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Upton upon Severn CofE (VC) Primary School 

Critical Incident Plan 

           (Appendices include school’s protocols in place to support this plan). 

 

Safeguarding Statement 

At Upton upon Severn CofE (VC) Primary School we respect and value all children and 
are committed to providing a caring, friendly and safe environment for all our pupils so 
they can learn, in a relaxed and secure atmosphere.  We believe every pupil should be 
able to participate in all school activities in an enjoyable and safe environment and be 
protected from harm.  This is the responsibility of every adult employed by, or invited to 
deliver services at Upton upon Severn CofE (VC) Primary School. We recognise our 
responsibility to safeguard all who access school and promote the welfare of all our 
pupils by protecting them from physical, sexual or emotional abuse, neglect and 
bullying. 
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1. Introduction 
 
At Upton upon Severn CofE (VC) Primary School we are committed to and strive to 
achieve best practice in all that we do. We recognise that many crises can be avoided 
through careful planning and preparation. This Critical Incident Plan is intended to 
support school where situations of a catastrophic nature occur. In formulating this plan 
school has not tried to anticipate every element that might arise out of specific crisis 
situation but rather have attempted to generate a range of flexible guidelines that will 
address a broad spectrum of scenarios. 
 

2. Aims 
 

 Identify potential critical incidents; 
 Minimise the impact of critical incidents; 
 Highlight potential school actions/ reactions to staff; 
 Clarify roles and responsibilities within roles; 
 Identify support agencies/ multi-agency partners. 

 
3. Potential Incidents 

 
Potential crises might include, but not be limited, to the following: 

 Destruction or vandalism of the whole or significant part of school; 
 Violence or assault on school premises (including grounds); 
 A hostage situation or intruders on school premises; 
 An abduction of a child from school premises or educational visit; 
 A pupil missing and not found whilst in the care of school; 
 Death or injuries on school journeys; 
 An accident involving pupils, staff or visitors to school; 
 A serious outbreak of a contagious disease; 
 A natural disaster in the community; 
 Civil disturbance or terrorism. 

 

4. General Guidelines 
 

There are emergencies or crisis situations that no amount of pre-planning can 
anticipate or effectively alleviate. However, there are generic responses expected of 
staff in all crisis situations. Staff are expected to: 

 Avoid panic and maintain order;  
 Establish what the situation is (as far as is possible);  
 Seek immediate help; 
 Seek immediate treatment for any injured parties; 
 Report the situation to a person in authority on the scene; 
 Follow all instructions issued by the police and emergency services; 
 Follow schools guidance on unsolicited contact with the Press. 

 
More specific guidance on different scenarios is given in the following sections. 
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5. Serious Incidents at School 

Examples of serious incidents might be fire, death, major accident or suicide. In the 
event of such an emergency: 

 The Head Teacher will be in charge of co-ordinating the response. (Normal 
chains of responsibility should be followed in the event the Head Teacher is 
absent). School’s Emergency Evacuation protocol should be implemented should 
evacuation of the school to alternative premises be required; 

 The Head Teacher is responsible for ensuring the emergency services are 
notified. This may be delegated to a responsible member of staff; 

 Worcestershire Emergency Response team should be notified immediately; 
 The monitoring of out of hours school security is contracted to a private firm 

who will manage the contact of key holders; 
 Where a serious incident involves casualties, the Head Teacher will appoint a 

member of staff to record the names of those injured and the hospital to which 
they were taken; 

 Parents/guardians will be informed as soon as is possible. 
 

6. Serious Incident- Educational Visits 

General procedures for Educational Visits are stated in school’s Educational Visits policy 
and protocol. This is supported by a range of protocols to support serious incidents. 
They are: 

 Serious Incident -Educational Visit Protocol; 
 Pupil Missing -Educational Visit Protocol; 
 Pupil Absconding- Educational Visit Protocol. 
 Accident whilst on an Educational Visit Protocol 

Communications with parents/ guardians will be managed by school. Pupils should 
generally not be allowed to phone parents/ guardians. 

7. Threats to School 

If information is received that a dangerous or explosive device has been introduced into 
the school the following procedure will commence: 

 If the threat is directly received by school all details must be recorded by the 
member of staff receiving the information. This information should be 
immediately communicated to the Head Teacher; 

 The Head Teacher will immediately inform all staff in all areas by deploying staff 
to initiate a silent evacuation without audible alarm; 

 Certain types of devices can be triggered by radio signals therefore all mobile 
phones, walkie talkies and paging devices must not be used and switched 
off until such time as it has been determined that there is no bomb or it has been 
found and deactivated; 

 The Head Teacher should contact and be advised by the emergency services; 
 School’s Emergency Evacuation and Bomb Alert Protocols should be 

implemented if advised to evacuate to alternative premises. 
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8. Intruders in School/ Hostage Situation 

School operates controlled access to the premises during core hours, morning and after 
school activities. All staff, volunteers and students working in school are required to: 

 Maintain procedures to assure efficacy of the controlled access system;  
 Adhere to and implement school’s Safeguarding policy, procedures and protocols  

 Adhere to and implement school’s Visitors to School policy.   

 

All staff should be especially conscious of: 

 Any unusual activity;  
 Unauthorised visitors (not wearing a visitor sticker/badge); 
 Indications that locked exit doors have been tampered with; 
 Unusual, suspicious or out of character behaviour exhibited by individuals in 

school. 

If staff observe any doors not secured or propped open this should be reported to 
the Head Teacher/ school office immediately. 

Staff should report any out of the ordinary activity to the Head Teacher/ school Office. 
Caution should be used if approaching or challenging intruders in order to avoid 
provocation. 

Where an unauthorised visitor is considered suspicious and/or aggressive the Head 
Teacher should contact the Police. (Normal chains of responsibility should be followed 
in the event the Head Teacher is absent). They will then decide on the appropriate 
action with advice of the Police. In certain circumstances staff may be advised to remain 
in classrooms with pupils. Where evacuation is considered necessary the Head Teacher 
will implement an evacuation with audible alarm or, where this may provoke an 
adverse reaction from the intruder/ hostage taker, a silent evacuation.  

9. Serious Outbreak of a Contagious Disease 

If an outbreak of a contagious disease in known school will contact the Local Authority 
Health and Well-being Team to determine if it is communicable in a school setting. 
School will follow the advice and direction given. 

10.   Accidents 

Pupils / staff/ visitors involved in an accident- as per normal school procedures. 

During Educational Visit- See school protocol 

 

11. Emergency Evacuation/ Closure of the School 

In the event that school must be evacuated, School’s Emergency Evacuation Protocol 
will be implemented. Please note there are separate protocols when a gas leak or bomb 
alert is suspected.  

Staff will escort pupils in an orderly and closely supervised manner to the designated 
alternative premises. 
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The Site Manager, if on site, will ensure that access for emergency services is available 
as required and utilities (gas/ water/ electricity) disabled if necessary and safe to do so. 
If the Site Manager is not on site, they will be summoned immediately. This is only 
required in a critical situation and does not apply to normal fire evacuation. 

Where an incident that requires school closure occurs overnight, the Head Teacher will 
log information with Worcestershire. They will automatically contact local radio 
stations to broadcast notice of the school closure and information of any temporary 
accommodation if in place. Normal chains of responsibility should be followed in the 
event the Head Teacher cannot be contacted. The Head Teacher will arrange for 
notification of closure and/or temporary accommodation to be displayed at the school 
premises. Information will also be posted on school’s website and mobile phone texts 
will be sent to inform staff and parents.  

 

12. Communication 

If a critical incident occurs the external line in the Head Teacher’s office will be 
designated for the use of making outside calls only. The Head Teacher will inform and 
liaise with Worcestershire and the Chair of Governors.  

The Head Teacher will contact the Local Authority Media Relations Office for assistance 
in preparing a press statement. Staff and governors should avoid any communication 
with the Press/Media other than the prepared statement. 

In line with school’s Educational Visit policy and protocol all teachers who are out of 
school with pupils will have a mobile telephone for the purposes of advising school of a 
critical incident. 

The Head Teacher or Chair of Governors will be designated as press officer. They will be 
responsible for all communications with the media. The press officer will agree the 
timing of press releases and liaise with emergency services to provide a single joint 
statement if applicable.  All press releases will demonstrate to the media that school is 
controlling the incident in a caring, competent and responsible manner and seek to set 
minds at rest countering any rumours. 

The office staff will manage all telephone/ electronic communications received from 
parents/ guardians and other interested parties except the Press/ Media. This will leave 
the Head Teacher/ SLT free to manage the immediate situation. Details of all incoming 
calls / calls to parents/ guardians will be recorded (refer appendix). Where there is a 
large volume of calls the Head Teacher will designate staff to assist. A briefing statement 
will be prepared by the Head Teacher and given to those staff managing telephone calls. 
Staff will be directed to relate the statement verbatim. Where appropriate other useful 
telephone numbers will be given to parents/ guardians e.g. hospital, emergency disaster 
line. 

The office staff will be responsible for managing parents/ guardians arriving at school 
or the temporary emergency premises during a crisis situation. Where appropriate a 
room will be set aside for parents/ guardians to wait during the crisis or until they can 
be reunited with their children. Parents/ guardians will be reunited with their children 
as soon as possible and a record maintained noting which children have been collected 
(refer appendix). 

Press and television crews will not be allowed access to the school premises unless the 
express permission of the Head Teacher is given. Where a press briefing is arranged and 
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the use of school premises is not possible/ appropriate, an alternative location will be 
designated.  

All staff will receive a briefing re the incident as soon as is possible to minimise 
uncertainty and ensure rumours do not circulate. 

Pupils will be briefed as considered appropriate. 

