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1.  AIM

To assist educational establishments in Dumfries and Galloway to develop a basic guide to manage any major incident in schools, by setting out the structures and procedures in an Emergency Planning Framework for Schools (EPFS).  It will outline the assistance and support that can be called upon from Dumfries and Galloway Council (the Council) and other organisations in an emergency.  This will ensure a readiness to respond to any major incident and provide an agreed framework within which people can work in a concerted manner.

In order to effectively respond to a whole range of incidents, it is the intention that this guidance be flexible, clear and understandable. 
2.  OBJECTIVES

This Emergency Planning Framework for Schools (EPFS) will – 

· Identify a range of crises, and potential hazards, which would constitute an emergency in schools.

· Outline and provide awareness of the roles and responsibilities of those who may be involved in an emergency response.

· Set out the activation procedure.

· Raise awareness of the resources and communications demand on schools and other agencies in responding to a major incident.

· Ensure effective media working.

· Provide details on how best to interact with parents / guardians.

· Make clear the importance of continually logging events.

· Give details on supporting people in the aftermath of an incident.

· Outline the basis for training and exercising in schools.

3.  INTRODUCTION
The risk of a major emergency occurring at or affecting one of Dumfries and Galloway’s schools is very low.  However, there have been incidences across the world in recent years and months, which show the need for preparedness.

We do not wish to be alarmist, and wish to reiterate that the risks are very small, however, we do want schools, to be well prepared to handle any emergency, and to minimise its impact.  There are thousands of fires in schools every year, yet there is minimal damage to life and property because staff and pupils are prepared.  This preparedness needs to be extended to all hazards schools face.  
We accept, however, neither is it realistic to assume that we can ever rely completely on pre-prepared plans nor possible to either plan for all eventualities but it is wise to have considered some potential situations. Careful planning when no crisis exists will allow the best and most thought-out response possible should the unlikely ever occur. At the least it will provide reassurance – particularly in a situation in which an emergency might threaten without actually happening. At such a time the knowledge that a well thought out plan of “who should do what” exists would be very reassuring.

A school which has anticipated a major incident, and which has considered management arrangements in response to an emergency will be more assured than even the most intelligent improvisation.  Schools should therefore prepare site specific plans in line with the main guidance given in this document (See Appendices).  

3.1 What constitutes an emergency?

There is a distinction drawn between relatively minor incidents that can be handled by routine arrangements and those which necessitate the activation of arrangements that are exceptional. The Council’s Major Emergency Scheme is in place to support lead agencies and all other partners in their response to major emergencies.                         

In terms of Schools, an emergency might be taken to mean anything which prevents normal educational activity from taking place to any significant degree. In many cases the priority for Schools Services will be to ensure that education continues as effectively as possible. While this will almost always be the case, a major emergency situation may arise at which the focus on learning would have to give way – temporarily – to the over-riding priority of surviving and recovering from the emergency.

An emergency would potentially arise from a range of circumstances. Some examples are as follows:
· Transport accidents

· Loss of school premises

· Unsafe structure

· Natural disasters including extreme weather

· Health hazards

· Toxic/chemical spill

· Bomb threat

· Fire

The following may seem even less likely, but are still possible and to be planned for:

· Pupil or teacher taken hostage

· Shootings

· Civil disturbance and terrorism

3.2 Levels of incidents
There are a number of different levels of possible incident which could affect Schools Services:-

(A) 
An event which causes a temporary problem for education in one establishment, without personal harm to anyone (e.g., school closure due to snow).

(B) 
An event which makes normal education within an establishment impossible for a lengthy period, though without personal injury (e.g. a night-time fire)

(C) 
An event which has the same effect as (B), but also involving injury and/or fatality (e.g. a fire or explosion in school hours).

A, B and C are all “single-establishment” incidents. The response would be centred on that establishment, with the Headteacher’s role being critical. In all cases, the Schools Services Management Team would provide support, with its role and that of other agencies increasing the more serious the incident. In a scenario such as C, however, the Police would take control. The Headteacher’s role in such a case would concentrate on the initial moments and then on the recovery stage.

