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Quick Reference 
 

Critical Incident Management Flow Chart 
 

Incident Reported 

 

Establish the facts 
 Inform Principal/ SLT/ OHC&AT (most senior person on site) 

Notify/request Emergency Services if appropriate  
 

Immediate Action 

 

 

 

Short Term Action 

 ( first 24 hours ) 

Next Few Days and Beyond 

 

Assess the situation 

Ensure safety of all personnel 

Carry out evacuation of 
building/site as required 

Set up the 

Emergency Incident Suite 

Make any necessary recovery 
arrangements: repairs, 

replacements etc. 

Verify the facts and inform the 
OHC&AT Executive Senior 
Leadership Team (ESLT) 

Use phone/fax line/mobile for 
outgoing calls. Use radios for 

internal communication. 

Continue regular updates for staff, 
pupils/students/apprentices, 

governors, parents 

Senior leader to decide whether to 
convene the Critical Incident 

Management Team and allocate 
tasks – see Appendices C, D and 

F 

Advise OHC&AT Executive Senior 
Leadership Team (ESLT) 

Start putting together a full report 
of the incident and actions by the 

establishment 

Start an Incident Log Contact specialist contractors if 
required 

Make plans to mark the event: 
special assembly, memorial, 

plaque etc.  

Notify relevant parties  

(See Appendix A for contact 
numbers) 

Check safeguarding and wellbeing 
of staff 

Evaluate your Critical Incident Plan 
and amend as necessary  

Contact other staff & governors for 
support as required, particularly if 

out of hours. 

Critical Incident Team meets at 
regular intervals 

Formally thank those involved in 
supporting the crisis. 

Make arrangements to close/ open 
establishment 

or cancel activities 

Issue regular updates for: staff, 
pupils/students/apprentices, 
governors, parents etc. via: 

Staff meetings 

Assemblies 

Letters home 

Website  

 

Provide recorded message on 
answer-phone for parents etc.  

Start planning the return  
to normality 
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INTRODUCTION 
 
Orchard Hill College and Academy Trust (OHC&AT) is committed to providing 
outstanding educational opportunities for all our pupils, students and apprentices. 
OHC&AT is a ‘family’ of providers, comprising Orchard Hill College (OHC) and Orchard 
Hill College Academy Trust (OHCAT), which works for mutual benefit. As part of that 
commitment, we work to ensure the safety of our pupils, students and apprentices, our 
staff and our organisation at every turn. 
 
This document sets out OHC&AT’s approach to managing crises and emergencies of 
a critical nature. By ensuring that clear plans and frameworks of responsibility are in 
place at organisational and local levels, the pressure on those involved in critical 
incidents can be greatly reduced and the likelihood of continuous provision of service 
greatly increased. 
 
Each OHC&AT provision has its own Critical Incident Procedure developed in 
accordance with the overall guidelines and expectations laid out in this document. The 
Critical Incident Procedure gives provision-specific details such as named people in 
the communication chain and evacuation procedures for staff and students. This 
document should be read in conjunction with the relevant procedure. 
 
All references to Orchard Hill College and Academy Trust (OHC&AT) include both 
Orchard Hill College (OHC) and Orchard Hill College Academy Trust (OHCAT) as 
employers unless otherwise specified. 
 
 
PURPOSE  
 
The main objective of this document is to ensure that, in the event of a major incident 
or disaster affecting OHC&AT provision, prompt action will be taken where possible 
to: 
 

 Protect pupils/students/apprentices and staff 

 Maintain communications, including IT services 

 Maintain organisational operations  

 Resume normal provision as soon as possible 

 Protect primary documents 
 

This document sets out the expected responses at an organisational level to a variety 
of potential threats, and provides tools for provisions to develop their individual Critical 
Incident Procedures as well as signposting to relevant sources of advice and 
guidance. It is recommended that Senior Leadership Teams work in conjunction with 
Premises Managers and School Business Managers to ensure that a workable and 
up to date Critical Incident Business Continuity Plan is maintained in an accessible 
place within the Academy or College, and that staff are well familiarised with all 
necessary content and procedures.  
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BUSINESS CONTINUITY MANAGEMENT 
 
