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1.
DOCUMENT CONTROL

	School :
	Mill Lane Primary School

	Responsible Person :   
	Sue Skillcorn

	Head Teacher :   
	Sue Skillcorn

	Chair of Governors :
	Lynda Lingard

	Link Governor :
	Lynda Lingard

	Document Date :
	10.1.19

	Review Date :   
	10.1.20



	Location :   


	1.Head Teacher’s Office

	
	2.Main School Office

	
	3.Staff Room

	
	4.Head Teacher’s Home

	
	5. Deputy Head Teacher’s Home

	Document Distribution:
	Leadership Team, Caretaker, Chair of Governors, Vice Chair of Governors


EMERGENCY RESPONSE TEAM

	Role
	Name
	Home Tel
	Mobile



	Head Teacher
	Sue Skillcorn
	01642 487863
	07702973625

	Deputy Head Teacher
	Judy Stanyard
	07971

230561
	07702973626

	Caretaker
	Neil Hamer
	07746
519327
	07702973627



	Office Manager
	Claire Fletcher
	07887

497621
	07391121415


DOCUMENT PURPOSE

A business continuity or disaster recovery plan sets out how Mill Lane Primary School would cope if some disaster happened.

The plan covers contingency arrangements if: 

· the school’s premises were not available for an extended period (e.g. because of fire or flood); 

· a large scale loss of property (e.g. through fire or theft); 

· a loss of information through catastrophic failure of IT systems; 

· or mass unavailability of staff (e.g. through a pandemic)

The plan will identify:

· premises that could be used if the school’s own premises became unavailable for an extended period;

· an asset register of items in the school that need to be recorded for insurance purposes, to be kept where it would not be vulnerable to a disaster in the school;

· adequate insurance for premises and contents;

· daily backing up off-site of the school’s important IT systems; and 

· contingencies for significant simultaneous absence of staff.

The plan will show the school has met all legal requirements for insurance.  As a maintained school, the local authority scheme for financing schools provides more information.  Adequate insurance should compensate for large losses that otherwise could not be sustained, such as a major fire in a school.

2.   ROLES AND RESPONSIBILITIES OF THE EMERGENCY RESPONSE TEAM 

	Role
	Responsibilities
	Accountability / Authority

	Head teacher 

Sue Skillcorn
	· Senior staff member responsible for Business Continuity Management in the School 

· Ensuring the School has capacity within its structure to respond to incidents

· Determining the School’s overall response and recovery strategy 

· Business Continuity Plan development 
	The Head teacher has overall responsibility for day-to-management of the School, including lead decision-maker in times of crisis.

	Business Continuity Coordinator

Judy Stanyard
	· Business Continuity Plan review

· Developing continuity arrangements and strategies e.g. alternative relocation site, use of temporary staff etc

· Involving the School community in the planning process as appropriate

· Plan testing and exercise

· Conducting ‘debriefs’ following an incident, test or exercise to identify lessons and ways in which the plan can be improved

· Training staff within the school on Business Continuity

· Embedding a culture of resilience within the school, involving stakeholders as required
	Business Continuity Co-ordinator reports directly to the Head teacher and will usually be a member of the School Incident Management Team.

	School Incident Management Team 

· Sue Skillcorn
· Judy Stanyard
· Neil Hamer (caretaker)

· Claire Fletcher (office manager)
	· Leading the school’s initial and ongoing response to an incident 

· Declaring that an ‘incident’ is taking place

· Activating the Business Continuity Plan

· Notifying relevant stakeholders of the incident, plan activation and ongoing response actions

· Providing direction and leadership for the whole school community

· Undertaking response and communication actions as agreed in the plan

· Prioritising the recovery of key activities disrupted by the incident

· Managing resource deployment

· Welfare of Pupils

· Staff welfare and employment issues
	The School Incident Management Team has the delegated authority to authorise all decisions and actions required to respond and recover from the incident.




THE ROLE OF GOVERNORS

	Role
	Responsibilities
	Accountability / Authority

	Governing Body

	· Working in partnership with the Head Teacher to provide strategic direction in planning for and responding to disruptive incidents 

· Undertaking actions as required to support the school’s response to a disruptive incident and subsequent recovery

· Acting as a ‘critical friend’ to ensure that the School Business Continuity Plan is fit-for-purpose and continuity arrangements are robust and reliable

· Monitoring and evaluating overall performance in developing School Resilience and reporting to Parents/Carers
	Liaison with the Head teacher or Emergency Response Team in response to a crisis.

