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[bookmark: 1.__INTRODUCTION]1.	INTRODUCTION
[bookmark: 1.1_This_document_is_produced_as_part_of]1.1 This document is produced as part of the duty of care of St. Monica’s Catholic Primary School to its children, staff and all other stakeholders; and is designed to provide a clear framework to deal with all types of local and major emergencies.

1.2 Aims of the Plan

This Plan outlines the procedures to be followed in the event of an emergency and identifies:
· What constitutes an emergency
· When and how to implement the plan
· The people responsible for starting emergency procedures
· Individuals who have special roles in an emergency
· The off-site muster venues to be used in case of evacuations
· Check-off cards for the recovery team
· Damage limitation procedures
· Important contact details in cases of emergency.

1.2.1 The safety of our children, staff and other users is our paramount responsibility and this becomes even more important in the event of any emergency or critical incident. This Plan details the contingency measures to ensure that the safety and well-being of lives and property is protected at all times and that any loss, where unavoidable, is reduced to the barest minimum.

1.2.2 It is important that the actions taken during and after an emergency are proportionate and appropriate for the emergency; and that normality can be restored as soon as possible. Therefore, Emergency Officers have been trained; and emergency procedures rehearsed to ensure that the school’s response to emergencies are adequate, effective, appropriate and understood by all concerned.

1.3 DEFINITIONS AND ROLES

An Emergency is ‘any event (happening with or without warning) causing or threatening death or injury, damage to property or to the environment or disruption to the community, which because of the scale of its effects cannot be dealt with by the emergency services and local authorities as part of their day-to-day activities.' (Home Office: Dealing with Disaster, 3rd edition).

1.3.1 The severity of the incident and level of threat to lives and property will determine whether an emergency is major or minor. As a broad guideline, a Major Emergency is a situation where two or more statutory ‘blue light’ services are involved in the response to a situation. ‘Blue light’ services include police, ambulance, fire brigade, doctor-on-call, bomb disposal and other search and rescue organisations.

In a major emergency where more than two ‘blue light’ services are involved, one of the ‘blue light’ service personnel will take the lead in dealing with the situation. In this case, there will be a controlled handover from the school to the emergency services.


Emergencies include, but are not limited to:
· natural disasters such as floods and/or storms, snow storms etc.

· building or structural collapse
· gas or toxic gas leaks
· pollution from toxic gases or radioactive substances

· fire outbreak – within the school and in its immediate neighbourhood
· war or terrorism
· bomb scare (genuine or hoax calls)
· serious accidents, falls and personal injuries which could prove fatal
· personal injury to staff or pupils
· incidents on school trips and journeys
· assault/daytime intruders on or around the school
· missing children or suspected abduction
· serious property damage (theft, fire or vandalism)
· bereavement

1.3.2 Emergency Officers: these are the school’s designated officer(s), authorised to act and take decisions in emergency situations. The Headteacher is the Chief Emergency Officer and all incidents must be reported to her. See 2.5 for the full list of EOs.

1.3.3 Trust Duty Officer and the main point of contact at Hackney Education is: Tim Mahoney, Head of Facilities and Support Services/Business Continuity Manager. Tel: 020 8820 7352.

1.3.4 Local Authority Liaison Officer (LALO): The LALO is Hackney’s duty officer responsible for coordinating Hackney Council’s response to a major emergency. All requests from the LALO must be treated with urgency and passed on to the Chief Emergency Officer immediately for implementation.

1.3.5 Information management plays a vital role in any emergency. The information which may be required in an emergency should therefore be kept up to date and must include contact details of pupils’ parents/guardians and staff members’ next of kin.

1.3.5.1	The IT Server contains valuable information including student records, assessments and valuable administrative information. It is therefore important that the server backup is up to date, and kept off-site.

1.3.6 Record keeping during an emergency is crucial, especially where insurance claims or litigation arise as an aftermath of the emergency. It is therefore important to accurately record the following:
· Date and time of incident
· Details of the incident or any information received
· Who did what
· Who authorised what
· Expenditure incurred
· Outcomes

See the Check-off card in Appendix 3.