 

13. Longer Term Action Following a Crisis 
 

 Counselling for staff and pupils should be arranged as soon as possible and 
offered to parents/ guardians if appropriate; 

 The relevant support agencies will be contacted by the Head Teacher as deemed 
appropriate; 

 Parents/ guardians will be updated on what is happening in school subsequent 
to an incident; 

 Where staff feel they are suffering from stress subsequent to the incident, the 
procedures defined in school’s human resources policies will apply; 

 Visits to the site may be arranged for staff, pupils and parents/ guardians if 
deemed appropriate. 

 Following an exercise or real incident it is important that the plan is amended to 
incorporate any lessons learned. 
 
 

14. Roles and Responsibilities 

The following are principles which apply over the long term. Roles may be delegated 
however the responsibility remains with the persons named below. In a specific crisis 
situation the most senior staff member involved will assume responsibility for 
managing the situation until the post holder is available. In such a situation they are 
authorised to exercise professional judgement and act as they see fit in the interests of 
pupils, staff and the school, knowing they have the support of the Head Teacher and 
governors. 

1. Head Teacher 

 Overall responsibility for safeguarding pupils, staff, volunteers, visitors and 
students on placement; 

 Overall responsibility for planning, risk assessment, management of crisis, 
aftermath; 

 Ensure staff access training and that policy, procedures and protocols are 
embedded in working practice; 

 Ensure safe systems are in place; 
 Organise practice evacuations; 
 Overview of communications with outside agencies, parents/guardians and 

the media. 
 

2. Deputy Head Teacher/s 

 Assume overall responsibility in absence of the Head Teacher; 
 Prime responsibility for supporting children in the aftermath of a disaster; 
 Support for staff and parents/ guardians. 
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3. Visit Leader (Educational Visits) 

 Ensure visits are planned in accordance with school’s policy, procedures and 
protocols; 

 Ensure all risk assessments and documentation, required as part of school’s 
visit approval application process, is completed prior to commencement of 
the visit;  

 Ensure a robust evaluation of the visit is completed; 
 Revisit the risk assessment post visit to amend for future use 
 Act as a source of advice/ guidance to colleagues and volunteers. 

 

4. Business Manager/Office Administrators 

 Ensure that data systems are secure; 
 Ensure automated backups occur successfully; 
 In a crisis, manage telephone/ electronic communications to school; 
 Ensure emergency services are contacted in a crisis situation; 
 Manage communications in the case of a move to a temporary alternative 

office off-site. 

5. Site Manager 

 Ensure safety and security of the site; 
 Ensure emergency services have access; 
 Disable utilities if appropriate and safe to do so; 
 Liaise with contractors and supervise repair works. 

6. Teachers 

 Ensure the safety of their pupils; 
 Ensure safe practices in accordance to school’s policies, procedures and 

protocols; 
 Maintain vigilance; 
 Support colleagues; 
 Liaise with parents/ guardians.  

7. Other School Staff 

 Ensure the safety of pupils; 
 Ensure safe practices in accordance to school’s policies, procedures and 

protocols; 
 Maintain vigilance; 
 Support colleagues. 

8. Local Authority – LEA Emergency Team 

 Provide practical support in the event of a crisis; 
 Support in securing alternative provision premises if required; 
 Guidance and support with media enquiries. 
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15. Data 

All data is held on school’s computer system which is backed up daily. This plan 
contains details on how / where to access emergency help. School’s Senior Leadership 
Team have been actively involved in the development of this plan. They have access to 
copies of the plan in the event school’s computer system cannot be accessed. 

 

16. Press/ Media Contact 

Please refer to appendix on Press/ Media contact. Journalists are not allowed onto 
school premises during the handling / management of a critical incident. All 
communications with the Press/ Media will be authorised by the Head Teacher. 
(Normal chains of responsibility should be followed in the event the Head Teacher is 
absent). Where deemed appropriate the Head Teacher will seek assistance from the 
Worcestershire. Staff should not communicate with the Press/ Media unless authorised 
to do so. Staff will not permit Press/ Media access to pupils in their care. 

 

17. Building Issues 

Serious Damage from Vandalism/ Fire Damage-  Implement School   
Closure procedures 

Suspected Gas Leak-      (appendix 7) 
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Appendix 1  

GUIDANCE IN RESPONDING TO  
UNSOLICITED PRESS/ MEDIA CONTACT 

 

IF YOU ANSWER THE PHONE and are asked for comments by the press/media please 
follow these guidelines: 

 Do not offer any information or make comments on the subject matter of the 
call. 

 Ask for the caller’s full name, telephone number, organisation/ who they 
represent etc. 

 Explain they will need to speak to the Head Teacher (or in their absence the 
Deputy Head Teacher). 

 If possible pass the call to the Head Teacher or Deputy Head Teacher advising 
them this is a press/ media request for information. 

 If the Head Teacher or Deputy Head Teacher is not available record the 
caller’s details and advise them their call will be returned as soon as possible. 

 DO NOT GET DRAWN INTO A CONVERSATION. Remain polite but firm in 
your response. 

 

IF THE PRESS/ MEDIA ENTER THE SCHOOL BUILDING: 

 Press and media representatives should wait in the front entrance. They should 
not be admitted beyond the main reception area without the specific permission 
of the Head Teacher or Deputy Head Teacher in their absence. 

 If the Head Teacher and Deputy Head Teacher are not on site/available staff 
must offer the opportunity to book an appointment at a later date/ time. 

 DO NOT GET DRAWN INTO A CONVERSATION. Remain polite but firm in your 
response. 

 

HEAD TEACHER/ DEPUTY HEAD TEACHER GUIDANCE 

Once alerted to a telephone call/ arrival of the press/ media: 

 Delay any immediate response to give time to collect your thoughts and prepare. 
 For telephone enquiries you should establish the reason for the contact. Once 

established you may wish to say any of the following: 
“I am not in my office at the moment. Can I phone you back in 5 minutes”? 

“Yes. We will comment and have prepared a statement, which is.....” 

“I will need to go to my office to collect school’s prepared statement. I will phone 
you back shortly”. 

 Make sure you make any calls that you promise to make. Before returning the 
call you are strongly advised to contact the Chair/ Vice Chair of Governors and 
you may also wish to have a discussion with the Local Authority. 

 When returning the call read the prepared statement verbatim.  
 Make notes, especially of who you read it to, and any comments you receive. 
 Be very cautious about commenting beyond the statement (matters are either 

sub-judice or may be part of an internal disciplinary action). 
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 Once the call is completed advise the Chair/ Vice Chair of Governors. You may 
also wish to advise the Local Education Authority. If the conversation is managed 
by the Deputy Head Teacher they should advise the Head Teacher and Chair/ 
Vice Chair of Governors as soon as possible. 

 

Once alerted to press/ media arrival at school: 

 Delay any immediate response to give time to collect your thoughts and prepare. 
 Go to the reception area. Do not invite the press/media into school.  
 Give a written copy of school’s response.  
 If school does not have a prepared response advise that one will be issued 

shortly.  
 If pressed for further comments advise that all the information needed is/ will be 

within the response.  
 Be polite but remain firm.  
 On departure of the press/ media record the details of the visitor and notes on 

the content of the conversation.  
 Advise the Chair/ Vice Chair of Governors as soon as possible. If the conversation 

is managed by the Deputy Head Teacher they should advise the Head Teacher 
and Chair/ Vice of Governors as soon as possible. Any prepared statement should 
be agreed with the Chair/ Vice of Governors prior to submission. If any further 
telephone requests for information are received you should read the statement 
and advise school has no further comments to make. 
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APPENDIX 2  EMERGENCY EVACUATION   

  

STEP 1  Audible Alarm Procedure: 

 Sound the audible alarm UNLESS: 

 A bomb alert has been received or a gas leak is suspected. (In such cases follow 

school’s specific protocols for such instances). 

 Doing so may further endanger risk to pupils/ adults e.g. aggressive intruder. 

STEP 2  Silent Alarm Procedure: 

The Head Teacher should arrange for a silent signal to be deployed in all school areas e.g. 

a member of staff travels around school with a visually recognised signal or verbal signal. 

If it is unsafe to alert the Head Teacher staff may use their judgement and undertake this. 

STEP 3  

On seeing/ hearing the alert, teachers should immediately evacuate pupils to the 

designated assembly points. Staff working with pupils outside the classroom should NOT 

return to the classroom but immediately evacuate pupils to join their class at the 

designated assembly point. 

 

 

designated assembly point. STEP 4 One member of staff should always be present in the office. 

A daily print out of AM & PM registers should be placed in the Emergency Evacuation Box. 

Office staff should evacuate with the Emergency Evacuation Box, Visitor & Staff signing in 
sheets. 

STEP 5 On arrival at the designated assembly points teachers should check all pupils have 

been safely evacuated. IT IS NOT ENOUGH TO RELY ON A HEAD COUNT. When all pupils 

have been accounted for the teacher should raise their hand or folder in the air to give a 

visual signal to the Evacuation Coordinator. If a pupil cannot be accounted for the teacher 
should raise their hand and wave to alert the Evacuation Coordinator for assistance.  

STEP 6 The Evacuation Coordinator will accurately record the progress of the evacuation 

including details of any missing pupils / adults. NO ONE SHOULD RE-ENTER THE BUILDING 

TO SEARCH FOR MISSING PUPILS / ADULTS. 

The Emergency Evacuation Coordinator will relay details of any missing pupils/ adults to 
the emergency services on their arrival. 

STEP 7 All staff must implicitly follow the instructions of the emergency services. No one 

should re-enter the building unless directed that it is safe to do so. 

STEP 8 If instructed to evacuate to a temporary alternative site, staff should safely escort 

pupils to the designated location. Pupil contact sheets should be taken (stored in the 

Emergency Evacuation Box).  