(D) 
An event which affects a wider area than just the school, with serious community implications (some terrorist incidents – such as Lockerbie – would come into this category)

(E) 
A national catastrophe with a critical impact on normal life. Short of a war situation, the most likely event in this category would probably be a health crisis serious enough to cause widespread fatalities – whether of a “natural” kind such as an influenza pandemic or of a malicious nature such as a terrorist-caused biological attack.

In such incidents as these, Dumfries and Galloway Major Emergency Scheme would be activated The MES is activated in most circumstances by the emergency services and the Chief Executive would be directing all council resources in cooperation with the Strategic Coordinating Group led by the Chief Constable.
NB ‘The decision to initiate the emergency provisions of the Major Emergency Scheme will be taken by the Chief Executive of Dumfries and Galloway Council, or, if he is unavailable, an appropriate member of the Strategic Coordinating Group’ (MES, 2003) 
The Local Area Response Team documentation is currently being developed and reference will be made in a revised MES Partners Document (2009). 
.

There are also incidents, which do not require a full emergency response but which do require pre-planned procedures (perhaps particular parts of the emergency response), e.g.:

· The death of a pupil or member of staff

· The suicide or murder of a member of the school community

· Physical / Sexual Abuse

· Attack on Staff / Pupil

· Missing / Abducted Child

There are times when events completely outside school have an effect on the school community.  Effects of such events will normally be well handled within the school through the good relationships between staff and pupils and the wider school community.

4.  RESPONSE STRUCTURE

School Emergency Management Team

The roles and responsibilities of the people involved in an emergency will not always be the same.  Depending on the circumstance roles will alter.  This means that everybody should be aware of the overall requirements.

The site-specific plans will consider the fact that some schools have limited numbers of staff, so they will not necessarily have every member of the School Emergency Management Team.  The same applies for staff on school trips.  The roles and responsibilities will still be the same as outlined within the generic plan, but will be distributed around according to the staff available

When a major incident occurs either within a school or on a school trip, the  first level of response is operational.  Immediately a Schools Emergency Management Team (SEMT) will be set up at the scene, as the members (school staff) will already be on site.  Their job is to respond to the immediate effects of any incident.

The following will make up the Schools Emergency Management Team;

4.1  
Co-ordinator

There will be someone previously identified as the SEMT co-ordinator.  They will:

· Confirm there is an emergency. 
· Contact Schools Services (Woodbank 01387 260427) and Emergency Services if required (999).

The Major Emergency Scheme partners document 2009 is expected to require that Local Area Managers are informed of serious incidents at the school in the first instance and they will determine the level of response (see 1 previously) . Local Area Managers contact details should therefore be included within the Site Specific Plans 
· Consider the need to alert other colleagues and external agencies.  A 24-hour contact number is available through the Council Switchboard Care Call arrangements. (030 33 33 3000)

· Determine the appropriate level of response for an incident by way of existing Health and Safety guidelines.  Select the school staff for the necessary roles to achieve this.

· If necessary, clear the area.  Arrange to keep the pupils in school / send home. 
OR In accordance with the Briefing note on the Care and Movement of School Children during a Major Emergency, in conjunction with the MES Welfare Team ensure pupils transported to a designated emergency rest centre, 
· Control the situation:  

· Coordinate and direct the activities of the SEMT;

· Distribute the contents of the emergency kit bag accordingly (Appendix A);

· Collate all relevant information relating to the emergency;

· Draw up immediate course of action for the specific incident;


· Liaise with the police and other emergency services as required.  Ensure they are aware of any medical conditions of those involved.

· On school trips within the EC, produce European Health Insurance Card (EHIC) entitling staff and students to free medical treatment.

· Identify school media spokesperson.

· Provide regular staff briefings.

· Keep a comprehensive log of information received, relayed and actions taken.

