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Policy for Outdoor Education and Off-site Educational Visits 

(‘Learning Outside the Classroom’) 
 

1. Introduction 

 

1.1 Our schools provide many opportunities for their students/children/young people to 

enrich and enhance their on-site learning through use of Outdoor Education and Off-site 

Educational Visits.  This encompasses residential activities, environmental studies, sports, 

physical and cultural activities, business visits, conference and adventurous activities. All trips 

and visits are carefully considered and monitored by the Governors and EVC. Our aim is to 

provide as many experiences for our pupils as possible using sensible, appropriate and 

thorough risk assessment. 

 

1.2  The value of off-site educational visits is well recognised by the Governing body and fully 

supported throughout the school.  It is emphasised that a culture of safety must prevail and 

there is a need for careful planning and adherence to statutory procedures.  Off-site 

educational visits must be well managed, information communicated, and responsibilities 

recognised. 

 

1.3  This document outlines the specific policies and procedures for our schools.  It 

supplements and follows the advice and guidance contained within the following significant 

publications: 

 

- West Sussex County Council’s Regulations for Educational Visits and the use of EVOLVE 

and national Guidance:  March 2013. See: 

https://www.westsussex.gov.uk/learning/west_sussex_grid_for_learning/curriculum/out

door_education/off-site_activities/regulations_and_guidance_for_o.aspx 

 

- Departmental advice on health & safety for schools, regularly updated. See: 

http://www.education.gov.uk/aboutdfe/advice/f00191759/departmental-advice-on-

health-and-safety-for-schools/key-points 

 

- Department for Education advice on ‘Legal Duties and Powers For Local Authorities, 
school leaders, school staff and governing bodies, available at: 

http://media.education.gov.uk/assets/files/pdf/h/dfe%20health%20safety%20advice%20

181212.pdf 

 

- The Health and Safety Executive statement: “School Trips and Outdoor Learning Activities 
– Tackling the Health & Safety myths . available at: 

http://www.hse.gov.uk/services/education/school-trips.pdf 

 

 

 

 

https://www.westsussex.gov.uk/learning/west_sussex_grid_for_learning/curriculum/outdoor_education/off-site_activities/regulations_and_guidance_for_o.aspx
https://www.westsussex.gov.uk/learning/west_sussex_grid_for_learning/curriculum/outdoor_education/off-site_activities/regulations_and_guidance_for_o.aspx
http://www.education.gov.uk/aboutdfe/advice/f00191759/departmental-advice-on-health-and-safety-for-schools/key-points
http://www.education.gov.uk/aboutdfe/advice/f00191759/departmental-advice-on-health-and-safety-for-schools/key-points
http://media.education.gov.uk/assets/files/pdf/h/dfe%20health%20safety%20advice%20181212.pdf
http://media.education.gov.uk/assets/files/pdf/h/dfe%20health%20safety%20advice%20181212.pdf
http://www.hse.gov.uk/services/education/school-trips.pdf
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2. Roles and Responsibilities 

 

2.1   The Governing Body satisfies itself that the appropriate procedures, risk assessments, 

and control measures are in place and that the documented guidance notes are being 

followed.  All off-site visits that are residential, abroad, or hazardous need to be approved by 

the Governing Body. Such approval must be recorded in the minutes of the Governing Body. 

 

2.1 The Head Teacher is delegated by the Governing Body to approve all off-site 

educational visits of a perceived low risk, local, daily or regular nature. This is recorded 

through use of the Internal Permission/Cover Arrangements/Checklist form. 

 

2.2 The Educational Visits Co-ordinator (EVC) ensures that all off-site activities follow the 

correct procedures.  The person with these responsibilities (currently the school business 

manager) will approve the group leader for every visit and monitor the written risk 

assessments to ensure good practice.  In addition, the following responsibilities and duties 

are undertaken: 

 

- Support the group leader in identifying the purpose for the visit and the selection, 

training and briefing of appropriate supervising adults and volunteer helpers. 

   

-     Ensure that Vetting & Baring Scheme / Criminal Records Bureau disclosures are in place 

where necessary 

 

- Arrange Emergency Contact Duty Officer (the EVC unless another member of the senior 

leadership team has been identified on the Evolve form due to their unavailability) and draw 

up proper procedures to be followed in such an event.  

 

- Keep records and make reports of accidents and “near misses” 

 

- Review and regularly monitor procedures 

 

- Liaise with the Outdoor Education Adviser where necessary to ensure the proposed visit 

complies with the WSCC policies for Learning Outside the Classroom. 

 

2.3 The Group Leader is responsible for identifying the purpose of the visit and following the 

checklist published in the Local Authority guidance.  A risk assessment is necessary for all 

off-site visits.  Significant risks and their control measures will need to be recorded and 

attached to the EVOLVE visit form (available on http://www.westsussexvisits.com/). 

 

This will take account of:  

- Generic risks as published in this document and the WSCC Regulations for Educational 

Visits and the use of EVOLVE March 2013 and Section B (Adventurous Activities) of 

the Regulations & Notes of Guidance for Off-site Activities 2007.  

  

- Event Specific Risks as identified from a pre-visit or thorough knowledge or 

experience of the environment, accommodation, the leader’s competence, the group 
and other factors such as transport.  

http://www.westsussexvisits.com/
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- On-going risks identified by the professional staff responding to changing 

circumstances and the success of planned activity and procedures. The participants 

and staff will be fully briefed on the purpose and the risk assessment control 

measures 

 

2.4  Participants are encouraged to consider risks involved in an off-site educational activity 

and to assist in the design of appropriate risk management strategies that support their 

learning.  They will be fully aware of the purpose of the visit and understand expectations of 

behaviour. 

 

3 Guidance Notes for Off-Site Educational Visits 

 

To ensure proper good practice and compliance with the necessary regulations it is expected 

that : 

 

3.1 All group leaders will familiarise themselves with the published advice and guidance. 

Further information is available from the Evolve web-site (www.westsussexvisits.org).  

Training for group leaders will be arranged to include all aspects of supervision, ongoing risk 

assessments (including being prepared to stop an activity that has become too hazardous) 

and how to deal with an emergency. Access to such training is also available through the 

Outdoor Education Office (0330 222 8344)   

 

3.1.1 In order to plan an off-site activity, the EVC (or Head of Department/faculty/year) 

should be involved in discussing plans at an early stage. Routine or local visits such as games 

matches need to be planned ahead also. It may be possible to approve a series of events on a 

termly basis.  No financial commitment should be agreed until all relevant approvals have 

been achieved. 

 

3.1.2  Parental Consent.  Copies must be available for the Emergency Contact and the Group 

Leader to take on the visit.  See Appendix A 

 

3.1.3   Internal Approval Form.  See Appendix B This local form is to achieve any  

necessary cover arrangements. 

 

3.1.4 An Evolve Visit form must be completed for all residential visits and for those that are 

either visits abroad or for adventurous/hazardous pursuits.  Out of county visits are also 

required to use this system. The form will need to be submitted to, and approved by, the 

Head of Establishment (or EVC) one month in advance and certainly before becoming 

financially committed.  These types of off-site activity also need the Governing body’s 
approval.  School Journey Insurance is provided by the Academies Insurance provider, Marsh. 

Off-site Group Leaders should check to see if such cover is already being provided by a tour 

operator, or external provider.  The details are published at Appendix Z in the WSCC 

Regulations and Notes of Guidance for Off-site Activities 2007 and are available on the Evolve 

website. 

 

3.1.5 OE2 form: This optional form provides information on what WSCC expects an external 

provider to deliver.  It should be sent to any provider being considered for the first time and 

attached to the evolve form as evidence of the planning process.  See Appendix C 

http://www.westsussexvisits.org/


Bosco Catholic Education Trust            Outdoor Education and Off-site visits Policy  

 

6 

 

 

3.1.6 Evaluation Report:  On return the Group Leader must report to the EVC and, where 

necessary, an evaluation report should be completed in order to achieve any learning about 

a ‘near miss’ or where an incident took place. A new on-line accident reporting procedure is 

now available.  If such a form was completed at the venue, there is a need to place such an 

occurrence on the record at the ‘home’ establishment.  A general evaluation of the visit is 
possible, within 28 days, through the EVOVE visit form. This can inform future visits and may 

be a useful check on the value of the risk assessments undertaken. 

 

3.1.7 Risk Assessment forms (eg. RAOS1) should be completed and attached to the Evolve 

form when risks are perceived as significant. External providers will have their own risk 

assessment documents that can be used to help in this process. For certain activities an 

Adventurous Activity Licence is legally required. (See www.aala.org.uk ) If this is the case, 

the provider’s licence number should be quoted instead of copies of their risk assessment 
documentation. See Appendix D 

 

3.1.8. Providers that hold a LOTC (Learning Outside the Classroom) Quality Badge have been 

externally assessed and are acceptable as a ‘checked’ provider on the EVOLVE site. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://evolve.edufocus.co.uk/DOCUME~1/mtop3630/DOCUME~1/mtop3630/Documents%20and%20Settings/mtop3630/Local%20Settings/Temp/C.Notes.data/www.aala.org.uk
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APPENDIX A 

This form must be filled in for all pupils taking part in off-site activities. Notes or phone calls 

are not acceptable. If a form is not returned or is only partially completed your child will not be 

able to take part. 

 PARENTAL CONSENT FORM 

A journey to:    (

On:   Time:  

I wish my son/daughter .................................................... (name of child) ……….. (tutor group) to 

be allowed to take part in the above-mentioned school journey and, having read the information 

sheet, agree to his/her taking part in any or all of the activities described. 

I understand that, while the school staff and helpers in charge of the party will take all reasonable 

care of the children, they cannot be held responsible for any loss, damage or injury suffered by my 

son/daughter in travelling to or from or taking part in any of these activities, unless such loss, 

damage or injury is directly attributable to the negligence of the said staff and/or helpers in charge 

of the party. 

I agree to make a voluntary contribution of £N/A  towards the cost of this visit.  This includes 

insurance, details of which are available from the school. 

In the unlikely event of an incident it is vital that we are able to contact you or your representative 

without any delay. Please complete the section below fully, giving as many phone numbers as are 

necessary to ensure that you can be reached at any time during the event. 

*Please delete and complete the following as appropriate. 

My child has  {no illness or physical disability* 

   {the following illness or physical disability* 

 

 

which necessitates the following medical treatment: 

 

 

Name of family doctor:  Tel No:                                      (include s

I consent to any emergency medical treatment necessary during the course of the visit. 

 

 

Signed: .................................... (Parent/Guardian)   Print name: 

……………………………………….. 

Address: 

 

  

Tel No:                            (Home)                                 (Work)                                          (Mobile) 

 Alternative Contact 

Name: 

 

Address: 

 

Tel No:                            (Home)                                 (Work)                                          (Mobile) 
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APPENDIX B 

(Name of School) 
OUTSIDE VISITS : GOVERNORS APPROVAL FORM 

 

Destination Hazardous  Please 
tick or 
cross 
all boxes  

Overnight stay  
Journey abroad  

Provisional Governor’s approval: 
Required if 1 or more boxes ticked 

 
Signed:………………………………………. 

Date and Times of Visit: 

If the visit is residential have arrangements been made for 
Mass Attendance and Parents informed? 

 

No of pupils: M  Female   Age Range  

Staff 
 
Leader 
 
Other staff 
 
 
 
 
 

Staff contact 
no`s 
 
 

First Aider 
 

 

Qualification  
Expires 
 
Minibus Driver 
 
Permit No 
 
Expiry date 

 

Mode of Transport : COACH/ MINIBUS/ TRAIN/ PLANE ( delete as applicable) 

Coach Hire / Flight/ Train Information 
 

Delete as applicable 

 

 
Educational Benefits (up to 4) 

1. 
 
2. 
 
3. 
 
4. 

Cost To Pupil: 
Cost to School: 
Cost to Department: 

Overall Cost: 
 
 

Approved by EVC 
Signed: ………………………… Date:………. 

Approved by Governor 
Signed: ………………………… Date:………. 
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Outside Visits – Guidance 

Before making any financial commitment or publicising a visit to students, the proposed visit 

must receive provisional approval from the Leadership team, and provisional approval from 

the school’s Educational Visitor Co-ordinator (EVC).  Where staff release is required, and this 

has been agreed on the original application to the Leadership team, the cover co-ordinator 

must be advised so that he/she can ensure cover is arranged.  It is anticipated that most 

visits will be approved in time for them to be published in the school calendar.  Where this is 

not possible, provisional approval should be applied for, in writing, through the Assistant 

Headteacher responsible. This should be in exceptional circumstances only – all trips should 

be put forward in the calendar to allow for appropriate oversight of trips and cost to parents.  