Pupils and staff should remain at the alternative evacuation site until it is advised it is 
safe to return to school OR to arrange for pupils to return home.  

STEP 9 The Head Teacher should alert the Local Authority’s Director of Education and 
school’s Chair of Governors (in their absence the Vice Chair should be notified).  



Updated June 2015 

 

 

 

 

 

 

 

 

 

  

  

 

 

STEP 10 No press briefing should be made unless directed by the Police with the input of the 

Local Authority Crisis Team. 

STEP 11 The Head Teacher and Chair of Governors should arrange an emergency Governing 

Body meeting to advise of the situation and review safeguarding policy, protocols and 
arrangements. 
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APPENDIX 3 EDUCATIONAL VISIT  

EDUCATIONAL VISIT PROTOCOL 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 
 

COMPLETE THE EDUCATIONAL 

VISIT PROPOSAL FORM- ALL 

FIELDS MUST BE COMPLETED 

AND SUPPORTING 

DOCUMENTATION ATTACHED. 

SUBMIT TO SENIOR LEADERSHIP TEAM 4 WEEKS PRIOR TO 

THE PROPOSED VISIT DATE. PLEASE NOTE: - OPPORTUNITIES 

FOR PROPOSED VISITS WHICH OCCUR AT SHORT NOTICE WILL 

BE CONSIDERED BY SLT HOWEVER APPLICANTS WILL HAVE TO 

PROVIDE A STRONG RATIONALE AND ALL DOCUMENTATION.  

WRITTEN PARENT/CARER CONSENTS MUST BE IN PLACE 

PRIOR TO THE VISIT. 

VISIT 
APPROVED 

VISIT 
REJECTED 

ACTION ALL COMMENTS / 

INSTRUCTIONS IN APPROVED 

SECTION. 

COMPLETE RISK ASSESSMENTS AND 

OBTAIN EXTERNAL RISK ASSESSMENTS 

WHERE APPROPRIATE. 

ON COMPLETION OF THE VISIT 

COMPLETE EVALUATION FORM AND 

SUBMIT TO SENIOR LEADERSHIP 

TEAM. 

 

IF APPROPRIATE, ACTION 

COMMENTS / INSTRUCTIONS 

STATED IN THE REJECTED 

SECTION AND RESUBMIT 

OBTAIN SIGNED PARENT/CARER 

CONSENT FORMS. Please note: 

verbal consent is not acceptable. No 

pupil will be permitted to participate 

in educational visits without written 

consent from parents/ carers. 
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APPENDIX 4 CHILD MISSING FROM AN EDUCATIONAL VISIT  

 

STEP 1 Alert all adults supporting the visit. If groups are in different locations, recall all 

groups to an agreed central meeting point. Mobile telephone numbers MUST be 

exchanged prior to the commencement of the visit- see Educational Visit Policy. 

STEP 2 If the pupil is missing the Visit Leader should instigate a controlled search of the 
last known location/ building. 

STEP 3 If the pupil is located the Visit Leader should immediately inform the Head Teacher 

/ SLT who may direct the party to return to school or give permission to complete the 

Educational Visit. 

If directed to return refer to school’s Child Missing/ Abducted Protocol and complete steps 

6, 8 &11 and notify the Chair of Governors (in their absence the Vice Chair should be 

notified). 

If the pupil is not located or is known to have been abducted the Visit Leader should 

immediately telephone to advise the Head Teacher / SLT of the situation. 

STEP 4 Head Teacher / SLT to inform the Police immediately or delegate someone to dial 

999 and provide relevant information. Police instruction should be implicitly 
followed. 

STEP 5 Unless otherwise directed by the Police the Head Teacher / SLT should inform 

parents/ guardians (by telephone) of current status. This conversation should be 
carefully managed and pertinent details shared with the Police. 

STEP 6 On arrival of the Police the Visit Leader should ensure all known facts are given to 

officers.  

A request can be made for the Police to assist with further school and parent / guardian 

liaison. 
STEP 7 Head Teacher / SLT to commence incident log and accurately document all actions 

/ relevant factual information. Ensure times and dates are recorded. 

STEP 8 If the child is not located or known to have been abducted the Head Teacher / SLT 

should alert the Local Authority Director of Education and school’s Chair of Governors (in 

their absence the Vice Chair should be notified)  

STEP 9 No press briefing should be made unless directed by the Police with the input from 

the Local Authority Media Relations Office.  

STEP 10 Head Teacher / SLT to hold a staff briefing when possible to advise of the current 
situation. Ensure staff are aware of information sharing protocols. 

STEP 11 Under the direction of the Head Teacher / SLT, all staff should work with multi-

agency partners to ensure parents, guardians and family members are supported. 

STEP 12 Head Teacher / SLT to discuss arrangements for post trauma counselling with the 

Local Authority. 

STEP 13 Head Teacher / SLT to arrange an emergency Governing Body meeting to advise of 

the situation and review safeguarding policy, protocols and arrangements.  
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APPENDIX 5  PUPIL ABSCONDING DURING AN EDUCATIONAL VISIT  

STEP 1 Alert all adults supporting the visit. If groups are in different locations, recall all 

groups to an agreed central meeting point. Mobile telephone numbers MUST be 
exchanged prior to the commencement of the visit- see Educational Visit Policy. 

STEP 2 Where possible, one adult (preferably a staff member) should follow the child at a 

distance. They should remain in contact with the Visit Leader at all times whilst following. 

As soon as possible, and if staffing ratios allow, one further adult should be directed to 
locate and accompany the original staff member who is following. 

STEP 3 The Visit Leader should contact and inform the Head Teacher / SLT of the situation 

as soon as possible. If the child has returned complete steps 5, 7 & 12 and notify school’s 
Chair of Governors (in their absence the Vice Chair should be notified) 

STEP 4 If a child has absconded and will not return the Head Teacher / SLT should be 

advised. They will inform the Police immediately or delegate someone on the visit to dial 
999 and provide relevant information. 

STEP 5 Head Teacher / SLT should inform parents/ guardians by telephone of the current 
status. 

STEP 6 On arrival of the Police ensure all known facts are given to officers. A request can 
be made for Police assistance with parent liaison. 

STEP 7 Head Teacher / SLT to commence incident log and accurately document all actions / 

telephone conversations together with relevant factual information. (Ensure times and 
dates are recorded). 

STEP 8 Head Teacher / SLT to alert the Local Authority Director of Education and school’s 

Chair of Governors (in their absence the Vice Chair should be notified). 

STEP 9 Police instructions should be implicitly followed.  

STEP 10 No press briefing should be made unless directed by the Police with the input of 
the Local Authority Media Relations Office. 

STEP 11 Head Teacher & SLT to hold a staff briefing when possible to advise of current 
situation. Ensure staff are aware of information sharing protocols. 

STEP 12 On return to school:  

Head Teacher, SLT & Visit Staff members to complete school’s critical incident paperwork. 

A case review should be conducted as a priority together with a meeting with 

parents/guardians. Ideally this should be conducted PRIOR to the child returning to 

school. 
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APPENDIX 6 BOMB ALERT 

STEP 1  Whoever receives the alert should try to record all details of the message. 

STEP 2 The person who has received the alert should (in person) inform the Head Teacher 
relaying the exact language used in the alert. 

STEP 3 The Head Teacher should arrange for the silent signal to be deployed in all school 

areas. This is a SILENT EVACUATION to account for all pupils and adults. THE FIRE ALARM 

MUST NOT BE USED. As radio waves can detonate a bomb NO MOBILE PHONES OR 

WALKIE TALKIE DEVICES SHOULD BE USED. ALL SUCH DEVICES SHOULD BE SWITCHED 
OFF NOT TURNED TO SILENT MODE. 

STEP 4 The Head Teacher or a delegated member of SLT must inform the Police 
immediately by dialling 999 from a school LANDLINE. 

STEP 5 The Head Teacher / SLT must follow the instructions given by the Police. This is 

likely to involve evacuating pupils and adults to the school’s nominated alternative site.  

STEP 6 If evacuating to the alternative site, the pupils should be accompanied by the 

Deputy and Assistant Head Teachers. The Head Teacher, Business / Office Manager and 

Site Manager should remain in a safe proximity to the school. This will be agreed with the 
emergency services. 

STEP 7 The Office Manager should ensure the emergency evacuation box is taken out of 

school unless it is unsafe to do so. The box should be given to and remain with the Head 
Teacher. 

STEP 8 POLICE INSTRUCTIONS SHOULD BE IMPLICITLY FOLLOWED 

STEP 9 THE ALTERNATIVE EVACUATION SITE: There should be NO MOBILE PHONE 

CONTACT made to the Head Teacher, Business/ Office Manager or Site Manager unless the 

emergency services confirm it is safe to do so. The Deputy Head Teacher should alert the 

Local Authority Director of Education and the Chair (or in their absence the Vice Chair) of 

the Governing Body. Pupils and staff should remain at the alternative evacuation site until 
advised it is safe to return to school OR arrangements are made for pupils to return home. 

STEP 10 No press briefing should be made unless directed by the Police with the input of 
the Local Authority Media Relations Office. 

STEP 11 POST EVENT: The Head Teacher and SLT should complete school’s critical incident 

paperwork. The Head Teacher & SLT to hold a staff debriefing meeting as soon as possible. 

Ensure all staff are aware of information sharing protocols particularly press / media. If 

required the Head Teacher should discuss arrangements for post trauma counselling with 

the Local Authority. 

STEP 12 The Head Teacher and Chair of Governors should arrange an emergency Governing 

Body meeting to review the critical incident paperwork and the school’s safeguarding 
arrangements. 
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APPENDIX 7 EMERGENCY EVACUATION - SUSPECTED GAS LEAK 

 

STEP 1 THE AUDIBLE ALARM SHOULD NOT BE USED. 

