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H&S appendix 13 
The Dales School Emergency Response and Business Continuity 

Disaster/Critical Incident Recovery Plan 
 
This plan has been developed to be used in conjunction with NYCC’s School Emergency 
Response Guide. 
 
The aim of this plan is to assist the school in dealing with, however unlikely, a number of disasters 
that could affect the ability of the school to operate on a day to day basis. 
 
The most likely scenarios in such an event are: 
 

 Loss of whole school premises for an extended period through fire or flood or Storm 
Damage. 

 Partial loss of school premises, through fire, flood, Storm Damage i.e. loss of a classroom or 
Admin Offices. 

 Large scale loss of property and equipment through fire, flood or theft, particularly IT 
equipment. 

 Loss of information through a catastrophic IT failure. 

 Mass unavailability of staff e.g. pandemic. 

 Temporary Closure of School at Short notice (due to severe weather or loss of utilities etc.) 
 
The School Emergency Response Guide details relevant actions to take and the various people and 
agencies that school should co-ordinate with in the event of an emergency situation arising, and 
deals with specific issues such as Bomb Threats, Bereavement, Snow Closures, etc. The 
Emergency Response Guide is located in The School Office   
 
This Policy aims to demonstrate that all relevant considerations have been made and attempts to 
illustrate a potential way forward with regard to the school’s own roles and responsibilities, 
particularly at a level where matters can be determined by the school itself. 
 
In the event of ANY critical incident within school the following steps should be followed: 
 
Step 1 – Continually assess the situation for the level of impact. 
Step 2 - Ensure that staff, pupils, visitors and all other users are not in any imminent danger. 
Step 3 - Call for support:  

Dial 999, if appropriate  

OR 
During office hours 

 Call the NYCC Children and Young People's Service on: 01609 532234 to inform 
them of the situation and request help, if required. If the main switchboard is out of 
order use 01609 534375. 

   Out of office hours 

 Call the NYCC Emergency Planning Unit on the confidential number (which can be 
found in the secure area of the CYPS Info website or within the emergency response 
guide). Inform them of the situation and request help, if required. They will contact 
the on-call Assistant Director from the Children and Young People's Service 

These numbers should only be used in an emergency. Please do not give them to the press, 
parents or members of the public.  

Step 4 - ensure that you: 
 Log all communications and actions as and when required as evidence.  
 Assemble the School Emergency Management Team from pre-identified staff and relieve 

them of their normal duties. (See Appendix 1 below for details). 
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 Refer to the full list of emergency contact numbers in appendix 20 of the School Emergency 
Response Guide for additional support, if required. 
 

Where possible, try to avoid closing the school and try to maintain normal routines. 
 
Where Adverse Public Interest has arisen, the Headteacher, SLT or SEMT should immediately seek 
advice from the LA using the numbers shown above. Governors, Staff and Pupils should not 
discuss any incident with the media and any media representatives should be referred directly on to 
the NYCC Press Department on each occasion.  
 
1. Loss of whole school premises through fire or flood 
It is anticipated that the school would not be able to influence the outcome of this eventuality and 
that matters would be taken over by the Local Authority. This would probably involve the sourcing 
and fitting out of alternative temporary premises pending a re-build of the school. 
 
Should there be a need to evacuate the school site it is envisaged that following normal evacuation 
procedures Teachers would escort their pupils to the pre-arranged destination of Ainderby Steeple 
School. 
 
2. Partial loss of school premises 
This could be the loss of a single classroom or the School Office as a result of a fire or a burst pipe, 
flood etc. It is anticipated that this would put the area in question out of bounds for a considerable 
length of time but would not, on the whole, severely disrupt the day to day operation of the school.    
 
The school would again liaise closely with the Local Authority and its Insurers, but would also 
anticipate assist in establishing temporary accommodation arrangements in the short term where 
possible in conjunction with the LA. 
 
It would be the intention, in the first instance, to designate temporary areas.  For example, if the 
school office was temporarily out of use the room to be used would require computer access and 
also enable visitors can be let in to school safely and securely.   If the school kitchen is temporarily 
unavailable arrangements will be made to cook at an alternative site and transport meals to the 
school as long as is required.  
 