1.3.7 Designated Emergency Officers (EOs) for St. Monica’s Primary School are:

· Chief Emergency Officer – Mrs. Amanda Ruthven: Headteacher
· School Keeper – Mr. O. Henry (also Fire Warden)
· Assistant Headteacher – Mrs. Lenka Jallow
· Ms. June Downey – Fire Warden
· Ms. Michelle Hand – Fire Warden
· Ms Elizabeth Bart-Williams – School Business Manager (also Fire Warden)
· Mrs. Ann McLaughlin – Fire Warden


1.4 PREMISES, FACILITIES AND OPERATIONS COVERED BY THIS PLAN

PREMISES AND FACILITIES

Access: The school has four main access points, all of which are gated with entry codes:
· Side entrance gate on Mundy Street: used mainly by staff
· Main entrance gate on Hoxton Street: used mainly by parents, pupils, staff and visitors
· Car park access: used mainly by staff, suppliers and some visitors
· Side entrance gate on Mundy Street: used mainly by the pupils during school time and church parishioners (who park their cars on the playground during church service times).

Buildings: The school is in three sections:
· Main building: a two-floor building which houses the main offices, staff, music/IT, Intervention, PPA rooms, KS1 classrooms, main hall and kitchen on the ground floor; and KS2 classrooms on the 1st floor – accessed by two stairways at each end of the walkway and a lift;
· A detached single floor building housing the Early Years comprising the Reception and Nursery classes;
· A new building comprising the main school office and a Meeting room

A detailed plan of the school buildings and grounds is attached as Appendix 1, and the location of all safety valves and controls is attached as Appendix 2.

Layout:
· Main building: the main building has a restricted number of external access points, but has ample exit points within the building onto the open space playground which is also used as the Emergency Assembly Point.
o The main school kitchen has three access points, two from the main school hall and one from the car park which is also the fire exit.
· The Early Years building: has no direct external access, but has two main access points into the building and four exit points onto the school grounds; two of which lead straight out onto the open space Assembly Point. The other two (one each to the back and side of the building) lead to the Assembly Point, without the need to go through the building. The Nursery staff room is integral to the building and has another exit (not a fire exit) which also leads round to the Assembly Point.
· The main School Office building has two main entrances: 1 leading directly to the office and a side gate for pupils.
· Entry Alarms: the school has three alarms – one each in the buildings as listed above. With all alarms being connected to the Central Alarm Centre, and are monitored by Alarming UK.

1.5 OPERATIONS

St. Monica’s Primary School provides education for up to 270 local children whose ages range from 2 to 10/11 years; and majority live within walking distance to the school.
The school is opened up daily by the Site Manager from who also conducts a visual safety inspection of the grounds and surrounding areas. Staff come in from 7.30am, and the Breakfast Club opens to children from 8am. The day typically finishes at 3.15pm for nursery children and 3.25pm for primary children.  After School Enrichment Clubs run from 3.45pm to 5.50pm daily, during the school term.
All children have a lunch break; the school lunch is cooked in the Kitchen and served in the Hall.

1.6 RISKS
The main risks faced by the school include:
· Trips, falls and scrapes, fights, including accidents during playtime
· Ongoing health problems e.g. asthma, diabetic fits etc., especially among the children
· Missing children or suspected abduction within the school,
· Missing children during school outings, trips
· Personal injury to staff, children or others on the school premises
· Incidents close to the school that may involve the school
· Building or structural collapse
· Gas leaks or pollution from toxic gases or radioactive substances
· Fire outbreak within the school
· Internal flooding
· Chemical spill, gas cloud
· Bomb explosion
· Hostage situations

2 RISK ASSESSMENT & SUGGESTED EMERGENCY RESPONSES

	Risk
	Impact
	Emergency response

	Assault/daytime intruders on or around the school
	Injuries to children or staff; theft of property and/or personal belongings.
	· Reassure the assaulted person
· Assess any injury and gather details of any eyewitnesses
· Report to the Chief Emergency Officer.

