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Introduction 

This is a confidential document and is only for distribution to the following people: 

 Head 

 Deputy Head  

 Director of Organisation and Communication 

 Director of Teaching and Learning 

 Head of Pre-Prep 

 Operations Manager 

 King Edward’s School – Director of Finance & Operations 

Barrow Hills is committed to ensuring that, in the event of a major emergency or incident, 

the School will provide an effective emergency response to minimise the impact of the 

emergency and ensure the well-being and safety of all pupils and staff in the care of the 

School. 

Definition 

An emergency incident or crisis can be classified as an unexpected event which affects the 

School community, and which disrupts on a scale, which is beyond the normal coping 

capability of the School.  

A wide range of incidents have the potential to severely disrupt the normal activities of the 

School.  The emergency incident may involve significant threat, damage or injury to property 

and individuals, and may have a long-term impact on pupils, staff, governors and parents. 

The following are examples of emergency incidents that may impact on the School and require 

activation of this Emergency Plan. Incidents may well be off-site as well as on-site: 

 Fire or flood to buildings and contents 

 Death, accident or assault to members of staff and/or pupils 

 Natural major emergency incident within the local community 

 Missing person/abduction 

 Bomb threat 

 Intruder access 

 Infectious health hazard 

 Adverse media attention 

This plan will not list each type of emergency situation but will provide a framework for 

emergency response that can be used in most situations. It is important that this policy is 

understood by those with the responsibility for implementation and activated immediately.  

Objectives 

 Establish an effective framework of emergency response 

 Ensure the emergency incident is communicated quickly and clearly enabling support 

arrangements to be rapidly activated and to limit the damage 

 Maintain high standards of welfare and duty of care arrangements for pupils and staff 

 Ensure that actions and decision making during the emergency incident are properly 

recorded 

 Minimise educational and administrative disruption within the School 

 Re-establish the activities of the School as quickly as possible, with as little disruption 

as possible, to as normal a state as possible 

Distribution 

The master copy of this plan is held in the Operation Manager’s office with a copy held by 

each member of SMT and the Director of Finance & Administration at King Edward’s School. 
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Recovery management team (RMT) 

Most day-to-day incidents will be handled by the responsible members of staff as part of their 

normal duties under the guidance of the Head.  However, larger or more complex incidents, 

which have the potential to severely disrupt the normal activities of the School, might be 

better managed through the centralised direction of a RMT.   

 

Should the decision be made by the Head or the senior person present to set up a RMT, this 

would normally be established, once the building has been cleared for use, in the Head’s office 

but, should this not be useable, the designated reserve location is the Thomas More Centre.   

The numbers involved in a RMT will depend on the type and scale of the incident and will be 

decided by the Head or senior person present, reporting to the Chair of Governors.  Those 

involved will be likely to include: 

 Head 

 Deputy Head 

 Operations Manager 

 Operations and Building Maintenance Officer 

 Other members of SMT/Heads of Department, as required 

 Chair of Governors and other Governors, if the situation demanded it. 

It is likely that the Deputy Head and Operations and Building Maintenance Officer might 

initially be better located at the scene of the incident while the Head and other roles establish 

the RMT office. 

Each member of the RMT is to hold a copy at home. 

Recovery management team tasks 

The RMT has responsibility for activating and implementing the School emergency plan. See 

Annex I for specific roles and responsibilities. 

Initial alert procedure 

During working hours: Unless the emergency is an obvious physical incident on the site of the 

School the initial alert may well be in the form of a press enquiry to the main School number. 

Out of working hours: will usually be by means of a telephone call to any School number or 

the Head’s, Deputy Head’s or Operation Manager’s mobile number. 

Initial information requirements 

It is likely that initial normal reactions to the incident will already have been initiated in line 

with the School’s normal fire and evacuation procedures or lockdown procedures.  However, 

the more serious the incident, the more possibility there might be for confusion.  It will, 

therefore, be necessary for the RMT to start by confirming, as quickly as possible, that initial 

actions have been taken. 