3. Large scale property loss, particularly IT equipment 
A significant threat to the satisfactory operation of the school would be a large scale loss of IT 
equipment, such as whiteboards, projectors, PCs, laptops, tablets and/ or networking or Wi-Fi. 
 
Due to the layout and size of the school building it may be that certain areas would still be in use 
whilst some areas closed and if so maybe utilised in the short to medium term.  
 
For example if EYFS were closed, a temporary classroom could be set up in the school hall, as 
could other classrooms.  
 
In liaison with the LA, it’s Insurers and Schools ICT Services it is anticipated that being able to re-
order and replace lost items as a matter of urgency will be a priority and would expect to be back up 
and running within at least one month, if not sooner. 
. 
A partial loss only of equipment would be accommodated by a re-distribution of remaining resources 
and loaned items may be made available.  The inventory is maintained electronically which is 
doubly backed up in a cloud. 
 
Wi-Fi, laptops and iPads / tablets could be used if a loss of hard-wiring is unavailable through a 
power surge.  
 
4. Loss of information through a catastrophic IT failure 
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Rather than the loss of actual equipment, this would involve the loss, or destruction, of the Server 
and all the school data and information that is stored on it. 
 
 
Backups 
Backups are automatically performed on the network twice a day to a cloud.  Staff are encouraged 
not to store essential data on their laptops and to back them up regularly with the server, or to store 
files within OneDrive. 
 
5. Mass unavailability of staff (e.g. pandemic) 
It is likely that in such a scenario the school may not be the only one affected.  In the first instance 
advice will be available from the on-call Assistant Director, from NYCC Children & Young People’s 
Service or the Health & Safety Risk Manager at NYCC and the local Health Protection Agency, 
(telephone numbers available in within the emergency response folder. 
 
Once advice had been obtained and passed on to parents as appropriate the School will then need 
to consider the opening/closing arrangements having regard to ensuring the safety of all pupils and 
existing staff, visitors, contractors  on the premises. 
 
In an effort to staff the school, the following procedures would be invoked: 

 Existing Supply Staff used by school in the ordinary course of events. 

 Recently retired staff still covered by DBS/safer recruitment requirements used as available. 

 Other Supply Agencies 
 
It is recognised, however, that subject to the scale of the pandemic in the locality and the availability 
of staff from any of the above sources, it may not be possible to fully operate the school and at that 
point a decision would be taken by the Head Teacher, in consultation with the Chair of Governors, 
whether to partially, or fully, close the school and for how long. 
 
At all times the safety of both children and staff in school would be of paramount importance, 
although every effort would be made to keep the school open and functioning. 
 
6. Closure of School at Short Notice (due to severe weather, loss of utilities, internal flooding 
etc.) 
The School may decide that in the interests of safety it is appropriate to send pupils home early.  
The School may also be contacted by one or more operators suggesting that an early departure is 
advisable where severe weather or road access are perceived to be hazardous. These 
representations will need to be taken into account to determine the appropriate course of action.  
The priority of the school will be to inform Staff, Parents and the LA in this order of any closure as 
soon as is possible. 
 
School closure before start of the school day  

 The Headteacher, in liaison with the Site Manager and other LMT makes decision to close 
the school. 

 The emergency tree is put into effect informing all staff & students of the decision to close 
the school 

 Chair of Governors is informed 

 Website is updated 

 Radio stations informed 

 County Hall informed 
 
School closure during the school day 
In the event of the school needing to be closed during the school day, the office staff will contact the 
taxi companies and classes with contact parents/carers – this is to ensure that no child is released 
before consent has been given.  The leadership team will assess which staff need to be sent home 
first (distance to travel, area of concern) whilst still providing adequate care for any students left on 
site, taking into account their medical needs and provisions. 
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In extreme weather conditions the decision not to transport a pupil into school or the decision to 
collect a pupil early will be made by the pupil’s parent/carer or transport provider.  They will 
coordinate with each other and inform the school of their decision.  
 