4.2 
Deputy Co-ordinator
· Assist the coordinator in alerting colleagues and establishing the SEMT
· Coordinate and manage the staff in the SEMT
· Help to keep all staff regularly updated

· Monitor staff welfare

4.3 
 Teachers

· Evacuate the building as necessary

· Maintain supervision

· Ensure safety of pupils

· Provide information and offer reassurance

· Monitor pupils physical and psychological welfare

· Be accountable for all students whereabouts 

4.4  
Janitor

· Open appropriate parts of the school (providing it isn’t already open)

· Ensure site security 

· Provide information about site facilities/layout as necessary

· Assist with access/egress of the school

· Assist with traffic and crowd control

· In the event of evacuation check all classrooms, if safe to do so, to be sure that no on has been left in the building

· Liaise with the Emergency Services
4.5
School Media Spokesperson
· Issue the holding press statement.(Appendix C)
· Supply the media with basic information about the school (available from the School Fact File - Appendix D)
4.6  
 Police
· When the Police arrive they will take control of the incident and coordinate the response.  Until then it is up to the SEMT to manage the situation and then work with the Police and other emergency services.

4.7   Emergency Services
· Perform appropriate roles, as required.

5.   ACTIVATION


These instructions should be readily available throughout the school.

On discovery of an incident, assess the situation and take the following action:

· Remove people from the danger area.  Take care to ensure that this does not expose staff or pupils to other unnecessary danger.
· Assemble everyone in one place.  The names of those present must be checked against the register list.

· Summon the Emergency Services as quickly as possible (via 999).  Whoever makes the call must ensure the following information readily available: 

· Nature of the incident

· Emergency services required

· Exact location of the incident

· Numbers of casualties (if possible) and/or nature of injuries

· Location and telephone number where call is being made from

· Hazards which may be encountered by the emergency services at the site

· Alert will be initiated by the first person discovering the incident.  ALL emergency situations must then be reported to the Head or Depute Headteacher in the school by the quickest means possible. 
· All schools have procedures describing the actions to be taken in the event of an emergency.  These procedures cover circumstances that may necessitate school closure and evacuation and should be carried out appropriately.  

· Head Teacher (or nominee) rings the Service Director (Schools) / Area Manager to support the school as necessary  (Woodbank 01387 260427  or Council Switchboard  030 33 33 3000).
· Key personnel will be alerted using the cascade system where appropriate.

6.   COMMUNICATIONS


One of the greatest demands during an emergency is for information and regular updates.  People want to know what has happened and what is going to happen next.  This means that the needs of a crisis will place a great strain on existing communications, especially on many smaller schools with only one telephone line.  Clear lines of communication are crucial in the successful response to a crisis.  

Consider the number of extra communication facilities that will be needed to deal with:

· Incoming/outgoing calls to responding to agencies, partners, staff

· Contacting and receiving enquiries from parents

· Receiving general enquiries e.g. media

A separate telephone line should be identified specifically for outgoing calls.

The school website should also be updated with any relevant information regarding the emergency.

7.   MEDIA


Depending on the nature of the incident the media is likely to contact the school by phone or be present at the school within a very short space of time.  They can be very intrusive and will approach anyone to give them a story.  The school must aim to protect pupils, staff and parents from publicity, particularly in the initial stages following an incident.  

A good relationship with the media is essential and will help to avoid: 

· Inaccurate information being broadcast or published, which might lead to unnecessary upset, public alarm or concern

· Intrusion into the privacy rights of those members of the school 

· The risk of jeopardising any future investigation or enquiry

On the other hand, the media is an excellent way of: 

· Raising awareness of an incident 

· Obtaining vital information from the public.

It is therefore essential to have a pro-active strategy for managing the media whether they are local, national or international.

7.1 
 Guidelines for School Staff

Staff must be prepared to deal with the media trying to get live coverage, pictures and interviews.  It is not advisable to permit the press and television crews on the school premises or to give them access to staff or children.  Staff must be regularly reminded that all enquiries should be directed to and through the Council’s Media Spokesperson, as far as possible.  