Not all of the following will be applicable in all incidents: 

 Nature of incident 

 Exact location and time of the incident 

 Number of people involved, casualties and details of any injuries 

 Names of those involved 

 Emergency services involved 

 Actions taken so far 

 Details of where any call was made from 

 Name of person who took the initial call, and the time the initial information was 

received 
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 Any media response 

Evacuation/Lockdown 

Depending on the nature of the incident it may result in the need to evacuate or to lockdown 

the site. Please refer to the Fire Policy and Lockdown Policy for the specific procedures in 

these circumstances. 

If necessary, establish ongoing responsibility for evacuees either in a designated holding place 

or return to family home. 

The off-site evacuation assembly point is The Chandler CofE Junior School, Witley. Chandler’s 

is accessed by: 

 Walking down Mare Hill to Roke Lane (towards Witley) and turning right at 

Middlemarch Lane following signs to Chandler’s main entrance 

Recovery Management Team meeting agenda 

Situation 

 What happened, when, where, why (if known) 

 Details of actions presently being taken, including other parties involved 

 Numbers of, name, injuries, present location of all casualties, and details of those not 

accounted for 

 Total number of persons involved, and total known to be safe and their present location 

 Record all names of personnel involved, including witnesses and obtain contact details 

before sending them home 

 Details of any visitors or contractors involved 

 Estimate of immediate effect on the School 

 Estimate of obvious weaknesses in the response 

 Details of additional support immediately required 

 Details of any additional communication/contact details required 

 Deployment of additional resources to the scene with communication links 

Liaison requirements 

Under the direction of the Head 

 Prepare a statement for parents and the media 

 Contact staff and parents (see contact lists at Annex B to D) 

 Update the School website, use as a communication medium 

 Advise the media, if appropriate 

Contact details/arrangements are required for the following: 

 Scene of incident 

 Media 

 Annex A: Emergency numbers 

 Annex B: School Staff - Emergency contacts 

 Annex C: Governors - Emergency contacts 

 Annex D: Parents/Guardians – Contact information 

 Annex E: Catering 

Pupils, parents and staff 

 Flow of approved information to all including relatives 

 Accounting for persons who are missing and injured, requesting police assistance to 

inform next of kin 

 Informing parents/emergency contacts of persons who are safe and collection actions 

 Reception, welfare and rehabilitation requirements 
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 Advice regarding enquiries from the media 

 Advice regarding giving evidence 

Computer Network Access 

If the network server is damaged, then Elmbrook Computer Services have the backup. The 

Director of Organisation and Communication can access the server from her laptop via VPN. 

On the portal, through the website from any internet connection, a report containing all parent 

contacts can be run. A report can be run for staff contacts, via the Director of Organisation 

and Communication VPN access. 

Media issues 

Media statements: Under the direction of the Head decide on the content of an immediate 

statement for release to public and media 

Other issues: 

 Appoint spokesperson 

 Formulate statements in co-operation with other parties involved e.g. emergency 

services 

 Monitoring of press and media broadcasts 

 Advice to staff, pupils and families regarding the handling of media enquiries 

 Hosting and escorting arrangements for visiting media 

 Briefing of other sites to whom enquiries may be directed e.g. King Edward’s 

 Rehearsal of spokesperson 

School communications: 

 Director of Organisation & Communiction and PA to the Head to be briefed on what 

calls to go where 

 Enquiry lines, parents, relatives, media and manning requirements 

 Operational lines with no public access 

 Mobile communications for liaison personnel 

 Redirection of mail 

Financial issues: 

 Accounting of costs of incident including recovery considerations 

 Funding of victims and their dependants’ immediate requirements 

 Sources of additional funds 

Insurance issues: 

 Inform issuers and comply with conditions 

 Assessor to scene 

 Photographic evidence and written inventory of damage 

 Secure storage of salvage/replacement equipment 

 Disposal of waste 

Legal issues: 