	Bereavement
	Emotional upset
	· Notify the Chief Emergency Officer.

	Telephoned warning of Bomb
	Chaos and disruption; fear; confusion
	· Remain calm and obtain as much information as possible from the caller e.g. location and type of device; what device looks like; any message or code word: is the device timed?
· Notify the Chief Emergency Officer at once.

	Building or structural collapse
	Temporary loss of use of building; loss of contents.
	· Keep children and staff away from collapsed building and/or rubbles
· Inform the Chief Emergency Officer at once.

	Chemical spills, gas cloud
	Inhalation of dangerous gas.
	· Keep children and staff away from immediate area of spillage or leaks
· Open windows and doors
· Inform the Chief Emergency Officer at once.

	Disorder incidents external to school
	Threats of injuries to children if they leave school; agitation and concerns for children and staff safety.
	· Keep children as calm and orderly as possible
· Inform the Chief Emergency Officer at once.

	Fire outbreak
	Injuries to children and staff; smoke inhalation; damage to building(s) and contents.
	· Inform the Chief Emergency Officer at once
· Follow evacuation procedure.

	Gas leak
	Fire; inhalation of gas by kitchen staff and some children; loss of kitchen use; loss of foodstuff.
	· Keep children and staff away from immediate area of leaks
· Open windows and doors
· Inform the Chief Emergency Officer at once.

	Hostage situation
	Injury to children/staff; threat to lives; ransom demand; trauma to all involved.
	· Keep children and staff away from incident
· Inform the Chief Emergency Officer at once.

	Incidents on school trips and journeys
	Panic; possible injuries; trauma or emotional upset to children and any witnesses; risk of litigation.
	· Calm persons involved and diffuse the situation
· Assess any injury and gather details of any eyewitnesses
· Report to the Chief Emergency Officer.

	Internal flooding
	Damage to flooring and equipment; loss of power; risk of electrocution.
	· Keep children and staff away from immediate area of flood
· Evacuate flooded area
· Inform the Chief Emergency Officer at once.

	Intruders;
	Breach of security; risks to children and staff; risk of theft of property.
	· Enforce visitor monitoring arrangements
· Politely ask any unidentified visitor for their business on the school grounds
· If unsatisfied with reply, politely ask them to leave. Do not put yourself at risk.
· Notify the Chief Emergency Officer.

	Leak of toxic gases
	Inhalation of gases by children and staff; risk of explosion.
	· Keep children and staff away from immediate area of spillage or leaks
· Inform the Chief Emergency Officer at once.

	Missing children/suspect ed abduction
	Panic; possible litigation; trauma or emotional upset to children and any witnesses.
	· Initiate a local school search
· If not found, inform the Chief Emergency Officer at once.

	Trips, falls and scrapes, fights
	Injuries to children and/or staff.
	· Calm persons involved and diffuse the situation
· Assess any injury and gather details of any eyewitnesses
· Report to the Chief Emergency Officer.

	Terrorism
	Far-reaching impact
	· Follow Lockdown procedure – See Appendix 4




See Appendix 3 for templates of checklist for the Emergency Officer(s) and Check-off Cards.

3 EMERGENCY ACTION & PERSONS RESPONSIBLE


3.1	In all cases, the Chief Emergency Officer will decide when and how emergency plan needs to be put into effect. The Chief Emergency Officer will also decide the scope of plans to be implemented.

3.2 Persons responsible
All designated Emergency Officers will take instruction from the Headteacher – who is the designated Chief Emergency Officer. In the absence of the Headteacher, the Assistant Headteacher will act as the Chief Emergency Officer.
3.2.1 Evacuation: When the fire alarm sounds, everyone should immediately evacuate the building to the assembly point. The designated Fire Wardens will conduct the evacuation and do a head-count at the designated assembly point, in line with ongoing Emergency procedures.
3.2.2 Off-premises Evacuation:  If the Chief Emergency Officer decides that off-site evacuation is considered necessary, the EOs will be instructed appropriately.
3.2.2.1 The first off-site evacuation is: St Monica’s Church, 19 Hoxton Square, London N1 6NT. Contact: Fr. Gabriel Hassan – Parish Priest and School Chaplain; Telephone 020 7739 5006
3.2.2.2 The nearby off-site evacuation is: St John the Baptist C of E Pry School, Crondall Street, London N1 6JG. Contact: Ms Toni Mason – Head of School; telephone – 020 7739 4902; mobile – 07814 476 488.
3.2.2.3 The distant off-site evacuation is: Our Lady’s & St Joseph’s Catholic Pry School, Tottenham Road, London N1 4DG. Telephone – 020 7254 7353.