The cost of any cover must be included in the charge to student.  A provisional budget must 

be prepared and submitted to the Business Manager for approval as indicated on the checklist. 

• Incidents, near misses and accidents must be reported to the Business Manager. This 

is so that we may learn from the experience and take steps to avoid any similar event 

happening again. 

• Where a trip involves an overnight stay, access to changing rooms or unsupervised 

access to any pupil or group of pupils, then all accompanying adults must have a 

Disclosure and Barring Service (DBS) check. This includes all parent volunteers and 

partners of staff. It is not acceptable to say that the person has no supervising 

responsibility so does not need checking. 

• It must be remembered that if a visit takes place totally or mainly in school time, then 

the cost of the activity must be met by voluntary contribution which must be made 

clear in the letter. 

• If a family member accompanies a member of staff, either student or adult, they must 

be aware of the potential conflict of interest in the event of an incident and they must 

be sure that the remaining staff will be able to manage the group. At no time should 

an adult be put in the position of supervising a group containing their own 

child. 

• Each trip must be accompanied by a qualified first-aider. First aid kits can be 

obtained from the medical room; two weeks notice of your requirements should be 

given. 

• Uniform should be worn on all school visits even if they occur outside school hours 

unless the activity precludes it or makes it clearly inappropriate eg Duke of Edinburgh 

expeditions or fieldwork where there is potential to get wet or dirty. 

• The governors require organising staff to ensure wherever possible that Catholic pupils 

taking part in residential trips will be taken to Mass by accompanying staff when the 

trip includes a Sunday or Holy Day of Obligation. Certain activities eg uninterruptible 

expeditions may prevent this from happening. Parents must be informed of whatever 

arrangements have been made. 
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APPENDIX C 

PROVIDER STANDARDS 
FORM OE2 

 
For completion by providers of outdoor education, visit venues and off-site activities to 

West Sussex schools and education establishments. 

 

Name & address of provider/organisation: - 
 

 
 

 
 
 

 
The provider named above is asked to give careful consideration to the statements below 

and sign in the space at the end of the form that the standard of service provided will 

meet the conditions listed.   

 

Please tick all specifications you meet.  Indicated by a cross any you cannot meet.  Write 

N/A against any specification, which does not apply to your provision. 

 

Section A should be completed for all visits.  Section B (adventure activities) should be 

completed, if applicable. 

 

Section A – ALL PROVIDERS 

 

1. The provider complies with relevant health and safety regulations, including the 

Health and Safety at Work Act 1974 and has a health and safety policy and recorded 

risk assessments which are available for inspection.  

 

2. Accident and emergency procedures are maintained and records are available for 

inspection. 

 

3. The staff have the experience, competence and professionalism to work with the 

age range and abilities of prospective groups. 

 

4. There are adequate and regular opportunities for the group leader to liaise with 

the provider and designated staff. 

 

5. The Centre has a Code of Conduct, which can be provided in advance of any 

booking and to which visiting groups should adhere.  

 

6. All reasonable checks, including Criminal Record Bureau checks, are made on 

staff that have unsupervised access to young people  

 

7. There are adequate and regular opportunities for liaison between visiting staff 

and the provider’s staff and there is sufficient flexibility to make changes to the 
programme if necessary and the reasons for such changes will be made known to 

visiting staff. 

 

8. The provider has public liability insurance for at least £5million, (please attach 

a copy of your insurance certificate of cover) 
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9. The provider will take all reasonable steps to allow inclusion and participation for 

any young people who have special needs or have a disability, following a risk 

assessment process, in line with the Special Educational Needs and Disability Act 

2001. 

 

10. The provider encourages responsible attitudes to the environment as an integral 

part of the programme. 

 

11. All vehicles are roadworthy and meet statutory requirements.  Drivers are PCV 

qualified or operate with a small bus permit and local minibus driving assessment.

  

 

12. A current fire certificate covers all accommodation – or advice from a fire officer 

has been sort and implemented and a fire risk assessment has been completed. 

 

13. Security arrangements have been assessed and reasonable steps taken to 

prevent unauthorised persons entering the accommodation.  

 

14. Separate male and female sleeping accommodation and washing facilities are 

provided and staff accommodation is suitably located to ensure adequate supervision. 

 

Section B – PROVIDERS OF OUTDOOR AND ADVENTUROUS ACTIVITIES 

 

15. The provider meets the requirements of the Adventure Activities Licensing 

Authority (AALA) 

 

 

 

 

 

 

16. The minimum ratios of staff to young people for the activities conform to those 

recommended by the appropriate National Governing Body or, in the absence of this, 

the providers Code of Practice and informed by a risk assessment. 

 

17. The provider operates a policy for staff recruitment, induction and training which 

ensures that all staff with a responsibility for participants is competent to undertake 

their duties. 

 

18. The provider maintains a written code of practice for each activity which is 

consistent with relevant National Governing Body guidelines or, in their absence, 

recognised national standards. 

 

19. Staff competencies are confirmed by the appropriate National Governing Body 

qualification for the activity to be undertaken, or staff have had their competencies 

confirmed by an appropriately experience and qualified technical adviser. 

 

20.  Please list the adventurous activities you will be providing along with the   minimum 

qualification or training an instructor will have. Where appropriate please give details 

of the nature of the location to be used: 

 

ACTIVITY        MIN QUALIFICATION/TRAINING             LOCATION 

Eg: Canoeing   BCU Level 2 Coach   Sheltered Lake 

……………………………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………………………… 

……………………………………………………………(continue on a separate sheet if necessary) 
 

For AALA licensable activities the specification in this section may be checked as part of an AALA 

inspection.  However, providers registered with the AALA are also asked to consider the statements below 

with respect to any activities or aspects of their provision not covered by the licence. 
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21.  Visiting groups will have access to appropriate first aid.  Centre based  

      staff are practised and competent to respond to accidents and incidents. 

 

 

22. There is a clear definition of responsibilities between providers and  

      visiting staff regarding supervision and welfare of participants. 

 

23.  All equipment used for activities is suited to the task and adequately     maintained in 

accordance with current good practice. 

 

 

 

 

If any of the above specification cannot be met or are not applicable, please give details: 

 

 

 

 

 

 

Details of any accreditation eg: ‘Learning Outside the Classroom’ Quality Badge 

Award, AALA, National Governing Body, Tourist Boards etc: 

 

 

 

 

 

I certify that the organisation I represent complies fully with the requirements set out 

above, except where I have deleted or crossed out the item.  It will observe the above 

conditions during any visit from a West Sussex establishment 

 

 

Signed:  ……………………………………………………………….    Date:  …………………………………….                      
  

 

Name:  …………………………………………………    Position in Org: ……………………………………… 

 

 

Tel (general): …………………………………………………  Fax:  ……………………………………………. 
 

   

Email (general):  ………………………………………………………………………………………………………. 
 

 

Website:  ……………………………………………………………………………………………………………………. 
 

 

Thank you for completing this form.  Please return it to the 

school/establishment that sent it to you or to:- 

 

 

 

 

 

 

 

Simon Whitmore 

Outdoor Education Adviser, Room 215, East Wing North 

  County Hall, CHICHESTER, West Sussex PO19 1RF               
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APPENDIX D 

The Governors and Head Teacher of each school have a legal duty to ensure safety 
arrangements are in place to control any risks of harm, injury or ill-health to staff and 
students.   

Instructions 
As the Teacher responsible for the organising the education trip you must complete the risk 
assessment below and forward it to the Business Manager for approval. 

Department  

 

 

Off-site location 
 

People at risk  
 
 

People particularly at risk this trip 
 

Off-site activity description 
 
 

Date of trip 
 

Assessment date  
 
Review date 
 

Assessor / s 
 
 
 

Approved 
 

Date 

 

HAZARDS 
What has the potential to cause 

someone harm, injury or ill-health? 

RISKS 
What type of harm, 

injury or ill-health could 
happen? 

HOW WILL YOU CONTROL THE RISK? 
You can attach or refer to relevant 

documentation that explains your safety 
arrangements e.g. letter to parents,  

General 
- Lack of information 
- Medication 
- Food allergies 

 

Risk of harm if 
insufficient information 
exchanged 

- Letter sent to parents 
- Students complete a medical form and 

staff make arrangements for particular 
medical needs 

- Staff and pupils exchange mobile 
telephone numbers 

- Students given preparation talk 
regarding hazards and how to keep 
themselves and others safe 

- Students given information sheet about 
the trip (attached) 

- Students responsible for providing own 
food and refreshments 

Staff / student ratio Harm in insufficient 
staff / student ratio 

-  

Travel – hire coach 
- Travel to and from venue 
- Leaving the coach 
- Vehicle breakdown 
- Service stations 
- Travel sickness Student 

bags and personal 
belongings 

 
 

 - Coach driver responsible for advising 
staff and students what to do in the 
event of a vehicle breakdown  

- Seat belts installed, staff routinely 
check students are wearing seat belts 

- Student bags to be stored safely to 
avoid blocking exits and walkways 
First aid kit provided, incl. sick bags 

- Students who suffer with travel 
sickness advised not to play electronic 
games or read whilst travelling 

- Students advised how much or little 
freedom they have to ‘roam’ 

- Students supervised by staff during 
journey 
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Travel – School minibus 
- Travel to and from venue 
- Leaving the minibus 
- Vehicle breakdown  
- Service stations 
- Travel sickness Student 

bags and personal 
belongings 

 
 

Injury from slipping or 
tripping 
 
Students suffering 
with travel sickness 

- Approved driver responsible for 
checking vehicle  

- Seat belts installed, staff routinely 
check students are wearing seat belts 

- Student bags to be stored safely on 
mini bus and to avoid blocking exits 
and walkways 

- Details of breakdown service providers 
in mini bus 

- In case of breakdown, staff and 
students instructed to leave the mini 
bus and wait on roadside or verge to 
the rear of the mini bus  

- First aid kit provided, including sick 
bags 

- Students who suffer with travel 
sickness advised not to play electronic 
games or read whilst travelling 

- Students advised how much or little 
freedom they have to ‘roam’ 

- Students supervised by staff during 
journey 

Travel – train 
- Seating arrangements 
- Underground travel 
- Large group of students 
- Getting lost 
- Student bags and personal 

belongings 

 - Students advised how much or little 
freedom they have to ‘roam’ 

- Appropriate supervision will be 
maintained at all times 

- Students will generally be able to walk 
around the train in small groups 

- Where possible students and teachers 
will sit close together 

- Each pupil will be given a copy of the 
underground system  

- In the event of any pupil becoming lost 
a meeting point will be agreed 

- Student bags to be stored safely on to 
avoid blocking walkways  

- Students supervised by staff during 
journey 

Venue 
 
Activities 
 
 
Managing student movements 
while there 
 
 
Plan B in case of change in 
conditions – e.g. weather 
 
 
Additional concerns related to 
specific students, e. disability or 
behavioural matters 

 -  
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APPENDIX E 

 

 

 

 

 

 

Introduction to EVOLVE 

for Staff 
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Welcome to EVOLVE! 
This document has been designed as an introduction for staff to EVOLVE.  

EVOLVE is an online tool for planning and managing educational visits, on-site activities, 

after school clubs and sports fixtures. It is currently used by over 21,000 schools across the 

UK, and more than half a million staff have used the system to efficiently plan and approve 

1.2 million visits and activities – and counting! 

Developed by experienced teachers and educational practitioners, this market leading system 

has been designed with teachers in mind. It helps schools, colleges, trusts and Local 

Authorities to improve and simplify the process of planning, approving, monitoring, 

evaluating and reporting all learning which takes place outside of the classroom. 

Further information and “How To’s” can be accessed at any time by clicking the red question 

mark icon at the top right of the screen in EVOLVE.  An ‘Introduction to EVOLVE for EVCs 
is also available. 

 

This document will explain: 
 

Section 1: Setting up 

 1.1  How to get to EVOLVE  

 1.2  How to set up your account 

 

Section 2: Using EVOLVE: 

 2.1  The workflow of EVOLVE 

 2.2  How to add a visit  

 2.3  How track the progress of visits  

 2.4  Reporting in EVOLVE 

 2.5  Where you can access further information 

 

 

Suggested work flow: 
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Section 1: Setting up EVOLVE 
 

Section 1.1: How to get to EVOLVE 
EVOLVE is a cloud based service and therefore all you need in order to be able to configure 

and use EVOLVE is an internet enabled device such as a PC, MAC, tablet or mobile phone.  

