
 
 
Disaster/Critical Incident Recovery Plan 
 
The aim of this plan is to assist the school in dealing with, however unlikely, a number of 
disasters that could affect the ability of the school to operate on a day to day basis. 
 
The most likely scenarios in such an event are: 
 

• Loss of whole school premises for an extended period through fire or flood or Storm 
Damage. 

• Partial loss of school premises, through fire, flood, Storm Damage i.e. loss of a 
classroom or Admin Offices. 

• Large scale loss of property and equipment through fire, flood or theft, particularly IT 
equipment. 

• Loss of information through a catastrophic IT failure. 

• Mass unavailability of staff e.g. pandemic. 

• Temporary Closure of School at Short notice (due to severe weather or loss of 
utilities etc.) 
 

This Policy aims to demonstrate that all relevant considerations have been made and 
attempts to illustrate a potential way forward with regard to the school’s own roles and 
responsibilities, particularly at a level where matters can be determined by the school itself. 
 
In the event of ANY critical incident within school the following steps should be followed: 
Step 1 – Continually assess the situation for the level of impact. 
Step 2 - Ensure that staff, students, visitors and all other users are not in any imminent 
danger. 
Step 3 - Dial 999, if appropriate 
Step 4 - Call Principal for support 
 
 
Step 5 - ensure that you: 
Log all communications and actions as and when required as evidence. 
Where possible, try to avoid closing the school and try to maintain normal routines. 
Where Adverse Public Interest has arisen, the senior management team will take control 
and seek advice from English UK and or Federation of Small Businesses. 
 
Staff and students should not discuss any incident with the media and any media 
representatives should be referred directly on to the senior management team. 
 
Do not pass the Principal’s mobile number to the media, parents or members of the 
public. 
 
 
 
 



 
 
 
 
1. Loss of whole school premises through fire or flood 
This would probably involve the sourcing and fitting out of alternative temporary premises 
pending a re-build of the school. Should there be a need to evacuate the school site it is 
envisaged that following normal evacuation procedures Teachers would escort their 
students to one of the other BLS centres if space allowed.  
 
2. Partial loss of school premises 
This could be the loss of a single classroom or the School Office as a result of a fire or a burst 
pipe, flood etc. It is anticipated that this would put the area in question out of bounds for a 
considerable length of time but would not, on the whole, severely disrupt the day to day 
operation of the school. The senior management team would liaise with its Insurers, but 
would also anticipate assisting in establishing temporary accommodation or class room 
arrangements in the short term if required and where possible. 
 
3. Large scale property loss, particularly IT equipment 
A significant threat to the satisfactory operation of the school would be a large-scale loss of 
IT equipment, such as networking or Wi-Fi. Due to the layout and size of the school building 
it may be that certain areas would still be in use whilst some areas closed and if so maybe 
utilised in the short to medium term. 
 
A partial loss only of equipment would be accommodated by a re-distribution of remaining 
resources and replacement systems would be arranged in liaison with the Insurers. 
 
 
4. Loss of information through a catastrophic IT failure 
Rather than the loss of actual equipment, this would involve the loss, or destruction, of the 
Serverand all the school data and information that is stored on it. 
 
Backups 
Backups are automatically performed on the network twice a day to a cloud. Staff are 
encouraged not to store essential data on their PCs and to back them up regularly with the 
server, or to store files within GoogleDrive. 
 
 
5. Mass unavailability of staff (e.g. pandemic) 
It is likely that in such a scenario the school may not be the only one affected. In the first 
instance advice will be available from the Principal in consultation with the local Health 
Protection Agency. Once advice had been obtained and passed on to parents as appropriate 
the School will then need to consider the opening/closing arrangements having regard to 
ensuring the safety of all students and existing staff, visitors, contractors on the premises. 
 
In an effort to staff the school, the following procedures would be invoked: 
 



 
• Existing Supply Staff used by school in the ordinary course of events. 

• Recently retired staff still covered by DBS/safer recruitment requirements used as 
available. 

• Other English UK East schools 
 
It is recognised, however, that subject to the scale of the pandemic in the locality and the 
availability of staff from any of the above sources, it may not be possible to fully operate the 
school and at that point a decision would be taken by the Principal, in consultation with the 
Chair of Governors, whether to partially, or fully, close the school and for how long. 
At all times the safety of both children and staff in school would be of paramount 
importance, although every effort would be made to keep the school open and functioning. 
 
6. Closure of School at Short Notice (due to severe weather, loss of utilities, internal 
flooding etc.) 
 
The School may decide that in the interests of safety it is appropriate to send students home 
early. The School may also be contacted by one or more operators suggesting that an early 
departure is advisable where severe weather or road access are perceived to be hazardous. 
These representations will need to be taken into account to determine the appropriate 
course of action. The priority of the school will be to inform Staff, Parents, Students and 
Agents in this order of any closure as soon as is possible. 
 
School closure before start of the school day 
The Principal, in liaison with the Director, makes decision to close the school. The host 
families, teachers and residential staff are informed of the decision to close the school. 
 
School closure during the school day 
In the event of the school needing to be closed during the school day, the office staff will 
contact the taxi companies and classes with contact parents/carers – this is to ensure that 
no child is released before consent has been given. The leadership team will assess which 
staff need to be sent home first (distance to travel, area of concern) whilst still providing 
adequate care for any students left on site, taking into account their medical needs and 
provisions. In extreme weather conditions the decision not to transport a pupil into school 
or the decision to collect a pupil early will be made by the host. They will 
coordinate with each other and inform the school of their decision. 
 
Evacuation of school 
The evacuation point is one of the alternative BLS centres. The fire meeting point would be 
used in the first instance. Contact numbers would be used from the emergency phone so 
that contact with the taxi companies and hosts can be made to start the sending home if 
students. Every reasonable attempt should be made to ensure the route to the fire 
evacuation point should be kept clear of ice/snow. 
 
Calling an ambulance 

• The ambulance should be called from the scene so that up-to-date information can 
be given to ambulance control 



 
• Other students within the area should be calmly removed to another area of school 

• The First Aider will attend to assess what support they can offer. 

• A member of staff will meet and direct the ambulance into the carpark. 
 

Minibus breakdown 

• Driver to contact the breakdown giving details of location 

• Staff on minibus to ensure safety of students at all times 

• Notify the office – if at the end of the school day the office will contact hosts to warn 
them of delay 

• Coach company to send replacement bus to collect students 
 

KEY ADMINISTRATIVE TASKS 
Certain administrative tasks need to be carried out in advance and list/contact details are 
regularly updated so that communication is speedy and effective in the event of a critical 
incident. In the event of an incident, the normal school business will also have to be dealt 
with at the same time as all of these tasks. A list of emergency contacts is available on the 
emergency phone. 
 
Maintaining an up-to-date list of contact telephone numbers 
Telephone numbers should be available for: 
 

• Individual Students  
• Group leaders  
• Parents/guardians 
• Hosts 
• Staff members 
• Transport 

 
 
 
 
 
 