3.2.3 On Site containment:
3.2.3.1 Class containment: If the Chief Emergency Officer decides that it is safer for children to remain in their classrooms than to go home, all classroom teachers and staff should remain calm and in control. Further direction will be given by the Chief Emergency Officer who will monitor developments.
3.2.3.2 Safe containment: if the threat is from an external bomb; all staff and children must congregate in the main hall and keep away from windows and the danger of flying glass.
3.2.3.3 Class Support staff must ensure that all children’s medication are taken with them into the hall.
3.2.3.4 The toilet facilities in KS1 should be used throughout the period of containment and arrangements made for supply of drinking water for the staff and children.
3.2.3.5 All EOs must take their section’s First Aid boxes with them into the hall.

3.3 Emergency Actions
3.3.1 The Chief Emergency Officer will alert emergency services via 999 or 112 as appropriate and maintain ongoing contact. She will also provide the main contact for the emergency and other services.
3.3.2 The Chief Emergency Officer will notify officials of Hackney Education and Hackney Council as appropriate.
3.3.3 The School Keeper will turn off the master switches for gas, electricity and/or water as appropriate; check that the premises has been fully evacuated and lock up the premises if required.
3.3.4 The Emergency Officers will lead the evacuation of their designated areas using the check-off cards.
3.3.5 The SBM will contact the designated evacuation site and ensure the diversion of telephone calls to the evacuation site.
3.3.6 Telephone: SOS provides caretaking and maintenance services to the School. The Site Manager can be reached on his work mobile number 07703 459 252.
3.3.7 Press: The Chief Emergency Officer will be responsible for all communications with members of the press through the Hackney Education. It is essential that individual members of staff do not talk to the press.
3.3.8 Cash: the school safe is cast iron, and fire-proof. Cash is not left in the safe over the weekend. Monies are banked regularly during the week to ensure that large amounts of money are not left in the safe. All bank records are also kept in the safe. Access is restricted.

4. BUSINESS CONTINUITY

The Chief Emergency Officer will assess any residual risk, in conjunction with the Emergency Services and the school’s Emergency team. The Chief Emergency Office will also decide when it is safe for the school to get back up and running.

A crucial element of business continuity is availability/accessibility of policies and procedures. This becomes even more important in events where onsite documents are destroyed or inaccessible for whatever reason or the sudden departure of members of staff who perform key functions in the school.

4.1. Server Backup
The school server is backed up automatically by Hackney Education ICT department. In the event of an incident, all data should be easily retrieved including pupil data, assessment records, emails and personal records.
4.2. Safe contents
The safe is cast-iron and therefore fire-proof. Contents include the school cheque books, paying-in books and various monies collected during the day awaiting banking. Since monies are banked twice weekly, cash in the safe is kept to a minimum. The insurance limit for cash in the safe is £1,000.
Bank statements are kept inside of the safe but can be retrieved online in the event of a fire.

4.3. Insurance and Employers Liability insurance is procured through the DfE’s Risk Protection Agency (RPA). The limits of indemnity for the Employer’s liability, 3rd Party public liability and Professional indemnity are Unlimited.
Personal effects are usually not covered by the school insurance; hence staff are advised not to leave precious personal effects on the school premises.

4.4	Emergency Contact details
Staff next of kin contact and children’s parent/guardian contact details are saved on SIMs and can be retrieved remotely with necessary support from Hackney Education’s SIMs team.