A business continuity incident is one which interferes with the ability of an organisation 
to deliver its goods or services. The Business Continuity Management plan will be 
activated in response to an incident causing significant disruption to any aspect of 
OHC&AT’s operations, particularly in the event where key and critical activities are 
restricted/unavailable, for example: 
 

 Loss of critical systems, e.g. ICT failure, power outage 

 Loss of key staff and skills 

 Loss of pupils’/students’ work and/or records 

 Loss of teaching material 

 Loss of computer files/records/data 

 Disruption caused by transfer to temporary accommodation 

 Loss of facilities and income 

 Loss of critical supplier or partner 
 
A checklist is provided at Appendix C to ensure all aspects of business continuity have 
been considered. Appendix D gives guidelines for responding to a variety of incidents.  
 
 
TYPES OF INCIDENT 

 
Incidents or disasters likely to threaten the operation of OHC&AT, whether taking 
place in the provision itself or in the community nearby, could result from: 
 

 Power/utilities failure  

 Gas leak 

 Flooding  

 Adverse weather 

 A significant fire 

 Bomb scare – see Further Information Advice and Guidance for links to bomb 
threat procedures 

 Explosion 

 Flu pandemic/infectious outbreaks 

 Chemical hazard 

 Building damage/instability 

 Intruder/abduction – see Further Information Advice and Guidance for relevant 
links, also refer to the Shelter in Buildings Procedure (Appendix I) 

 Terrorist incident or other emergency threat – see Further Information Advice 
and Guidance for relevant links, also refer to the Shelter in Buildings Procedure 
(Appendix I) 

 Serious accident/incident involving a pupil/student/apprentice or staff member 

 Vandalism 

 Hacking incident 
 
Fraud and missing child are also classed as critical incidents, however these are 
covered separately by the relevant OHC&AT policies. 
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Specific incidents may necessitate the closure of the provision, in which case the 
procedure at Appendix B should be followed. 
 
Incidents occurring during an off-site activity will be co-ordinated by the Educational 
Visits Co-ordinator and/or the Principal. 
 
 
CRITICAL INCIDENT MANAGEMENT TEAM 

 
A Critical Incident Management Team (CIMT) exists in each OHC&AT provision to 
assist in the reduction of major hazards and risks and to action a recovery plan in the 
event of a serious accident/event. This team consists of at least three of the following: 

 

 A member of the OHC&AT Executive Senior Leadership Team (ESLT) 

 Principal 

 Vice Principals 

 Site & Facilities Manager 

 PA to SLT/Business or Office Manager/other senior administrator 
 
All the above parties are required to safely and confidentially store an up to date copy 
of their provision’s Critical Incident Plan at their regular place of work and off-site, e.g. 
at home or in vehicles (if appropriate) in emergency boxes (grab bags). The 
recommended contents of an emergency box are detailed in Appendix E. 
 
Functions of the Critical Incident Management Team: 
 

 To act as the decision-making authority for the management of an incident at 
the point of crisis. 

 To develop the procedures and practices to be used for handling emergency 
situations and communicating these to all those involved or affected. 

 To establish and maintain emergency bags which will have the necessary 
equipment available for rapid activation during an emergency. The equipment 
includes communications equipment, emergency plans and procedures, a log 
to record all actions taken during the crisis, necessary office equipment/ 
supplies and appropriate maps and building plans. 

 To test the Critical Incident Plan on a regular basis to ensure that it is suitable 
and sufficient and amend it as necessary. 

 Maintain contact with a senior member of the OHC&AT Finance team (Director 
level) in order to ensure compliance with OHC&AT Financial Regulations and 
financial continuity. 

 Consider seeking Health & Safety advice as required. 
 