Reporting progress in developing Business Continuity Plans to Parents/Carers 


3.
INITIAL RESPONSE

	
	ACTION
	FUTHER INFO/DETAILS

	1. 
	Make a quick initial assessment:

· Survey the scene

· Assess (i.e. scale/severity, duration & impact)

· Disseminate information (to others)
	Gather and share information to facilitate decision-making and enhance the response



	2. 
	Call the Emergency Services 

(as appropriate)


	TEL: 999

Provide as much information about the incident as possible

	3. 
	· Evacuate the school building, if necessary.  

· Consider whether it may be safer or better for the welfare of pupils to stay within the school premises and congregate at a relative place of safety indoors. (Splash Swimming Baths)
· If there is time and it is safe to do so, consider the recovery of vital assets/equipment to enable delivery of critical School activities

· Notify relevant stakeholders of site evacuation
	· Use normal fire evacuation procedures for the School
· If the decision is to stay within the school, ensure the assembly point is safe and take advice from Emergency Services as appropriate


	4. 
	Ensure all Pupils, Staff and any School Visitors report to the identified Assembly Point. (Park next to the school field/Splash)
	The normal Assembly point for the School is the KS1 and EYFS playgrounds. If this is unsafe, school members will be redirected to assemble in The Park, behind the school field. 

	5. 
	Check that all Pupils, Staff, Contractors and any Visitors have been evacuated from the building and are present. 

Consider the safety of all pupils, staff, contactors and Visitors as a priority
	We follow the guidance in our Fire Evacuation Policy which is updated and shared with all staff annually.

The sign-in book will be checked to ensure all visitors/contractors are included in the evacuation.

	6. 
	Ensure appropriate access to site for Emergency Service vehicles
	Ensure any required actions are safe by undertaking a dynamic risk assessment

	7. 
	Establish a contact point for all supporting personnel
	Consider the availability of staff and who may be best placed to communicate information. Leadership Team to liaise.

	8. 
	Identify Emergency Response Team to undertake specific emergency response roles
	See above

	9. 
	Ensure a log of key decisions and actions is started and maintained throughout the incident 
	Leadership Team

	10. 
	Where appropriate, record names and details of any staff, contractors or visitors who may have been injured or affected by the incident as part of your incident record keeping 
	This information will be held securely by the Head Teacher as it may be required by Emergency Services or other agencies either during or following the incident

	11. 
	· Take further steps to assess the impact of the incident

· Agree response / next steps 
	Continue to record key decisions and actions in the incident log 



	12. 
	Log details of all items lost by Pupils, Staff, Visitors etc. as a result of the incident, if appropriate
	Office Manager

	13. 
	Consider the involvement of other Teams, Services or Organisations who may be required to support the management of the incident in terms of providing additional resource, advice and guidance

	Depending on the incident, the following Teams in Children’s Services may be approached to assist with incident management:

· Management Support for Schools

· Planning and Accommodation Support Service

· Education Psychology Service

	14. 
	If appropriate, arrange contact with the LA re press
	Establish a media area if necessary.

	15. 
	Assess the key priorities for the remainder of the working day and take relevant action 


	Consider actions to ensure the health, safety and well-being of the School community at all times.

Consider business continuity strategies i.e. alternative ways of working, re-location to recovery site etc. to ensure the impact of the disruption is minimised. 

	16. 
	Ensure Staff are kept informed about what is required of them
	Consider:

· what actions are required

· where staff will be located dependent on the incident.

	17. 
	Ensure Pupils are kept informed as appropriate to the circumstances of the incident
	As appropriate school can use the school and Stockton LA websites, local radio stations and school telephone system answer machine.

	18. 
	Ensure Parents/Carers are kept informed as appropriate to the circumstances of the incident.

Parents/carers of those immediately affected will require additional consideration to ensure information is accurate and up-to-date.
	As appropriate, school can use the school and Stockton LA websites, local radio stations and school telephone system answer machine.

Advice from emergency services.

	19. 
	Ensure Governors are kept informed as appropriate to the circumstances of the incident
	Head teacher to report daily to the Chair of Governors via telephone/email.

	20. 
	Consider the wider notification process and the key messages to communicate
	Local Radios may be useful in broadcasting key messages

	21. 
	Communicate the interim arrangements for delivery of critical School activities
	Ensure all stakeholders are kept informed of contingency arrangements as appropriate.

	22. 
	Log all expenditure incurred as a result of the incident 
	Record all costs incurred as a result of responding to the incident - Mrs Fletcher

	23. 
	Seek specific advice/ inform our Insurance Company as appropriate
	Insurance Policy details can be found with Stockton LA.

