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Emergency Plan in conjunction with Full of Beans during Holiday Clubs  
(including lockdown procedures)
Emergency Plan

The purpose of this plan is to provide guidance for all members of the Full of Beans who may be involved in a serious incident affecting either school, which will invariably then affect both schools.  All persons need to be prepared and know what actions to take in the event of:

1. a critical incident

2. the school needing to be evacuated

3. An unforeseen threat in the local area

1
A Critical Incident

An incident is deemed to be critical when it constitutes a serious disruption arising with little or no warning on a scale beyond the coping capacity of the school/s camps operating under normal conditions,and requiring the assistance of the Emergency Services and/or Wirral Local Authority and others.  Examples could include:
· death or serious injury as a result of violence, accident, self harm and/or sudden/traumatic illness

· major fire

· building collapse

· riot and/or civil disorder

· natural and/or man-made disaster

· terrorism

· missing person(s)/abductions
Incidents can occur:

· on the school site during school/camp hours

· on school premises as part of after school activities

· within the local community involving pupils from camp
The Governors of Pensby Primary School and Stanley School have established the plan in consultation with staff and this has been shared with Full of Beans to also follow during holiday camps.  The plan will be reviewed regularly by the Governors and Senior Leadership Teams of both schools and they will keep Full of Beans informed of any changes.   Th

2 Evacuation of the School and Site

The Need

It may be that for various reasons, the school has to be evacuated.  The school building, or part of it, may be declared unusable or unsafe by the Fire Officer or other competent person.  It may be that the school is requisitioned by a competent person to be used as a base for residents in the case of a critical incident in the locality.

Action

For all points/processes, if the Headteacher in either school is unavailable the role in that school will be undertaken by the next delegated person, usually the Deputy Headteacher or in the possibility of both not being present, a member of the SLT or the Camp manager at Full of Beans.
The Camp Manager will inform all staff that the building is unusable. 

Evacuation of buildings
In the event of a critical incident, total site evacuation will be required. It is imperative that both Pensby and Stanley schools realise a critical incident has been triggered. If the site needs to be evacuated, even if it is not for a fire, the fire alarm will trigger evacuation. If the site needs to be locked down to protect site users, the Lockdown procedure will be implemented – see below. Critical incident evacuation drills should occur annually as good practice. All staff and pupils will proceed to the assembly point on the main playground.  Staff will then lead the schools to their nominated evacuation points.  These sites then become the ‘Control Point’ for each school. 

Evacuation of site

Both schools are to exit the site either via the field gate or the main gates, and walk to Ladymount Primary School. In this event a named member of staff will lead from that site. On evacuating to either refuge point the headteachers should call then to alert them of their arrival:

Ladymount Primary – Headteacher Nicky Turner 0151 648 4326
Kylemore Community Centre - Pam Fleming-Williams 0151 342 2060

Mobile 07812 851 627/07770 392 855 (access code to the key store outside the building)
Control points

Top playground assembly points for both schools during school hours.

Car park assembly points after school hours.

Contact with the public

STAFF MUST ON NO ACCOUNT TALK TO THE PRESS OR TO PARENTS.
Every enquiry must be referred to the Camp Manager or Nicky Adams who will also liaise with the emergency services.  Parents wishing to collect their children will be advised where to go from the control point and notices.

Deployment of Staff

STAFF MUST STAY WITH THEIR GROUP AT ALL TIMES CALMING AND REASSURING THEM.

Duties of other staff will include:

1. Informing parents by school text/communication systems and requesting them to collect their children.

2. Informing parents by phone and requesting them to collect their children (if any adult is sent to collect a child and they are not known to the school this must be verified as appropriate by the parent/guardian usually through a phone call and their identification will be checked on collection).

3. Manning checkpoint so that children and parents can be united.

4. Administering first aid/comfort.

Before this is actioned, staff must check with the Police as to names of casualties to ensure that those parents are not contacted by anyone other than the Police.

Release of Children from either School

NO CHILD MAY BE TAKEN AWAY UNLESS THEY HAVE BEEN MARKED ON THE REGISTER

Staff may be with their group for some time and should seek to undertake calming and reassuring activities with their children.  It may also be helpful to undertake activities that will take the children’s minds off the situation as many may well show symptoms of mild shock.

Checkpoint staff must ensure the identity of adults coming to collect children and ask for identification if necessary.

Health of Staff

Colleagues should be aware that staff are not immune from shock and should seek to be mutually supportive, reporting to Nicky Adams  any concerns they may have about each other.  This will be of particular importance if the original or subsequent incidents involved serious injury or a fatality.  Bereavement and Stress Counselling will be arranged for both staff and children if required.

REMEMBER ALL ENQUIRIES ABOUT PROCEDURE SHOULD BE ADDRESSED TO THE CAMP MANAGER/NICKY ADAMS
IN THE EVENT OF THE NICKY ADAMS NOT BEING PRESENT, THE CAMP MANAGER OR MOST SENIOR MEMBER OF STAFF, WILL ASSUME THESE  DUTIES AND A NAMED MEMBER OF SUPPORT STAFF WILL STAY WITH THEIR DESIGNATED GROUP
Communication
Full of Beans will communicate with its families and staff by text / phone accessing info from our booking systems.    
Lockdown Procedures

· Staff will be alerted to the activation of the plan through the lockdown alarm. This will sound continuously initially and then will be muted. It occurs in both schools at the same time. All persons must remain in their lockdown areas until they hear the stand down signal. 

· Pupils who are outside of the school buildings are brought inside as quickly as possible, unless this endangers them and others.