4.5. Essential business processes
To minimise the disruption following an incidents, the following administrative processes are documented and attached as Appendix 4:
4.5.1. Teaching & Learning
4.5.2. Administration:
· Reception
· Start and end of school day – including Registers, lateness recording
· Petty cash
· HR – new starters, SCR including CRB,
· Payroll
· School Admissions
· Pupil record keeping – including census etc.
· School finance
4.5.3 Catering
4.5.4 Procurement procedure
4.5.5 Finance: invoice and cheque processing

Key Contact Information

	
	Name
	Designation
	Contact number

	1.
	Amanda Ruthven
	Chief Emergency Officer
	07957 394 738

	2.
	Lenka Jallow
	Assistant Chief Emergency Officer
	07852 445 164

	3.
	Gemma Edwards



	Premises 
	gedwards@bishop.towerhamlets.sch.uk

	4.
	Roan Henry
	Site Manager & First Aider
	07543 588 672

	5.
	Fr Gabriel Hassan
	Chair of Governors
	governors@st-  monicas.hackney.sch.uk

	6.
	Mr Yemi Fadoju
	Vice Chair of Governors
	

	7.
	Father Gabriel Hassan
	Parish Priest, St Monica’s Church, Hoxton.
	020 7739 5006

	8.
	Mr Nigel Spears
	Diocese of Westminster Education Service
	020 7798 9005

	9.
	Alarming UK
	Alarm Maintenance Company
	01362 687 859

	10
	Microcare
	Telephone service provider
	08452 705 071

	11
	Schools Offices Services
	PPM and Maintenance Provider
	02072811587
020 7281 1470

	12
	Hackney Education
	Payroll provider
	020 8820 7697

	Hackney education

	
	
	Main contact @TLT for St. Monica’s
	020 8820 7451

	1.
	Tim Mahoney
	Incident Management Team – Facilities
Hackney Education
	020 8820 7352
07702 824 907

	2
	David Norwich
	Incident Management Team – H&S
Hackney Education
	020 8820 7338
07789 944 810

	3
	Dealing with the Press
	Corporate Communications Tea
- the Hackney Education
	020 8820 7634
020 8820 7474

	4
	Insurance team  RPA.DFE@education.gov.uk.
	DfE: Risk Protection Arrangement for Schools
	03300 585566



Local Authority Liaison Officer (LALO) – 020 8356 2187 or 020 8356 2379 (Reception)
Nearest A&E: Homerton Hospital –020 8510 7120 or 020 8510 5555


APPENDIX 1
















































































Page 11 of 17	Revised: May 2022 (Ver 2)



APPENDIX 2

LOCATION OF BUILDING SAFETY CONTROLS

	
	Safety Control
	Location

	1
	Main Power Switch
	Resources Room – opposite Staff (ladies) toilet

	2
	Main Light Switch
	Resources Room – opposite Staff (ladies) toilet

	3
	Main Water Switch
	On Hoxton Street

	4
	Main Gas shut-off Valve
	Kitchen

	5
	Alarm reset button
	SENCo’s room

	6
	Siren/bell
	Headteacher’s office (when installed)

	7
	Boiler Room
	In Car Park

	8
	Intruder Alarm
	SENCo’s room, main office and Nursery class




APPENDIX 3
Check-off cards to be used by Emergency Officers in an emergency


	a.  (Serious) Personal injury or Assault to children and/or staff

	Task
	Tick
	Remarks/Comments

	Establish that it is safe to approach the casualty and there is no risk to yourself or others (e.g. electric shock)
	
	

	Have a qualified first-aider assess the injury
	
	

	Report the incident to the Chief Emergency Officer or Deputy Chief Emergency Officer.
	
	

	Continue observation of the casualty and administer first aid as required
	
	

	The Chief Emergency Officer or Deputy takes charge and gives direction or delegate as required.

	Chief Emergency Officer or Deputy arranges for an ambulance if necessary.
	
	

	Arrange for the ambulance to be met at Reception and directed to the casualty.
	
	

	Appoint for an adult to accompany the casualty to hospital if necessary.
	
	

	If necessary, contact parents/relatives and advise the hospital of the details.
	