 Beware admission of liability, allocation of blame 

 Obtain copies of any contracts, trading conditions that may be relevant 

 Inquiry considerations 

 Preservation of evidence 

 Legal record of proceedings 

 Interviewing of witnesses 

 Statutory reporting requirements under HSAW or other regulations 

 Contact third party legal advisors including dependants who may be affected 
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Medical issues: 

 Independent advice 

 Liaison with hospitals, GPs, Environmental Health Officers 

 Decontamination e.g. kitchens 

Administration: 

 Security of site, meeting rooms, records, salvage and replacement materials (high 

vulnerability of theft after replacements are made) 

 Emergency power and lighting 

 Making place safe or cordon off unsafe areas 

 Controlling re-occupation 

 Alternative accommodation and facilities 

 Catering 

 Transportation 

 Overnight manning/security 

 Off-site storage of records and plans 

Re-establish the activities of the School 

At an early stage appoint a separate team to look at recovery arrangements, which will include 

many of the items listed above including: 

 Decide the next step – possible building closure or sealing off an area 

 Contact King Edward’s, Witley and inform the Head and Director of Finance & 

Operations 

 Contact Marsh Brokers (see “Other Emergency Numbers”) 

 Contact services and suppliers 

 Obtain replacement facilities 

 Clean up/disposal of waste (consider evidential requirements) 

 Inventory damage 

 Prioritise the clean-up/recovery 

 Welfare and counselling arrangements 

 Funding of victims’ or dependants’ immediate requirements 

 Attendance at hospital, funerals, purchase of get well gifts, wreaths 

Consider: 

 Alternative locations within the School 

 Alternative locations/buildings outside the School, e.g. King Edward’s, Witley 

 Temporary buildings, Portakabins 

 Replacement furniture 

 Replacement equipment 

 Catering facilities 

Annexes  

 Annex A: Emergency numbers 

 Annex B: School Staff - Emergency contacts 

 Annex C: Governors - Emergency contacts 

 Annex D: Parents/Guardians – Contact information 

 Annex E: Catering 
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 Annex F: A local Map shows  

o The location of the School and King Edward’s, Witley  

o Police, Fire and Ambulance Stations 

o Nearest Accident Emergency Hospital 

 Annex G: A Site Plan shows:  

o Fire Points 

o Isolation Points for Electricity, Gas and Water Services 

o Assembly Points 

o Fire Hydrants 

o Storage Areas of Flammable or Hazardous Products 

 Annex H: Relative enquiries guidelines 

 Annex I: Roles and Responsibility 
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ANNEX A - Emergency Numbers 

Fire  (9)  999 

Police  

Surrey Police switchboard 

(9)  999 

(9) 101  

Ambulance  (9)  999 

Royal Surrey County 

Hospital 
 01483 571122 

Alarms AB Alarms,  76 Pullman Lane, Godalming, GU7 

1YB 

01483 424100 

Bank Details with Director of Finance & 

Administration at King Edward’s School, Witley 

01428 686778 

Calor Gas 

Account No – 41811143 

Location - 50514552 & 

50514587 (Heads 

house) 

Emergency Service 

Central Customer Support 

Calor Gas Limited 

Manor Way 

Stanford-le-Hope 

Essex, SS17 9LW 

0345 7 444999 

Normal Number: 0345 

6096210 

 

EON 

Account No:  

GR – 0164 7743 7530 

Hall -0164 7743 7700 

DT – 0164 7743 7370 

Emergency Contact 

Distributor Southern Electric 

PO Box 6009 

Winchester Road 

Basingstoke, RG21 8ZB 

 Freephone 105 

Normal Number: 0800 

158 2797 

Castle Water 

Account No - 2203821 

 

Emergency Service 

Customer Service  

Thames Water 

PO Box 286, Swindon, SN38 2RA 

24/7 Thames Water 

0800 316 9800 

Normal Number: 01250 

718718 

Insurance relating to 

Land and Buildings, 

Public Liability, 

Employer Liability, 

Travel etc 

Details with Director of Finance & 

Administration at King Edward’s School, Witley 

01428 686778 
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Coach Hire Newtons Coaches 