You can access EVOLVE via your dedicated web address or, you can go to the following 

address and choose your site from the list: 

evolve.edufocus.co.uk  
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Section 1.2: How to set-up your Account 
You should have received your default username and password from your site administrator.  

If you have not received these details then please contact them directly.  

1) Enter your username and password into the boxes on the home screen:   

 
2) If this is the first time that you have logged in then you will be automatically redirected 

to your ‘Profile’ page and prompted to personalise your user account with your own 

Forename, Surname, Gender and Email Address (it is vital that you enter your email 

address otherwise you will not receive EVOLVE email notifications). 

 
3) Click [Update] to save the changes. 

When your account was created it was given a default username and password.  You must now 

secure your account by setting your own username and password.  Try to choose a username 

that you will easily remember e.g. one that you use for other school systems or your email 

address etc.  Passwords must be at least 8 characters long and they must contain both letters 

and numbers. 

4) Click on the [Amend] link next to your username, enter your desired username and 

then click [Continue] to save it. 

 

5) Click on the [Change Password] link at the bottom of the screen, enter your chosen 

password and then click [Continue] to save the new password. 

 

6) Click [Log Out] at the top right of the screen and then use your new username and 

password to log back into the system to verify that your new details have been saved. 

 

 

 



Bosco Catholic Education Trust            Outdoor Education and Off-site visits Policy  

 

19 

 

 

Section 2: Using EVOLVE 
 

Section 2.1: The Workflow of EVOLVE 
EVOLVE has been designed in an easy-to-use way, so that it guides you through educational 

visit planning from research, to form creation, to evaluating the visit and finally being able to 

report on it. 

 

 

 

 

  

 

Home Clicking this tab will take you back to the Home 

Page, where you can access your profile, messenger 

and contact details. 

 

Resources The resources tab enables you to view upcoming 

training sessions, access documents to help you 

plan a visit, and view previous visits for ideas.  

 

Add Visit Click here to add a visit.  EVOLVE will intuitively hide any irrelevant 

sections based on your answers as you work through the form.   

 

Track Visits Click here to track the progress of your visits (see 2.3 ‘How to track 
progress of visits’) 
 

Evaluate  Click here to evaluate visits (up to 28 days after the visit date). 

 

Report This tab enables to you easily create visit reports (see 2.4 ‘Reporting in 
EVOLVE’) 
 

Visit Search Easily find visits based on visit ID number, or name 

e.g. “London Zoo”  
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Section 2.2: How to I add a visit 
1. Log in to your account 

 

 
 

2. Click ‘Add Visits’ (blue tab) 
 

3. Complete the form  

 

4. Once complete, click [Submit] to submit the form to your EVC. 

 

5. Once submitted, you can choose if you wish to send notifications (from the list, or by 

typing in an email address). 
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Section 2.3: How to track progress of visits 
1. Log in to your account 

 

2. Click ‘Track Visits’ 
 

 
Visit Forms are displayed in different tabs to make it easy to track progress and find 

forms that need attention: 

Active Lists your visits that are running today 

 

Draft  Lists all of the visits that are sitting in your account waiting for your 

action/involvement.  These may be visit that you have created, but not yet 

submitted to the EVC for authorisation, or they may be visits that the EVC 

has returned to you for further action.  You can click on the orange edit 

button to edit the visit form, or click on the purple ‘eye’ button to view a 
printable version of the form 

 

Submitted Lists visits that have been submitted further up the chain, but that have not 

yet been approved 

 

Approved Lists all of the forthcoming visits that have already been approved 

 

Evaluate Lists any visits that have run in the last 28 days and that have not yet been 

evaluated 

 

Past Lists visits that have already run 

 

My Visits Provides a summary of visits that you have either led or accompanied.  
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Section 2.4: How to report on visits 
More detailed information about reporting in EVOLVE can be found in the online help pages 

that can be accessed by clicking on the red [?] button at the top right of the screen. 

 

 
As an overview, there are four sub-categories in the ‘Reports’ section. 
 

Visit Monitoring These reports allow you to access the visit diary, showing draft and 

confirmed visits. It also allows you to generate detailed reports around 

specific visit criteria. 

 

Staff & Volunteer 

Reports 

These reports allow you to access the visit history of staff and volunteers, 

and see an overview of those visits.  

 

Visit Summaries These statistical reports can support visit monitoring providing 

aggregated data relating to types of visits, destinations, number of 

students involved, visit purposes etc. 

  

Participant Reports These allow you to generate student level reports.  The visit count report 

can be used to support Record of Achievement portfolio generation, and 

the comparison reports are a valuable tool to assist with monitoring 

quality of opportunities within and between cohorts e.g. year group, 

class or gender comparisons as well as comparisons based on MIS data 

such as students on ‘Gifted & Talented’ programme etc. 
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Section 2.5: Where can I access further information? 
If you have any queries regarding EVOLVE, these could be answered using the integrated 

Help Pages.  You can access this by clicking on the red question mark: 

 
These Help Pages contain articles and “How To’s”, which you can read through to learn more.  
Alternatively, you can search the Help Pages to find your answer quickly: 

 
 

If the Help Pages cannot answer your query, please contact your site administrator directly. 
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APPENDIX F  
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APPENDIX G 

 

 

 

 

 

St Philip Howard Catholic 

High School 

 

 

 

 

 

 

 

 

 

Emergency plan 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are dealing with an emergency right now, go straight to: 

 

• Section 2 for ON SITE emergencies; or 

 

• Section 4 for OFF SITE emergencies on learning activities. 
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West Sussex County Council’s response 
West Sussex County Council provides services to educational establishments 

including emergency management and business continuity support.  It can provide 

specialist support to help educational establishments to manage the response to an 

emergency which includes: 

• activation of West Sussex County Council’s (WSCC’) ‘Welfare Plan’; 
• activation of WSCC’s ‘Educational Establishments Emergency Response 

Plan’; 
• provision of an Area Support Team; 

• provision of a Travelling Team; 

• help to manage the media; 

• provision of practical resources such as transportation; 

• help to establish a Family and Friends Reception Centre; 

• assist with arrangements for welfare support and counselling; and 

• liaison with the emergency services and other agencies as required. 

 

Support will be provided via three groups dependent upon the scale of the emergency.  

These are: 

 

The Core Support Group 

The Core Support Group, led by the Incident Manager, will manage and 

coordinate the response.  It will liaise with other WSCC services and agencies 

to ensure effective management. 

 

The Area Support Team 

The Area Support Team will attend the educational establishment to provide 

advice and identify the support needs of the establishment.  Where requested, 

it will: 

• establish a Family and Friends Reception Centre; 

• help to manage the media; 

• lead arrangements for welfare support and counselling; and 

• liaise with other agencies as required. 

 

The Travelling Team 

The Travelling Team will travel to the vicinity of the emergency if off-site to 

provide support to the group leader, staff and group.  It will: 

• support family and friends attending the vicinity; 

• liaise with local emergency services, the British embassy and other 

organisations; and 

• assist with the repatriation of the group and staff, including the injured 

and deceased where appropriate. 
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Section 1: Introduction 
 

This plan relates to: 

• An event which threatens the safety of children, staff or the educational 

establishment premises. 

• An incident which affects the community within which the educational 

establishment is based. 

• A crisis which might affect the public reputation of the educational 

establishment. 

  

This plan provides a generic guide to actions that should be considered by the head of 

establishment, his / her nominated deputy, and the establishment’s Emergency 
Management Team in case of an emergency in the educational establishment, local 

community or during an off-site activity. 

 

It also covers procedures for an incident occurring during the working day and out of 

hours. 

 

Levels of Emergency 
 

Sad Event 

An event, such as the unexpected death of a teacher or child, which was not directly 

witnessed by those affected.  Managed by establishment staff under normal day-to-

day arrangements with appropriate support as necessary from WSCC. 

 

Critical Incident 

More serious events affecting people or premises such as: 

• a tragic or shocking event directly witnessed by those affected, for example, a 

serious road traffic accident or the sudden death of a young person or member 

of staff; or 

• serious fire, flood or damage to premises. 

 

Cannot be managed without some assistance from WSCC or other agencies. 

 

Serious Emergency 

Emergencies where children, young people, or staff have suffered a traumatic event, 

life-threatening injuries or are in danger whilst in the care of the establishment, 

whether on or off-site. 

 

These are managed by establishment staff but may require considerable support from 

WSCC the emergency services and other agencies. 
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Section 2: On site emergencies – 

activation 
 

Information about an incident may come from a staff member, child, parent, member 

of the public, the emergency services or West Sussex County Council. Whoever 

receives the alert should ask for, and record, as much information as possible. 

 

If you are dealing with an emergency which has taken place during an off site 

visit, please turn to Section 4. 

 

Name and contact details of the caller (Try to authenticate caller) 

 

 

 

Details of the incident (Including actual words used by caller) 

 

 

 

Who else has been informed? 

 

 

 

Exact location of the incident 

 

 

 

Casualties 

 

 

 

Any action taken so far 

 

 

 

Name of contact at the scene 

 

 

 

Notes 

 

 

 

 

If appropriate, call 999 for the police, fire or ambulance service, giving the 

information above. If in doubt, call 999. 
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Immediately inform the Headteacher or Deputy Head. If neither is able to respond 

(they may be involved in the incident) the senior person present must follow the 

instructions from the checklist of initial action below. 
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Checklist of initial action by head of establishment or nominee 

 

1. Assess the situation. 

 

2. Take immediate action to safeguard children and staff where necessary. 

 

3. Determine whether or not to implement the school evacuation procedures where 

necessary. 

 

4. Call for support: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note:  These numbers should only be used in an emergency. Do not give them 

to the press, parents or members of the public. 

 

5. Log all communications and actions. 

 

6. Depending on the scale of the incident, consider assembling an Emergency 

Management Team from pre-identified staff (see Appendix 3) to assist with the 

response and relieve them of their normal duties. 

 

7. Refer to the list of emergency contact numbers in Appendix 3 for additional 

support, if required. 

 

8. Where possible, avoid closing the educational establishment and try to maintain 

normal routines. 

 

9. Having activated this emergency plan, go on to Section 3.  

 

Dial 999 if appropriate 

In hours 
8.00am–6.00pm Mon-Fri: 

01243-642104 

Give: 

• Your name 

• Your telephone number 

• Where you are calling from 

• Details of what has happened and 

where 

• Details of those involved 

Then call: 

Out of hours 
6.00pm – 8.00am weekdays 

and all weekend: 

01444 411738 

Give: 

• Your name 

• Your telephone number 

• Where you are calling from 

• Details of what has happened 

and where 

• Details of those involved 
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Section 3: On site emergencies – roles 

and responsibilities 
 

Stage 1 – establishing the response for the Emergency Management Team 
 

Check list for Lead Coordinator (head of establishment or nominee) Tick 

Ensure you have an overview of the situation and don’t become bogged 
down in responding – try and delegate tasks to appropriate staff. 

 

Act as a central contact point for information both internally and 

externally BUT leave most of the communications and disseminating 

information tasks to the person allocated that role. 

 

Take time out if you need it – this is YOUR emergency and you won’t be 
able to respond effectively if you burn out. 

 

Ensure relevant authorities are informed of the emergency (e.g. Fire, 

Police and Ambulance). 

 

Ensure that accurate, factual information is available for those arriving at 

the scene. 

 

Have a designated person to meet emergency services to give information 

- exact location of the emergency, who may need rescuing and their 

location and any individual hazards (e.g. chemicals) that may be present. 

 

Liaise with the police, fire and ambulance services, West Sussex County 

Council, and other organisations who may become involved. Act as the 

main contact to coordinate the response and provide your contact details. 

 

Allocate tasks amongst the Emergency Management Team as appropriate, 

immediate focus on safeguarding. 

 

Inform the chair of governors / Head of Youth Service (if applicable).  

Consult with the emergency services / West Sussex County Council 

regarding informing parents of injured and non-injured children. Ensure 

parents of any injured children are immediately informed of what has 

happened and where their son / daughter is. In event of a major incident, 

the police will give advice regarding naming badly injured people or 

fatalities. You may also need to inform next-of-kin of any staff who have 

been involved. 

 

Ensure all staff maintain a log of actions and decisions.  

Arrange administrative / secretarial support for your team, if required.  

Hold regular Emergency Management Team meetings to keep everyone 

up to date with current information. 
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Check list for Welfare Coordinator Tick 

Remain calm, as this will then calm other staff and children.  

Take actions to secure the immediate safety of children and staff – this 

may include evacuation or keeping children and staff inside the building / 

classroom (sheltering). 