DO NOT SWITCH LIGHTS OR ANY ELECTRICAL EQUIPMENT ON / OFF. 

Telephone the gas provider emergency service line to advise a gas leak is suspected. 

Telephone the Fire Service 999 to advise a gas leak is suspected and that the gas 
provider has been notified. Relay any information given to school by the gas provider. 

STEP 2 Conduct a SILENT EVACUATION of the building. Ensure the emergency 

evacuation box is taken. 

STEP 3 Provide up to date, accurate information to the emergency services on arrival. 

STEP 4 On advice from the officer in charge either: 

Re-enter the building as it has been deemed safe to do so. Debrief staff, reassure pupils 

and evaluate efficacy of procedures. 

  OR 

Deputy and Assistant Head Teachers to evacuate pupils and adults to school’s alternative 

site. Contact sheets should be taken (copies stored in the emergency evacuation box).  

Head Teacher, Business/ Office Manager and Site Manager to remain with the emergency 

services at a designated safe location. 

Head Teacher to advise the Local Authority Emergency Crisis Support Team and Chair of 

Governors.  

STEP 5 Pupils and adults should not return to school until the Head Teacher has been 

advised it is safe to do so. If the site cannot be made safe the Head Teacher will instruct 

the Deputy / Assistant Head Teachers to contact parents to arrange for pupils to be 

collected. 

STEP 6 No press briefing should be made unless directed by the emergency services. This 
should include input from the Local Authority Media Relations Office. 

STEP 7 POST EVENT: The Head Teacher and SLT should complete school’s critical 

incident paperwork. The Head Teacher & SLT to hold a staff debriefing meeting as soon 

as possible. Ensure all staff are aware of information sharing protocols particularly press / 
media.  

STEP 8 The Head Teacher and Chair of Governors should arrange a review of school’s 
safeguarding arrangements. 
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APPENDIX 8 

 

TEMPLATES 

INCIDENT LOGS 

CALL LOG INCOMING/ OUTGOING 

COLLECTION OF PUPILS 

NOTIFICATION OF INCIDENT 

BUSINESS CONTINUITY 
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Incoming/outgoing call logging sheet for completion during an emergency 

 

Name Contact details 
Notes / details of organisation / 

query etc 
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Log of collection of pupils during an emergency 

 

Name of child Name of collecting adult Signature Authorised 
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Incident log for use during an emergency 

 

Log of all activity relating to the incident 

Date/Time Activity Personnel involved 
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Reference Document - Notification of incident 

 

Information about an incident may come from a number of sources (e.g. member of staff, 
pupil, parent / carer, member of the public, the emergency services, the local authority). 

Whoever receives the alert should ask for, and record, as much information as possible. 

+ Find out what has happened. Obtain as clear a picture as you can. 

 

+ Take appropriate action if required, e.g. if the building is on fire, raise the 

alarm and evacuate. 
 

+ Report incident to Emergency Management Team Lead 
 

Maintain a written record of your actions using this form and a log book. You may 

wish to record any new contact details in relation to the incident 

 

Name of informant:                                          Date and time of call: 

 

 

Contact details of informant:                             Date and time of incident:     

 

 

Exact location of incident: 

 

 

 

 

 

 

Details of incident: 

 

 

 

 

 

 

 

Where is the informant now, and where are they going? 
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People affected (including names, injuries, where they are, where they are being taken to): 

 

 

 

 

 

What arrangements are in place for people not directly involved in the incident? 

 

 

 

 

 

 

What advice have the emergency services given? 

 

 

 

 

 

 

Who has been informed? 

  Headteacher/manager 

  Establishment staff 

  Governors 

  Young people 

  Parents / carers 

  Extended services 

  Police 

  Fire & Rescue Service 

  Ambulance Service 

  Local authority SPOC 

  Health and Safety Executive 

  Foreign & Commonwealth Office 

  Media 

  Insurance company 

  Trade union 
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Does anyone else need to be informed? 

 

 

 

 

 

 

Are any other actions required? 

 

 

 

 

 

 

+ If the incident happened on a visit please ask the questions below. You might 
already have these details but it could be useful to seek confirmation. 

 

 

Name of visit leader: 

 

 

Nature of visit: 

 

 

Number of young people on visit: 

 

 

Number of staff on visit: 

 

 

Location of visit: 

 

 

If the incident happened abroad, do the Foreign & Commonwealth Office need to be notified? 
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BUSINESS CONTINUITY 

 

Important paper-based records should be kept in a secure location (e.g. a fire-proof safe). During an emergency do not attempt to recover any records or 
equipment unless safe to do so. 

Paper-based records Where are they stored? 
Effect of loss 

(short-term, medium-term, long-term) 

Back-up measures /  

restorative arrangements 

Coursework    

Examination papers    

Asset registers / 
equipment inventories 

   

Insurance documentation    

 

Electronic records Where are they stored? 
Effect of loss 

(short-term, medium-term, long-term) 

Back-up measures /  

restorative arrangements 

Coursework    

Contact details    

Financial information    

Medical information    
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Remote learning Notes / instructions 

Website / extranet  

Email  

Post  
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APPENDIX 9 

SCHOOL CONTACT DETAILS 

Full Name of School Upton upon Severn CofE (VC) Primary School 

 

Address School Lane, Upton-upon-Severn, Worcester, WR8 0LD 
 

School telephone number 01684 592259 

 

School fax number 01684 594341 

 

School email address head@upton-upon-severn.worcs.sch.uk 

 

School mobile telephone number/s 
(held by key holder/s) 
 
 

NAME 

 

Julie Wills  

Rob Miles  

Mel Cooper  

CONTACT NUMBER 

 

07958 703631 / 07929 770797 (Headteacher) 

07562 337605 (Site Manager) 

07709 430232 (School Secretary) 

 

mailto:head@upton-upon-severn.worcs.sch.uk
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APPENDIX 10 

AUTHORISED PERSONS (within this plan) 

NAME ROLE CONTACT NUMBER 
Mrs Julie Wills Head Teacher 

 
 

07958 703631 

Mrs Kate Moroni Acting Deputy Head Teacher 
 
 

07778 643083 

Mrs Patricia 
Warner-Austin 

Business / Office Manager 
 
 

07790 748663 

Mr David Walker Chair of Governors 
 
 

07970 680990 

Vacancy Vice Chair of Governors 
 
 

 

Mr Rob Miles Site Manager 
 
 

07562 337605 

Mrs Melanie Cooper 
 
 

Secretary 07709 430232 
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APPENDIX 11 

UTILITIES & SERVICES CONTACT DETAILS 

SERVICE PROVIDER LOCATION OF CUT-
OFF 

EMERGENCY NUMBER 

Electricity 
 
 

West Mercia Energy 
Western Power 

See attached School 
layout 

0800 3281111 

Gas 
 
 

West Mercia Energy 
National Grid 

See attached School 
layout 

0800 111999 
 

Water 
 
 

Severn Trent See attached School 
layout 

0800 783444 

Telephones/ 
internet 
 

Telephone Europe 
Ltd 

N/A 0800 6521900 

Computer Services 
 
 

IBS N/A 01905 765160 

Catering Suppliers 
 
 

Black Pepper N/A 01684 891560 

Alarm Company 
 
 

Crime Stop N/A 02172 22888 
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APPENDIX 12 EMERGENCY CONTACTS- MULTI-AGENCY 

NAME LOCATION TELEPHONE NUMBER 
FIRE Emergency 999 
 HQ   
POLICE Emergency 999 
 Help Desk  
AMBULANCE Emergency (state paediatric needed) 999 
Local Authority Director of Education’s Office Simon White 01905 766303 

Emergency Crisis Support Centre 
Out of hours support 

01905 728848 

07624 909756 

Health & Safety Team 01905 765624 
Media Relations Office 01905 822058 

07947 407151 (out of hours) 
Facilities Management Place Partnership 
School Emergency Closure 

01905 673190 
01905 765886 

HOSPITALS Worcester Royal 01905 763333 
Cheltenham General 0845 4222222 
Gloucester Royal 0845 4222222 
Malvern Community 01684 612600 
Tewkesbury 0300 4216100 

ICT SUPPORT Worcestershire 
 

01905 765160 (IBS) 

INSURANCE 
COMPANY 
 

Buildings: 
Contents: 
Employers Liability: 
Educational Visits/Residentials: 

Worcester County Council Insurance Section 
01905 766515 
 
 

BURGLAR ALARM Crime Stop 0217222888 
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BOILER / HEATING 
MAINTENANCE 

Spa-Gas 
TDR Mechanical Services 
MT Heating 

01905 772020 
01384 263463 
01299 400131 
 

ELECTRICIANS CF Roberts 
Pauls Electric Services 
Mills and Sons Electrical Services 

01432 273579 
01527 595001 
01905 617601 

GLAZING AMB Glass 
Upton Glass 
Worcester Glass Centre 

01684 892350 
01684 591138 
01905 24686 

MEDIA BBC Hereford and Worcester 01905748485 
Malvern Gazette 01905748200 
  

LOCATION OF 
AGREED 
TEMPORARY 
ACCOMODATION  

  

COACH COMPANIES Astons Coaches 
Commandery Coaches 

01905820201 
01905458529 
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APPENDIX 13 

 EMERGENCY BOX EVACUATION KIT 

1. School premises keys 
2. Key list 
3. Alarm Codes 
4. Entry Lock codes 
5. Alarm company telephone number 
6. Alarm company security code 
7. Mobile phone 
8. List of SLT contacts 
9. Emergency contractors’ numbers 
10. Critical Incident Plan 
11. Staff list & telephone numbers 
12. Security keywords 
13. Parent contact details 
14. AM&PM Registers (daily) 
15. Visitors Book 
16. Late Book 
17. First Aiders 
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APPENDIX 14  ACCIDENT WHILST ON AN EDUCATIONAL VISIT 
As soon as you discover a pupil or adult supporting the visit has been involved in an accident take 

the following actions: 
 

 

 

STEP 1 Alert all adults supporting the visit. If groups are in different locations, recall all 

groups to an agreed central meeting point. (Mobile telephones MUST be exchanged prior 

to commencement of the visit). A staff member qualified in first aid should accompany 
every off-site visit. (Refer to Educational Visits Policy.)  