Copy of asset register – ICT and furniture stored at the Head Teacher’s home address.

	24. 
	Ensure recording process in place for staff/pupils leaving the site
	Ensure the safety of staff and pupils before they leave site and identify suitable support and risk control measures as required


4.     BUSINESS CONTINUITY STRATEGIES

	
	Arrangements to manage a loss or shortage of staff or skills
	Further Information



	1. 
	Use of temporary staff e.g. Supply Teachers, Office Staff etc
	Contact Supply Desk 

	2. 
	Using different ways of working to allow for reduced workforce, this may include:

· Larger class sizes (subject to adult and child ratios)

· Use of Teaching Assistants, Student Teachers, Learning Mentors etc

· Virtual Learning Environment opportunities

· Pre-prepared educational materials that allow for independent learning

· Team activities and sports to accommodate larger numbers of pupils at once
	To be managed by the Leadership Team on a daily basis as appropriate.

	3. 
	Suspending ‘non critical’ activities and focusing on your priorities
	English and Maths lessons to be delivered every day.

	4. 
	Using mutual support agreements with other schools and academies
	Stockton LA to provide support with buildings, curriculum materials etc. (Re agreement 27.02.14)

	5. 
	Ensuring staff management issues are considered i.e. managing attendance, policies, job description flexibility and contractual requirements etc.
	Liaise with HR dept. of Stockton LA.

	
	Arrangements to manage denial of access to premises 
	Further Information

	1. 
	Using mutual support agreements with other schools
	Contact Stockton LA for support and advice.

	2. 
	Virtual Learning Environment opportunities
	Seek advice from IT Dept 

	3. 
	Localising the incident e.g. isolating the problem and utilising different sites or areas within the school premises portfolio
	Stockton LA to provide support with buildings, curriculum materials etc. As appropriate

	4. 
	Off-site activities e.g. swimming, physical activities, Educational visits
	Consideration will be given on a daily basis. Initially these activities are likely to be cancelled.


	
	Arrangements to manage loss of technology / telephony / data / power


	Further Information

(e.g. Key contacts, details of arrangements, checklists)

	1. 
	Back–ups of key school data e.g. CD or Memory Stick back–ups, photocopies stored on and off site, mirrored servers etc
	All data stored is backed up by the Local Authority. (SIMS) or stored on Perspective Lite by CYPT Team. This can be accessed by internet.

	2. 
	Reverting to paper-based systems e.g. paper registers, whiteboards etc
	If required

	3. 
	Flexible lesson plans
	If required

	4. 
	Emergency lighting 
	If required


5.
RECOVERY AND RESUMPTION 

	
	ACTION
	FUTHER INFO/DETAILS

	1. 
	Agree and plan the actions required to enable recovery and resumption of normal working practises
	Agreed actions will be detailed in an action plan and set against timescales with responsibility for completion clearly indicated.

	2. 
	Respond to any ongoing and long term support needs of staff and pupils
	Depending on the nature of the incident, the Emergency Response Team may need to consider the use of Counselling Services 

	3. 
	Once recovery and resumption actions are complete, communicate the return to ‘business as usual’.


	Ensure all staff are aware that the Business Continuity Plan is no longer in effect. This will be communicated via telephone, website, local authority and local radio.

	4. 
	Carry out a ‘debrief’ of the incident with Staff (and possibly with Pupils).

Complete a report to document opportunities for improvement and any lessons identified
	The incident de-brief report should be reviewed by all members of the Emergency Response Team and in particular by the Business Continuity Coordinator to ensure key actions resulting from the incident are implemented within designated timescales.  Governors may also have a role in monitoring progress in completing agreed actions to further develop the resilience of the School.

	5. 
	Review this Continuity Plan in light of lessons learned from incident and the response to it
	Implement recommendations for improvement and update this plan. Ensure any revised versions of the plan are read by all members of the Business Continuity Team


6.
SUPPORTING INFORMATION

KEY CONTACTS LIST

	CONTACT
	TELEPHONE NUMBER

	School Contacts
	

	Head teacher                   Sue Skillcorn      
	07702973625

	Deputy Head                    Judy Stanyard
	07702973626

	Caretaker                         Neil Hamer
	07702973627       07746519327

	Chair of Governors           Lynda Lingard
	07443420758

	Vice Chair of Governors   

	

	Local Authority Contact
	01642 526385 or 528300

	Splash Swimming Baths
	01642 616080

	Police
	999

	Police – local station

              community officer
	01642 607114
Perry O’Kane 01642 302248

                       07595010747

	Fire & Rescue Services 
	999











