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OUR 
  VISION 

  

    
For everyone in the Cubitt Town Community:    

   We will  CARE   for each other  -   ensuring our  
community remains happy at all times.   We will  
treat each other with  respect and use language  
that shows this.   

   We will  COLLABORATE   with each other.  We work  
as a team.  We enter Cubitt Town ready to learn  
and support each other in our learning journeys.    

   We  COMMUNICATE   with each other. We ask for  
help and use words of suppor t and listen.    

   We  CHALLENGE   ourselves. We don’t give up even  
when things seem hard. WE have a can do  
attitude!   

   We are  CURIOUS   -   we try new things and learn  
from our mistakes.    

   We are  COMMITTED   -   to learning, to each other,  
to our environment.   

   We know that  ONLY OUR BEST IS GOOD ENOUGH   
and so we aspire to be the best that we can be  
academically, socially and creatively.   

    

OUR VALUES 
  

    
We  CARE   about ourselves and learning.   

We  COLLABORATE   with all.   

We  COMMUNICATE   because it is important.   

We  CHALLENGE   ourselves.   

We are  CURIOUS   people and learners.   

WE are  COMMITTED   to lifelong learning.   
    
  

We aspire to be  ‘ONLY THE BEST’   that we can be !   
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BUSINESS CONTINUITY PLAN    

School Emergency Response Plan for Disaster Recovery  

including the event of a Critical Incident 

 
INTRODUCTION 
The Cubitt Town Junior School Business Continuity Plan (BCP) has been written to confirm 
the roles and responsibilities in the event of a Disaster and who will be involved in re-
establishing the operational delivery of services following a major incident. It should be read 
in conjunction with the schools’ fire procedures (the operation of which does not 
necessarily activate the BCP). 
 
DEFINITIONS 
An emergency is any event which causes, or has the potential to cause injury, loss of life, 
damage to property or significant business disruption. 
A disaster is the escalation of an emergency to the point where normal conditions are not 
expected to be recovered for at least 24 hours. 
 
GENERAL INFORMATION 
 
REVIEW AND TRAINING 
This document should be reviewed annually by the leadership team and the governing 
body. 
 
ASSOCIATED DOCUMENTS/INFORMATION 
Associated documents include: 

• Fire evacuation plans/procedures 

• Fire risk assessment 

• Emergency closure procedure 

 
EMERGENCY CONTACT INFORMATION 
Located in the Office Manager’s office is a file which would be used in the event of incident. 
The file contains:   

• A copy of this plan 

• Fire Evacuation Plan 

• Emergency closure procedure 

• Plans showing utilities 

• Details of how to access the text service (scholarpack) for emergency details of children and 
staff 

 
Staff and pupil data including home phone numbers are stored on Scholarpack. This is to be 
kept up to date at all times. 
 
STRATEGY 
If a disaster is declared by The Headteacher, the Business Continuity Plan will be activated. 
Staff communication will be via email, text and the website if this is operable. 
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The following organisations may need to be advised of the implementation of the Business 
Continuity Plan (BCP) as soon as possible: 

• Director of Children’s Services 020 7364 5006 – Alison Wright (Debbie Jones PA) 

• Health & Safety Advisors 020 7364 5008 

• Health & Safety Executive (HSE) 0808 145 3377  

• Insurance Advisors 020 7364 4169 LBTH 

• Local Police 020 8721 2877 Isle of Dogs Neighbourhood Office 

• Local Fire Service 020 8555 1200 x 56961 

 
ROLES AND RESPONSIBILITIES 
 
HEADTEACHER 
The Headteacher is responsible for the implementation and co-ordination of the BCP, 
including: 

• Contacting the Local Authority if the disaster relates to the built environment or the ICT 
infrastructure to establish if the building can be re-occupied and / or service delivery 
reinstated 

• Co-ordination of status reports/communication for the benefit of all audiences (including 
staff, pupils, parents, LA, press) 

• Maintaining the BCP in an up-to-date format by delegating responsibility to the Office 
Manager for updates. 

 
INCIDENT MANAGEMENT TEAM (IMT) 
Led by the Headteacher, the Incident Management Team includes Dale Pendlebury and 
Dawn Coote.  Additional members of the team will be recruited to match the needs of the 
incident. 
The IMT is responsible for acting under the direction of the Headteacher to restore normal 
conditions as soon as possible. 
The Incident Management Team are responsible for: 

• Long term strategy 

• Liaising with  

• Providing adequate resources 

• Press and media liaison  - Only the Headteacher  

• Communication with relevant bodies 
 

Central Liaison Point for all incidents: School Office 
Alternative Liaison point: Head’s Office  
 
If the whole building in inaccessible then a suitable replacement will be sort. 
 