In the case of a major critical incident, consideration should be given to setting up the 
CIMT remotely with an on-site representative reporting back. 
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ROLES AND RESPONSIBILITIES FOR EMERGENCY PLANNING 
 

Role Responsibilities Accountability/Authority 

OHC&AT CEO  Ultimately responsible for the OHC&AT family 

 Manages media interventions 

 Ensures strategic and operational support is 
given to the CIMT 

 

The CEO has overall responsibility for the 
OHC&AT family, being the lead decision-maker. 

OHC&AT Executive Head 
(Quality & Learning 
Support)/ Deputy CEO 

 Ensures OHC&AT has capacity within its 
structure to respond to incidents 

 Determines OHC&AT’s overall response and 
recovery strategy 

 Via regular monitoring, has oversight of Critical 
Incident and Business Continuity planning at 
Academy/College level 

 Provides specialist support and back-up to the 
CIMT 

 

The Executive Head (Quality & Learning 
Support)/Deputy CEO is responsible for strategic 
management and is the lead decision maker for 
OHC&AT on a day-to-day basis at times of crisis. 
 
 

OHC&AT Executive 
Director (Services) 

 Manages safeguarding & staff welfare issues 

 Develops continuity arrangements and 
strategies, e.g. alternative relocation of sites, 
use of temporary staff 

 Ensures strategic and operational support is 
provided for the CIMT 

The Executive Director (Services) is responsible 
for safeguarding, building resources and 
employment issues. 

OHC&AT Executive 
Director (Finance) 

 Manages financial continuity during and after 
incidents e.g. banking, payroll, audit, 
transactions, insurance etc. 

 Ensures financial support is provided for the 
CIMT with any emergency expenditure 
associated with the critical incident 

 

The Executive Director (Finance) is responsible 
for the financial management of the organisation, 
including liaising with external stakeholders such 
as funding bodies to ensure business continuity. 
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Academy Principal/ 
College SLT 

 Develops, maintains and implements their 
provision’s Critical Incident Business Continuity 
Plan, including testing and exercises to ensure 
that plan is robust 

 Develops continuity arrangements and 
strategies 

 Consults with the local community in the 
planning process and during the course of an 
incident as appropriate 

 Conducts staff debriefs following an incident, 
test or exercise to identify lessons and ways in 
which the plan can be improved 

 Ensures relevant critical incident management 
training 

 Embeds a culture of resilience within their 
school or College, involving stakeholders as 
required 

The Academy Principal/College SLT reports 
directly to the OHC&AT Executive Head (Quality 
& Learning Support)/ Deputy CEO and will be a 
member of the Critical Incident Team. 
The Principal/College SLT has overall 
responsibility for day-to-day management of their 
school or College centre. 

CIMT  Leads the school or College’s initial response 
to an incident 

 Declares an incident is taking place 

 Activates the Critical Incident and Business 
Continuity Plan 

 Notifies relevant stakeholders of the incident 
and formulates an ongoing action plan 
prioritising the recovery of key activities 

 Manages resource deployment 

The CIMT has the delegated authority to 
authorise all emergency decision and actions 
required to respond and recover from the 
incident. 

Local Governing Body  Works in partnership with OHC&AT and the 
Principal to assist in providing strategic 
direction in planning for and responding to 
disruptive incidents 

The LGB of each provision consults with 
OHC&AT, the Principal and CIMT when a crisis 
occurs. 
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 Undertakes actions as required to support the 
College/Academy’s response to a disruptive 
incident 

 Monitors and evaluates overall performance in 
developing College/Academy resilience 

 Conducts annual audit of H&S procedures 
(including Critical Incident plan) within the 
school/College 
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EMERGENCY PLANNING PROCEDURES 
 
 
ALERTING THE CRITICAL INCIDENT MANAGEMENT TEAM (CIMT) 
 
The Critical Incident Management Team will be alerted according to the type of 
incident, whether it is on or off-site and whether it is in or out of normal working hours. 
 