	

	Inform the Chair of Governors
	
	

	Record the incident in the school’s Accident Reporting form and notify the Learning Trust
	
	

	Investigate the circumstances that led to the incident and instigate a review of the risk assessment as appropriate to prevent a recurrence.
	
	




	b.  Incidents on school trips and journeys

	The nominated Educational Visit Coordinator must have ensured that all visits are properly organized and planned. The trip leader will have overall responsibility for managing any incidents that occur on school trips and journeys.

	Task
	Tick
	Remarks/Comments

	Establish the nature and extent of the incident.
	
	

	Have a qualified first-aider assess any injury sustained.
	
	

	Call the emergency services as appropriate on 999, giving clear details including location, type of incident, contact telephone number etc.
	
	

	Ensure that all other members of the group are accounted for; safe from dang and well looked after.
	
	

	Appoint for an adult to accompany the casualty to hospital if necessary; taking emergency contact details along to the hospital.
	
	

	Nominate another adult to remain at the incident site to liaise with and assist the emergency services.
	
	

	Contact the Chief Emergency Officer or nominated Senior to advise them of:
· Details of incident, including date, time, location,
· Details of injuries – those involved and type of injuries
· Details of hospital
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	· Current situation with other members of the group
· Emergency contact numbers of all those involved
	
	

	The Chief Emergency Officer will oversee contact with parents/next of kin of those injured; provision of support for group members at the scene; decide if group needs to return to base; notify the Learning Trust; notification of the Tra journey
insurers where possible; notifying the Chair of Governors
	
	

	No comments should be made to the press at the scene of the incident. Pleas refer all press to the Chief Emergency Officer.
	
	

	Obtain a Police report for future investigations and for (possible) insurance claims.
	
	

	Investigate the circumstances that led to the incident and instigate a review of the risk assessment as appropriate to prevent a recurrence.
	
	

	Provide support and/or counseling.
	
	






	c.  Intruders
	
	

	The school has a robust visitor monitoring arrangement and all visitors should wear identification badges. Access is also managed with use of entry pad on all the main access points. For the continued security and safety of everyone, staff must not give out the codes to non-members of staff.

	Task
	Tick
	Remarks/Comments

	For unidentified visitors, ask politely for their reasons for being on the school premises. If satisfied that they are legitimate visitors, ensure that they are signed in and accompany them to their destination.
	
	

	If the person does not offer acceptable reason for being on site, ask them politely but firmly to leave and escort them off the premises.
	
	

	If the person refuses to leave, do not put yourself or any other school user at Risk. Inform the Chief Emergency Officer or her Deputy who will decide if Polic assistance is required.
	
	

	Make a note of the intruder, details of the conversation and their refusal to leave; as the Police may require this for their investigation.
	
	

	The Chief Emergency Officer will inform staff to ensure that all children are ke inside and under close supervision until further notice.
	
	

	Investigate the circumstances that led to the incident and instigate a review of the risk assessment as appropriate to prevent a recurrence.
	
	




	d.  Missing Children/Suspected Abduction

	Task
	Tick
	Remarks/Comments

	Initiate a local school premises search. If not found:
· Inform school office who will notify the Chief Emergency Officer
· Chief Emergency Officer will dial 999 for the Police if necessary
	
	

	Chief Emergency Officer will liaise with the Police, providing details of the child
and where he/she was last seen.
	
	

	Contact the parents/carers of the child/ren
	
	

	Contact all known friends of the missing child/ren
	
	

	Inform the Chair of Governors
	
	

	Inform the Learning Trust
	
	




	5.  Property Damage or Theft
	
	

	As much as possible, staff should avoid bringing in valuables and endeavor to keep all personal belongings in the allocated lockers. Th school’s insurance policy does not cover personal belongings that are lost or stolen while on the premises and individuals will need to contact their own personal insurers in cases of loss.

	Task
	Tick
	Remarks/Comments

	Establish what has been stolen or damaged.
	
	

	Call the Police on 999, obtain and record a Crime Reference number
	
	

	Keep area safe and secure, and avoid disturbing evidence until authorised by Police.
	