 

Establish the whereabouts of all children, staff, and visitors using 

timetables, registers and the visitor’s book, and make a list of those 
unaccounted for. Pass this information on to the emergency services. 

 

Consider any welfare needs for children with special needs and 

medication. 

 

Consider any welfare needs and support to staff.  If a prolonged response, 

ensure a rota is established to ensure proper rest. 

 

 

 

Check list for Communications Coordinator Tick 

Consider emergency communications needs. Dedicate lines for incoming 

and outgoing calls and arrange extra support for reception.  Use 

designated emergency centre / room. 

 

Line to be used for incoming calls only: 01243 552055  

Line to be used for outgoing calls only: 01243 552900 (Office FAX Line)  

West Sussex County Council’s Communications team may be able to 
assist dealing with enquiries from the public.   

During office hours, call them on: 01243-642104 

Outside office hours call: 01444-411738 

 

Inform people quickly, simply and factually to prevent rumours which can 

cause great distress in a crisis situation. 

 

 

 

Check list for Media Coordinator Tick 

West Sussex County Council can give advice on briefing the press and 

help with the preparation of statements and press releases. 

During office hours, call them on: 01243-642104 

Outside office hours call: 01444-411738 

(See also Appendix 4). 

 

Ensure that any media access to the site, staff and children is controlled. In 

a major emergency, the police may deal with the press and prevent 

intrusion onto the site.  

Be aware of the potential problems caused by the spread of 

misinformation through children / staff use of mobile phones.  

 

If applicable, try to direct media enquiries to WSCC’s Communications 
team. 

 

It may be appropriate and beneficial for the head of establishment or a 

nominated representative to make a press statement or be interviewed 

after liaising with WSCC. 

 

Do not allow the press onto establishment premises or give them access to 

children unless there is a specific reason and permission and consents are 

in place – the police may help with this in a major emergency. 

 

If there is likely to be a high media presence at the establishment, it may 

be appropriate to pre-designate an area for media vans and journalists if 
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they arrive at the establishment and from which interviews can be given.  

This may prevent the media blocking access routes to the establishment or 

intimidating children and staff. 

 

 

Check list for Resources Coordinator Tick 

Activate the designated emergency centre / room.  

Ensure access to the site for emergency services.  

Turn off water, gas and electricity supplies if necessary.  

Open / close parts of the educational establishment as required.   

Ensure the security of the educational establishment premises.  

If there is damage to property or resources then a list will need to be made 

of what has been damaged or destroyed for insurance purposes.  Ensure 

the Risk Protection Arrangment Team have been notified of the incident 

as early as practicable, as a loss adjuster may need to be instructed. 

 

It may be necessary to procure resources for use in the emergency – 

WSCC may be able to help with this. 

 

 

 

 

Stage 2 – Ongoing response 
 

Check list for Lead Coordinator (head of establishment or nominee) Tick 

Provide regular briefings for staff, and continue to liaise with the 

emergency services and West Sussex County Council (Core Support 

Group or Area Team). 

 

Consider implementing Recovery Team – See Section 7.  

Try to maintain normal routines as far as possible.  

Tell the staff involved to prepare a written log of their involvement, 

noting events and times. Inform West Sussex County Council's health and 

safety staff (01243-752311) who will advise on reporting procedures and 

inform trade unions if necessary. In the event of serious injuries or a 

fatality, the Health and Safety Executive should be informed within 24 

hours. Staff may wish to submit draft reports to trade union legal officers. 

 

Allocate tasks amongst the Emergency Management Team as appropriate.  

 

 

Check list for Welfare Coordinator Tick 

Establish a staff rota and ensure that staff take regular rest periods.  

Identify children and staff who are badly affected by the incident and may 

require extra support. 

 

Make arrangements for reuniting children with their parents.  

Take account of religious and cultural factors, and consider contact with 

leaders of local faith communities. In particular, some faiths may wish to 

hold funerals within 24 hours of death, so swift and sensitive enquiries 

must be made to ascertain whether it would be appropriate for 

representatives of the school, including children, to attend.  Liaise with the 

police. 
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Check list for Communications Coordinator Tick 

Inform children, in groups as small as practicable, considering the best 

way to impart tragic news – educational psychology department may be 

able to assist. 

 

Inform parents of children not directly involved in the incident, as decided 

by the head of establishment or nominee. Use any existing arrangements, 

such as a telephone tree, for contacting parents quickly and efficiently.  

 

Receive visitors to the school, ensuring they sign in and out and are issued 

with identification badges. 

 

 

 

Check list for Media Coordinator Tick 

Liaise with West Sussex County Council communications staff to prepare 

a press statement, to be agreed by the head of establishment and 

Children’s Services. Decide an ongoing strategy for dealing with the 
press. 

 

Be prepared to be interviewed by the press if necessary.  

 

 

Check list for Resources Coordinator Tick 

Establish a safe and secure base for the Emergency Management Team.  

Arrange an appropriate place to receive parents and guardians of children 

involved. 

 

Obtain approval from the Risk Protection arrangement Team to source 

suppliers/contractors. 

Urgent incident notifications 0113 2462040. 

 

 

 



 

December 2014  Page 40 of 88 

Section 4: Off-site emergencies – 

activation 
 

The Group Leader will immediately inform the designated emergency contact person 

(or head of establishment) of any off site activity emergency that occurs. 

 

Initial action by the designated emergency contact person (or head of 

establishment) 

 

1. Maintain a written record of your communications and actions using this pro forma 

and a logbook. 

 

2. Offer reassurance and support. Be aware that all involved in the incident (those at 

the site, your establishment and you) may be suffering from shock or may panic. 

 

3. Find out what has happened. Obtain as clear a picture as you can. Who informed 

you of the incident?  Try to authenticate the caller.  (It could be a child, parent, 

member of the public or staff, emergency services or West Sussex County council.) 

 

Initial contact 

Name: 

 

 

Telephone number: 

 

 

Additional telephone 

numbers: 

 

 

Where are they now, 

where are they going? 

 

Notes: 

 

 

 

4. Record the details of the off-site activity / visit during which the incident occurred: 

 

Details of off-site activity / visit 

Location and nature of 

visit: 

 

Name of person in charge 

of visit: 

 

Telephone number(s): 

 

 

Number of staff on the 

visit: 

 

Number of children on the 

visit: 

 

Number of other people 

present: 
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5. Record the details of the incident: 

 

Details of incident 

Date and time of incident:  

Location of incident: 

 

 

What has happened? 

 

 

People affected (including 

names, injuries, where they 

are / will be taken to): 

 

Emergency services 

involved and advice they 

have given: 

 

Names and locations of 

hospitals involved: 

 

Arrangements for children 

not directly involved in the 

incident: 

 

Name of person in charge 

of your group at the 

incident (include telephone 

numbers): 

 

 

6. Discuss with the person in charge of the group what action needs to be taken and by 

whom.  Enter this information into your logbook. 

 

 

7. Contact West Sussex County council for support 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note:  These numbers should only be used in an emergency. Do not give them 

to the press, parents or members of the public. 

 

8. Depending on the scale of the incident, consider assembling an Emergency 

Management Team to assist with the response. 

 

In hours 
8.00am–6.00pm Mon-Fri: 

01243-642104 

Give: 

• Your name 

• Your telephone number 

• Where you are calling from 

• Details of what has happened 

and where 

• Details of those involved 

Out of hours 
6.00pm – 8.00am weekdays 

and all weekend: 

01444-411738 

Give: 

• Your name 

• Your telephone number 

• Where you are calling from 

• Details of what has happened 

and where 

• Details of those involved 
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To provide appropriate support to educational establishments, WSCC has defined the 

term ‘major emergency’ as… 

 

‘Emergencies where children, young people, or staff have suffered a traumatic 
event, life-threatening injuries or are in danger whilst in the care of the 

establishment, whether on or off-site.’ 
 

9. Having activated this emergency plan, go on to Section 5. 
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Section 5: Off-site emergencies – roles 

and responsibilities 
 

Action list for the emergency contact (or head of establishment) 

 

Communication Tick 

Inform school staff as appropriate, depending on the time and scale of the 

incident. 

 

Consider emergency communications needs. Dedicate lines for incoming 

and outgoing calls and arrange extra support if required. 

 

Line to be used for incoming calls only 01243 552055.  

Line to be used for outgoing calls only: 01243 552900.  

Consult with the emergency services / West Sussex County Council 

regarding informing parents of injured and non-injured children. Ensure 

parents of any injured children are immediately informed of what has 

happened and where their son / daughter is. Record what their plans are, 

e.g. to travel to their son / daughter, any assistance they need and any 

means of communications with them. In event of a major incident, the 

police may give advice regarding naming badly injured people or 

fatalities. You may also need to inform next-of-kin of any staff who have 

been involved. 

 

Inform parents of any other children on the visit but not directly involved 

in the incident. Decide which parents should be informed and by whom 

and contact them as appropriate. Wherever possible, parents should first 

hear of the incident from the educational establishment (or from the 

person in charge of the group), not from hearsay or from the media. 

Information given must be limited until the facts are clear and all involved 

parents / next-of-kin are informed. 

 

Inform the chair of governors/Head of Youth Service, if applicable.  

During office hours, call the West Sussex County Council emergency 

contact: 01243-642104 

Outside office hours, call West Sussex County Council’s emergency 
helpline: 01444-411738 

 

Support from other organisations may be required (please see section 8). 

Contact details are available in Appendix 3. Examples of support include: 

• Assistance at the educational establishment by the WSCC Area 

Support Team or the WSCC Travelling Team at the site of the 

incident. 

• Help with arranging transport between the incident, parents and 

the educational establishment. 

• Help with media management, including press statements and 

interview briefing. 

 

If the visit is abroad, and the incident results in any medical or other 

expense, the Trust’s  travel insurer’s Marsh or appropriate tour operator’s 
emergency helplines, should be informed as soon as possible.  

(Collaboration with any applicable tour operator’s emergency response 
plan will be important.)  The emergency helplines can also provide 
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general assistance such as political evacuation, instability, liaise with 

embassies, loss of luggage, airport assistance and so on. 

Inform children and staff at school and their parents. Remember that 

information given must be limited until the facts are clear and all involved 

parents / next of kin are informed. In the event of a tragic incident, seek 

support about the best way to inform children and to support them 

afterwards.  Staff, children and parents should be asked to avoid talking to 

the media. 

 

Consider implementing Recovery Team – See Section 7.  

 

 

Media management Tick 

Introduce, if necessary, controls on school entrances and telephones.   

Designate a senior member of staff as primary liaison person.  

Liaise with WSCC’s Communications staff as early as possible, and work 

with them to prepare a press statement, to be agreed by Operations 

Director of WSCC Learning Service, and the head of establishment before 

release. 

 

 

 

Resources Tick 

Refer to your establishment’s plan of buildings and pre-designated rooms 

/ spaces for incident response centre, family and friend’s reception area, 
quiet area, media – if appropriate - and so on. 

 

Arrange a quiet space to receive parents of the children involved as they 

arrive at the school and ensure someone is there to meet and greet them. 

 

 

 

Reporting of accidents Tick 

Tell the staff involved to prepare a written log noting events and times. 

Inform local authority health and safety staff (During office hours, call 

01243-642104, outside office hours, call 01444-411738) who will advise 

on reporting procedures. Any serious injury or fatality must be reported 

immediately to the Health and Safety Team who will notify the Health 

and Safety Executive. Staff may wish to submit draft reports to trade 

union legal officers. 
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Section 6: Activity Card for off site 

Leader in Charge 
 

(To be taken on visit with other information) 

 

 

 

Immediate action in an emergency Tick 

Assess the situation and take immediate action to ensure the safety of 

children and staff. 

 

Establish if anyone is injured and how. 

 

 

Call the emergency services if necessary. 

 

 

Be aware that you and others may be suffering from shock. 

 

 

 

 

Next steps Tick 

Give clear details of what has happened and who is involved.  

Discuss with the emergency contact person (or head of establishment) who 

should inform parents and next-of-kin of children and staff.  The police 

will inform next of kin if there have been fatalities.  

 

The emergency contact person (or head of establishment) should contact 

West Sussex County Council if further help is required – if they are 

unavailable you may have to do this. 

During office hours, call them on: 01243-642104 

Outside office hours call: 01444-411738 

 

Avoid speaking to the media – if necessary direct them to West Sussex 

County Council’s communications staff. 
During office hours, call them on: 01243-642104 

Outside office hours call: 01444-411738 

 

Staff and children should be told to avoid talking to the media or spreading 

what has happened unnecessarily (particularly via use of mobile phones – 

consider confiscation).  