If the emergency occurs during normal working hours, the Principal/Head of Centre 
(HoC) or another member of the Senior Leadership Team (SLT) will alert the CIMT. 
 
If the incident is off-site or out of normal working hours and depending on the 
information received, it will be the duty of the Educational Visits Co-ordinator, Duty 
Site Manager or the Principal/HoC to alert the CIMT. 
  
 
EMERGENCY INCIDENT SUITE 
 
In the event of an emergency, it is essential that adequate provision be made for the 
CIMT to manage it. In this respect an Emergency Incident Suite will be set up in a 
suitable location. 
 
The procedures detailed below assume that the structure of the Academy, College or 
OHC&AT as a whole has not been affected. In circumstances other than this the 
procedures can be used as an aide memoire for staff to consider the issues that need 
to be addressed at whatever location has been designated for the Emergency Incident 
Suite.  
 
A summary sheet detailing the basic resources required is displayed in the main 
reception area and/or Principal’s office of all College centres and Academies (see 
Appendix F). 
 
 
INCIDENT MANAGEMENT  
 
Assessment 

The most senior person on site or at the incident will be required to carry out an 
immediate quick initial assessment based on a survey of the scene, the scale, severity, 
duration and impact of the incident. The initial response forms found at Appendix G 
will help support this process. 
 
Security of the building 

Security of the building is essential, therefore all exterior doors must be secure. All 
ingress and egress should be restricted to the main entrance (bearing in mind that 
emergency exits must remain available for use). If it is necessary to use one of the 
other doors as an additional exit, that door should be attended by a responsible 
member of staff at all times. A reception and security check should also be set up to 
record people entering and leaving the building. 
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Security of the site 
During any emergency, the media may try to gain access to the site, and it is therefore 
desirable that the perimeter of the site is secure. The police may assist in this respect 
and should be asked to attend at the earliest opportunity. The media may try to 
interview or obtain comments from parents or others arriving at the establishment, 
therefore it may be necessary to have a member of SLT at or near to the gates to 
monitor the situation. 
 
Communications 
Effective communications are essential to bring the emergency to a successful 
conclusion and immediate contact with the OHC&AT IT Team is key to enlist their 
support with establishing emergency connections. Fixed landline communications 
provide the best solution, but other means such as mobile phones, radios and Internet 
communications should also be considered. 
 
Prior to issuing any communication ensure the Health & Safety Officer is informed and 
all risks are assessed.  If necessary contact the Health Authority if there is a potential 
health risk. 
 
It is recommended that an answerphone giving up-to-date information is fitted to the 
establishment's main telephone line and any existing fax line is used for outgoing calls 
dealing with the emergency response. A separate number should be given to essential 
callers such as the offsite team who would then have a better chance of contacting the 
establishment. 
 
A carefully prepared statement giving the necessary facts, expression of 
sympathy/concern and a message for the community (if necessary) should be 
published on the Academy/College and OHC&AT websites, informing stakeholders of 
the incident and any proposed actions. Keep all stakeholders informed and in 
particular ensure staff feel secure in handling questions and comments (be aware of 
and protect those staff that may not feel confident in handling their emotions or distress 
around the incident). Staff should be cautioned not to speak to the media or respond 
to questions from reporters, to avoid confusion and minimise conjecture. 
 
Inform pupils/students/apprentices in classes or small groups, taking particular care to 
protect and support children involved or close to someone involved in the incident. 
Young people should receive a consistent account of the incident whilst allowing for 
differences in their ability to understand. 
 
If mobile communications are used, it should be remembered that they are not secure 
so should not be used for transmitting sensitive information.  
 
It is essential that all incoming messages are logged and that any decisions/actions 
are recorded. Such records will be required for any subsequent debrief or inquiry. 
 