STEP 2 The Visit Leader should delegate an adult to seek assistance from the venue. 

STEP 3 The first aider should triage any pupils / adults, administer any temporary first aid 
measures and report findings to the Visit Leader. 

STEP 4 Should the injury warrant, the Visit Leader should phone 999 and request an 

ambulance. Where a pupil has been injured it is essential to advise that paediatric care is 
needed. 

STEP 5 The injured party should be monitored at all times by the qualified first aider. As 

this will adjust staffing ratios, the Visit Leader should reallocate pupil groups and ensure 
all supporting adults know who is now in their care. 

STEP 6 The Visit Leader should initiate and maintain contact with the Head Teacher / SLT 
to advise of the current and on-going situation. 

STEP 7 On arrival of the ambulance, the Visit Leader and first aider should ensure all 

known facts are given. If any pupils/ adults from the school’s party are to be taken to 

hospital they should be accompanied by a member of staff. The Visit Leader should record 

which hospital will be receiving the casualty and notify the school. Ideally the first aider 

should remain with the school party. 

STEP 8 The Head Teacher / SLT should contact parents/ guardians then the Chair of 

Governors to advise of the situation as known. 

The Head Teacher / SLT should commence an incident log and accurately record all 

actions/ relevant factual information. (Ensure dates and times of action are recorded). 

STEP 9 The Head Teacher / SLT will decide if the visit should continue or if the party 

should return to school. If to return to school, the Business/ Office Manager should 
arrange transport.  

STEP 10 No press briefing should be made unless directed by the Police with the input of the 
Local Authority Media Relations Office. 

STEP 11 Under the direction of the Head Teacher / SLT, all staff should ensure parents/ 
guardians are supported. 

STEP 12 Head Teacher, SLT & Visit Staff members to complete the school’s critical incident 

paperwork. A case review should be conducted as a priority together with a meeting with 

parents/guardians.  

Head Teacher and Governing Board to review the critical incident paperwork and the 

school’s safeguarding arrangements. 

 

 

 

 

. 



 

Updated June 2015 

APPENDIX 15 
 

DEATH OF A PUPIL OR MEMBER OF STAFF 

1. SCOPE 
 

The guidelines below are intended to form the basis of a schools initial response to the death of 
a pupil or member of staff.  The instructions deal with three scenarios: 

 

 A fatality occurring at home as a result of a life limiting condition or injury; 
 A sudden death at school either as a result of an accident or due to the acute onset of 

illness, e.g. a heart condition; or, 
 Death(s) occurring on a visit or learning outside the classroom (LOtC) activity. 

 

2. OPERATIONAL RESPONSE 
 

2.1 Standard Protocol 
 

The standard protocol will be activated by the Head Teacher initially and may involve the 
council should the magnitude and impact of the incident constitute a critical incident. 

 

2.1.1 Notification 
 

Before notifying staff and pupils, the death must be confirmed with the family.  In some 
circumstances, such as an offsite visit or LOtC activity, the initial communications that a death 
(or deaths) has occurred will be from  the visit leader, the emergency services, the Foreign and 
Commonwealth Office (if overseas) or the media.  Schools should not release any 
information until the family have been told. 

 

Following verification of the death(s) the notification procedure is: 

 

 Notify the council (Children's Services & Communications and Marketing) 
 Notify teachers and staff 
 Notify pupils. Normally if a pupil has died the class teacher should notify the classes. If a 

teacher has died then a teacher of similar standing and familiar with the deceased 
teachers pupils should notify the classes 

 If appropriate a statement or letter should be prepared for pupils 
 If appropriate a letter should be given to pupils to take home for parents / carers. 

 

2.1.2 Crisis and grief counselling 
 

If the school has staff trained in trauma counselling they should be initially engaged to support 
pupils and staff.  Otherwise, crisis and grief counselling can be provided by a range of other 
providers and the school should be in a position to know where to draw upon such support in 
the event of a death. Educational Psychology support may be brokered from the council 
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depending on the nature of the incident. The areas where counselling is needed may vary but in 
general the school should be prepared to provide support for: 

 

 Attendance and classroom learning 
 Dealing with feelings of blame, regret and emotional distress 
 Helping younger pupils who may not fully understand death 
 Setting up support rooms 
 Funerals and memorials 

 

2.1.3 Communications and outreach 
 

It is highly likely that a death will attract media attention.  It is strongly recommended that 
maintained schools do not speak directly to the media but as part of the critical incident SLA, 
approach the council's communications and marketing function for advice and possibly, 
support.  The media attention may also include reporters (and television) arriving at the school 
looking to interview (and film) staff, pupils and parents.  In these circumstances all media 
personnel should be excluded from the school premises and this is best done by asking the 
Police to set up a cordon. 

 

2.1.4 Special circumstances 
 

There are four circumstances where the school will need to consider their approach: 

 

 Suicide of a member of staff or pupil; 
 Where the family may not wish to disclose the death: 
 Where the school may be subject to criminal or civil action; and, 
 Death of a member of staff or pupil outside of term time. 

 

2.2 Life limiting condition 
 

It is likely that the school (and peers) will be aware of a pupil or staff member with a life limiting 
condition.  The death will therefore be expected especially if there has been a period of 
noticeable deterioration whilst at school and / or a period of absence.  Although the whole 
school will know about the death it may only be a few pupils or members of staff that are 
directly affected; the level of support demanded by the standard protocol will be scaled to the 
number directly affected. 

 

2.3 Sudden Death at School 
 

There are a few instances of sudden death at a school in the UK every year.  Usually the cause is 
a heart condition or cerebral haemorrhage but occasionally it might be due to an accident.  As a 
consequence the emergency services will be called.  It is vitally important that the family are 
informed as soon as possible before invoking the standard protocol. 
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2.4 Death(s) on a Visit or LOtC activity 
 

Part of the planning for a visit or LOtC activity will include the element of critical incident 
planning.  The EVOLVE system requires a minimum of two school emergency contacts plus the 
council's emergency phone number.  Notification of a possible fatality on one or more of the 
emergency numbers will trigger the standard protocol. 

 

3. CONTACTS 
 

Contact Name Contact Number 

Emergency Services 999 

WCC Press Desk 

Out of Hours number   

01905 766646 

07947 407151 

Information and Planning Officer, ChS, WCC 01905 728848 

Emergency Planning Duty Team (Out of Hours) 07624 909756 

 

School Contacts – Please add in numbers that you may find useful 

School 01684 592259 

Julie Wills (Headteacher) 07958 703631 / 07929 770797 

Kate Moroni (Acting Deputy Head) 07778 643083 

Rob Miles (Site Manager) 07562 337605 
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Contingency Planning - Sample Letter 
 

Dear Parents/Carers, 

You may be aware of /It is with sadness and regret that I have to inform you of (brief 
details of the incident) 

(As a result of this incident the school will remain closed until / ------------ areas of the 
school will not be available) 

In order to provide help and support to children and adults who are feeling upset we 
have asked (e.g. the Emotional Support Service for help). Emotional Support 
Professional may talk to children in small groups to help them deal with their 
immediate feelings about the incident. Other children and members of staff will have 
the opportunity to talk to an emotional support professional if they feel that this would 
help them.  

(If the school is closed please give details as to how and where children and staff can 
access appropriate support) 

Yours sincerely 
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APPENDIX 16 

FLOODING 

 

1. SCOPE 

 

All types of flooding of school premises are covered by this instruction. 

 

2. OPERATIONAL RESPONSE 

 

2.1 LEAKS AND BURST PIPES / TANKS  

 

2.1.1 Clean Water 

 

The failures of well maintained clean water systems are rare.  Exceptions may be following 
prolonged severe cold weather, after installation, maintenance, repair, human error or 
vandalism.  Usually the flooding is restricted to a small area. 

 

Actions: 

 

 Identify the source of the leak 
 Turn off  the water supply (and electricity if affected) 
 Make contact with the appropriate contractor to effect a repair 
 Make arrangements to clean up (depending on the extent of the flooding this may 

required specialist equipment or even the fire brigade (see contacts below)) 
 If necessary, make arrangements for continuing education  

 

 

2.1.2 'Dirty Water' 

 

Because of the health hazards associated with sewage or other dirty water it will be necessary 
to: 

 

 Evacuate the immediate area and cordon off to prevent access 
 Implement measures to contain the flood and prevent further spread of dirty water 
 Turn off any services that might be affected 
 Make contact with the appropriate contractor to effect a repair 
 Make arrangements to clean up (depending on the type and extent of the flooding this 

may required specialist equipment or even the fire brigade (see contacts below)) 
 If necessary, make arrangements for continuing education  
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2.2 FLASH FLOODING (School and Grounds) 

 

Heavy and torrential rainfall can lead to flash flooding.  Typically flooding will occur outside 
because storm drains or a waterway cannot cope with the volume of water.  Sometimes storm-
water may enter a building via doorways or roofs.  Outside flooding will subside soon after the 
rainfall lessens or stops unless drains are blocked.  Internal flooding should be cleaned up as for 
dirty water above. 

 

To prevent the risk of flash flooding it is recommended that drains, gutters and downpipes are 
cleaned regularly.  This is especially important where there are broadleaf trees. 

