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Introduction 

 

Aim of this Plan 

 

To prepare the school to cope with the effects of an emergency. 
 

 

Objectives 

 
• To define purpose of the school 
• To analyse the emergency risks to the business 

• To detail the agreed response to an emergency 
• To identify Key Contacts during an emergency 

 

 

 

Distribution List 

 

Copy Number Name Location 

001 Staff copy  Health and Safety File 

002 Central copy  Head Office  

003 Electronic copy F Drive  

 

 

 
If you have any suggested changes to this plan, please notify  

 

Michelle Oatway – Director of Support Services 

Michelle.oatway@youngfoundations.com 
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Using the BCP  

 
In the event of an emergency the user should look through the index and find the 

relevant emergency plan and turn to the page indicated.  Any additional resource or 
information required can be found in the appendix.  If further assistance is required 
contact the Head teacher if you have not already.  

 
There are also some documents that must be used in every initiation of the BCP: 
 

• The emergency response checklist (Page 16) 
• Key contact sheet (Page 17) 
• The Log sheet (Page 18) 

 

These documents will prompt you to take actions, give you important contact 
information and somewhere to document your actions.   
 

Further information is available in the appendix: 
 

• Education’s Contact Details (Page 19)  

• Emergency transport arrangements (Page 21) 
• Emergency funding (Page 22)  
• Emergency medication (Page 23) 

 

 
 

 

How to Set Up the BCP  

 
The school leader should look over the BCP and complete all the relevant sections.  

This includes: 
 

• Inserting the statement of purpose  

• Keeping the school contact details up to date  
• Filling in the Emergency transport arrangements  
• Completing the Emergency funding page   
• Inserting the Emergency medication contact 

 
If there are any additional foreseeable circumstances that are identified they must be 
added to the BCP (For Further Details contact Phil McGrath)    

 
Corona – COV1D -19 guidance added 16/3/20  
Corona – COVID 19 Risk Assessment to include Blending Learning Package – Sept 2020 
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Statement of Purpose  
 

 
Stafford Hall is part of Young Foundations a 

concept designed to meet a range of needs, 

specialising in young people with autism, in a 

variety of care and education settings.  The 

school is committed to providing the best 

quality of care and education for young 

people aged between 12 years and 18 years 

old to enable them to reach their full potential 

and maximise their life chances. 
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Emergency Plan No. 1 School Fire 

In the event of a School Fire please follow the procedure detailed below. 
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Raise the alarm by shouting FIRE or sounding the alarm. 

Commence Evacuation of the School (Go to Assembly Points) 

 

If possible obtain the School register and visitors log, so you can 

establish how many people are in the school 

Ensure all people in the School are safe and accounted for, without 

putting your life at risk. 

Phone 999, and ask for the Fire Service, and give the necessary 

details.  

Contact the operations director to inform them of the incident. 
 

Ensure safety of the staff and young people until further assistance 

arrives. 

Head teacher to inform the Estates department/Head Office of 

incident. 

If there is a death in the School go to Emergency Plan No. 3. 

 

Arrange for all young people to be collected and returned home.  

 

Local Authorities Informed 

Staff to be debriefed. 
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Emergency plan for Flooding no.2 

In the event of the School being flooded follow the procedure detailed below. 

 
 

 
Raise the alarm Emergency Services contacted if required. 

 

Turn of the water and electrical supply to the school if possible. 

 

Contact the school’s Water Supplier if necessary. 

 

Log events in the running log, to ensure a detailed account is recorded. 

 

Stop all people from going in the flooded area. 

Ensure all people in the School are safe and accounted for, without putting your life 

at risk. 

Contact Operations Director to inform them of the incident 

Ensure safety of the staff and young people until further assistance arrives. 

 

head teacher to contact estates department to inform them of incident. 

 

If there is a death in the school go to Emergency Plan No. 3. 

 



 	
Page	9 

	
	 	

Emergency Plan No. 3 Death of Young Person 

In the event of a serious injury/death of a young person in the school follow the 

procedure detailed below. 
 

Raise the alarm.  Ensuring First Aid is administered if 

possible. 

 

Contact the emergency services asking for Ambulance, 

and Police and give the necessary details. 

 

Contact the Operations Director to inform them of the 

incident. 