Insurance 

Contact the insurance company and make them aware of the incident at the earliest 
opportunity. It is possible the insurance company will wish to see any prepared 
statement before this is published to avoid the possibility of legal liability. 
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Welfare 
As the Emergency Incident Suite will be staffed continuously for the short term and it 
is likely that there will be parents/carers on site for a considerable time, suitable welfare 
arrangements should be made at an early stage. 
 
Once the initial setting up of the suite has been completed, a rota system should be 
introduced to ensure that all helpers receive adequate time off and rest. It may be 
helpful to keep a record of who has worked in the suite, when and for how long. 
 
 
PARENTS / CARERS VISITING THE PREMISES 

 
Family and Friends Reception Centre 
Where an emergency has affected a local community, parents/carers may want to 
congregate at the school or College. An area must be set aside to accommodate this, 
preferably one that can accommodate a large number of people, as this makes 
updating those present an easier task. 
 
Individual counselling 
Consideration must be given to those requiring individual counselling. Suitable rooms 
will be identified for this purpose. Counselling will be arranged by the OHC&AT HR 
Department under the direction of the OHC&AT Executive Director, Services. 
 
 
DEALING WITH THE MEDIA 
 
An initial press briefing should be given as soon as possible, in consultation with 
OHC&AT. Contact should be made with the OHC&AT Director of Corporate 
Development & Partnerships and, if necessary, the emergency services, to formulate 
an initial media response. Past experience has shown that if regular briefings are 
provided the media are more likely to comply with any privacy requests. In this respect 
the Principal’s office or a similar suitable area will be set aside as a press briefing 
room, where an agreed spokesperson can meet them at agreed times to give press 
statements. Security measures should be taken to ensure that the privacy of the family 
and friends area is maintained. Any room used for press briefings should be cleared 
of all items relating to pupils/students/apprentices or staff which the press could use 
in their reporting. 
 
 
RECOVERY PERIOD 

 
The recovery process must be considered by the Critical Incident Management Team 
immediately after the initial stages of the incident and, in the case of damage to 
buildings, a decision as to whether it is safe to remain or necessary to relocate will 
need to be made. Business interruption insurance is held by OHC&AT and should be 
initiated if a decision to relocate is made. 
 
Other aspects of recovery that will need to be considered immediately after the initial 
stages of the incident include the wellbeing of pupils/students/apprentices, staff, 
parents/carers and helpers.  
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PREVENTATIVE RISK MANAGEMENT  
 

A comprehensive preventative risk management assessment can be found at 
Appendix H. 
 
 
POLICY REVIEW DETAILS 

 
Version: 2.1 
Reviewer: Stephanie Hill, Steve Goodsell 
Approval body: Family Board 
Date this version approved: 28th June 2019 
Due for review: Summer 2020 

 
 
RELATED POLICIES AND PROCEDURES 
 
Child Protection, Adult Protection and Safeguarding Policy 
Health & Safety Policy 
Adverse Weather Policy 
Educational Visits Policy 
Fire Policy 
Fraud Policy 
Missing Child Policy 
Missing Student Policy 
Risk Assessment Policy 
Risk Management Policy 
 
 
FURTHER INFORMATION ADVICE AND GUIDANCE 
 
DfE guidance on emergency planning 
https://www.gov.uk/guidance/emergencies-and-severe-weather-schools-and-early-
years-settings  
 
NaCTSO bomb threat call handling checklist 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attach
ment_data/file/552301/Bomb_Threats_Form_5474.pdf 
 
NaCTSO procedures for handling bomb threats 
https://www.gov.uk/government/publications/bomb-threats-guidance/procedures-for-
handling-bomb-threats 
 
NaCTSO guidance on developing dynamic lockdown procedures 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attach
ment_data/file/478003/NaCTSO_Guidance_Note_1_-_2015_-
_Dynamic_Lockdown_v1_0.pdf  
 