	

	Notify the Chief Emergency Officer so she can liaise with the Insurance team the
	a
	




	Learning Trust
	
	

	If building repairs are necessary, the Head will coordinate with the School Keeper
	
	

	Notify the Chair of Governors if considered necessary and depending on the extent of the damage.
	
	




	6.  Fire/Flood Damage

	Task
	Tick
	Remarks/Comments

	Ensure the safety of all children and staff – follow the evacuation procedures.
	
	

	Notify the Chief Emergency Officer or Deputy who will contact the Fire Service
	
	

	Chief Emergency Officer will oversee liaison with the Emergency Services and ensure the safety and security of the premises and order relocation to muster points if required.
	
	

	Chief Emergency Officer will oversee notification of the Insurance teams at the Learning
Trust – 020 8820 7112 and/or the Diocese on 020 7798 9005
(building insurance); initiate Recovery Plan.
	
	

	Avoid making any comments to any members of the press – direct all enquirie to the Chief Emergency Officer.
	
	

	7.  Gas or other toxic gas leak

	In the event of a gas leak, do not use the fire alarm as this could trigger a huge fire.

	Task
	Tick
	Remarks/Comments

	Notify the Chief Emergency Officer and School Keeper immediately.
	
	

	Do not smoke or strike a match in the area. Put out all naked flames in the immediate vicinity of the affected area.
	
	

	Do not turn electrical switches on or off.
	
	

	Turn off the gas supply at the main control valve (located in a small room on th right side of the main exit door – leading to the car park – from the kitchen).
	
	

	Open all doors and windows
	
	

	The Chief Emergency Officer will decide whether to evacuate the building. In case of an evacuation, the assembly must be kept at least 200 meters clear of the building. ; in this case the near muster point.
	
	

	Chief Emergency Officer to call Transco Gas Emergency Services on 0800 11 999; and arrange for repairs as soon as possible or as directed by Transco.
	
	

	Chief Emergency Officer to inform the Chair of Governors and the Learning Trust.
	
	






	8.  Major Civil Emergency

	This could be a major terrorist or other emergency incident involving a wider area than the school and its immediate environs. In such circumstances, Hackney Council’s Emergency Plan would be activated and the Police or other emergency services would control the response.
Depending on the severity of the situation, transport and communications could be disrupted. Power and utility services could also be interrupted.
The key responsibility of the school in such situations is to ensure the safety and security of all pupils and staff on the school premises.

	Task
	Tick
	Remarks/Comments

	The emergency contact for all staff and pupils is available from the office. It is crucial that this is kept up to date. Regular reminders are sent out to staff and parents/carers of our pupils to ensure that we have current records at all times This contact must be kept handy and readily accessible in times of need.
	
	

	Details of contact points must be available for parents and staff members’ next of kin.
	
	

	Follow the instructions of the Police, the LALO and other emergency services all times.
	
	

	The Chief Emergency Officer will be contacted if the school is required for use as an emergency rest centre. Necessary staffing and other arrangements will also be agreed with the Chief Emergency Officer.
	
	

	Watch out for email communications from the school, the Learning Trust and/o L Hackney Council. Also, follow the media by radio or television to keep up to date with local developments.
	
	

	The Chief Emergency Officer will determine the need for ongoing support to affected staff and/or pupils.
	

	




	9.  Other Critical Incidents

	Other incidents which could impact on staff and children include:
· Witnessing serious incidents, especially where a number of children and/or their families are involved;
· Serious attacks on children and/or staff on the school grounds;
· Organized abuse or paedophilia activity affecting more than one child.

	Task
	Tick
	Remarks/Comments

	The member of staff who first becomes aware of any of the above must inform the Chief Emergency Officer who will:
	
	

	Decide on the level and extent of action required to address the incident.
	
	

	Inform the Chair of Governors and the Learning Trust
	
	

	Seek pastoral help from the Diocese /Fr. Paul
	
	

	Liaise with appropriate agencies to determine if safeguarding procedures need to be set in motion
	
	

	Identify any need for immediate and ongoing support or counseling.
	