 

Make notes of what has happened, any phone calls made and your actions.  

Keep in contact with the emergency contact person (or head of 

establishment). 

 

Emergency Contact Numbers 

Give your name and telephone number, 

where you are calling from and details of what has  happened 

and where, & details of those involved. 

Emergency services (including Mountain rescue) 

UK:  999 

Europe:  112 

For support from WSCC: 

In hours (8am-6pm  Mon-Fri) 

+44 (0) 1243 642104 

Out of hours: 

  +44 (0) 1444-411738 

 Trip Emergency Contact Numbers 

Give your name and telephone number, 

where you are calling from and details of what has happened 

and where, & details of those involved. 

In hours (8.00am – 6.00pm Mon-Fri) 

……………01243 552055……………… 

Out of hours 

…………07779 996731 (SBM)…… 

Alternative contact 

 …………07830 110534 (Head)…… 
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Section 7: Post incident welfare, stand-

down and recovery 
 

As soon as possible after the emergency Tick 

Visit injured children / staff.  

Consult with and involve parents in the aftermath of an emergency.  It is 

particularly important to communicate with parents of children who have 

been involved, and ensure that their needs and wishes are taken into 

account. 

 

Liaise with parents regarding plans for attendance at funerals.  

Liaise with parents regarding plans for attendance / representation at 

memorial services. 

 

Arrange debriefing meetings for staff and children.  Staff should not be 

expected to perform a counselling role unless they are trained to do so.  It 

is also important not to underestimate the impact of an emergency on 

staff, which in some cases may be greater than the impact on children. 

 

Arrange debriefing meetings for the head of establishment and Emergency 

Management Team. 

 

Identify and support high-risk children and staff.  

Promote discussion of the emergency.  Staff can help children by being 

aware of the most frequent and normal reactions of children to a traumatic 

emergency (fear, guilt, anger, confusion) and other normal reactions that 

may be seen (such as withdrawal, aggression, nervousness, depression).  

Some of the following responses may be appropriate: 

• Do not minimise the effect of loss upon the child – recognise the 

uniqueness of the child’s feelings 

• Listen to the child – do not attempt to stop his / her references to 

the emergency 

• Show that you are prepared to listen and offer reassurance 

• Show that you care by offering genuine support and empathy. 

 

Consider the need for individual or group support.  

Help affected children and staff to return to the educational establishment.  

Seek advice on legal issues from Risk Protection Arrangement Team.  

Continue to liaise with the Insurance team in respect of any potential 

insurance costs arising from the incident. 

 

 

In the longer term Tick 

Arrange an incident debrief for staff who were involved in the response.  

Initiate a review of the educational establishment emergency response 

plan, evaluating its effectiveness and incorporating any lessons identified. 

 

Consult staff and decide whether and how to mark anniversaries.  

The impact of some incidents can continue for years, so thought may need 

to be given to ongoing identification and support measures for both 

children and staff who are affected. 

 

Remember that legal processes, enquiries and news stories may bring 

back distressing memories and cause upset within the educational 

establishment. 
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Remember to make any new staff aware of which children and staff were 

involved and how they were affected. 

 

Complete the relevant paperwork and supply invoices in relation  

to any insurance claim arising from the incident to the insurance  

team or appropriate tour operator’s insurer. 

 





 

December 2014  Page 49 of 88 

Section 8: Support and assistance 
 

The following agencies may provide support and assistance: 

 

St Philip Howard Catholic High School Emergency Management Team: 

• Coordinate the educational establishment’s response to an emergency. 
• Fulfil specific roles as outline in Section 3 and Section 5. 

 

Establishment staff: 

• Follow procedures for evacuation, shelter or lockdown (outlined in Appendix 

5) when necessary to secure the safety of children. 

• Provide children with information and reassurance. 

• Assist Emergency Management Team in carrying out tasks relating to 

emergency response as far as they are able. 

 

School governors/Management Committee: 

• Support the school during the incident and throughout the recovery process. 

 

West Sussex County Council  

Children’s Support Services: 
• Coordination of assistance throughout West Sussex County Council (Core 

Support Group / Area Support Team / Travelling Team). 

• School transport. 

• Administrative support. 

• Educational Psychologists. 

• Welfare services / emotional support. 

• Additional accommodation. 

• Health and safety advice. 

• Insurance Advice. 

 

Communications: 

• Press statements. 

• Advice and assistance with media management. 

 

Fire and Rescue Service: 

• Fire fighting. 

• Life saving and rescue. 

• Chemical spillage clean-up. 

 

Insurance: 

• Confirmation of cover available under the policies. 

• Manage claim expectations. 

• Instruct loss adjuster and advise insurers. 

• Instruct disaster recovery specialists. 

• Claim management. 

 

Legal: 

• Legal advice. 
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Occupational health: 

• Advice and support on health issues. 

• Counselling service for staff. 

 

Resilience and Emergencies Team: 

• Operational / logistical support. 

• Emergency planning support. 

• Communications support. 

• Debriefing. 

• Activation of specific emergency plans if required. 

 

Police 

• Overall control of the emergency response (depending on emergency). 

• Media relations. 

• Contact with bereaved families. 

• Criminal investigation. 

 

Ambulance service 

• Emergency medical response. 

• Transportation of casualties to hospitals. 

• Access to other health services. 

 

Trade unions 

• Information resource & support services for members. 

• Health & safety responsibilities (consultation, investigation and joint 

inspection). 

• Will be informed by health & safety staff of incidents causing / threatening 

injury. 
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Appendix 1: Closing your school due to 

extreme weather 
 

This section describes the policy and associated arrangements related to closing the 

school due to extreme weather conditions, both before the start of the school day and 

during the school day. 

 

Schools are expected to remain open in all but the most extreme circumstances. 

Closing at short notice may cause difficulties for families if they need to make 

arrangements for children to be cared for during the school day. Any children at the 

school should remain there until the head teacher is satisfied that appropriate 

alternative arrangements have been made. 

 

Head teachers are best able to judge the severity of the journeys faced by both 

children and staff but should always consider safety in arriving at a decision. When to 

take the decision to close the school is important; it must balance the benefits of an 

early decision (avoiding unnecessary journeys and providing parents with enough 

time to arrange childcare) against the drawbacks (finding that the situation is not as 

bad as initially feared). 

 

Monitoring information about travelling conditions from the emergency services 

and weather warnings from the Met Office 

 

The Headteacher will monitor the information that will be presented to stakeholders 

of the school. Information that needs to be communicated will be done through the 

school website and Schoolcomms. The Head’s PA will action this upon the 
Headteacher or, if in their absence, the senior member of staff available’s decision. 

 

 

Keeping the school open with fewer staff present than usual 

 

The Headteacher or their deputy will designate all members of staff to appropriate 

posts to put the safety of the students first. Teaching and support staff may be 

redeployed from their normal duties to supervise students and retain a normal school 

timetable. 

 

 

Resources available to prevent the school closure, mitigate the effects of the 

weather or reduce risk 

 

The School Business Manager will work closely with the Premises Manager and his 

team to ensure all resources required to prevent the school from closing are in place, 

such as grit supplies and fuel stocks which will be considered and ordered as 

necessary. Appropriate signage will be put in place ready for emergency situations, 

such as slippery floor, additional parking and speed notices.  
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Assistance in arranging school transport 

 

Please contact your transport provider(s) as early as possible with information about 

closure (their knowledge of local road conditions may be able to help inform the 

decision making).  It is also essential that transport providers have the school’s ‘out of 

hours/emergency’ contact number. This will enable them to communicate any 
difficulties they may have with providing a service during extreme conditions.  

Transport providers will be reminded of the importance of having an out of 

hours/emergency contact number for their schools and of informing you of their own 

‘out of hours/emergency’ contact number 
 

The transport company have been provided with the Headteacher’s personal home 
telephone number for out of hours contact.  

 

 

Publicising the school closure to relevant parties 

 

In the event of a decision being taken to close a school because of deteriorating 

weather, the school will contact: 

• The media (e.g. local radio) 

• Parents / guardians / children / staff 

• West Sussex County Council Contact Centre on 0845 075 1007 

(Note: WSCC will alert schools of the Emergency School Closure Dedicated 

Telephone Number, and when to use it, should one be set up at any time) 

 

The school will also: 

• Update its website. 

• Arrange for a recorded message on the school telephone giving information 

on the closure for parents/guardians 

 

The Headteacher will contact the Emergency Response Team and Chair of Governors. 

Then the internal contact triangle will be put into play for staff to be made aware of.  

 

 

Special arrangements to ensure examinations can still take place 

 

The Headteacher will liaise with the Exams Office who will ensure all appropriate 

measures are taken and that we abide with the appropriate examination boards.  

 

 

Reassuring children and guardians if examinations cannot take place 

 

The Headteacher/Examinations Officer will provide a communication for parents and 

guardians that will be published via Schoolcomms and the school website advising of 

instructions for examinations that cannot take place.   
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Emergency arrangements in case children / staff are stranded at the school 

 

The Emergency Response Team will organise for a central location for staff and 

students to gather (Sports Hall). Refreshments will be available from the canteen. 

Emergency Service access is available from 3 doors in the Sports Hall. Telephones as 

well as the school mobile will be made available for staff and students to contact 

appropriate persons.  

 

 

HR issues associated with staff absence (e.g. payment of staff unable to get to 

work) 

 

HR issues will be dealt with after the emergency at the discretion of the Headteacher. 

The Headteacher will seek appropriate advice from the School Business Manager with 

regards to payroll deadlines, to prevent and inconvenience to staff.  

 

 

Provision of remote learning 

 

The Senior Leadership Team will be responsible for planning and implementing 

remote learning with Heads of Departments arranging additional lessons.  
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Appendix 2: Establishment site 

information and risk assessment 
 

Please find attached at the back of this plan an up to date detailed plan of the 

establishment showing the location of cut off valves for gas, electric and water. 

 

Please contact Mr D Bliss Premises Officer telephone 07771 645489 

In order to isolate utility services. 

 

Other authorised person are: 

Mr D Carter Headteacher 

Mr D Murray Premises Officer 

A designated member of staff from the SVSC 

 

Once you have ascertained the cause of the fire, rectify any visible faults you need to 

press ‘reset’ which can be found on the control panel behind Main reception. 
 

The school only has one road access route, and two footpath entrances front and rear. 

Main Reception 01243 558250 

Fax 01243 552900 

School mobile 

Walky Talky radios are also to hand and can be located with the Premises team 

 

Specific information relating to on-site hazards 
 

Hazardous materials can be found in the Science laboratory, ground floor of new 

block. 

 

There are three registers held on site, one in the science laboratory, one in the cabinet 

under the fire alarm panel and one in the premises manager’s office advising of what 
hazardous chemicals are stored on site. 

 

The asbestos register is held by the Premises Manager. 

 

There are no oil tanks or fuel storage facilities on site. 

 

Specific information and procedures relating to off-site external hazards 
 

There is a railway line at the back of our site, but it is not close enough to present a 

real hazard. 
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Appendix 3: Emergency contacts list 
 

Staff identified for incident response 

This should be updated in response to changes and reviewed annually. 

Key 

holder? 

Name Role Home 

telephone 

Mobile phone Notes 

 

Yes 

Dave 

Carter 

Head of 

establishment 

 

01737 

224628 

07830 110534  

 

Yes 

 

Dave 

Bliss 

Premises 

Officer 

 

01243 

587725 

07771 645489  

 

Other contacts 

 

Key 

holder? 