 

2.3 GENERAL FLOODS 

 

Flood warnings are issued by the Environment Agency and Meteorological Office well in 
advance of any potential flood event.  Schools located in high flood risk areas should: 

 

 Have measures to minimise the ingress of flood water into buildings 
 Have plans to: 

o  evacuate the school if flooding is imminent during the school day; 
o close the school; and, 
o continue education 

 Be able to contact the council and work with the council's emergency response 
 Have arrangements to clean up and reopen the school after the flooding has subsided. 

 

If the decision is made to close the school, the following link will take you to the Emergency 
School Closure site on Edulink; 

https://www.edulink.networcs.net/Pages/EmergencySchoolClosures.aspx 

 

 

3. CONTACTS 

 

Contact Name Contact Number 

Emergency Services 999 

Hereford & Worcester Fire and Rescue 
Service -  Non-Emergency 24hour line 

03333 990 043 

Property Services Help Desk, WCC 01905 822 400  

Information and Planning Officer, ChS, 
WCC  

01905 728848 

Emergency Planning Duty Team (Out of 
Hours) 

07624 909756 

 

Flood forecasting centre - FFCenquiries@environment-agency.gov.uk 

 

https://www.edulink.networcs.net/Pages/EmergencySchoolClosures.aspx
mailto:FFCenquiries@environment-agency.gov.uk
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APPENDIX 17 
 

INFECTIOUS DISEASE 

 

1. SCOPE 

 

This instruction covers the usual infectious diseases that circulate in the community.  Epidemics 
and pandemics (e.g. flu) are subject to prevention and control measures determined by the 
Department of Health.  Separate instructions will be issued to schools when an epidemic or 
pandemic is declared. 

 

2. OPERATIONAL RESPONSE 

 

A school is an ideal environment for the transmission of infectious diseases.  The prevention of 
spread of the disease can only be achieved by an accurate diagnosis and prompt action.  In the 
majority of cases the diagnosis will have been by a GP, and the relevant action will be to follow 
Public Health England (PHE) guidelines.  The exceptions to this will be: 

 

 The sudden onset of symptoms; or, 
 An infectious disease is known to be circulating in the community, e.g. norovirus. 

 

2.1 Sudden Onset of Symptoms 

 

In all cases of vomiting and diarrhoea the pupil should be immediately isolated from the other 
pupils and the parents contacted to take the child home.  Notes and timings should be taken of 
the symptoms (preferably by a first aider) in case the parent requires them later for their GP.  If 
multiple symptoms occur and worsen over a short period it may be necessary to call for medical 
assistance; a paediatric first aider should be able to advise. 

 

2.2 Community Diseases 

 

There are always diseases circulating in the community whose symptoms, disease profiles and 
treatments are known and publicised.  In general the following is a good guide: 

 

 Vomiting / diarrhoea – stay away from school for 48 hours from the last episode; 
 Viral infections (flu type) – stay away from school for 7 days. 
 Chicken Pox – stay away from school for 5 days 
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2.3 Preventative Measures 

 

There is little that can be done to prevent the circulation of some community diseases apart 
from good hygiene practices.  What can be prevented are many of the childhood and 
communicable diseases common in school settings through the following measures: 

 

2.3.1 Immunisation 

 

All pupils who are registered with the NHS will have received immunisations against the usual 
childhood diseases - http://www.nhs.uk/Conditions/vaccinations/Pages/vaccination-schedule-
age-checklist.aspx.  Other vaccinations may be given to special at risk groups in the special 
needs category.   

 

The only exceptions will be the children of migrant families especially from Africa and Eastern 
Europe where immunisation programmes are not as good as in the UK.  It may be necessary for 
the school to get advice from the school nurse or similar health care adviser. 

 

Staff immunisations may be an issue in special schools or where there are high numbers of 
migrant children.  It is mandatory for staff in special schools to have the hepatitis B vaccination 
if they are in contact with children with learning difficulties.  The additional vaccinations for 
hepatitis A and tuberculosis are recommended for staff in schools with high numbers of migrant 
children. 

 

The only other type of immunisations recommended for schools (pupils and staff) are where 
there is a trip or visit to certain countries.  The National Travel Health Network and Centre 
website provides up to date advice - http://www.nathnac.org/ds/map_world.aspx 

 

2.3.2 Personal hygiene 

 

One of the best preventative measures for infectious disease is good personal hygiene.  Washing 
hands properly, especially after going to the toilet, removes many of the bacteria and viruses 
that are transmitted by the faecal-oral route and from surface contact.  Schools should 
encourage pupils and staff in good personal hygiene habits and provide facilities and 
consumables to suit.  It is also recommended that schools have a supply of alcohol hand rub (gel 
or wipes) for use when there are interruptions to the water supply.  

 

2.4 Other School Actions 

 

Highly infectious diseases, such as norovirus, can spread quickly through a school and lead to 
absences amongst pupils and staff that are in excess of what would be normally expected.  
These "epidemics" should be reported to the Public Health England (PHE) so that they can 
investigate the cause and possible source of infection.  The school should report directly to the 
PHE or to the H&S Team who will report on their behalf. 

 

http://www.nhs.uk/Conditions/vaccinations/Pages/vaccination-schedule-age-checklist.aspx
http://www.nhs.uk/Conditions/vaccinations/Pages/vaccination-schedule-age-checklist.aspx
http://www.nathnac.org/ds/map_world.aspx
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NB. Infectious disease epidemics might lead to insufficient staff numbers to ensure child 
safeguarding and might constitute a reasons for school closure. 

 

If the decision is made to close the school, the following link will take you to the Emergency 
School Closure site on Edulink; 

https://www.edulink.networcs.net/Pages/EmergencySchoolClosures.aspx 

 

 

3. CONTACTS 

 

Contact Name Contact Number 

Public Health England 01562 756300 

Information and Planning Officer, ChS, WCC (if significant enough to 
notify PHE) 

01905 728848 

Emergency Planning Duty Team (Out of Hours) 07624 909756 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

https://www.edulink.networcs.net/Pages/EmergencySchoolClosures.aspx


 

Updated June 2015 

APPENDIX 18     LOSS OF ICT 

 

1. SCOPE 
 

The use of computers in teaching is widespread.  The loss of a server or internet connection 
could therefore have a significant impact on teaching and learning.  However, by careful 
planning schools can teach without using ICT.  

 

2. OPERATIONAL RESPONSE 
 

Schools should establish the level of school based and ICT technical support that is available, 
and the expected response times should some or all of the ICT provision fail.  The questions to 
be answered are: 

 

 Is there any school based technical support? 
 What ICT problems can be dealt with "in-house"? 
 How fast might they be fixed? 
 What is the level of support from the council or other provider, e.g. any SLA? 
 What external influences can affect the ICT provision? 

 

2.1 Lesson Plans 
 

The Head teacher should ensure that teacher's lesson plans include alternatives to the use of 
ICT. 

 

2.2 Administration 
 

Most school administration will be ICT based and will come under pressure if there is an ICT or 
internet failure.  It is important to consider appropriate back up arrangements. 

 

2.3. See also loss of utilities ERIC card if appropriate. 

 

3 CONTACTS 
 

Contact Name Contact Number 

IBS Schools Help Desk, WCC 01905 765160 

Information and Planning Officer, ChS, WCC – (If appropriate – i.e. loss 
of ICT for 1 to 2 days) 

01905 728848 

Emergency Planning Duty Team (Out of Hours) 07624 909756 
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APPENDIX 19 
 

LOSS OF ELECTRICAL SUPPLY 

 

1. SCOPE 
 

Electricity powers many teaching resources (ICT) and building services and is key to the 
running of a school.  The instructions below are to be used in the event of a total, partial or 
intermittent loss to the electrical supply. 

 

2. OPERATIONAL RESPONSE 
 

An interruption to the electrical supply may occur at any time.  If it occurs during school hours it 
will be important to find out as soon as possible if this is a localised to the premises or more 
widespread, and the likely duration of the interruption.   

 

2.1 TOTAL LOSS OF ELECTRICAL SUPPLY 

 

A total failure of the electrical supply will affect heating, lighting, meal preparation, phones, 
computers and many teaching activities.  If the supply is not likely to be reinstated within 
reasonable timescales, the school should be closed. 

 

Actions: 

 

 Activate school closure and arrangements for continuing education; 
 Ensure that all electrical equipment that could provide an ignition source or overheat is 

turned off, e.g. cookers and heaters; and, 
 Arrangements are made for the safe start up of equipment when the electrical supply is 

reinstated. 
 

2.2 INTERMITTENT OR PARTIAL LOSS OF ELECTRICAL SUPPLY 

 

The electrical supply companies will usually forewarn of any temporary interruption allowing 
schools to plan their response.  The timing of the interruption will influence the actions taken. 

 

Actions before school starts and during school hours –  

 

 Switch off any equipment that might be an ignition source or overheat, e.g. cookers, 
heaters 

 Consider school closure for a full or half day and activate appropriate plan; 
 Ensure a competent member of staff is present to deal with any issues arising from the 

power being turned back on. 
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Unexpected loss of electrical power may occur at any time and for many reasons including the 
weather.  In these cases it is important to: 

 

 Identify if the power loss is local to the school or more widespread; 
 The likely duration of the power loss from the supply company helpline or the builder / 

electrical contractor if local; 
 The effect on teaching activities and keeping the school open. 

