held as a separate document and can be found here – (insert link to where you store this document)
[bookmark: _Appendix_H_–_1][bookmark: _Toc238816592]Appendix H – Emergency Management Team Agenda 
This appendix is held as a separate document and can be found here – (insert link to where you store this document)
[bookmark: _Appendix_E_–][bookmark: _Appendix_I_-][bookmark: _Toc238816593]Appendix I - NYC Emergency Contacts Directory
This appendix is held as a separate document and can be found here – (insert link to where you store this document)
[bookmark: _Appendix_J_–][bookmark: _Toc238816594]Appendix J – CYC Emergency Contacts Directory
This appendix is held as a separate document and can be found here – (insert link to where you store this document)
[bookmark: _Appendix_K_–][bookmark: _Toc238816595]Appendix K – Debrief Form
This appendix is held as a separate document and can be found here – (insert link to where you store this document)
[bookmark: _Appendix_L_–][bookmark: _Toc238816596]Appendix L – Action Plan
This appendix is held as a separate document and can be found here – (insert link to where you store this document)
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