Name Role Home 

telephone 

Mobile 

phone 

Notes 

 

Yes 

Danny 

Murray 

Premises 

Officer 

01903 859421 07933 

742427 

 

 

Yes 

Andrew 

Clarke 

Deputy 

Head 

 07967 

80739 

 

 

Yes 

 

Kevin Dart Lettings and 

Security 

Officer 

01243 551055 07951 

101637 

 

 

 

Jill Alcorn Business 

Manager 

01903 779436 07779 

996731 

 

 

 

 

External contacts 

 

 

Organisation Contact number 

West Sussex County Council – to obtain emergency 

support from any of the following: 

Resilience and Emergencies Team 

Communications (Press office)  

Outdoor Educational Adviser 

Educational psychology / welfare service 

Human resources 

Occupational health 

School travel assistance 

Insurance & Risk  

Health and safety 

In hours 

8.00am–6.00pm Mon-Fri: 

01243-642104 

 

Out of hours 

6.00pm – 8.00am weekdays 

and all weekend: 

01444-411738 

School’s usual bus company WSCC Transport 

01243 753530 

Stage Coach South 

01243 755888 

Off-site insurance emergency number  
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Lifeline Plus (AIG) +44 (0) 1273 552922 

The Foreign Office (Links with British Consulates) 

www.fco.gov.uk 

020 7008 1500 

Local radio station Spirit FM 01243 773600 

Met Office Weathercall (60p per minute from a UK 

landline) 

www.weathercall.co.uk 

09068 500 400 

The Samaritans 

www.samaritans.org 

08457 909090 

Teacher Support Network (Trained support and 

counsellors available 24hrs) 

08000 562 561 

Right Management Corecare (Independent 

counselling service subscribed to by WSCC) 

0800 1116 387 

Health Protection Agency 0844 967 0069  

West Sussex County Council – to obtain day-to-day 

advice from any of the following: 

Resilience and Emergencies Team 

Communications (Press office)  

Outdoor Education Adviser 

Educational psychology / welfare service 

School travel assistance 

Insurance & Risk  

Health and safety 

 

 

03302-222400 

03302-222002 

03302-228344 

01403-229591 

03302-228344 

03302-222721 

01243-752025 
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Appendix 4: Communications 
 

Seek support from – they may be able to assist dealing with enquiries from the public.  

Contact West Sussex County Council’s Communications team:  
During office hours, call them on: 01243-642104. 

Outside office hours call: 01444-411738. 

 

 

Telephone lines 
 

Designated outgoing line 01243 552900 main office fax line. 

 

The first telephone point after reception will be the Headteacher’s office 01243 
558206 

 

.  In the event of power failure this may provide a useable line when a powered 

switchboard system may not work. 

 

 

Communicating with parents 
 

If an emergency occurs during the school day, the Headteacher will prepare a 

communication which will be sent to parents via Schoolcomms and will be put onto 

the School Website. There will be staff made available to speak with concerned 

parents who arrive at the school. 

 

If an emergency occurs before or after the school day, during the weekend of in the 

holidays the Headteacher has a standard prewritten communication which will be sent 

to staff, parents and guardians via Schoolcomms and will be put onto the School 

Website (enabling companies delivering goods to be pre warned).  All of which can 

be accessed from the users homes. 

 

As well as communications via our website, we will place notices on the school gates 

informing companies of any disruption that applies to them. Booked contractors will 

be contacted by the School Business Manager with any necessary changes. 

 

Answerphone message is set in the main school office. Full Instructions are beside the 

phone so that any authorised person can activate the change. Full training is given by 

the IT Team. The message can be changed remotely by a member of the IT Team. 
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Appendix 5: Evacuation and shelter 

plan 
 

Attached at the back of this plan is a detailed up to date plan of the School showing 

evacuation routes and assembly points.   

 

The school will assemble on the School field as is done when the fire alarm is 

sounded. 

 

In the case of a bomb alert the school will assemble at the rear of the school field. 

 

PEEP’s will be brought out to the evacuation point in every emergency by a member 
of the administration staff and the Welfare Assistant. 

 

In the event of the School field not being accessible staff are advised to escort 

students to the car park at the back of the Co-op Supermarket as a safe place. 

 

The School’s sheltering evacuation point is the car park at the back of the Co-op. 

 

In the event of an incident that requires sheltering indoors, the staff are advised to 

keep the students inside their classrooms and lock all doors and windows. 

 

In the event of a lockdown (intruder) the staff are advised to lock their classroom 

doors and windows and request the pupils to lay on the floor under the tables. Staff 

and pupils are not to leave their area of safety until they have been informed by a 

member of staff or a recognisable police officer that it is safe to do so. Silence and 

stillness must be maintained at all times during a lockdown once an area of safety is 

reached. 

 

Notices of emergencies  

Fire alarm – sirens 

Bomb alert – one long ring of lesson change over bell 

Sheltering – fire alarm siren then advise of safe place when all together and accounted 

for 

Lockdown – four long rings of the lesson change over bell 

 

Our nearby ‘place of safety where pupils and staff can be taken if unable to return to 
the establishment for some time is Barnham Village Hall. 

 

Our ‘buddy’ establishment is Ormiston Six Villages Academy, Lime Avenue, 

Westergate, Chichester, West Sussex, PO20 3UE.  

Tel: 01243 546800 

Fax: 01243 546810 

Email: office@ormistonsixvillagesacademy.co.uk 

. 

 

The same regulations will be put into place as if a fire alarm (except in the case of a 

lockdown).  Student registers will be printed, visitor books will be collected and staff 

mailto:office@ormistonsixvillagesacademy
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registers will be taken to the assembly point and be completed by the appropriate 

designated member of staff. 

 

The Headteacher will make the decision as to whether students are sent home.  If this 

happens then parents/guardians will be contacted and registers will be used to monitor 

who is still on site. 
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Appendix 6: Business continuity  
 

Business continuity planning 
 

Our priorities 

 

This table lists the key activities / services we provide and the maximum time within which they need to be restored. 

 

Activity 

number 

Key activity / service Description Is this a statutory duty? When do you 

aim to have 

this 

reinstated 

by? 

When must it 

be reinstated 

by? 

1 Facilitate examinations 150 students take their GCSE 

examinations in June each year. 

Yes < 1 day < 1 day 

2 Provide catering Lunches are provided to 1100 

students and staff each day. 

a) Yes for 51 eligible 

students 

b) No for others 

< 1 day a) < 1 day for 

eligible 

students 

 

b) < 3 days for 

others 

      

      

 

 

Impact of failing to deliver key activities / services 

 

This table describes what will happen if the key activities / services are not provided and the likelihood and impact of the failure to occur.  

Provision could be interrupted by a loss of people, premises, technology, information, supplies or stakeholders. 
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Activity 

number 

Description of failure to deliver activity / service Likelihood 

Low/Medium/Hi

gh 

Impact 

Low/Medium/Hi

gh 

Evaluation 

1 150 students will be unable take their GCSE examinations in June 

each year.  Affects educational development of student as exams will 

have to be rearranged for a later date or taken at another facility. 

Low High High 

2 Lunches will not be provided for a)students and b)staff.  Failure to 

meet statutory requirement regarding eligible students. 

a) Low 

b) Low 

a) High  

b) Low 

a) High 

b) Low 

     

     

 

 

Actions to be taken in the event of disruption affecting key activities / services 

 

Disruption to People  

 

Timeframe Business continuity strategy Actions list 

< 4 hours Ascertain how many teachers are unavailable and from 

which areas 

 

Arrange for supply teachers to attend 

Amalgamate classes to ensure student safety/send students 

home 

Inform / seek support from Schools Support Service if 

appropriate 

 

< 24 hours E.g. To ensure normal staff levels are restored E.g. Ensure alternative staff have been sourced 

< 1 week   

< 1 month   
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Disruption to premises  

 

Timeframe Business continuity strategy Actions list 

< 4 hours Decide whether or not to open or / keep open all or part of 

establishment or to close all or part of it. 

Ascertain which parts of the establishment have been 

affected 

Inform staff, students and parents / guardians and media if 

school is closed 

Inform / seek support from Schools Support Service if 

appropriate 

< 24 hours If closed, decide when each area will be reopened Inform staff, students and parents / guardians and media if 

school when the school is expected to be fully opened again 

and if it will be done in stages 

Assess damage and instruct repairs to be carried out 

Inform / seek support from Schools Support Service if 

appropriate 

< 1 week If repairs unable to be carried out, ensure alternative 

premises are found 

Hire alternative premises / portacabins 

Inform / seek support from Schools Support Service if 

appropriate 

< 1 month   

 

 

Disruption to technology 

 

Timeframe Business continuity strategy Actions list 

< 4 hours Fall back to paper record keeping and work with IT services 

to establish recovery time 

Ensure people are aware of expected recovery time 

< 24 hours Determine scale of problem and potential impact Record potential / real impacts 

Purchase / source equipment as required 

Place order with suppliers 

< 1 week Ensure recovery on is track Chase suppliers 

< 1 month Ensure recovery is complete Request notification when delivered and installed / repaired 
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Disruption to information 

 

Timeframe Business continuity strategy Actions list 

< 4 hours Determine scale of problem and potential impact Contact students if their personal information is lost. Advise 

them to contact their banks / change passwords etc as 

appropriate 

< 24 hours Source temporary supply of brochures and student 

information (course materials, confirmations) 

Order replacement materials 

< 1 week   Ensure delivery of brochures and student information 

(course materials, confirmations) 

< 1 month   

 

 

Disruption to supplies 

 

Timeframe Business continuity strategy Actions list 

< 4 hours Instigate rationing wherever possible Inform staff that supplies are low and should be conserved. 

< 24 hours Utilise supplies from elsewhere Contact like establishments for short term assistance 

< 1 week Instruct alternative supplier Purchases ordered. 

< 1 month   

 

 

Disruption to stakeholders 

 

Timeframe Business continuity strategy Actions list 

< 4 hours Determine who else will be affected by the incident. Check who else is using the establishment, adult education 

classes, independent nursery school. 

< 24 hours Contact stakeholders and work with them to find alternative 

premises.   

Inform all stakeholders of disruption and likely 

reinstatement date. 

Inventory 
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Equipment inventory 

 

Description Make Model number Serial number Purchase price Purchase date Location 

Safe Chubb 587CS 56098452-1 £600 25/03/2001 Head’s office 

 

Full Inventory 

help 

electronically by 

Assistant 

Network 

Manager and 

Finance Assistant 

 

      

 

Data / IT systems 

 

Data / IT system Users requiring access Backed up? Where is the back up held? 

Head of establishment’s electronic 
files 

 

1 Yes Backed up daily onto West Sussex County Council’s 
network 

 

Cloud system used 

   

 

Paper-based records 

 

Document Location Duplicated? Where are duplicates held? 

School emergency plan School office Yes Off-site with head of establishment, deputy head of 

establishment and caretaker 
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Appendix 7: Pandemic influenza plan 
 

Pandemic influenza action check list 
 

(This appendix has been written specifically with schools in mind, but many of the 

actions will be applicable to other educational establishments and should therefore 

be adapted for use by them.) 

 

School Closures 

Depending on the circumstances at the time, schools may be advised to close for 

children for some, or all, of a pandemic.  The school will receive this information 

from central Government via WSCC.  Department of Education’ (DfE) advice, 
however, is that staff should still be asked to continue to work if they are not ill, 

caring for dependants or authorised to work at home.  This is consistent with 

Government advice to employers across all employment sectors. 

 

In West Sussex a safe staff-working ratio has been determined as at least one 

teacher/teaching assistant per class, with one other person spare for health and safety 

purposes.  Class ratios should be based on one adult per 30 children. 

 

For short periods of emergency lasting no longer than 1-2 hours, larger staff/pupil 

ratios may be acceptable, but must be based on any ratio of staff to children the 

school’s leadership team considers appropriate and fit for purpose, e.g. while it might 

be appropriate for the head of establishment to take a large number of children all 

together, at the same time, it would not be appropriate for that number to be taken by 

a non qualified teacher. 

 

The following people are empowered to make a decision on the closure of the school: 

 1)  The Headteacher or in his/her absence 

 2)  The Deputy Head or in his/her absence 

 3)  The Assistant Heads or in their absence 

 

The School Business Manager will inform WSCC of the closure. 

 

Infection control guidance 

The DoE guidance on infection control has been provided to all staff and added to the 

curriculum.  This will be repeated each term. 

 

The School Welfare Assistant has been tasked with the provision of infection control 

materials / equipment as recommended in the DoE guidance and the following 

arrangements have been put in place: 

 

Availability of hot water, drinking water, paper towels and disposable cups in the 

medical room.  Hand wash, latex gloves and emergency spillage compound to clean 

blood or vomit is also available. 
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The School Business Manager has been tasked with meeting with the contracted 

cleaning services (or other stated service provider) to ensure that during a pandemic 

the provision of service will meet the requirements detailed in the DoE guidance. 

 

If a member of staff or child arrives at school with flu-like symptoms, or develops 

them during the day, you should remove them from lessons immediately.  The 

member of staff should be sent straight home and told to seek medical advice.  The 

child should be isolated in the medical room, located in the main block until 

arrangements can be made to get them home. 

 

Make sure good personal hygiene is maintained by everyone at the school 

  

Personal protective equipment (PPE) 

A stock of PPE was delivered to schools and other establishments in September 2009.  

Our PPE is kept in the medical room and has an expiry date of July 2015.  The 

Welfare Assistant is responsible for issuing PPE and ensuring that stocks are 

replenished as they get low or approach their expiry date.  The Welfare Assistant will 

ensure stocks are replaced by June 2015. 