STAFF 
Staff are required to co-operate with the IMT in support of the BCP. 
In the event that staff are sent home, they should remain available during normal working hours to 

assist with 
necessary tasks. 
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PROCEDURE FOR CLOSING THE SCHOOL  
 
CLOSURE IN ADVANCE OF SCHOOL DAY 
The school can be closed in advance of a normal school day using the following systems: 

1. Closure authorised by the Headteacher and the Chair of Governors 
2. Notification of a school closure to the Local Authority 
3. Recording the school closure on the school website and Twitter page 
4. Sending out a text message to all parents 

 
CLOSURE DURING A SCHOOL DAY 
It is never a preferred option to close the school during a school day but it can be done 
using the following procedures: 
1. Closure authorised by the Headteacher and the Chair of Governors 
2. Send out text message to all parents 

a) Pupils will continue to be supervised by staff until they are collected by parents 
b) Staff may need to escort children elsewhere (see below) 

3. Notification of a school closure to the Local Authority 
4. Recording the school closure on the school website and Twitter page 

 
IMMEDIATE PLACE OF SAFETY 
In the event of a major incident on site requiring the school to be closed, pupils will 
assemble at the assembly point. 
 
OFF-SITE PLACE OF SAFETY 
If it becomes necessary to evacuate the site completely, pupils will be escorted to St John’s 
Park, where they can be collected or released to parents. 
 
LOCKDOWN PROCEDURE 
It is now possible to envisage circumstances where the school may wish to lock itself in, to 
secure staff and pupils from an outside threat. This circumstance is described as 
‘Lockdown’. 
 
If a lockdown is declared: 

• The Headteacher will advise to implement the lockdown 

• The IMT will mobilise 

• The staff will be advised it is in lockdown 

• All staff will remain in classrooms and keep pupils calm and away from doors and windows 

• All pupils on external trips/activities will be advised to return to school if it is safe to do so 

The lockdown will proceed in the following priority: 
• The external gates of the school will be closed 

• The external doors will be locked 

 
Monitoring the site entrances: 
Once the site is secure, the IMT will monitor the entrance discretely. The doors should only 
be opened by the Headteacher upon visual confirmation of the pressure of the Emergency 
Services. 
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BUSINESS RECOVERY IN THE EVENT OF A LOSS OF BUILDINGS OR SITE SPACE 
 
GENERAL 
Replacement of the buildings and facilities that have been damaged or made unavailable 
will be the responsibility of the Local Authority. 
 
INSURANCE 
The school is covered under the Local Authority Business Continuity Insurance. 
 
REPLACEMENT SITE FACILITIES 
The size and scope of the facilities required for the school will vary according to 
circumstance. In the first instance contact school be made with; 
Local Authority Insurance 
 
RELOCATION 
Relocation agreements will be made in conjunction with the Local Authority. 
 
ICT / COMMUNICATIONS 
The school’s servers are all backed up to an outside source and so enable staff to download 
and use files / folders wherever they are via the internet using ‘home access’. The finance 
and MIS systems are online packages and so can also be accessed online at any location. 
 
PANDEMIC THREAT / MASS STAFF UNAVAILABILITY 
Loss of staff is considered a generic threat to operations. The spread of a virus capable of 
impacting operational service delivery is now considered genuine and serious. 
 
In the event of mass staff illness, after all avenues of supply have bene investigated, the IMT 
will shut the school to pupils using the procedures described above. 
 
OTHER THREATS 
The following other threats have been considered: 

• Phone and communications loss 

• Finance Process breakdown  

• Utilities / Energy failure 

• Catering 

• Evacuation due to nearby incident 

• Bad weather 

• Strikes 

• Terrorist attack 

 
WELFARE CONSIDERATIONS 
In the event of an incident we have joint welfare leads; Headteacher and Learning Mentor 
who will work in conjunction with our counselling service, Place2Be. 
 
In the event of an incident the school is aware that actions to address associated trauma 
need to be taken immediately. 
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Over time, further action and support will be needed to reduce long term effects on the 
emotional well-being and achievements of both pupils and staff. 
 
Feeling shocked and numbed or feeling a strong urge to talk are normal reactions of those 
thrown into a major crisis. The school will try to ensure that adults and pupils are able to 
make contact with those we and they trust. 
 
Younger pupils particularly are best supported by people they know well i.e. their families 
and school staff. Outside agencies can provide support and advice to those directly involved 
with the pupils. 
 
The following details short, medium and long-term actions which will be considered by the 
school in the event of an incident (where appropriate). The school will take decisions with 
support from welfare experts. 
 
SHORT-TERM CONSIDERATIONS 

• Organisation of pupil and parents reunions 

• Consideration of which pupils need to be briefed, how and by whom 

• Contacting outside support agencies and Place2Be 

• Arrangement of a staff briefing ASAP 

• Arrangement of a debrief session for directly affected staff 

• Arrangement of a debrief session for pupils, if appropriate 

• Ensuring procedures for monitoring staff and pupils are in place 

• Activation of strategies for allowing young people to express their feelings about the 
situation, if they wish 

• Contacting the families of those hurt or bereaved 

 
DECISION TO BE MADE MAY INCLUDE: 

• Who will give the news and what should be said? 