19 William Street, West End, Guildford GU1 

4QZ 

Safeguard Coaches 

Guildford Park Rd, Guildford GU2 7TH 

Country Ways Travel 

3 Queen's Mead, Chiddingfold, Godalming GU8 

4UQ 

01483 233402 

 

 

01483 561103 

 

01428 683891 

 

Computer Network 

Support 

Elmbrook Computer Services, Elmbrook 

House, Garth Road, Morden, Surrey SM4 4TS 

020 8410 4444 

Glaziers Glasstec  

 

Milford Glass  

1-3 Chapel Lane, Godalming  GU8 5HU 

02392 591001 / 02392 

251122 

 

01483 422799 

Generators - Hire Harrison Hire  

Unit 1 Old Station Yard, Station Lane, Milford 

GU8 5AD 

01483 418887 

 

Health and Safety 

Executive 

08:30-17:00 Incident contact centre 

Out of hours duty officer 

0845 300 9923 

0151 922 9235 

Local Authority Waverley Borough Council                             

Switchboard:   

Out of hours – emergency:   

Surrey County Council 

01483 523333 

02392 242161 

0345 6009009 

Local Planning Officer Waverley Planning Office 01483 523333 

Local Radio BBC Southern Counties Radio  

County Sound Radio Network 

01483 306306 

01483 300964 

Local Paper Surrey Advertiser 01483 508700 

Loss Adjuster Appointed by Marsh Brokers – see above 01444 458144 

Minibus Hire Kendall Cars Ltd, 34 Aldershot Road, Guildford 

GU2 8AF 

 

Northgate, Aldershot 

01483 574434 

 

 

01252 322202 

Portable Classroom 

Supplier 

Rollalong 01202 824541 
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Portable Heaters Harrison Hire – as above 01483 418887 

Plant Hire Firms Harrison Hire – as above 01483 418887 

Pumps Jackson & Gocher Hire Centre, Farncombe 01483 861988 

Salvage Specialists From the Insurance Co / Loss Adjusters  

Security  ADP Security Systems 01730 261510 

Solicitors Details with Director of Finance & 

Administration at King Edward’s School, Witley 

01428 686778 

Roofing Contractors Hipgrave, Chiddingfold 01483 685269 

07973 260020  

Tree Surgery Rhys Brace, Charterhouse Tree Care 07974 102026 

01252 790494 
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ANNEX B - Staff emergency contacts  

 

Name Job Title 
Office Telephone 

Numbers 

Internal 

speed dial 

Home Telephone 

Numbers 
Mobile Numbers 

Philip Oldroyd Head 01428 681025 207 n/a 07765 705447 

Joanna Wright Head – KESW 
01428 686700 

01428 686710 
@KESW:710 

01428 686721 

(@KEW: 721) 

or 01428 682606 

07912 287952 

Paul Crisell 
Deputy Head; Designated 

Safeguarding Lead  
01428 681025 207 01483 239962 07940 708732 

Christina Goddings 
Director of Organisation & 

Communication and IT Support 
01428 681031 227 01483 427091 07850 591954 

Sarah Poyntz Director of Teaching & Learning 01428 681028 220 n/a 07912 611478 

Rachel E Harris 
Head of Pre-Prep, Deputy DSL 

(EYFS) 
01428 681033 228 01730 895606 07990 706841 

Rachel Barraud Operations Manager 01428 681024 215 n/a 07778 565053 

Paul Mullins 
Operations and Building 

Maintenance Officer 
n/a 221 01483 423710 07971 877158 

Richard Hooker Head of Estates 01428 686701 @KESW: 701 n/a 07824 151795 

Philip Sanders Health & Safety Manager 01428 686758 @KESW: 758 n/a 07931 396928 
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ANNEX C - Governors’ emergency contacts:  home/office telephone & email 
  