 

https://www.gov.uk/guidance/emergencies-and-severe-weather-schools-and-early-years-settings
https://www.gov.uk/guidance/emergencies-and-severe-weather-schools-and-early-years-settings
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/552301/Bomb_Threats_Form_5474.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/552301/Bomb_Threats_Form_5474.pdf
https://www.gov.uk/government/publications/bomb-threats-guidance/procedures-for-handling-bomb-threats
https://www.gov.uk/government/publications/bomb-threats-guidance/procedures-for-handling-bomb-threats
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/478003/NaCTSO_Guidance_Note_1_-_2015_-_Dynamic_Lockdown_v1_0.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/478003/NaCTSO_Guidance_Note_1_-_2015_-_Dynamic_Lockdown_v1_0.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/478003/NaCTSO_Guidance_Note_1_-_2015_-_Dynamic_Lockdown_v1_0.pdf
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NPCC ‘Stay Safe’ guidance (includes ‘Run Hide Tell’) 
http://www.npcc.police.uk/NPCCBusinessAreas/WeaponAttacksStaySafe.aspx 
 
 
Mental health advice 
 
Royal College of Psychiatrists leaflet on PTSD: 
https://www.rcpsych.ac.uk/healthadvice/problemsanddisorders/posttraumaticstressdi
sorder.aspx 
 
MIND resources on mental health issues: https://www.mind.org.uk/information-
support/types-of-mental-health-problems/ 
 
Bereavement advice 
 
Child Bereavement UK: https://childbereavementuk.org/for-schools/ 
 
Winston’s Wish: https://www.winstonswish.org/supporting-you/support-for-schools/ 
 
Cruse: https://www.cruse.org.uk/schools  
 
 
 
 
 
 
  

http://www.npcc.police.uk/NPCCBusinessAreas/WeaponAttacksStaySafe.aspx
https://www.rcpsych.ac.uk/healthadvice/problemsanddisorders/posttraumaticstressdisorder.aspx
https://www.rcpsych.ac.uk/healthadvice/problemsanddisorders/posttraumaticstressdisorder.aspx
https://www.mind.org.uk/information-support/types-of-mental-health-problems/
https://www.mind.org.uk/information-support/types-of-mental-health-problems/
https://childbereavementuk.org/for-schools/
https://www.winstonswish.org/supporting-you/support-for-schools/
https://www.cruse.org.uk/schools
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APPENDIX A: ESSENTIAL CONTACT DETAILS 
 
OHC&AT Contact Details 

 

Name Job title Contact number 

Dr Caroline Allen CEO, OHC&AT 07917 108603 

John Prior Executive Head, Quality & Learning 
Support/ Deputy CEO 

07823 351268 

Janet Sherborne Executive Director, Services 07467 145772 

Corrina Jenkins Executive Director, Finance 07467 143513 

Jackie Van-West OHC&AT Director of Learning Support 
Services 

07946 639292 

Stephanie Hill OHC&AT Director of Business Services 07471 904184 

Lynn Barratt OHC&AT Director of Corporate 
Development & Partnerships 

07939 505278 

 
Key Emergency Numbers  
 
Police 
Police, Fire Brigade, Ambulance  999 
Police (non-emergency)   101 
 
Gas 
National Gas Emergency Service  0800 111 999 
 
Electricity 

Power Failure    0800 028 0247 
 
Flooding 
Thames Water Leak line   0800 714 614 
Thames Water (sewerage)   0845 9200 800 
Sutton & East Surrey Water    
24hr Emergency Line   01737 772000 
 
Media Contacts 
Lynn Barratt (OHC&AT)   07939 505278 
Ruth Sparks     01264 729581 / 07801 652932 
 
Security 
All Security                                  020 8643 2151 
 
Health, Safety & Wellbeing 
Capita helpline    02380 833377 
HSE RIDDOR    0845 300 9923 
 
Public Health England   0344 326 2052 
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Consultant in Communicable  
Disease Control    020 8687 4552 

 
Insurance 

Janet Sherborne, OHC&AT  07467 145772 
 
OHC: Romero Insurance Brokers  0113 205 4166 / 07720 417052 
 (Karl Milner) 
 