Evacuation of school 
The evacuation point for the school is Ainderby School.  Contact numbers must be taken as part of 
the evacuation procedure so that contact with the taxi companies and parents/carers can be made 
to start the sending home if students.  Every reasonable attempt should be made to ensure the 
route to Ainderby School should be kept clear of ice/snow  
 
Calling an ambulance 

 The ambulance should be called from the scene so that up-to-date information can be given 
to ambulance control 

 Other students within the area should be calmly removed to another area of school 

 The First Aider will attend to assess what support they can offer. 

 A member of staff, wearing a high viz jacket, will meet and direct the ambulance into the car 
park. 

 
Minibus breakdown 

 Driver to contact the breakdown giving details of location 

 Staff on minibus to ensure safety of students at all times 

 Notify the office – if at the end of the school day the office will contact parents to warn them 
of delay, as listed on off-site RA. 

 Consideration to send replacement bus to collect students 
 

KEY ADMINISTRATIVE TASKS 

Certain administrative tasks need to be carried out in advance and list/contact details are regularly 

updated so that communication is speedy and effective in the event of a critical incident. In the 

event of an incident, the normal school business will also have to be dealt with at the same time as 

all of these tasks.  A list of emergency contacts is available in the office 

Maintaining an up-to-date list of contact telephone numbers 

Telephone numbers should be available for: 

• Students  
• Parents/guardians  
• Staff members  
• Transport  
All staff are issued with an emergency contact tree which contains contact numbers for all staff, 

pupils and transport. 

It is also recommended that staff enter visitor contact details on the school calendar so that they can 

be contacted in the event of school closure.  School closure will also be announced on the School 

and NYCC website. 
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APPENDIX A 

1. Notification of an incident is likely to come from a member of staff, a pupil, a parent, the police 
or possibly the media. 

2.  Obtain as much information about the incident as possible: 

 what has happened, 

 when it happened, 

 where it happened, 

 who is involved, how many injured, 

 name & contact number of adult present at incident site, 

 what action is ongoing, 

 what needs to be addressed, 

 any other contributory factors e.g. preservation of evidence/crime scene etc., 

 any other information appropriate to the circumstances. 
3. Inform the following personnel: 

 Headteacher 

 Corporate Director of Children and Young People’s Service, if support is needed 
from County Council Services 

 Chair of Governing Body 
4. Establish Incident Management Team (in the event of an incident, these roles will be distributed 

dependent on which staff are available/on site) 

 Incident Co-ordinator (who will normally be the Headteacher or, in her absence, the 
Assistant Headteachers) 

 Media and Information co-ordinator 

 Administration Support Staff (Catering, transport etc.) 

 Hospital Liaison Staff 

 Staff to brief parents 

 Staff to brief pupils 

 Welfare & Support Co-ordinator 

 Representative from support agencies i.e. school psychologist 
Not all of these appointments will be necessary for each incident, and some may be filled by 

governors or appropriate parents or friends of the school. 

All members of Incident Management Team should have visible I.D. 

Staff and governor contact details are held on file in the school office. 

Start an incident log 

 

5. Act appropriately  
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Appendix B 

Guidance on Managing the Media 

Introduction 

1. You will not have to manage the media alone. Remember the County Council’s Press Officer will 
provide help and advice. Consider at the earliest possible stage calling on their support (see 
Appendix 1). Press Officers representing the emergency services may also assist. 

2. The impact made at the scene of a critical incident by those engaged in gathering material can 
be immense and like it or not will catapult all those involved into public view. It is therefore 
essential to have a strategy for managing the media whether they be local, national or 
international. 

3. Working to a pre-determined plan should help to contain the pressing demands for media access 
to the school, the staff, pupils and their parents and assist in achieving the most sympathetic 
coverage and support to the affected community. Good relationships with the media are 
therefore essential and will help to avoid: 

 Inaccurate information being broadcast or published which might lead to unnecessary upset, 
public alarm or concern. 

 Intrusion into privacy, rights and wishes of those members of the school affected. 

 The risk of jeopardising any future investigation or enquiry. 

4. The press will require two things, accurate and factual information and a photo opportunity. If 
they are not provided with these, they will be a nuisance. 

5. Points to observe are: 

 If police investigation is involved, before releasing information, consult the Police PRO. 