	














































· Reception:

APPENDIX 4

· Visitors: all visitors to the school must sign in using the Visitor Entry System and wear the badge throughout their stay on school grounds.
· All pupils should access the school in the mornings through the main pupil entrtance gates on Hoxton Street and Hoxton Square.
· Payments: parents usually make payments while dropping off or collecting their children from the school. All payments are receipted using:
a. Schools Cash Office log in Dinners Select class select the Payment button against the right child then enter payment details if child has sibling(s) and payment is for more than one child, select ‘Split’ enter amount to be credited to each child confirm payment the receipt is printed automatically.
b. School levy payments: Schools Cash Office log in Trips and events Trip Grid (at bottom of screen) select Type of event from left hand list select the child’s name from right hand drop-down list of all children enter payment details if child has sibling(s) and payment is for more than one child, select ‘Split’ enter amount to be credited to each child confirm payment the receipt is printed automatically
· Start of school day:
· Registers should be taken by teachers at start of day, as this will affect the dinner prepared by the kitchen. At approx. 9.30am, the administrator should check the registers following: SIMS log in Focus Edit marks Select class use codes (4th icon under ‘Edit Session Marks w/b …) to enter both the attendance and the type of absence.
· Children who come in late should be noted in the record book kept in Reception
· Dinners: once the registers are complete, the administrator prepares the Kitchen Report: Schools Cash Office log in Dinners Reports Kitchen report  ‘Today’ will be selected by default OK print report out for the Kitchen
· All children who have to leave school during the day due illness should be recorded on SIMS.
· End of school day:
· Names of children who are collected late should be noted in the record book – the fine for late collection is £5 per 15minutes.
· Petty cash reimbursement is only for expenses authorised by the Chief Emergency Officer. Cash reimbursement can be given for expenses up to £25; and cheques for over £25.
· New starters: the following documentation must be completed for all new starters:
· Staff details form
· Capita Payroll Appointment of staff form
· BACS payment authorisation form – also used for change of staff bank details
· DBS details – all staff must have a valid DBS before commencing employment.
Administrator must complete the DBS record form for existing DBS, and the
Hackney Education HR department will send a clearance letter for all new DBS.
· The administrator must also see the original passport and certificates (where applicable), and copies must be kept in the employee’s file
· Administrator must update the SCR with all above details.
· Payroll is administered by HLT Payroll, telephone 020 8820 7697

· Admissions to KS1 and KS2 are administered by Hackney Education therefore all applications and enquiries should be directed to the Admissions Team, 020 8820 7150.
For the Nursery, applicants should complete the Supplementary Application form, along with a copy of the child’s birth certificate and priest’s reference. See form for further details.
· Pupil and staff record keeping: SIMS must be updated for all pupils and staff, including admission dates, staff contract start and end dates etc. Academic records and assessments are maintained by the teaching staff.
· School finance:
· the school has one main school account:
· The Disbursement account – for all payments from the Learning Trust and DFE for all revenue and capital expenses. A monthly report must be submitted to Hackney Education by the 15th of each month for the preceding month. Please see the Financial Procedures Manual for statements to be included in the monthly report.

· Procurement:
· All requisitions must be on the official order book and signed by the Chief Emergency Officer before the order is confirmed with suppliers. The order book is kept in the office.
· The Chef places all orders for the Kitchen, using the designated order book, following the same procedure as above.
· All orders must be checked by the requisitioner and all delivery notes must be checked and signed off by the receiver and returned to the Administrator in the office.
· Returns must be notified to the office as soon as possible to ensure that credit notes are received as appropriate.

· Invoices and cheque processing:
· All invoices received are date-stamped, checked and coded by the office, and authorised by the Chief Emergency Officer before being processed for payment by the SBM.
· All cheques must be signed by 2 authorised signatories including the Chief Emergency Officer.
· Cheques of more than £20k must follow the Governing Board’s scheme of delegation.
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St Monica’s Catholic Primary School
...a small school where big things happen...
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