However, in the initial stages of an incident, if the press approach the school before they have had the chance to speak to the Media Spokesperson, or before they have the full facts, a holding statement will be issued.  (See Appendix D for a sample template)  After that, the Schools Services or the Council Media Spokesperson will direct them on what action to take.  This is particularly relevant for incidents that occur during school trips.
8.   NOTIFYING PARENTS


Following a major incident schools need to ensure that they are communicating efficiently with parents in order to allay fears, and minimise concern or disruption.  Parents also need to be guided to ensure they do not distract emergency services and school staff from doing their jobs.

8.1 
 Notifying Parents
Schools must liaise with Schools Services prior to issuing information to parents, particularly where there is the possibility of legal liability, police action or a significant health issue.  

It is important to remember the following:

· Be sensitive, honest and caring

· Provide factual information

· Treat parents of the injured as individuals, not members of a group

· Set up good lines of communication such as a help-line including several phones all managed by people (rather than recorded messages).  

8.2 
 Methods of Informing

The method of communication will be determined by the nature of the incident.  In some circumstances a phone call or a letter home (see Appendix F) with the pupils would be appropriate, in other cases, a public meeting may be required.  In the event of a major incident involving death it will always be the police who will inform the next of kin.

This has to be done as soon as possible and with sensitivity.  For this reason it is obviously necessary to have parents contact details regularly checked and kept up to date.

8.3  
Advice on Telephoning
· Select staff members and brief them on the exact information to be given out.

· Get the calls done quickly – misinformation in the absence of specific knowledge can spread informally very quickly. Consider the use of GroupCall.
· Keep records of who has been contacted successfully.

· Give parents’ clear information and advice about what they should do next.

· Offer useful phone numbers for support or to obtain more information.

Set up a parents’ telephone line if necessary.

8.4  
At the Scene

If the incident occurred at school and the parents are gathered near the scene, separate them from other onlookers and the media, then inform to reassure them.  Try to keep them calm and keep them from interfering with the work of the emergency services and other such staff.

8.5  
Briefing Staff
It is necessary to keep staff briefed so that they may respond to questions and comments from pupils.  This is best done in a structured way at pre-determined times.

It will be a matter of judgement in relation to what information is conveyed to pupils, though there should be consistency in the information provided.  Care must be taken to ensure that children who may be vulnerable are treated accordingly.  


8.6  
Schools’ Emergency Plan
It is worth sending out a general letter to parents now informing them that the school and the Council have reviewed emergency planning procedures in place and give them information on the details that concern them.  
9.   LOGGING EVENTS


It is essential that everyone involved in responding to an emergency, start and maintain a written log as soon as possible.  The information contained in these logs will prove extremely useful and will enable your school to provide detailed information should it be required at a later stage, in preparing for debriefs or reports, and may be called upon in any subsequent inquiry or legal action.  It will also be useful for a post-incident review.  

9.1
  During an Incident
The incident log must be maintained from the beginning to the end of the incident.

They should include: 

· Date and time of actions

· Decisions

· Information 

· Messages received.  

A suggested form for this purpose is included in Appendix G.  

9.2  
After an Incident
When an incident is over these logs should be copied to: - 

· The Headteacher, who will forward a school log of events to the Service Director (Schools)
10.   RECOVERY 


The effective management of an incident involves providing support after the event as well as during the initial response phase.  The goal of recovery is to return to learning and restore the infrastructure of the school as quickly as possible.  Focus will be on students and the physical plant, and to take as much time as needed.  The ultimate aim is to return to a sense of normality.


Issues that may need to be addressed in the recovery phase are:
10.1 
Continuing Education 
As well as having a statutory duty to educate children, experts agree that the first order of business following a crisis is to return students to learning as quickly as possible.  This will involve helping students and families cope with separations from one another with the reopening of school after a crisis.

10.2 
Giving Support to those Affected
Those who are most likely to need assistance following recovery of a critical incident include pupils and staff, relatives and friends, helpers or recovery personnel, and the community.  It will be important to establish informal means of monitoring these people.  Specific advice and support will be provided through the Council.  They will determine if there is a need for intervention by a counsellor, social worker, educational psychologist, or other mental health professional.  They will also be able to help the school understand more about potential reactions amongst pupils, parents and staff, and will advise in ways to support them.  