 

Training in the use of PPE  

Health and Safety Officers delivered training on the correct use and disposal of PPE 

to the Welfare Assistant who will, in turn, train other staff when it is issued. 

 

Safe disposal of PPE  

Existing procedures for disposal of PPE are: regular collection by PHS waste 

collection service of the clinical yellow waste bin.  Telephone 01962 715551.  The 

sharps container is disposed of and replaced by the community nurses when required. 

 

Communication and provision of information 

During a pandemic the school will communicate with staff, students, parents / carers 

via the following systems / arrangements; 

 

Text, parent mail, email and the school web site.  The Headteacher only notify the 

local radio station. 

 

Draft letters and information sheets have been prepared in advance and included at the 

end of this section.  They will also be provided in  

   

 Polish 

 

Remote learning arrangements have already been described in Appendix 1. 

 

The Senco has been asked to consider how relevant information will be made 

available to students who are hearing or sight impaired and for those with special 

educational needs. 

 

A paper copy of staff contact telephone details, is attached to this plan in case 

computer systems are unavailable and are updated by the School Receptionist using 

Sims Personnel. 
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A paper copy of students, parents / carers contact details, including email addresses, is 

attached to this plan and in case computer systems are unavailable and are updated by 

the School Receptionist using Sims Personnel. 

 

Business continuity arrangements 

Cover for absent teaching staff will be arranged by: 

 1)  The Cover Manager or in his/her absence 

 2)  The Cover Supervisors or in their absence 

 3)  The Finance Assistant 

 

The School Business Manager has been asked to list non-teaching jobs in priority 

order and consider job shadowing so that the highest priority jobs can be maintained 

in the event of staff absences. 

 

Cover for absent non-teaching staff will arranged by: 

 1)  The Head’s PA or in his/her absence 

 3)  The Admissions Administrator 

 

Pastoral arrangements 

The Headteacher asked to consider what pastoral arrangements need to be put in place 

for students and staff during or following a pandemic and whether any additional 

facilities or training could be put in place in advance. 
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Pandemic influenza recovery plan 
 

The following people are empowered to make a decision on the re-opening of the 

school: 

 1)  The headteacher or in his/her absence 

 2)  The Deputy Head or in his/her absence 

 3) The Assistant Heads or in their absence 

 

The school will re-open on Insert date. 

 

The Headteacher will inform WSCC of the reopening. 

 

The following teaching staff will be available to return to work: 

 >>> Insert name <<< will return on >> Insert date << 

 >>> Insert name <<< will return on >> Insert date << 

 >>> Insert name <<< will return on >> Insert date << 

 >>> Insert name <<< will return on >> Insert date << 

 >>> Insert name <<< will return on >> Insert date << 

 >>> Insert name <<< will return on >> Insert date << 

 

 

The following non-teaching staff will be available to return to work: 

 >>> Insert name <<< will return on >> Insert date << 

 >>> Insert name <<< will return on >> Insert date << 

 >>> Insert name <<< will return on >> Insert date << 

 >>> Insert name <<< will return on >> Insert date << 

 >>> Insert name <<< will return on >> Insert date << 

 >>> Insert name <<< will return on >> Insert date << 

 

Year groups will return on the following dates: 

Year group >>> Insert year group <<< will return on >> Insert date << 

Year group >>> Insert year group <<< will return on >> Insert date << 

Year group >>> Insert year group <<< will return on >> Insert date << 

Year group >>> Insert year group <<< will return on >> Insert date << 

Year group >>> Insert year group <<< will return on >> Insert date << 

Year group >>> Insert year group <<< will return on >> Insert date << 

Year group >>> Insert year group <<< will return on >> Insert date << 

The curriculum will be adjusted in line with the above. 

 

The following facilities will not be available until: 

>>> Insert facility <<< will be unavailable until >> Insert date << 

>>> Insert facility <<< will be unavailable until >> Insert date << 

>>> Insert facility <<< will be unavailable until >> Insert date << 

>>> Insert facility <<< will be unavailable until >> Insert date << 

 

The Welfare Assistant will discuss the provision of transport with contracted provider 

if applicable. 

 

County Transport, telephone 01243 753530, will be contacted to notify all contractors 

supplying the school with bus transport. 
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The operations manager of Stage Coach, telephone 01243 755888, will also be 

notified as students also use public transport buses to and from school. 

 

The Business Manager will discuss the provision of meals with provider if applicable. 

Sodexo, telephone 01793 512112, who will contact the canteen manager and West 

Sussex County Council, telephone 01243 777100, to recommence provision of school 

meals for students and staff. 

 

Staff, students and parents / carers will be informed that the school is reopening by the 

following methods: Schoolcomms, email and text, local media and the school website 

 

The Admissions Administrator will record details of the reopening on school answer-

phone. 

 

The School Business Manager will organise with the cleaning contractors to ensure 

that all areas are disinfected prior to reopening to staff or students. 

 

The Child Protection Office will consider whether there may be a need for 

bereavement counselling for both staff and students. 

 

The Headteacher will consider if there is a need for a memorial service. 
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Draft letters and information sheets 
 

West Sussex County Council’s Learning Service will provide template letters to send 

to parents and staff once the strain of flu has been identified by the World Health 

Organisation and specific advice is made available.  These will seek to raise 

awareness and provide current and updated information. 
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Appendix 8: Training and exercising 
 

Training record 

 

Training title Areas covered Date Attendees 

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

Exercise record 

 

Date Brief details of 

exercise 

Aspects of 

plan tested 

Actions 

identified 

Outcome of 

actions 
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Appendix 9: Bomb threats and 

suspicious packages 
 

Bomb threat prompt card for reception staff 

If you receive a telephone call from someone who claims to have information about a 

bomb, perform the following actions: 

 

Actions Tick 

1. Stay calm.  

2. Let them finish the message without interruption. Try to record 

EXACTLY what they say, especially any codeword they might give. 

 

3. Make a note of: 

• The exact time of the call  

• The caller’s sex and approximate age 

• Any accent the person has, or any distinguishing feature about 

their voice (e.g. speech impediment, state of drunkenness) 

• Any distinguishable background noise. 

 

4. When they have finished the message, try to ask as many of the 

following questions as you can, being cautious to avoid provoking the 

caller: 

• Where is the bomb? 

• What time is it due to go off? 

• What kind of bomb is it? 

• What does it look like? 

• What will cause it to explode? 

• Why are you doing this? 

• What is your name? 

• What is your address? 

• What is your telephone number? 

 

5. Dial 1471 – you may get the details of where the phone call was made 

from, especially in the case of a hoax caller. 

 

6. Report the call to the police and the head of establishment / nominated 

deputy immediately. In the extremely unlikely event that there was a 

codeword with the message, and the location of the bomb was given as a 

location other than the school, follow the same procedure – report the call 

immediately to the police, and then notify the head of establishment. 

 

 



 

August 2014  Page 73 of 88 

Guidance on suspicious packages 

The likelihood of a school receiving a postal bomb or suspected biological / chemical 

package is very low. However, you should be aware of the immediate steps to be 

taken if you receive a suspicious package or come into contact with a biological or 

chemical substance. 

 

Postal bombs or biological / chemical packages may display any of the following 

signs: 

• Grease marks or oily stains on the envelope or wrapping  

• An unusual odour including (but not restricted to) almonds, ammonia or 

marzipan 

• Discolouration, crystals on surface or any powder or powder-like residue on 

the envelope or wrapping (suspect biological / chemical threat) 

• Visible wiring or tin foil  

• The envelope or package may feel very heavy for its size  

• The weight distribution may be uneven  

• Delivery by hand from an unknown source or posted from an unusual place 

• If a package, it may have excessive wrapping  

• There may be poor hand writing, spelling or typing  

• It may be wrongly addressed, or come from an unexpected source  

• No return address or postmark that does not match return address 

• There may be too many stamps for the weight of the package.  

 

If you suspect that a letter or a package may contain a bomb: 

 

Instructions Tick 

Stay calm.  

Put the letter or package down gently and walk away from it.  

Do not put the letter or package into anything (including water) and do not 

put anything on top of it. 

 

Ask everyone to leave the area (including classes if necessary).  

Notify the police and the head of establishment / nominated deputy 

immediately. 

 

Do not use mobile phones or sound the alarm using the break glass call 

points. 

 

 

If you suspect that a letter or a package may contain a biological or chemical threat: 

 

Instructions Tick 

Stay calm.  

Do not touch the package further or move it to another location.  

Shut windows and doors in the room and leave the room, but keep 

yourself separate from others and available for medical examination. 

 

Notify the head of establishment / nominated deputy immediately.  

 

The head of establishment / nominated deputy should then: 

 

Instructions Tick 

Notify the police immediately on 999.  
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Ensure that any air conditioning system in the building has been turned 

off, and that all doors (including internal fire doors) and windows have 

been closed. 

 

Evacuate the building, keeping people away from the contaminated room 

as far as possible. 

 

Keep all persons exposed to the material separate from others and 

available for medical attention. 

 

Anyone experiencing symptoms of chemical exposure (e.g. streaming 

eyes, coughs and irritated skin) should seek medical attention 

immediately. 

 

 

If anyone believes they have been exposed to biological / chemical material, they 

should be encouraged to: 

• Remain calm 

• Avoid touching their eyes, nose or any other part of their body 

• Wash their hands in ordinary soap where facilities are provided. 
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Appendix 10: Emergency arrangements 

for other services using the school site 
 

You may use this section to record any separate emergency procedures for other 

services using the site (e.g. Sure Start, play schemes, after-school clubs) or any 

additional arrangements relating to extended services at the school. You may need to 

create additional appendices if there are several other services using the school site. 

 

Consider whether it is necessary to add extra points to the action checklists in the 

main body of the plan to ensure these procedures are integrated into the school’s 
emergency response.  
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Appendix 11: Log keeping 
 

Basic principles 

Notes should be contemporaneous or made as soon as reasonably practicable after the 

incident (that is, within 24 hours).  They must be clear, intelligible and accurate. 

 

What to use to record your log 

• Hardback notebook 

• Numbered pages 

• Bound so that pages cannot easily be removed (i.e. not ring-bound or spiral-

bound) 

• Use permanent black ink. 

 

How to write the log 

• Note all relevant facts in chronological order 

• Stick to the facts – (if you are using assumptions to show your reasoning for 

making a decision, make it clear) 

• If you make a mistake, cross it out with a single line (so that what is 

underneath is still visible) and initial it 

• Do not overwrite – if you make a mistake, cross it out, initial it and start again 

• Do not leave large blank spaces between words or between entries 

• Do not use correction fluid 

• Unused space after the end of a series of entries should be ruled through with 

a ‘Z’ then signed in full, dated and timed 

• Record important statements, questions, comments and answers in direct 

speech 

• Sign, date and time each series of entries at their close 

• Make a note of the time the log began and ended 

• Record where the log was made 

• Check the log for mistakes immediately afterwards – if a mistake is found it 

should be crossed out in red ink, and an alphabet notation should cross refer 

to the corrected entry which should be made on the next available page, 

signed, dated and timed 

• Use plain language and correct grammatical English 

• Avoid approximations and abbreviations  

• Do not miss out key words 

• Do not use arrows or dashes. 
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Ensure initial details of the incident are properly recorded in Section 2 for ON-SITE emergencies; or Section 4 for OFF-SITE emergencies 

before using the continuation form below. 

 

 

CONTINUATION SUMMARY OF INFORMATION  DATE:  PAGE NO:  

Time 

(24hrs) 

Information received 

Include contact name and details 

Decision made and action taken 

Include reasons why and option considered 

Reference 

(If avail.) 

Intls 
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CONTINUATION SUMMARY OF INFORMATION  DATE:  PAGE NO:  

Time 

(24hrs) 

Information received 

Include contact name and details 

Decision made and action taken 

Include reasons why and option considered 

Reference 

(If avail.) 

Intls 
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Appendix 12: Heatwave Plan 
 

12.1 Met Office Heat-Health Watch 
The Met Office, in association with the Department of Health operates a Heat-Health Watch system 

in England and Wales from 1st June to 15th September each year. 

 

There are four alert levels: 

• Level 1 - Summer preparedness and long-term planning 

o This is the minimum state of vigilance during the summer.  

• Level 2 - Alert and readiness 

o Triggered as soon as threshold temperatures are forecast for at least two to three days 

ahead or forecast that there is a 60 per cent chance of temperatures being high 

enough (31°C daytime and 16°C at night for the south east) on at least two 

consecutive days to have significant effects on health.  This is an important stage at 

which to act and reduce harm from a potential heatwave.  