 

Health and safety department to be informed of the incident 

The Operations Director will arrange for a media 

representative to speak with the press nobody is to talk to 

 sign off. 

Ensure the other young people are safe, and being cared 

for. 

 

Log events in the running log, to ensure a detailed 

account is recorded. 

 

Stop all unnecessary peoples entering the critical area.  

(This may be to preserve the crime scene) 

 

Ensure all peoples in the School are safe and accounted 

for, without putting your life at risk. 

 

Arrange for all other young people to be collected and returned home, 

once permission has been given from the senior officer at the scene.  

Local Authorities/Parents/Carers Informed. 

 

Staff to be debriefed and relevant paperwork completed. 
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Emergency Plan No. 4 Utility Failure 

In the event of a Utility failure in the school follow the procedure detailed below. 

 

Ensure everyone in the school is safe, and give reassurance if 

needed. 

 

Check gas/water supply, and fuse box to ensure this is not local 

to the school. 

 

Contact the relevant Water/Gas/Electric supplier to ascertain 

what the issue is, and when it will be resolved. 

 

Contact Headteacher 

 

Headteacher to contact Estates Department to inform them of 

incident. 

 

Log events in the running log, to ensure a detailed account is 

recorded. 

 

School to provide essential water, food, torches, and blankets if needed.  
These can be purchased as and when required. Staff to take yps off site to 

local café if safe to do so (Risk Assessment signed & agreed) 

Arrange for all young people to be collected and returned 

home if unable to resolve the issue 

 

Local Authorities/Parents/Carers Informed. 

 

Staff to be debriefed and relevant paperwork completed. 
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Emergency Plan No. 5 Theft/Criminal Damage 

In the event of a Theft, or Criminal Damage please follow the procedure detailed 
below. 
 

 

Ensure everyone in the school is accounted for, and they are safe.  Give 

positive reassurance whilst doing so. 

 

Contain the damaged area, and keep clear for evidence gathering 

purposes. 

 

If possible obtain the School’s Register /visitors log, so you can establish 

how many people are in the school. 

 

Phone 999, and ask for the relevant Emergency Service, and give the 

necessary details. 

 

Contact the Headteacher to inform them of the incident. 

 

Ensure safety of the staff and young people until further assistance arrives. 

 

Headteacher to contact Operations Director and Estates Department to 

inform them of incident. 

 

If there is a death in the school go to Emergency Plan No. 3. 

 

If necessary arrange for all young people to be collected and taken 

home.  

 

Local Authorities/Parents/Carers to be informed.  

 

Staff to be debriefed, and relevant paperwork to be completed. 

 



 	
Page	12 

	
	 	

Emergency Plan No. 6 Terrorism 

In the event of a Terrorist Event involving the school please follow the procedure 
detailed below: 
 

.  

 

 

Ensure everyone in the school is accounted for, and they are safe.  Give positive 

reassurance whilst doing so. Follow Lock Down Plan as per instructions 

 

Ensure the safety of those in the school, and give reassurances if required. 

 

Phone 999, and ask for the relevant Emergency Service, and give the necessary details, or 

follow the instructions of the Emergency Services if they are on the scene. 
 

Contact Headteacher to inform them of the incident, and remain in contact via 

mobile phone if you are relocated from the school. 

 

Ensure safety of the staff and young people until further assistance arrives. 

 

Lock Down the school if not evacuated. 

 

Head teacher to contact Operations Director and Estates Department to  

inform them of incident. 

 

If there is a death in the home go to Emergency Plan No. 3. 

 

Emergency Placements to be found for the young people if incident 

continues for any length of time. 
 

Local Authorities/Parents/carers to be informed. 

 

Staff to be debriefed and relevant paperwork to be completed. 
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Emergency Plan No. 7 Natural Disaster 

In the event of a Natural Disaster involving the Home please follow the procedure 
detailed below. 

 
 

If possible obtain the School’s Register /visitors log, so you can establish how many 

people are in the school. 

 

Ensure the safety of those in the School, and give reassurances if required. 

 

Phone 999, and ask for the relevant Emergency Service, and give the necessary details, or 

follow the instructions of the Emergency Services if they are on the scene. 
 

Contact the Head teacher to inform them of the incident, and remain in contact via 

mobile phone if you are relocated from the school. 

 

Ensure safety of the staff and young people until further assistance arrives. 