· Those inside the school should remain in the areas they are currently in
· All external doors and, as necessary, windows are locked (depending on the circumstances, internal classroom doors may also need to be blocked)

· Once in lockdown mode, staff should notify the camp manager immediately of any pupils not accounted by mobile/school phone and instigate an immediate search for anyone missing, (if reasonably possible),

· Staff should encourage the pupils to keep calm

· As appropriate, the Camp Manager / Nicky Adams will establish communication with the Emergency Services and notify Wirral LA via mobile phone/School phone

· Parents will be notified as soon as it is practicable to do so via text messaging

· Pupils will not be released to parents during a lockdown

· If it is necessary to evacuate the building, the fire alarm will be sounded

· If the lockdown alarm is activated in one school, that school must use the school phone system or a mobile phone to call the other and inform them of the situation. 

· During the lockdown, the schools internal phone systems and /or mobile phones will ensure staff are kept updated

It is of vital importance that the school’s lockdown procedures are familiar to all members of the staff. To achieve this, a lockdown drill should be undertaken at least once a year. Depending on their age, pupils should also be aware of the plan. (Regular practices will increase their familiarity).

Partial Lockdown

This may be as a result of a reported incident / civil disturbance in the local community with the potential to pose a risk to staff and pupils in the school. It may also be as a result of a warning being received regarding the risk of air pollution, etc.

Immediate action:

· All outside activity to cease immediately, pupils and staff return to building.

· All staff and pupils remain in building and external doors and windows locked

· Movement may be permitted within the building dependent upon circumstances but this must be supervised by a member of staff

· In this instance, the lockdown alarm will be silenced and an intercom message to both schools will announce a partial lockdown

All situations are different, once all staff and pupils are safely inside, senior staff will conduct an on-going and dynamic risk assessment based on advice from the Emergency Services.This can then be communicated to staff and pupils.

‘Partial lockdown’ is a precautionary measure but puts the school in a state of readiness (whilst retaining a degree of normality) should the situation escalate.

In the event of an air pollution issue, air vents can be closed (where possible) as an additional precaution. Emergency Services will advise as to the best course of action in respect of the prevailing threat.

Bomb threats

Most bomb threats are made over the phone and the overwhelming majority are hoaxes, made with the intent of causing alarm and disruption. Any hoax is a crime and, no matter how ridiculous or unconvincing, must be reported to the police. Be alert, but not alarmed! On receipt of a “bomb threat” - Dial 999 and police will respond. You should always consider their advice before a decision is taken to close or evacuate.

In the event of a lockdown parents will be informed that:

“Pensby Primary and Stanley Primary school is in a full lockdown situation. During this period the offices and entrances will be un-manned, external doors locked and nobody allowed in or out”.

Emergency Services

It is important to keep lines of communication open with Emergency Services as they are best placed to offer advice as a situation unfolds.

The school site may or may not be cordoned off by Emergency Services depending on the severity of the incident that has triggered the Lockdown.

Emergency Services will support the decision of the Camp Manager/Nicky Adams with regarding the timing of communication to parents

Appendix A
School Contact Information – Pensby Primary
	Camp Incident Management Team Leader
	Nicky Adams 
	07914836797


	Incident Management Team


	Mel McGregor
Ben Glover
	07853631918
07510957956

	LA contact
	Sue Talbot

H&S team
	07962172823
01516664693


	Chair of Governors
	Dave Spencer
	07711127464


PENSBY PRIMARY SCHOOL

CRITICAL INCIDENT CONTROL CHECKLIST

PHONE
 Nicky Adams using mobile or text service if appropriate 
1. Emergency services

999 (9999 IF CLASSING FROM THE BUILDING)

2. Chair of Governors

07711127464

3. Wirral LA 



01516664693




4. School Incident Management Team – see table 

5. Families directly involved (with Police) – see admin staff

CONTROL POINT

Nicky Adams
SUPPORT STAFF ASSIGNMENTS
	Name
	Assignment
	Resources/Role
	Place



	Camp Manager/Nicky Adams
	Control
	Luminous tabard, first aid kit, whole school list, clipboard, pencils.  Meet parents, tell name of child to runner, and mark off on list when child handed over to parent.
	Gate of school or main                                               main do   door

	Deputy Camp manager
	Control
	Luminous tabard, first aid kit, whole school list, clipboard, pencils. Meet parents, tell name of child to runner, and mark off on list when child handed over to parent.
	Gate of school or main      main do   door

	Other Staff
	support
	Monitoring of classes/staff/ relief for DHT
	Hall


PENSBY PRIMARY CRITICAL INCIDENT PLAN

PHONING/TEXTING PARENTS

Whenever possible a whole camp text/email will be sent from a point that has internet collection. This will be sent by a member of the camp manager or Nicky Adams but will verified prior to being sent 

If staff are asked to make a phone call, the following guidance should be followed:

You should at all times seek to reassure parents keeping closely to this prepared script.  Please do not elaborate or enlarge upon any details as this may increase alarm or may lead to litigation at a later stage.

You should only phone those people who you are told to phone.

You should say

“Good morning/afternoon.  This is your name from Full of Beans holiday camp.  Is that Mrs/Mr name of parent?  There is no cause for alarm but I am phoning to tell you that there has been an incident in school and we have had to leave the building.  Your child has not been hurt and is safe and well.

*We have evacuated to (name point).  Please would you come and collect your child as soon as possible from the checkpoint which is (name point).”

(add to message if not parent) –

“Please bring some form of identification with you for use if required”

If text message:

Message from Full of Beans Holiday Camp. We have had to evacuate the school building. The children and staff are at (name point). Please come and collect your child/ren’
1