• Level 3 - Heatwave action 

o Triggered when the Met Office confirms threshold temperatures have been reached 

for one day and the following night.  The forecast will include the likely duration and 

temperatures of the heatwave.  

• Level 4 - Emergency 

o Reached when a heatwave is so severe and/or prolonged that its effects extend 

outside the health and social care system. At this level, illness and death may occur 

among the fit and healthy, and not just in high-risk groups. 

 

12.2 Notification 
WSCC will notify schools by email when the Met Office issues a Level 2 Alert. 

 

12.3 Impact 
High temperatures affect people of all age groups and climate change is likely to lead to an increase 

in heatwaves throughout the UK.  Temperatures both outdoors and indoors may rise to such an 

extent that precautions to prevent children suffering from heat stress or heat exhaustion may need to 

be taken. 

 

Higher temperatures can also affect children's ability to learn.  In hotter temperatures, we will see: 

• Adverse effects on reading and maths skills 

• Reduced reading speeds 

• Reduced performance on complex tests 

 

Which children are likely to be most affected by high temperatures? 

Children’s susceptibility to high temperatures varies; those who are overweight or who are taking 
medication may be at increased risk of adverse effects.  Children under four years of age are also at 

increased risk. 

 

Some children with disabilities or complex health needs may be more susceptible to temperature 

extremes.  Contact the school nurse, community health practitioner, family health visitor or the 

child’s specialist health professional for advice on the particular needs of the individual child.  
Schools need to provide for children’s individual needs.  Support staff should be made aware of the 
risks and how to manage them. 
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Actions to take if heat stress or heat exhaustion is suspected 

Teachers, assistants and school nurses should look out for signs of heat stress and heat exhaustion. 

 

Heat stress 

Children suffering from heat stress will show general signs of discomfort (including those listed 

below for heat exhaustion).  These signs will worsen with physical activity or if left untreated and 

can lead to heat exhaustion or heat stroke. 

 

Heat exhaustion 

Signs of heat exhaustion include the following. 

• Irritability 

• Fatigue 

• Dizziness 

• Headache 

• Nausea 

• Hot, red and dry skin. 

 

Heatstroke 

Sweating is an essential means of cooling and once this stops a child is at serious risk of developing 

heatstroke.  Heatstroke can develop if heat exhaustion or heat stress is left untreated, but it can also 

occur suddenly and without warning. 

 

The following steps to reduce body temperature should be taken at once. 

• Move the child to as cool a room as possible. 

• Sponge the child with cool, (not cold) water and, if available, place cold packs around the 

neck and in the armpits. 

• Place the child near a fan. 

 

If a child shows signs of confusion, follow the steps above.  If a child loses consciousness, place the 

child in the recovery position and follow the steps above.  In both cases, call 999 or 112 for 

emergency medical assistance. 

 

12.4 Response actions 
 

If sensible precautions are taken children are unlikely to be adversely affected by hot 

conditions. 

 

Communication and provision of information 

During a heatwave the school will communicate with staff, students, parents / carers via the 

following systems / arrangements; Schoolcomms, email, school website 

 

Draft letters and information sheets have been prepared based on the following information in 

advance and included at the end of this section.  They will also be provided in the following 

languages; 

 

 Polish 

 

 

 

The school sun policy 
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All staff and students are reminded on a regular basis of the need to drink plenty of fluids, wear sun 

protection and hats during the Summer months. This is monitored by the Health and Safety 

Committee. 

 

Outdoors 

• On very hot days (i.e. where temperatures are in excess of 30°C) children should not take 

part in vigorous physical activity. 

• Children playing outdoors should be encouraged to stay in the shade as much as possible. 

• Loose, light-coloured clothing should be worn to help children keep cool and hats of a 

closed construction with wide brims should be worn to avoid sunburn. 

• Thin clothing or sun cream should be used to protect skin if children are playing or taking 

lessons outdoors for more than 20 minutes. 

• Children must be provided with plenty of cool water (the temperature of water supplied 

from the cold tap is adequate) and encouraged to drink more than usual when conditions are 

hot. 

 

Indoors 

Measures to avoid classrooms and other teaching spaces becoming unnecessarily hot are as follows. 

• Windows and other ventilation openings should be opened during the cool of early morning 

or preferably overnight to allow stored heat to escape from the building.  It is important to 

check insurance conditions and the need for security if windows are to be left open 

overnight. 

• Windows and other ventilation openings should not be closed, but their openings reduced 

when the outdoor air becomes warmer than the air indoors.  This should help keep rooms 

cool whilst allowing adequate ventilation . 

• Use outdoor sun awnings if available, or indoor blinds, but do not let solar shading devices 

block ventilation openings or windows. 

• Keep the use of electric lighting to a minimum during heatwaves. 

• All electrical equipment, including computers, monitors and printers should be switched off 

when not in use and should not be left in ‘standby mode’.  Electrical equipment, when left 
on, or in 'standby' mode generates heat. 

 

Maintaining children’s health during hot weather conditions 

• Encourage children to eat normally. 

• Encourage children to drink plenty of cool water on hot days. 

 

Other actions that can be taken include the following: 

• If possible, rearrange school start and finish times to avoid teaching during very hot 

conditions. 

• Use classrooms or other spaces which are less likely to overheat in preference to others, and 

adjust the layout of teaching spaces to avoid direct sunlight on children. 

• Oscillating mechanical fans can be used to increase air movement if necessary. 
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Appendix 13: Considerations for impacts of 

changing climate 
 

Our climate is changing.  We anticipate hotter, drier summers and warmer, wetter winters.  Studies 

have shown that the impacts of extreme weather on children are often underestimated.  Below is a 

table that shows potential impacts and how these might affect our school.  It has been completed to 

show what we can start to do about it now to make sure we’re prepared for the future. 
 

Coastal Impacts 

 
Examples of 

effects 

How these might these impacts affect what we do 

and how we do it? 

What we could you do about them 

Coastal flooding 

(inundation as a 

result of higher 

sea levels) 

  

  

 If the school flooded we would have to close until the 

water subsided and the damage was rectified. This 

would involve using an alternative location for a 

period of time. 

  

  

 Our only available protection would be sandbags but 

this would depend on the notice period we received. 

Coastal 

infrastructure & 

building damage 

  

  

 We are not close enough to the coast. 

  

  

  

Sea level rise 

 

 

 

Build defenses around the perimeter of the school 

grounds. 

  

  

If this became a regular occurrence then the relocation 

of the school may become necessary. 
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Temperature Impacts 

 
Examples of 

effects 

How these might these impacts affect what we do 

and how we do it? 

What we could you do about them 

Increased 

infrastructure 

temperatures: 

melting roads, 

buckling rail 

lines, 

  

  

Travel to and from school would be difficult 

  

  

 Remote learning 

Higher internal 

building 

temperatures 

  

Building may become too hot to work in safely 

  

  

 Air conditioning 

Higher outdoor 

temperatures and 

solar exposure 

  

  

PE lessons outdoors and outside break times and study 

would be limited 

 

 

More sheltered areas provided 

Demographic 

changes / 

migration  

  

  

 May impact on our pupil numbers 

 

 

Need to increase or decrease our capacity 

Increased heat-

related health 

impacts 

  

  

 Skin cancers, poor health generally 

 

 

Regular health checks for staff and students. More 

vigorous education on the effects of the climate 

Increased 

numbers and new 

species of 

vermin/pests 

  

Increase in number of bites, stings etc. Increase in 

Anaphylaxis, Veal’s Disease 

  

 

Regular inspections and precautionary measures taken 

Weather related 

business impacts: 

e.g. civil 

disturbance 

  

 Safety of students paramount, school may need to 

close 

  

 

Safety of students paramount, communication needs 

to be tight 
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Water availability 

 
Examples of 

effects 

How these might these impacts affect what we do 

and how we do it? 

What we could you do about them 

Water shortages 

/drought 

  

  

 Lack of drinking and toilet facilities 

  

  

Consider opening for fewer hours. Blocks in the toilets 

to use less water 

Long term 

infrastructure & 

building damage, 

e.g. subsidence 

from clay 

substrate drying 

out 

  

 Building may become unsafe 

  

  

Regular checks to identify any weaknesses or possible 

hazards 

  

 

Rainfall Impacts 

 
Examples of 

effects 

How these might these impacts affect what we do 

and how we do it? 

What we could you do about them 

Flooding 

Inability to get to or from the school, damage to 

resources 

  

  

Keep all materials off of floor level, make sure all 

electrical/IT equipment is not stored at low level. 

Keep abreast of the weather forecasts and ensure 

adequate supplies of sandbags. Make sure drains are 

cleaned regularly 

  

  

Health and safety 

considerations 

e.g. slippery 

surfaces, 

 Accidents in the car park, staff/students falling over 

  

   e team keep areas free from water where possible. 

Warning signs erected where there is a possible slip 

hazard. Barrier matting at all entrances 

  

  

Transport 

disruption e.g. 

roads closed due 

to flooding 

 Staff and students unable to reach school 

  

  

 

 

 

 

Remote learning 
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Storm Impacts 

 
Examples of 

effects 

How these might these impacts affect what we do 

and how we do it? 

What we could you do about them 

Infrastructure 

damage 

 

 

 

 

Lightening may strike the buildings and cause fire. 

Lightening may strike staff or students and cause 

serious or fatal injury. Power cuts also possible 

  

  

  

 

Make sure all personnel are inside during an electrical 

storm, keep vigilent of the path of the storm. Ensure 

all buildings have lightening protection and electrical 

plant is surge protected 

  

  

Buildings 

damage 

Areas of the school may become 

inaccessible/dangerous 

  

  Year groups may need to be sent home if safe to do so, 

areas of the buildings cordoned off. If the area is too 

large as to make the whole school dangerous then the 

buildings will have to be evacuated 

  

  

Health and 

Safety impacts 

e.g. trees falling 

Tree could fall on staff, students or roofs which could 

cause serious injury. May also fall through power lines 

and cut off electricity 

  

  

 Trees to be inspected on a regular basis and any issues 

to be rectified 

  

  

Transport 

disruption e.g. 

power lines 

down due to 

storms 

 School may be inaccessible or return home may be 

impractical 

  

  

Contingency plans for having to remain on the school 

site after normal hours should the need arise. School 

may need to not open if the event is earlier enough in 

the day/overnight 
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Emergency Plan – Room requirements 

 
 

School Office    Incident Room 

 

Head of Year Office    Chair of Governing Body base 

 

Chaplaincy Centre    Receipt of distressed or bereaved parents 

 

Hall      Parent communication centre 

 

Sixth Form Centre    Press Briefing Room 

 

Staff Room     Staff Meeting point 

 

Data Manager`s Office   Counselling room 

 

Assistant Head office   Counselling room 

 

Head`s Office    LT base 

 

 

 

 

 

Preparing the Sixth Form Centre for Press Briefings 

 
The rear door to the Sixth Form Centre should be locked shut 

 

Only the central area of the Sixth Form Centre should be used for briefing 

 

All student’s work MUST be removed from the centre prior to the briefing 

 

Any laptop computers and teacher’s markbooks etc to be removed from this room prior to the 
briefing. 

 

All computers to be turned off 

 

All furniture to be moved to the back of the room except chairs 

 

The person leading the briefing is to do so standing in front of the main exit 

 

Media to enter and leave by the main front door 

 

Member of the site team to man the entrance 
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At the end of the briefing the person leading can exit into the main building and members of the 

press can be ushered back out of the main front door and escorted off the premises and back outside 

the perimeter gates 

 

 

 

 

 

 

 

Out of School Emergency – Crisis Kit Content List 
 

Emergency bag containing:- 

 

General Items 

Folding raincoat 

Map 

Notebook and pens 

Cash - £30 plus £5 change 

Bottled water 

Snacks 

Paracetamol – staff use only 

Mobile phone and car charger if car being driven 

School credit card – this is stored in the school safe until required 

Wind up torch 

Wind up radio 

Hi-Vis Vest 

 

 

Trip specific 

Parent contact information 

Copy of consent forms 

Details of where the group are and how to get there 

Contact number for trip leader/contact on site 
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Decision Log Review Notes 

 
The aims of reviewing the incident are:- 

 

• To learn from the incident and our management of it by looking back at decisions taken and 

judging their effectiveness –  

 

• To thoroughly consider all our decisions and actions in preparation for any official enquiry 

or legal challenge at a later date 

 

Accurate recording of all details throughout the incident timeline are therefore vital. 

 

The logs from each meeting should be considered in turn, and accurate minutes kept of the 

discussions and review findings. 

 

These minutes must be kept with the Incident Management notes.    
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