Schools must remember that the effects of a crisis can reverberate for years.  School staff and pupils directly affected by an incident, may need support and assistance to re-integrate back into school life and in some instances, this will take some time depending on the circumstances.

10.3 
Information/Public Advice 

Schools need to keep students, families, recovery personnel and the community informed.  Let them know what developments have been regarding the incident, the support services the school are providing and other community resources available.  

10.4
 Restoration of Buildings and Utility Services 

Following a crisis, buildings and their grounds may need repairing and utilities may need reinstalling.  Conduct safety audits and determine the parts of the building that can be used and plan for repairing those that are damaged.


10.5
 Financial Management Issues 

Financial issues which will need to be dealt with during the course of the recovery phase include; the management of monies donated to disaster funds, establishment of an emergency cost centre, proper information for emergency expenditure, insurance claims and reimbursement of costs.  
10.6
 Formal Inquiries and Legal Considerations
In the event of an inquiry, certain factors need to be taken into consideration including maintaining records/logs and supporting those people involved.  The Schools Services will liaise with Legal and Administration Services to identify and document any legal considerations and restrictions that may affect the progress of recovery issues, which need to be observed.

10.7 
Lessons 
When a degree of normality has returned to the school it is advisable to have a structured debrief providing an opportunity for everyone involved to review their actions so as to evaluate the effectiveness of the incident response.  This will identify what went well and if any lessons can be learned for the future.  It can then be incorporated into revisions and training.  
10.8 
Anniversaries

The anniversary of an incident and other occasions (e.g. Christmas) will stimulate memories and feelings about the incident.  This underscores the notion that recovery will take some time and must be anticipated, especially as there will likely be media interest on the occasion. It is advisable to plan how anniversaries will be commemorated.  For instance, holding appropriate memorial services or other activities, such as planting a tree in memory of those affected by the incident. 
11.   TRAINING 


Training and exercising are vital parts of the emergency planning process.  It is of limited value having plans in place if people are not trained to perform in accordance with required procedures.  Wherever possible, people should be called upon to perform in an emergency the type of task with which they are already familiar – normal roles in exceptional circumstances.  


Schools will carry out their own training.  All schools practice fire drills but schools must consider practicing other unforeseen instances with pupils and staff.  In addition, schools must consider having training sessions with all staff to familiarise them with the plan and the schools procedures for different emergency scenarios. This should also include consideration of and preparation for ‘lockdown’ arrangements; specific guidance on lockdown will be circulated. The level of training within a school will, by necessity be very basic and will be restricted to regular short meetings to ensure that the staff involved are aware of their responsibilities and to ensure that documentation, and contacts numbers are up-to-date

The records of training must be maintained and monitored to assure that the information is current.  (See Appendix G)

APPENDIX A

EMERGENCY KITS 

It is a good idea to have at least two emergency kits in every school, so if one is inaccessible due to the incident (e.g. fire) you can access the other.  They should therefore not be placed close together but should be in secure locations, and accessible to all staff.  

The Emergency Kits should comprise of:

· Emergency Plan

· Log Sheets

· High Visibility Vests

· Hard Hats

· Band Name Badges

· Stationery and Clip Boards

· Log Sheets

· School Fact File

· Loud Hailer

· Whistle

In the event of an incident the following should be accessed, where possible, and used to augment the emergency kits:

· First aid kit. 

· Emergency contacts and medical details for all students and staff 

· Mobile phones

For information and to avoid confusion please note; 

Apart from Stranraer Academy and the 4 Dumfries Secondary Schools all the other Secondary schools in the region have a Rest Centre Box with contents similar to the ones listed in this document. The Rest Centre box is only to be used if the school is used as a Rest Centre under the Major Emergency Scheme and all the Secondary Schools in the region are designated Rest Centres under the Major Emergency Scheme.

APPENDIX B
INVENTORY OF SCHOOL RESOURCES
Communication facilities available during an emergency

Consider what you might need and where it is kept; eg.. 