 

 

2. CONTACTS 
 

Contact Name Contact Number 

Western Power Distribution (Emergency 24hr – Power Cut) 0800 328 1111 

National Gas Emergency Service (National Grid) 0800 111 999 

Severn Trent 24hr Emergency Contact Number 0800 783 4444 

Property Services Help Desk – WCC (If appropriate) 01905 822 400 

Information and Planning Officer, ChS, WCC (If appropriate) 01905 728848 

Emergency Planning Duty Team (Out of Hours) 07624 909756 
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APPENDIX 20 
 

LOSS OF WATER SUPPLY 

 

1. SCOPE 
 

Water is essential for many building and teaching functions.  This instruction should be followed 
if there is a total or temporary loss of water supply to the premises, no matter what the cause 
(e.g. Failure of main supply, burst pipe, frozen pipes).   

 

2. OPERATIONAL RESPONSE 
 

An interruption to the water supply may occur at any time.  If this occurs during school hours it 
will be important to find out as soon as possible if this is a localised to the premises or more 
widespread, and the likely duration of the interruption.   

 

2.1 TOTAL LOSS OF WATER SUPPLY 

 

If the water supply is not likely to be reinstated within reasonable timescales, the school should 
be closed. 

 

Actions: 

 

 Activate school closure and arrangements for continuing education. 
 

2.2 LOSS OF WATER SUPPLY 

 

The water supply companies will notify premises of any planned shutdown (timings and 
duration) to effect repairs and have a helpline (see Contacts) for unexpected interruptions to 
the water supply.  The timing of the interruption will influence the actions taken. 

 

Actions: 

 

1. Before school starts or during the morning –  

 

 Consider school closure for a full or half day and activate appropriate plan. 
 

3. During school hours –  
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 For short duration interruptions, make arrangements to store sufficient water for 
hygiene purposes (flushing toilets, washing hands etc.) and / or source bottled water for 
drinking. 

 For longer durations consider school closure. 
 

4. CONTACTS 
 

Contact Name Contact Number 

Severn Trent 24hr Emergency Contact Number 0800 783 4444 

Property Services Help Desk – WCC (If appropriate) 01905 822 400  

Information and Planning Officer, ChS, WCC (If appropriate) 01905 728848 
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APPENDIX 21 
 

LOSS OF GAS SUPPLY 

 

1. SCOPE 
 

The instructions below are to be used in the event of a total, partial or intermittent loss to the 
gas supply. 

 

2. OPERATIONAL RESPONSE 
 

An interruption to the gas supply may occur at any time.  If it occurs during school hours it will 
be important to find out as soon as possible if this is a localised to the premises or more 
widespread, and the likely duration of the interruption.   

 

2.1 TOTAL LOSS OF GAS SUPPLY 

 

A total failure of the gas supply will affect heating and meal preparation.  If the supply is not 
likely to be reinstated within reasonable timescales, the school might need to be closed. 

 

Actions: 

 

 Activate school closure and arrangements for continuing education; 
 Ensure that all gas equipment is turned off, e.g. cookers and heaters; and, 
 Arrangements are made for the safe start up of equipment when the gas supply is 

reinstated. 
 

2.2 INTERMITTENT OR PARTIAL LOSS OF GAS SUPPLY 

 

The gas supply companies will usually forewarn of any temporary interruption allowing schools 
to plan their response.  The timing of the interruption will influence the actions taken. 

 

Actions before school starts and during school hours –  

 

 Switch off any equipment that use gas, e.g. cookers, heaters 
 Consider school closure for a full or half day and activate appropriate plan; 
 Ensure a competent member of staff is present to deal with any issues arising from the 

gas being turned back on. 
 

Unexpected loss of gas may occur at any time and for many reasons including the weather.  In 
these cases it is important to: 
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 Identify if the loss is local to the school or more widespread; 
 The likely duration of the loss from the supply company helpline or the builder / 

contractor if local; 
 The effect on teaching activities and keeping the school open. 

 

 

3. CONTACTS 
 

Contact Name Contact Number 

National Gas Emergency Service (National Grid) 0800 111 999 

Property Services Help Desk – WCC (If appropriate) 01905 822 400 

Information and Planning Officer, ChS, WCC (If appropriate) 01905 728848 

Emergency Planning Duty Team (Out of Hours) 07624 909756 
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APPENDIX 22 MAJOR INJURIES 

 

1. SCOPE 
 

Injuries are a common occurrence.  Fortunately most are minor injuries and only require a 
simple first aid approach.  Major injuries can be life altering or life threatening and require a 
higher level of medical intervention.   

2. OPERATIONAL RESPONSE 
 

Schools will usually have trained first aiders amongst the staff who can deal with minor injuries.  
This will usually be sufficient for an initial assessment of an injury to be made.  It is therefore 
strongly recommended that schools identify the activities where a major injury might occur and 
develop a plan of action for each.  The plan will include: 

 The type of activity 
 The possible injuries that might occur 
 The number of staff required to properly supervise the activity 
 The location and how to make contact with a first aider 
 Communications with the emergency services 
 Access for emergency vehicles 
 Communications with the parents / relatives of the injured person 
 Support for staff and pupils potentially traumatised by the incident. 

 

If a major injury occurs and a first aider is available the first aider's task will be to: 

1. Make an initial assessment and decide if an ambulance or paramedic is required; 
2. Provide resuscitation; 
3. Reduce blood loss; and, 
4. Keep the injured person 'comfortable' until help arrives. 

 

The first aider will require other staff (or pupils) to assist by moving staff and pupils away from 
the immediate vicinity, communicating with the emergency services and possible helping with 
resuscitation / blood loss whilst waiting for help to arrive. 

When there is no first aider present the supervising staff will have to take control.  It is strongly 
recommended that staff supervising activities where a major injury could occur have emergency 
first aid training. 

 

3. CONTACTS 
 

Contact Name Contact Number 

Emergency Services 999 

Information and Planning Officer, ChS, WCC (If significant episode that 
may involve press) 

01905 728848 

Educational Psychology Service – If appropriate can be arranged by above 01905 728848 

Emergency Planning Duty Team (Out of Hours) 07624 909756 
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APPENDIX 23 PARTIAL OR FULL CLOSURE OF A SCHOOL 

 

1. SCOPE 
 

This instruction consolidates all the events that might lead to the partial or full closure of a 
school.  The partial or full closure of a school should only be considered on an exceptional basis. 

 

4. OPERATIONAL RESPONSE 
 

a. Events 
 

The following table of events are likely to result in a school considering a partial or full closure. 

 

EVENT 

Premises 

Fire 

Flood 

Heating failure 

Structural damage 

Asbestos release 

Gas leak 

Chemical or biological spillage 

Failure of utilities (electricity, gas, water) 

Sewage / sewerage 

 

Health 

Pandemic disease (e.g. pandemic flu) 

Epidemic disease (e.g. norovirus) 

Infestations (e.g. head lice) 

 

Emergencies 

Severe weather 

Bomb Alert 

Breach of security - intruder 

Civil disturbance (strike action) 

Death(s) of a pupil or member of staff 

Post incident trauma 

Funeral or a pupil or member of staff 
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b. School Closure Plan 
 

A decision to close a school lies with the Headteacher.  However, it is strongly recommended 
that schools develop a policy and arrangements for the management of a partial or full school 
closure.  The underpinning principle for a partial or full closure will always be the health and 
safety of pupils and staff.  If there is any material risk that cannot be adequately managed or the 
safeguarding of pupils is compromised (e.g. insufficient staff) the Headteacher should consider 
closure. 

 

A typical school closure plan will include: 

 

 Complete the School Closure process at the below link 
https://www.edulink.networcs.net/Pages/EmergencySchoolClosures.aspx 

Updated by Bev Weaver 18/11/14 Page 1 of 2 

The Authority has developed a system on EduLink to improve the emergency closure 
reporting system, particularly during severe weather conditions. Schools can manage 
and communicate their school closures by following one simple process which will 
remove the need to telephone the Local Authority and the two main radio stations (BBC 
Hereford and Worcester and Free Radio). This process will also simultaneously update 
the Worcestershire County Council website (schools should also update their own 
school website where appropriate). For those schools that have an Edulink4Schools 
website we have the ability to automatically publish School Closures to respective 
school websites. If you are interested in having this solution implemented please contact 
the Children's Services System Support Desk on 01905 766766. 

The Headteacher has access to a dedicated page on Edulink to authorise the closure of 
their school and we would appreciate if you could follow the guidelines below if you 
make the decision to close due to an emergency. The responsibility for deciding to close 
a school lies solely with each individual school and schools should aim to open unless it 
unsafe to do so. 

How to inform your emergency school closure via Edulink 

Go to your individual school page located under School Information at 
https://www.edulink.networcs.net/sites/schinfo/Pages/category.aspx. Currently only 
Headteachers are able to see the school closures button and have permission to close 
their school. If you need to give others at the school permission to be able to add a 
school closure, then please submit an update to access permissions form. 

Please note: all the information supplied in each field below will be published to the 
Worcestershire County Council website whilst simultaneously notifying the local radio 
stations BBC Hereford and Worcester and Free Radio (NB: you still need to notify any 
other local radio stations you feel necessary within your locality). Schools should also 
update their own school websites where appropriate. 

Section 1 – Select School. Your DfE number will be pre-populated. Click 'Find School'. 

Your school details should then appear here. Please ensure the details are for your 
school before proceeding to section 2. If the school is incorrect do not proceed further 
and please call the school closure line on 01905 765886. 

Section 2 – Closure Details. 

 Dates - Please enter start and end date when the school will be closed, this date will 
be the same for a full one day closure. These fields will be pre-populated with the 
current date and would not normally need changing. 

https://www.edulink.networcs.net/Pages/EmergencySchoolClosures.aspx
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 Reason for closure - please select the reason from the categories in the drop down 
list. 

 Additional information - please only use this field if the information you wish to 
publicise is essential to provide further information. E.g. when the closure type is 
'other' please give additional details such as 'suspected gas leak'. 

 Partial closure - If your school is only closed partially e.g. for just the morning 
session or to only certain year groups then please tick the partial closure box. 