 Try and be as open as possible when dealing with any press inquiries. Always remember 
that the less you say the more likely the press are to go ‘fishing’. 

 The simplest way is to hold a press conference as soon as is practicably possible. You 
should always have the support of the County PRO as well as the police. This helps deflect 
attention, and may satisfy much of the initial media demands, although naturally it will be the 
school interest and surrounding issues which are the main focus. 

 Where possible, without intrusion, allow photographers and cameramen to take the shots 
they want - working on a strict agreement to access and limits to the timing of any ‘shoot’. 

 If a particular individual is the centre of attention then try and persuade them to do an 
interview, especially as it can only reflect well on the school if they have acted heroically. 

 Try and take the pressure off the press pursuing parents, governors etc. by making any 
photographs available - obviously with the consent of parents, governors etc. 

 With a major incident the press will be very sympathetic, providing there is no element of 
blame attached to an individual, governing body, county council etc. 

 Stick to the facts as you know them - avoid speculation about the incident. 

 Remember that in case of a major incident the press won’t disappear overnight. They’ll be 
looking for follow-up stories, so again it would be better to hold a press conference the 
following day. 

 As with any press conference, however, don’t leave it open ended. Have an agenda and 
work to it. 

 Try and work around a positive message. 
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Appendix C 

Immediate Response Required and Support Needed 

 Inform governors and appropriate authority. 

 Contact families. 

 Inform (with care and sensitivity) parents. Communicate information to staff and pupils in an 
appropriate and careful way using the same factual information. 

 Consider school routines. Sometimes it may be appropriate and possible for the school to 
continue to function, other incidents may mean pupils have to be sent home. 

 Consider support needed by the Senior police officer: 
 Is the incident a scene of crime? 

 Are interviews required for evidence? 

 Are rooms available? 

 Will pupils need support? 

 Is separation from others necessary? 

 The police have a duty to preserve evidence and this may create difficulties of access to certain 
areas and it may place constraints on pupils and staff over what they say and with whom they 
communicate. 

 Provide opportunities for distressed staff, children and families to have help and support. Be 
aware of overworking yourselves and support staff. 

 Remember the wider community and develop liaison with agencies supporting those people 
outside school who might be directly involved with pupils or staff. You are not alone, a wide 
range of support is available. 

 Make plans for attendance at “shrines of flowers”, rituals, ceremonies, funerals and memorials. 
Decide what is appropriate. 

 In some cases people may wish to make donations. The County Council will advise on setting up 
appeal finds. They are a potential minefield! 

 Be aware that large incidents do attract all kinds of people, some of whom have questionable 
reasons for being there or offering help. 

 Maintain Incident Log. 
 

1. SELECT AND SET UP CONTROL ARRANGEMENTS INCLUDING: 

 Incident Control Point 

 Organise extra phones if possible, consider fax. 

 Set up a contact telephone number for parents. 

 Use of a mobile phone might ensure that an outside line was always free. 

 Reception facilities. 

 Rendezvous Points 

 Set up security measures. 

 Ensure that accurate information can get into and out of the school. 

 Ensure access to next-of-kin lists of staff and pupils. 

 Set up strategies for dealing with enquiries. 

 Open Incident Log, record decision and staff movement. 
 

2. CALL A STAFF MEETING TO GIVE INFORMATION 

 Communicate as much accurate information as possible. 

 Outline actions so far taken. 

 Outline way forward if possible. 

 Organise a relief roster if appropriate. 
 

3. INFORM PUPILS 

 Consider the most appropriate way - small groups or forms or all together. 
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 Give factual information. 
 

4. DEBRIEFING MEETING FOR STAFF INVOLVED IN INCIDENT 

 If possible arrange for the staff to be together or at least to speak with an appropriate 
person if the circumstances are such that they might require this assistance. 

 This could entail extra arrangements for someone appropriate to be available. 
 

5. DEBRIEFING FOR PUPILS INVOLVED IN THE INCIDENT 

 Use advice and expertise of your school psychologists and social workers if appropriate. 

 It may be that pupils need the opportunity to unwind before going home. 
 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