	Item
	Where located
	Notes

	Telephones (s)
	
	

	Mobile Phones
	
	

	Fax
	
	

	Photocopier
	
	

	Television
	
	

	Flip chart
	
	

	Computer with internet/email
	
	

	Stationary, supply of incident logs
	
	

	School Fact File
	
	

	Teachers Handbook
	
	

	Head Teachers Handbook
	
	


APPENDIX C
HOLDING PRESS STATEMENT  TEMPLATE
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In the early stages all media statements agreed with the Council will be confined to the basic facts.

“At (time) today at (name of School) an incident occurred where (what factual consequences have been e.g. two children not named from this school have been taken to hospital following an incident in the playground involving a bicycle).  Because of the nature of the incident, the (which emergency services) are involved.  The police are now dealing with the situation.  A further updated briefing will be held (where and when).  In the meantime, any further information can be obtained from 01387  260330.
Avoid speculation as to the cause, who may be to blame or how it might have been avoided in the first place.  Do not get drawn into a debate.

APPENDIX D
SCHOOL FACT FILE (will be circulated separately for each school)
Early in an emergency, information will be scarce but media responders must be able to provide basic information.  A well-organised fact file prepared in advance, will include basic information about the school.  The press may not request all this information but it is worthwhile to have it available.  Fact files must be updated regularly and be free of jargon. 
The following will be included in the fact file:

· Full name of school

· Full address of school

· School website address

· More school information, including the area it serves, current school roll 

· Map of the surrounding area

· Photographs

· Emergency arrangements
· Information about  Dumfries and Galloway
· Information about  Dumfries and Galloway Schools
· Media contact number
APPENDIX E
TEMPLATE LETTER FOR PARENTS
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Dear Parent

Re: (Incident) on (date) (location)
This is to inform you that following the (incident) affecting pupils from this school, the school will remain closed for a number of days.  The earliest date on which it will reopen will be (date).  More information will be broadcast on Radio Westsound  and BBC Radio Solway, so please tune in at (time).  The Council’s Schools Service have an information line number you can call if you need more information, the number is 030 33 33 3000. Information is also available from the following website: http://www.dumgal.gov.uk
Please do not telephone or drive to the school.  Telephone lines and access roads need to be kept clear for essential personnel.

We recommend that pupils stay close to home during this difficult time.  We will endeavour to start teaching again as soon as possible.

Yours sincerely

Headteacher

    APPENDIX F
LOG SHEET
	Incident
	
	School
	

	Location
	
	Page No.
	

	Log Keeper
	
	Signed
	


	Date and

Time
	Contact from/to 

and Numbers
	Information Received/Given
	Action

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


APPENDIX G
TRAINING AND EXERCISE RECORD
Training

	Training Date
	People Involved
	Summary of Training
	Comments
	Next Date

	
	
	
	
	


Exercises

	Exercise Date
	People Involved
	Summary of Exercise
	Comments
	Next Date

	
	
	
	
	


APPENDIX H
CHECKLIST OF ACTIONS

Anyone who has ever been involved in an accident will know that people are often so stunned and shocked by what has happened that they are unable to think straight.  In order to overcome this problem it is recommended that each member of staff should have instructions detailing step by step what they should do in an emergency.  

It is suggested that these reminders be copied, cut and laminated to provide easily accessible information for each role in an emergency.

School Emergency  Management Team (SEMT) Co-ordinator

· Confirm there is an emergency

· Determine and call for the appropriate level of response e.g. Police, Fire, Ambulance etc

· Evacuate if appropriate 

· Grab the emergency kit bag and distribute its contents to staff 

· Ensure the safety of all children and adults – assess continuing risk

· Mobilise the school SEMT and delegate responsibilities to the staff

· Alert the Service Director (Schools) / Local Area Manager
· Place relocation on standby

· Identify school media spokesperson
· Gather as much information as is available 

· Liaise with the Police and other Emergency Services, tell them of any known medical conditions

· Produce European Health Insurance Card, if required

· Start and keep a log

Deputy Co-ordinator

· Assist the coordinator

· Coordinate and manage staff in the SEMT
· Start and keep a log

· Monitor staff welfare 

Teachers

· Evacuate the building in accordance with the appropriate procedures

· Maintain supervision of the children 

· Ensure their safety and security, as well as your own and other staff

· Provide information and offer reassurance

· Be accountable for all students’ whereabouts and safety under your care – liaise with the coordinator and emergency services, once the names of those present have been checked against the attendance list.