Name Address 

 

Home/Work 

Telephone 

 

 

Mobile 

 

E-mail 

Mrs Justine Voisin 

Treasurer 

Westbrook, Westbrook Road, 

Godalming, Surrey GU7 2QH 
01483 421409 07879 816220 

thevoisins@btopenworld.com 

treasurer@kesw.org 

Mr Stephen Ravenscroft 

Vice Chair (Local) 

Greenhill, Ballsdown, 

Chiddingfold, Surrey GU8 XJ 
01483 685994 07971 272008 shr@stoneking.co.uk 

Mr Alderman Tim R 

Hailes  

Vice Chair (City) 

32 Guildford Grove, Greenwich, 

London  SE10 8JT 
020 7134 5198 07801 151780 Tim.hailes@btinternet.com 
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ANNEX D - Parents’ home and business telephone numbers 

Details of Parents and their home/business telephone numbers are available on the central 

School database (Engage). 
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ANNEX E – Catering 

Catering is provided by a third party – Holroyd Howe. 

Immediate Action 

 Head Chef/Catering Manager to establish requirements from Crisis Management 

Team as necessary and convey structure and make up to relevant parties within 

the School 

 If the Head Chef is incapacitated the Sous Chef is to take this role 

Resources Required 

 Management Team 

 Supplier Support  

 Clear Lines of Communication 

 Constant update of requirements (Head/Operations Manager) 

 Create Administration Centre to include phone and computer  

 Mobile kitchen if required can be obtained from PKL Portable Kitchens – Tel – 0845 

840 42 42 – pkl.co.uk  

Management Team 

 Head Chef   Scott Crummey (07468 522201) 

 Sous Chef    

 Catering Manager  Brett McKie (07778 065401) 

 Executive Chef  Chris Bicknell (07801 966685) 

 Operations Manager  Nicola Skevington (07773 806772) 

 Operations Director  Graham Olds (07977 298057) 

Additional Contacts Number 

 Head Office   0118 935 6700 

In the event of the main kitchen and associated areas not being suitable for work 

In the event of the main kitchen or associated areas not being fit for working from, please 

act as follows. 

1. Should staff arrive for work and discover the area in a state of emergency all staff are 

to report to the School Reception, where they will await instructions as to where they will 

be required and in what capacity. 

2. If staff are at home and know from text messages/emails/news broadcasts that Barrow 

Hills School is not operational due to damage or is in a state of emergency they must be 

aware in advance of the method in which they should make contact. On doing this they 

should leave their home telephone number and await their Manager to contact them to 

give them further instruction. 

3. The available Manager will maintain a log of all catering staff and their location and 

telephone number in order to enable contact at all times. 

Emergency Stock Provisions in event of severe weather conditions 

A supply of emergency stock provisions is stored within the dry store for use during severe 

weather conditions e.g. tinned beans, fruit.  After such time, suppliers should gain access 

with additional supplies in order to resume full catering services. 



 

16 

In the event of a lack of electrical source, the advice of the Operations and Building 

Maintenance Officer should be sought. 

Holroyd Howe staff contact telephone numbers 

NAME POSITION CONTACT NO 

Scott Crummey Head Chef 07468 522201 

 Sous Chef  

Anne-Marie Holland-Leader Catering Assistant 07793 972819 

Alicja Madej Catering Assistant 07979 046249 

Lourenco Moreira Catering Assistant 07404 062619 

 

Supplier details: 

