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Introduction
	At Hebden Green School we strive to provide an outstanding education for all pupils. To ensure that we meet the health, safety and welfare of all pupils or staff, throughout the day or night, we have emergency plans for what staff should do in the event of crises.     
1	Aims and objectives
1.1	The aim of the Emergency Planning Policy is to manage the effects of any emergency that might occur within the whole school, including the residential department, so that every reasonable step is taken to:
· prevent or minimise the loss of life and injury to pupils and staff
· alert relevant parties, for example, the emergency services, the local authority, parents and carers and school governors
· take control at the scene until the emergency services arrive
· minimise disruption to the normal daily routine of staff and pupils
· minimise disruption to the normal evening and night routine of staff and residential pupils
· support staff, pupils and parents in the aftermath of an incident

1.2	We recognise that planning is essential if emergencies are to be managed effectively. We cannot plan in detail for every possible scenario, but our generic plan ensures that those involved in the initial stages have a firm basis from which to develop their response.
2	The basic emergency plan
2.1	The school maintains an up-to-date contact directory (including out-of-hours information) which can be found with members of the school leadership team, school business manager.   A copy is also kept off the main school site, in the management house and with the 24 on-call senior leadership team. 
2.2	The fire alarm will be sounded in the case of any emergency that requires the evacuation of the school premises. Procedures and evacuation routes are displayed in each room within the school.
2.3	The headteacher, or next senior teacher in their absence, is responsible for managing information exchange between staff, pupils, governors, parents, carers and the local authority.
2.5	All new staff joining the school are made aware of the plan, and those with key roles take part in regular training and exercises to test its effectiveness.


3	Types of emergency
3.1	The school recognises that there cannot be a separate written plan to cover every possible emergency. Core staff training includes regular discussion of the steps to be taken in the more common emergencies, including a deliberate act of violence, fire, the destruction or serious vandalism of part of the school, or public health threats.  
3.2	The school adheres to the specific guidance issued by the local authority in relation to school closures caused by severe weather or heating failure.
3.3	The school will inform parents and carers as soon as possible of any likelihood of closure due to severe weather, or if children are being sent home early or at short notice. Parents and carers are advised to listen to local radio stations and access the school or local authority emergency website 
3.4 	The residential department of school has additional planning for foreseeable crises, based around possible emergency scenarios.  These are attached as emergency fact sheets.
4	Monitoring and review
4.1	Class teachers include regular references to safe and sensible conduct in lessons. Fire drills occur on a regular basis, and their outcomes are logged in the Fire Alarms record.
4.2	The school's procedures for emergencies will be monitored by the headteacher as part of his regular duties. 
4.3	This policy will be reviewed in the agreed time frame. 
  


FIRE PROCEDURES: EVENING / NIGHT

Night care attendant to phone on-call manager
On call member of staff to phone shift leader
Night care attendant to open doors in main lounge to enable access by on-call staff
On-call member of staff to remain in main lounge with pupils.  Other staff to work in pairs to ready pupils for evacuation, if necessary
If fire is in junior or secondary zones (2 & 4) pupils to be moved to main lounge ready for evacuation
If fire is in an area within Residential Department  senior member of staff on duty will evaluate situation and determine the safest means of evacuation
On-call manager to contact Head in case of major fire 

NB 	Fire Brigade need to be made aware that there are oxygen cylinders in bedrooms 2 and 6 of the Residential Department




BURGLAR ALARM PROCEDURES AT NIGHT

If the burglar alarm goes off during the night it may not necessarily be audible to staff within the residential area, or within the staff accommodation on site.

However, the alarm will register at the Control Centre, and they will immediately phone the residential department in school.

The night staff who answer this call must immediately notify the on-call staff. who will then assess the situation and respond appropriately.  They will inform the residential department of actions taken.

Electrical Failure Overnight


In case of the electrical failure overnight the emergency lighting will come on


Nurse/Night Care Attendant to phone On-Call Staff

Nurse/Night Care Attendant to open Residential Lounge doors to allow access to on-call staff

On-Call staff to obtain gate key from residential office key cabinet

On-call staff de-activate intruder alarm and open front doors with manual over-ride 

On-Call Manager to phone Helpline for emergency assistance (01244 567604)

On call staff to open front gates

On-Call staff to wait for Electrical Engineer 







Lighting Failure Overnight


In case of the electric lights failing during the night the emergency lighting will come on


Nurse/Night Care Attendant to phone On-Call Manager

On-Call Manager to phone Helpline for emergency assistance

On-Call Manager to contact Shift Leader

Shift Leader to assist Night Team

On-Call Manager to receive Electrical Engineer



Emergency Procedure when pupil needs to go to hospital during the night

Nurse/night care attendant* stays with pupil.  
Nurse/night care attendant* phones 999
Night care attendant phones on-call staff who open front doors and de-activate the alarm 
Shift leader assists nurse 
On-call staff member opens the front gates then waits at entrance  and escorts ambulance crew to Residential Department
Shift leader/nurse* speaks to parents.  NB would need to tell parents they would be contacted again to let them know if pupil was being admitted to hospital and which hospital it would be
Nurse completes “transfer to hospital” form if ambulance crew decide pupils should be taken to hospital
On-call staff member contacts Leadership member on duty 
Shift leader informs parents of ambulance crews decision
On-call staff member photocopies drug sheet
Shift leader collects necessary information – pupil information form, “transfer to hospital”, drug sheet and gold form and give to night care attendant
Night care attendant accompanies pupil to hospital

* The night nurse will assess the situation to decide which person carries out a particular action
• There is money in the Residential office for taxi fares and phone calls





Emergency Procedures when member of night staff is unwell on duty

Night nurse     	Nurse phones duty manger (health) 
                           	Nurse phones on-call staff
                           	Shift leader provides cover until nursing cover arrives
                            	Shift leader contacts on-call staff member for back-up if 			necessary
                            	999 to be phoned in case of emergencies

Night Care Attendant   Nurse phones on-call staff      
                                       Shift leader provides cover
                                       Shift leader contacts on-call staff member for back-up if 		necessary      

Shift Leader  	Shift leader phones on-call staff member  
                         	On-call staff member informs nurse/night care attendant
                        	Nurse to contact on-call staff member for back-up if necessary

On-call staff member  On-call staff phones shift leader
                              	Shift leader phones nurse/night care attendant
                              	Shift leader contacts Leadership staff on duty
                             




Emergency procedures overnight for suspected death of young person

If night staff suspect a young person has died the following procedure should be followed:
Nurse starts CPR procedure
Night care attendant calls 999
Night care attendant contacts on-call staff
On-call staff open front door and de-activate alarm
Shift leader assists nurse with CPR procedure
Shift leader phones parents•
Night care attendant assists other pupil(s) to move to another room, if this is possible and if pupil is sharing room
 Night care attendant checks other pupils
On-call staff member waits at entrance for ambulance crew
On-call staff member contacts head 
Shift leader/nurse rings parents*
Shift leader accompanies pupil to hospital`

• “…has become very unwell.  We have called an ambulance.  We will phone you back as soon as possible with more information”
* “The ambulance has arrived.  X is very unwell.  Please come to school as soon as possible
OR 
“The ambulance has arrived.  X has been taken to Y hospital.  A member of staff has gone with him/her”

NB There is money in the Residential office for taxi fares and phone calls
