EMERGENCY CONTACT PROCEDURES AND DISASTER RECOVERY PLAN   

Emergency Contact Procedures

	· 
	Any member of staff who becomes aware of an “emergency” is to inform the Headteacher or one of the Assistant Headteachers.   



	· 
	Whoever is alerted first* takes responsibility for contacting as many other members of the School Development Group as is deemed necessary according to the needs of the situation.



	· 
	SDG member* to ensure that the Head and Assistant Headteachers are alerted as soon as possible; either the Headteacher or Principal Assistant Headteacher becomes the co-ordinator in determining the nature of communications to be made thereafter. 


	Originator

Headteacher.
	Initial Contacts

Assistant Headteachers, Site Manager, School Business Manager, Chairman of Governors.



	School Business Manager
	Catering Officer

	Further Contacts

	*
	Key Stage Leaders to contact all members of their team and/or leave an appropriate message.



	*
	Principal Assistant Headteacher i/c Media to handle any immediate media interest, in consultation with the Head/Assistant Heads/Chair of Governors, having taken advice from the LEA Press Office if available.



	*
	Site manager to contact all site and cleaning staff.



	*
	Principal Assistant Headteacher  to contact all part-time staff and supply staff as necessary and any long-term visitors, e.g. Language Assistants etc.



	*
	Principal Assistant Headteacher i/c Media  to contact Technicians, and all full-time teaching staff not assigned to a year group.



	*
	School Business Manager to contact the Office Manager and all members of the Administration, LRC Staff and Midday Assistants.




All those marked  *  would remain in contact with their “originator”  

(i.e...  Headteacher or Principal Assistant Headteacher) to update on the

success of contact attempts as per the flowchart.

N.B.  (i)   All members of the SDG must have a copy of this document

                                   at home and in school, together with a full telephone list.

                             (ii)  All those with an asterisk alongside their name, under the heading

                                   ‘Further Contacts’ must have a means of contacting those staff whom

                                   appear under their name on the Flow Chart. 

If any of the * are unavailable then the originator would be responsible for “Further Contacts”.

The CIMT (Critical Incident Management Team) would be SDG.

Management of an Emergency - Stage 1

(This could include a drugs incident, coach crash, major fire, etc.)   CIMT to gather 

information and to meet as soon as possible in order to establish the facts.

Information required :-

	· 
	What has happened?



	· 
	Where and when?



	· 
	Name and contact number of an adult at the incident site.



	· 
	Extent of injuries, numbers and names.



	· 
	Location of injured, name and contact number of adult present.



	· 
	Location of uninjured, name and contact number of adult present.



	· 
	Is help required from the school?




CIMT also needs to know :-

	· 
	Who has been informed?



	· 
	What has been said?




	· 
	The CIMT will convene in the Headteacher’s Study, which will act as the Communications Centre from then on.



	· 
	The CIMT will, amongst other things, determine an agreed factual statement, which will be communicated to all relevant incoming enquiries.   (Principal Assistant Headteacher i/c Media to manage this in liaison with the Office Manager).




Parents

	· 
	The CIMT will brief Key Stage staff directly if they are available.   Contact with a parent will be by a member of the CIMT.   Any message will relay known information and provide assurances that appropriate action is being taken and will indicate how, when and where further information might be made available.



	· 
	If there is any possibility of legal liability or police action, the Authority’s personnel section will be contacted before the school issues information to parents.   The Head and/or Principal Assistant Head would initiate this action.



	· 
	It may be sufficient to inform parents by sending a letter with children.   In some cases it will be appropriate to call a meeting at school, especially if the incident is one which will generate concern about some aspect of the school’s organisation (e.g. injury following violence at school).

 


Response to Media :-

	· 
	Following the initial management of media interest by Assistant Headteacher i/c Media the Head alone would ensure a consistency of approach and messages to TV, Press and Radio.   In practice this will mean responding by telephone to national, local press, TV and Radio.



	· 
	The day-to-day management of the school would be the Principal Assistant Headteacher’s  responsibility.   He would have the task of ensuring that all staff were updated as appropriate throughout.



	· 
	Principal Assistant Headteacher i/c Media would be assigned to keeping a watching brief on the Media attention, advising Office Staff, programme interviews, supervising reporters and photographers on site, preparing letters and press releases and liaising with the CIMT throughout.



	· 
	The school, via the Office Staff in liaison with  Assistant Headteacher i/c Media, to continue to present a well organised and welcoming front to all enquiries, with calls returned and interviews agreed to suit the convenience of reporters as far as possible.



	· 
	Principal Assistant Headteacher would assume responsibility for the overall welfare of students, Years 7-11, and Head of Sixth Form for VI Form.  (This would include guidance to them all regarding how to respond to media interest).




	· 
	Communication with the Media must focus attention on the issue, not the school.



	· 
	Every opportunity to limit the damage to the reputation of the school must be utilised.   (Plan comment within the context of the ‘School’s Excellent Reputation’).



	· 
	ALL must be aware of media strategies to elicit a chance comment or remark.

 

	· 
	Assistant Headteacher i/c Media would make a point of ensuring that the local press were well-informed.



	· 
	A school mobile phone will be the separate dedicated line for outgoing calls.   This phone is to be located in the Head’s Study throughout.



	· 
	Information to the Governors will be via the Chair; any links to the LEA will be via the Head or Assistant Headteachers.


Stage II

A programme of briefings to be arranged by CIMT after the initial phase of managing the situation.   (Briefings to include Staff and Governors).

The focus of such Briefings would include :-

	· 
	The facts regarding the incident(s).



	· 
	Guidance to staff regarding the support necessary for all those affected.



	· 
	Support agencies that are being made available in school.



	· 
	Determination of who is going to provide that support to whom and when.



	· 
	As clear a plan as possible for dealing with trauma, a communal response as a Catholic Community, and a longer term view as far as can be determined.

 

	· 
	Management system which will operate for the on-going period of the crisis.
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