VENDOR PRODUCT NUMBER 
ORDER 

DAY 

DELIVERY 

DAY 

CONTACT 

NAME 

Bidvest Groceries 0370 3663980 Tues Thu Telesales 

Bidvest Frozen 0370 3663980 Mon Wed Telesales 

AH Conisbees Meat 01483 224342 Daily Daily Bryan/David 

Farncombe Fresh 

Foods 
Grocery/Fruit/Veg 01483 268020 Daily Daily Mike 

Fresh Fayre Milk/cream 01332 773001 Daily Daily Telesales 

M&J Seafood Fish 01252 741900 Daily Daily Telesales 

Majestic 

Warehouse 
Wines/Beers 01428 654929 Daily Daily Kevin/Ian 

DDC Foods Grocery 01442 871071 Daily Fri Michael 

Pensworth Dairy Milk/Bread 02380 248000 Daily Daily Telesales 

Business continuity plan 

In the event of having to feed pupils and staff whilst the main kitchen and associated areas 

is a state of emergency or inaccessible, the following sites can be contacted for availability 

of produce. The Operations Manager for all sites is Nicola Skevington on 07773 806772 

 

Local Schools Local Supermarkets 

King Edward’s, Witley, 01428 686706 

Catering Manager, Brett McKie 

Tesco Express – Milford 

Tesco - Haslemere 

Tormead, Guildford, 01483 796067 

Catering Manager, Mark Rigby   

CO-OP – Portsmouth Road – Milford 

 

More House, Farnham, 01252 792030 

Catering Manager Simon John   

Sainsbury’s – Godalming 

 

Frensham Heights, 01483 303666 

Catering Manager Andrew Shepherd 

Waitrose – Godalming and Haslemere 
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ANNEX F – Location maps for emergency services (fire, police and hospital)
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ANNEX G - Fire hydrants & assembly points  

The primary assembly point is ‘The Slope’, i.e. the playground next to the Astro Pitch.  In the event that ‘The Slope’ is unavailable (e.g. 

due to use as a car park) or unsuitable (e.g. wind direction sending smoke over the area) then the secondary assembly point is the Pre-

Prep hardcourt play area.  
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ANNEX H – Relative enquiries guidelines 

The aims of the relative enquiry team: 

 To draw calls away from other locations 

 To give reassurance to callers 

 To ensure that external callers are dealt with in a professional and caring manner 

 To control the release of factual and approved information, the School must be 

seen to speak with one voice 

 To gather information from relatives 

 To provide welfare assistance if required 

General guidelines in replying to phone calls: 

 Be considerate, caring, calm and controlled 

 Be prepared to listen to concern and do not interrupt 

 Ensure that your tone of voice is comforting not patronising 

 Treat them as individual important people 

Do not offer to call people back. Ask them to ring you in an hour, explain that you are very 

busy and that there are a number of relatives who will be waiting to call the team. BUT, if 

you promise to ring back, keep your promise. 

 Avoid direct expressions of sympathy 

 Avoid attempts at reassurance (if you don’t have confirmed information) 

 Be patient and methodical 

 Reassure them that the School and emergency services are doing all they can to 

respond to the emergency 

 Keep a record of all calls, and what was said on the calls 

 Ask them to stay on the number that they are on, or ask that if they move to a 

friend or relative house for support that they call in and let you know the new 

telephone number 

Do’s 

 Only give approved confirmed information 

 If in any doubt about any caller or your response, consult the Head or senior person 

 Always try to be helpful 

 Be considerate 

 Keep calm 

 Give your name if asked 

 Say that you are an authorised spokesperson if asked 

 Assume everything you say will become public knowledge 

 Defend the School at all times 

 Ensure calls are returned if you have promised to 

 Take a break if you are feeling over-stressed 

 Refer the calls from the Media to the Media team 

Don’ts 

 Do not lose your temper 

 Do not speculate 

 Do not give out unofficial information 

 Do not promise to ring back unless you absolutely have to 

 Do not withhold any publicly available information  
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ANNEX I - Roles and Responsibility 
 
The following check list is provided to assist the RMT in carrying out their roles and 

responsibilities. 

 

The checklist should be viewed as a general guide; further actions may be required that 

are specific to the incident as it occurs. 
 