OHCAT: Gallagher Bassett Intl  01827 307500 
 
Legal Team 

Veale Wasborough Vizards  020 7405 1234     
 
Out of Hours Contact 
LBW       020 8871 6000 
    
Head of Communications 

Ellie Stevens 020 3897 7090 / 07976 188023 
 
Out of hours Kingston Borough emergency number  020 8547 5800 
Out of hours Sutton Borough emergency number     020 8770 5000 
Out of hours Hillingdon Borough emergency number   01895 250111  
Out of hours Wandsworth Borough emergency number   020 8871 6000 
Out of hours Waverley Borough emergency number  01483 523200 
Civil emergency number Guildford Council    01483 300249 
Haywards Heath Town Council main switchboard   01444 455694 
 
ESFA      Contactable via webform: 
https://www.gov.uk/government/organisations/education-and-skills-funding-agency 
 
Department for Education  0370 000 2288 

 
Regional Schools Commissioner  rsc.sesl@education.gov.uk 

(South East England & South London)   
 
Regional Schools Commissioner  rsc.scnwlon@education.gov.uk  
(North West London & South Central England) 
 
 
  

https://www.gov.uk/government/organisations/education-and-skills-funding-agency
mailto:rsc.sesl@education.gov.uk
mailto:rsc.scnwlon@education.gov.uk
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APPENDIX B: EMERGENCY CLOSURE PROCEDURES 
 
Please see Emergency Planning Procedures for specific location details 

 
Should a crisis occur during the course of the day the full process will be led by the 
CIMT. 
 
Informing staff 
All staff will be informed in a timely manner via the staff contact cascade system – see 
Emergency Planning Procedures. 
 
Informing parents and carers 
 
A message should be forwarded to all parents/carers via text alert/email. Closure 
announcements will be published on the relevant website and on intranet Ticker 
Tape. 
 
Transport considerations 
Minibus and taxi operators will need to be informed as soon as possible. Where taxis 
serve more than one Academy or College centre, coordination will be necessary and 
staff should work with taxi companies to manage this.  
 
College/Academy plans for adverse weather and other emergencies 

The Principal will liaise with the CIMT and the Executive Head (Quality & Learning 
Support)/Deputy CEO before taking a decision. Liaison will also take place with other 
local provision of similar phase, if possible. 
 
Arrangements with parents/carers 
Parents/carers will have been advised which radio stations will be broadcasting 
information and asked to listen for information if the weather is adverse. 
 
Please refer to the Adverse Weather Policy for further details. 
 
Pupils/students arriving at Academy or College 
The procedure for sending these pupils/students home will be as for closures during 
the day  
 
Staff arrangements 
The Site Manager will need to open the building. Local members of staff are asked to 
report in as soon as possible. An Incident Control Centre will be established. 
Pupils/students arriving should be kept together unless numbers dictate otherwise, 
then into relevant groupings e.g. year groups/lead tutor groups/class groups. 
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Closures during the day 
 
Arrangements with parents/carers 
A letter will be sent annually to parents/carers reminding them of their provision’s 
procedures in the event of closure. Details will also be displayed on the relevant 
website. 
 
Internal arrangements 

When a decision to close has been made, all pupils/students will return with their 
tutor or lecturer to their tutor room or classroom. 
 
At the agreed time pupils/students allowed to leave will do so. Staff will inform them to 
go straight home or to an agreed house. 
 
Staff will need to keep an accurate record of pupil/student departures. It is important 
that the whereabouts of these pupils is known so that any parents/carers collecting 
can do so quickly. 
 
As numbers decrease smaller groups can merge into larger groups and finally into 
one group in the designated management space e.g. school hall. 
 
Staff 

As the number of pupils/students decreases, staff will be given permission to leave. 
Staff living furthest from the College centre or Academy and/or with other family 
commitments will be given priority. 
 
 
 
 