WORCESTERSHIRE COUNTY COUNCIL – CHILDREN'S SERVICES 

GUIDELINES FOR EMERGENCY SCHOOL CLOSURES – Updated November 2014 

Please remember that the information you enter in this section will be published on the 
Worcestershire County Council website and notified to BBC Hereford and Worcester 
and Free Radio stations 

Updated by Bev Weaver 18/11/14 Page 2 of 2 

 Details of partial closure – Once you have ticked the partial closure box a 
compulsory additional field will appear for you to provide further details of the 
partial closure. (Please see below). 

Section 3 – Requesting Staff Details 

This section will default to the Head of the school as soon as you have confirmed your 
DFE number in section 1. If you are not the Head then please insert your personal details 
in the fields shown. 

Prior to saving your closure please ensure all the information captured is correct. Click 
'Save Closure'. Once you have saved the closure the following notifications will be 
automatic: 

 Email to the requesting staff email confirming the school closure notification has 
been successful. 

 Email notification to key contacts within the local authority e.g. transport. 

 School closure details published automatically to the Worcestershire County Council 
website. 

 Notification to BBC Hereford and Worcester and Free Radio stations so they can 
announce the closure live on air in addition to linking their website pages to the 
information we have published on the Worcestershire County Council website. 

If you have any problems in accessing or completing this process please call the 
dedicated school closure line on 01905 765886. A full set of guidance notes can be found 
on the emergency school closures page. 

Informing parents - We encourage schools to inform parents of the following options in 
terms of finding out about school closures in advance of any likely enforced closures: 

1. Listen to the local Radio Station 

2. Log onto the County Council Website: www.worcestershire.gov.uk 

3. Log onto the school website (where appropriate) 

4. Call the Worcestershire Hub on 01905 765765 

Informing School Staff - Schools should have their own arrangements in place for 
cascading information on school closures to their staff. 

Closure decision made by the Local Authority 
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Where major event warnings may pose a risk to the health and safety of all concerned, 
the Local Authority may take the decision to close ALL Schools. This decision will come 
from the Director of Children's Services or Head of Service. The Local Authority will 
notify schools by emailing head@ and office@ addresses and also put a message on the 
home page of EduLink. Our Communications unit will inform the local radio and 
television channels where appropriate as a matter of urgency. 

PLEASE NOTE: There has been an amendment to the Registration Regulations 6 from 
the DfE which sets out the exceptional circumstances when a pupil cannot get in because 
of severe weather, the school can use attendance code Y. 

Please remember that the information you enter in this section will be published on the 
Worcestershire County Council website and notified to BBC Hereford and Worcester 
and Free Radio stations. 

 Communicating the closure to staff  
 Communicating the closure to parents, cares and pupils 
 Notifying the church authorities (if applicable) 
 Notifying transport, e.g. for SEN pupils, and making arrangements to get pupils 

home 
 Notifying any catering provider 
 Notifying any other services the school may have used on that day or during the 

period of closure, e.g. swimming pool 
 Arranging for alternative accommodation (if required). 

 

c. Continuing Education Plan 
 

Where the event causes a partial or full school closure for more than 2 days there must be a plan 
for continuing education.  For short-term and partial closures there may be an opportunity use 
alternative accommodation (e.g. a church or village hall), to have temporary accommodation 
delivered to the site or to place pupils in nearby schools.  Continuing education for medium to 
long-term partial or full closure will require the wider involvement of council resources. 

 

5. CONTACTS 
 

Contact Name Contact Number 

Property Services Help Desk - WCC 01905 822 400 

Information and Planning Officer, ChS, WCC (If appropriate) 01905 728848 

Emergency Planning Duty Team (Out of Hours) 07624 909756 
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APPENDIX 24 
 

RELEASE / SPILLAGE OF A CHEMICAL OR  

RADIOACTIVE SUBSTANCE 

 

1. SCOPE 
 

Chemicals and other noxious material may pose a risk to the health and safety of staff and / or 
pupils if released into the environment such as from a spillage.  This instruction considers 
releases confined to school premises and also those that may have an impact of the local area. 

 

2. OPERATIONAL RESPONSE 
 

Schools do not usually have a large inventory of chemical substances or noxious material except 
for heating oil.  Any releases are therefore expected to be of small quantities and confined to a 
classroom or building. 

 

NB. Schools are expected to have up-to-date safety data sheets and COSHH assessments for all 
chemical substances handled, stored and used on their premises. 

 

2.1 CONFINED RELEASES / SPILLAGE 

 

As part of the preparations for using chemical substances there should also be 
arrangements for dealing with any release or spillage.   

 

All chemicals supplied in Europe are required to have a safety data sheet (SDS).  The SDS 
contains all the information required to handle, store and use the substance including 
dealing with spillages.  In particular Section 6 of the SDS will provide the necessary 
information. 
 

Chemical spills may be due to –  

 

 Carelessness, e.g. overfilling, slopping and splashes 
 Broken caps / stoppers or damaged and leaking containers 
 Containers being broken, e.g. by being dropped or from collisions 
 Road traffic accidents. 

 

The severity of the spill is dependent on – 

 

 The amount spilt 
 The chemical and it’s properties 
 The exposure of people to the chemical 
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 The interaction of the chemical and the local environment (e.g. any chemical reactions 
that occur) 

 

WHEN DEALING WITH CHEMICALS OR SIMILAR SUBSTANCES EXTREME CARE MUST BE 
EXERCISED.   EXPERT HELP MUST BE SUMMONED IF ILLNESS OR INJURY IS INVOLVED. 

 

For Known Chemicals / Substances (i.e. cleaning materials etc.) – 

 

 If the spillage is small (<100ml (a teacup)) follow the instructions for spillage.  These are 
usually found printed on the container or in the form of a Safety Data Sheet. 

 For large spills (>100ml) of known substances, get assistance to help clean up the 
spillage. 

 

For unknown chemicals and substances – 

 

 Remove yourself and any others present to fresh air, closing any doors to prevent the 
spread of contamination 

 Contact the Facilities Manager / Officer-in-Charge and/or the Health and Safety Adviser 
(Corporate or Directorate) immediately. 

 If possible and without putting yourself at risk, gather any information you can about 
the chemical / substance; a file containing safety data sheets is normally kept close to 
where the chemicals are used. 

 

Provide any information about the chemical / substance to the Facilities Manager, Officer-in-
Charge and/or the Emergency Services if called and on site. 

 

3. CONTACTS 
 

Contact Name Contact Number 

Emergency Services 999 

Corporate Health and Safety Manager, People Develop Wellbeing, Res, 
WCC – If appropriate WCC will then contact Environment Agency 

01905 765920 

Information and Planning Officer, ChS, WCC (If appropriate) 01905 728848 

Emergency Planning Duty Team (Out of Hours) 07624 909756 
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APPENDIX 25 SEVERE WEATHER 

 

1. SCOPE 

 

The following instruction will apply to any weather event that affects travel to and from school, 
and there is a significant risk to the health and safety of staff, parents and pupils.   

 

2. OPERATIONAL RESPONSE 

 

2.1 Severe Weather Team 

The school should assemble a Severe Weather Team (SWT) made up of members of school staff 
who can walk to school and carry out a risk assessment.  The team should be provided with 
high-visibility vests, head torches, over-shoe ice grips and have access to snow and ice-clearing 
equipment, e.g. snow shovels and grit / rock salt.  The Headteacher will activate the SWT based 
on reliable forecasts (see contacts) 12-24 hours before the weather is due to arrive. 

2.2 Risk Assessment 

 

The SWT should aim to arrive at the school a minimum of 90 minutes before the school is due to 
open.  The risk assessment will be completed 60 minutes before the school is due to open and 
the results given to the Headteacher (or their nominated deputy) and the Chair of Governors.  
The risk assessment will cover: 

 

 The accessibility of the school premises, e.g. paths, roads and car parks; 
 Damage to buildings, e.g. roofs, windows, utilities (frozen water pipes); 
 Staff travel (enough staff must be present in school to ensure pupil safety); 
 Parent / pupil travel including the provision of school buses (morning and evening); 
 Duration of weather event (during rush hour, during school day, etc.); 
 Guidance from Met. Office, Police, Council, etc. on present and forecast conditions; 

and, 
 Any local issues, e.g. time to clear paths and grit, lunch and refreshments, storage 

and drying of wet clothing, etc. 
 

The situation will be assessed daily, with parents / pupils and staff kept informed of the 
situation. 

 

2.3 School Closure 

 

The final decision to open/close the school in the event of severe weather will be taken by the 
Headteacher (or their nominated deputy), after consultation with the Chair of Governors. 

 

If the decision is made to close the school the School Closure Plan should be followed to ensure 
staff, parents and pupils are notified of the decision. 
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To inform us of your school closure the following link will take you to the Emergency School 
Closure site on Edulink; 

https://www.edulink.networcs.net/Pages/EmergencySchoolClosures.aspx 

 

3. CONTACTS 

 

Contact Name Contact Number 

Emergency Planning Officer, Emergency Planning, 
DASH, WCC (If appropriate) 

01905 766178 

Information and Planning Officer, ChS, WCC (If 
appropriate) 

01905 728848 

Emergency Planning Duty Team (Out of Hours) 07624 909756 

Children's Services System Support Desk (Issues 
with School Closures on EduLink) 

01905 766766 

School Transport Team Contact Details. 

 

The office is usually manned between 07:45 and 
17:00, Monday to Friday. 

 

 

 

School Transport 24/7 Out of Hours No.  
07852 321547 

 

Local Bus / Education Transport (South 
Worcestershire) : 01905 822076 

 

Special Access Transport (SEN / Social 
Care) : 01905 822094 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.edulink.networcs.net/Pages/EmergencySchoolClosures.aspx