HEAD: Emergency response checklist 

Assess the information and situation   

Instruct the Operations Manager to request 

emergency services 

  

Activate the school emergency plan   

Advise the Deputy Head to alert the RMT   

Ensure safety and welfare of pupils & staff in 

the care of the School 

  

Decide whether to keep pupils in classrooms & 

safe areas or consider evacuation 

  

Consider evacuation of the School to 

designated primary or secondary evacuation 

point 

  

Consider a full or partial lockdown   

Consider activating School closure 

arrangements 

  

Advise the Deputy Head to identify any pupils 

or staff needing specific support 

  

Ensure that the RMT are carrying out 

designated roles and responsibilities 

  

Appoint a media spokesperson   

Set up a relative enquiry team   

Consider emergency roll call of all pupils and 

staff in the care of the School 

  

Prepare initial holding statement and later 

press releases (in conjunction with emergency 

services) 

  

Keep pupils and staff informed of situation   

Ensure Chair of Governors is kept informed of 

situation and emergency response 

arrangements 

  

Prepare information/advice for parents   

Call meetings of the RMT as required, and 

ensure that they receive regular situation 

updates 

  

Consider arrangements to assist the School in 

making a speedy return to normal functions 
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DEPUTY HEAD supported by Director of Organisation and 

Communication: Emergency response checklist 

Assist and support the Head to activate the 

School emergency plan 

  

Obtain as much information as possible from 

the Head about the situation 

  

Ensure that all staff are aware that you are 

carrying out designated roles as part of the 

RMT 

  

Contact members of the RMT   

Advise Head if any member of the RMT is 

unavailable and cannot carry out their roles 

and responsibilities (identify a substitute) 

  

Ensure that pupil records and registers are 

available 

  

Highlight to the RMT any pupils or staff that 

may need specific support 

  

Ensure that parent/carer records and contact 

details are available 

  

Ensure that staff records and contact numbers 

are available 

  

Ensure that the visitor, staff and pupil signing 

in books are available 

  

Lead the office staff in assisting the RMT with 

information needs and the emergency 

response 

  

Assist the Head in providing consistent 

advice/information to the parents 

  

Attend meetings of the RMT as required   

Consider arrangements to assist the School in 

making a speedy return to normal functions 

  

 

TREASURER: Emergency response checklist 

Assist and support the Head to activate the 

School emergency plan 

  

Ensure that all staff are aware that you are 

carrying out designated roles as part of the 

RMT 

  

Obtain as much information as possible from 

the Head about the situation 

  

Assist the Head in providing consistent 

advice/information to parents 

  

Attend meetings of the RMT as required   

Consider arrangements to assist the School in 

making a speedy return to normal functions 
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OPERATIONS MANAGER supported by Operations and Building 

Maintenance Officer: Emergency response checklist 
Assist and support the Head to activate the 

emergency plan 

  

Obtain as much information as possible about 

the situation 

  

Ensure copies of the Crisis Management 

document are available for the RMT  

  

Ensure that all staff are aware that you are 

carrying out your designated role with the 

RMT 

  

Request the attendance of the emergency 

services as directed by the Head 

  

Ensure that the emergency services are able 

to access the scene of the incident quickly and 

without hindrance 

  

Ensure all building keys are available   

Advise service providers of the interruption to 

the normal arrangement for provision of goods 

and service to the School 

  

If necessary, switch/shut off 

 Gas/Oil 

 Electricity 

 Water 

  

If required assist with evacuation   

Be available to liaise with the emergency 

services 

  

Ensure the security of the School site   

Liaise with School insurers, accountants, bank 

and solicitors in conjunction with the Director 

of Finance & Administration and/or 

Deputy Bursar and Head of Finance 

  

Preserve evidence and prepare for later 

inquiries 

  

Take a record of the proceedings (interview 

witnesses, take photographs, written 

inventory of damage etc) 

  

Organise replacement equipment, and storage 

of salvage 

  

Account for costs   

Liaise with local authorities and relevant 

regulatory authorities 

  

Attend meetings of the RMT as required   

Maintain a record of communication made and 

actions and decisions taken by the RMT 

  

Consider arrangements to assist the School in 

making a speedy return to normal functions 

  

 