· Start and keep a log

Janitor

· Open appropriate parts of the school (provided it isn’t already open)

· Ensure site security

· Provide information about the site facilities/layout as necessary

· Assist with access/egress of the school

· Start and keep a log

· Assist with traffic and crowd control

School Media Spokesperson

· Issue the Holding Press Statement.

· Supply the media with basic information about the school (available from the School Fact File - Appendix E)

Schools Service / Local Area Response Team
· Start and keep a log
· Alert 
· Duty Emergency Planning Officer (EPO)
· Local Area Manager (if not contact by school)
· Organise transport for the pupils to be sent either home or to a rest centre.
· Arrange for families / guardians of pupils and staff involved in the incident to be contacted   
· Assist with the set up and running of the reception areas for survivors, friends and relatives.

APPENDIX I
SCHOOL LAYOUT PLAN

(Individual layout plans to be placed here)
APPENDIX J
SCHOOL  LOCKDOWN  PROCEDURES
(Draft; to be considered by school)

In the event of 

· external emergencies,

· intruders causing concern,

· aggressive dogs or

· any similar occurrence

immediate steps should be taken to secure all pupils, staff and any visitors inside the building in line with the following procedures:

Lockdown with warning i.e. when the threat is outside

Any incident should be brought to the headteachers attention immediately

· The headteacher will sound the school bell ten times as a warning and switch the system to manual 
· All children and adults will go inside the building;  pupils and teachers will go to classrooms where registers will be taken
· Close all doors and windows, draw curtains/ blinds, keep everyone away from windows. 
· A notice will be placed on the front door and the side entrance indicating an emergency/no one can enter/children are safe/go home/stay inside/listen to radio/wait for all clear
· The headteacher will nominate staff members to stand near the main and side entrances to the main building.
· The school is now in ‘lockdown’. Everyone stays inside; movement around the premises is kept to a minimum.
· If anyone, including parents/carers, arrives at school they are not allowed into the building after ‘Lockdown’, but are directed to the notices on the doors.

· Head Teacher switches on to Radio Westsound  and telephones the Dumfries and Galloway Emergency number 030 33 33 3000  ; otherwise telephone lines are kept clear.

· All children are kept calm; young children can be told that ‘we are closing the doors and windows and can’t move around the school because ******  just now’ (agree what would be acceptable and school circumstances.)
· Depending on circumstances when the ‘all clear’ is advised to the Headteacher, the headteacher will sound the school bell five times and switch the system back to automatic.

· Any classes who are off site should find the nearest building and advise the school of their whereabouts. 

Lockdown when, for example, an intruder is causing concern or an aggressive dog is on site

· Follow the same procedures as above, except for a notice on doors and members of staff standing near entrances 

· In addition, lock classroom doors 

· DO NOT lock exterior doors

· Turn off lights

· Keep out of sight

· DO NOT respond to anyone at the door until ‘all clear’ is announced.

Finally, remember that these procedures may be invoked in non-threatening circumstances to keep people away from areas where there may be a medical emergency or disturbance.

Dumfries and Galloway Council is very grateful to 


Shetland Islands Council for advice and guidance in preparing 


this Emergency Planning Framework for Schools








� The Local Area Response Team documentation is currently being developed and reference will be made in a revised MES Partners Document (2009).  It is anticipated that any serious incident at the school should be reported to the Local Area Manager in the first instance and depending on the scale of the event the Local Area Response Team can provide initial support and resources that, if required, they can be supported by the Major Emergency Scheme. 
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