• Whether to provide briefing notes for staff responsible for informing pupils to ensure a 
consistent message 

• Will counselling be required and how will that be achieved? 

• What information needs to be given to parents so that they are informed of assistance and 
support available to the n and their child? 

 
MEDIUM –TERM CONSIDERATIONS 

• Ensuring a member of staff makes contact with pupils at home or hospital 

• Making sensitive arrangements to return to school 

• Arrangement of alternative methods of teaching if necessary 

• Arrangement of support for affected staff 

• Arrangement of consultation so staff feel able to support pupils 

• Clarification of procedures for referring pupils for individual help 

• Ensuring parents are kept informed 

• Consideration of attendance at funerals, mass etc 

• Planning memorials and /or special assemblies 

• Ensuring monitoring procedures are in place and being followed 
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LONG-TERM CONSIDERATIONS 
• Introduction of strategies to continue monitoring vulnerable pupils and staff 

• Consultation and decision making over whether and how to mark anniversaries 

• Ensuring new staff are aware of the pupils affected 

• Recognising that legal processes, enquiries and news stories may bring back distressing 
memories and cause temporary upset in school 

• Consideration given to offering meetings for pupils and parents seriously affected by the 
incident. 

 
IN CASES OF DEATH/BEREAVEMENT THE SCHOOL WILL CONSIDER: 

• Providing something tangible at school for everyone: book of condolence, flowers, 
collections and display of artwork for remembrance 

• Plans to manage distress that may be caused by ongoing police / legal proceedings and 
media attention 

• Pupils may need help in discussing their thoughts and feelings 

• Closing for the day to allow people to attend the funeral (class) 

• Arranging transport for pupils to attend the funeral 

• Whether pupils should be encourage or discouraged from attending the funeral 

• Memorial service at school 

 
IN ADDITION TO THOSE DIRECTLY AFFECTED OR INVOLVED IN THE INCIDENT, CHILDREN 
AND ADULTS WHO ARE MOST LIKELY TO SUFFER DISTRESS AS A RESULT OF THE INCIDENT 
INCLUDE THOSE WHO: 

• Are uninjured, but were at greatest risk 

• Directly witnessed the incident 

• Siblings of those involved 

• Those who blame themselves 

• Those who are being blamed by others 

• Those experiencing instability at home 

• Those with learning or pre-existing behavioral difficulties 

• Have previously suffered loss or bereavement 

• Have witnessed a similar incident before 

 
DEBRIEFING 
During and after any incident it is vital that debriefs are held. 
 
Some incidents will be lengthy, therefore it is appropriate to carry out regular debriefs to 
discuss the issues over the period. 
 
Debriefing sessions will produce a number of issues requiring action or clarity. These must 
be acted upon as a priority. 
 
The Headteacher is responsible for organising debriefs. 
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Operational 

Threat 

Steps to Restore Normal 

Working 

Action by 

Whom 

Comments/Notes 

Phone and ICT 

Communication 

Loss 

Assessment to be made of 

duration of loss of service – 

will it impact learning? 

Long-term loss – children 

taught elsewhere? 

Loss of phones – Provider 

contacted. School mobile used 

ICT/Broadband – ICT co-

ordinator contacted to help 

restore 

 

 

Headteacher 

Office Manager 

ICT Co-ordinator 

 

Finance system / 

BACs breakdown 

Assessment to be made of 

duration of loss of service 

Contact LBTH Schools Finance 

and Lloyds Bank for support 

Pay by cheque 

Office Manager  

Utilities / Energy 

Supply Failure 

Assessment to be made of 

duration of loss of service – 

does the school need to close? 

Contact Suppliers 

 

Headteacher 

Office Manager 

 

Building Loss – 

partial or 

complete 

Assessment to be made of 

duration of loss of service – 

does the school need to close? 

Contact LA Insurance  

Temporary accommodation 

needed? 

Headteacher 

Governors  

IMT 

 

Catering Failure If whilst children at school 

ingredients to be bought at 

local supermarket so that 

children’s packed lunches can 

be made on site. Otherwise 

notice to all children to bring 

packed lunches from home. 

Headteacher 

Office Manager 

 

Evacuation due to 

nearby incident 

Liaise with the LA and 

Emergency Services 

Headteacher 

Governors 

IMT 

 

Lockdown due to 

nearby incident 

Liaise with the LA and 

Emergency Services 

Headteacher 

Governors 

IMT 
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Fire Evacuation as per Fire 

Procedures 

Headteacher 

Governors 

IMT 

 

Bad Weather Assessment to be made of 

situation – does the school 

need to close? 

Headteacher 

Governors 

IMT 

 

Strikes Assessment to be made of 

staffing levels – does the 

school need to close? 

Headteacher 

Governors 

 

 

Terrorist Attack Advice sought from the 

Emergency Services  

Headteacher 

Governors 

IMT 

 

 