 

Lock down the school if evacuated (where it is safe to do so). 

 

Head teacher to contact Operations Director and Estates Department to inform them 
of incident. 

 

If there is a death in the School go to Emergency Plan No. 3. 
 

If necessary arrange for all young people to be collected and taken home.  

 

Local Authorities/Parents/carers to be informed. 

 

Staff to be debriefed and relevant paperwork to be completed. 
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 Emergency Plan No. 8 infectious disease  

In the event of a suspected outbreak of an infectious disease please follow the 
procedure detailed below. 

 

  

If staff or student is displaying symptoms of an infectious disease they must be taken to the 

GP/Hospital for diagnosis. COVID symptoms: COVID Risk Assessment to be applied 

immediately and patient to self isolate immediately. 

Following a positive diagnosis the home and school is to be informed 
immediately.   

 

The local health protection agency is to be informed. The health 

professionals will decide on the appropriate course of action   

 

Contact the Head teacher to inform them of the incident, and remain in 
contact via mobile phone if you are relocated from the school. 

 

Head teacher to contact Operations Director and Health and Safety team 
to inform them of incident. 

 

Lock down the School if evacuated. 

 

If there is a death in the school go to Emergency Plan No. 3. 

 

Local Authorities/Parents/carers to be informed. 

 

Staff to be debriefed and relevant paperwork to be completed. 

 

Return to work interview to be carried out after quarantine is over (for staff).   
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Emergency Plan No. 9 Riots  

In the event of a riot breaking out in the vicinity of the home please follow the 

procedures detailed below.   

Ensure all windows and doors are secured and curtains are drawn (do 

not draw attention to yourself by standing by the window). Keep away 
from the windows.    

Ensure all the young people, staff and visitors are safe and in the School.  If they are 

not in the school attempt to contact them by telephone to ensure they are safe. 

If there are signs of vandalism to the property or an attempt to force entry 
call the police immediately. 

Contact Head teacher to inform them of the incident, and remain in 

contact via mobile phone if you are relocated from the school. 
 

Regional Head teacher to contact Operations Director and estates team 

to inform them of incident. 
 

If there is a death in the school go to Emergency Plan No. 3. 
 

Arrangements to be made to have the students taken home  

Local Authorities/Parents/carers to be informed. 

Any damaged to be reported to maintenance (SGT Builders) 

Staff to be debriefed and relevant paperwork to be completed. 

 



 	
Page	16 

	
	 	

Emergency Response Check-list 

For use during an emergency 
 

•   Ensure the first aid kit is taken from the Office   

  

• Start a log of actions taken:  

  

• Liaise with Emergency Services:  

  

• Identify any damage:  

  

• Identify Functions disrupted:  

  

• Call your management Team  

  

• Provide information to staff:  

  

• Decide on course of action:  

  

• Communicate decisions to staff   

  

• Provide public information to maintain reputation and business   

  

• Arrange a Debrief:  

  

• Review Business Continuity Plan:  
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Information Record Sheet 

 

Date Event /Actions Staff sig. 
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Appendix 1 –  Contact Details 

 
 

Local Homes Name  

Managers 

Surname  

Manager First 

Name  Contact Number  

Headteacher Medlock Adam 07816094853 

Deputy Headteacher Davis Gareth 07391059280 

Stafford Hall Care 

Home Sanderson Jodie 07811414787 

Regional Director Roach David 07875 764136 

Director Of Education Edwards Lynette 07570266942 
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Appendix 2 – emergency transport arrangements 

 

Mode of transport  Telephone number  Address 

Closest Homes vehicle  (see local homes contact) Stafford Hall School 

Taxi  -   

Bus   Bus stop outside main 

road 

Halifax bus station 

Winding Road, Halifax 

HX1 1UZ 

Train  Halifax Train Station 

 

Horton Street, Halifax HX1 

1QE 
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Appendix 3 – emergency funding  

 

 

 

Source of funding  Name of contact  Address Telephone number  

Petty cash  Adam Medlock 
Kimberley 
Barraclough 

Stafford Hall  07816094853 
01422740041 

Credit card  Adam Medlock 
Kimberley 
Barraclough 

Stafford Hall  07816094853 
01422740041 
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Appendix 4 – Emergency Medication  

 
All Students GPS listed in Care office 
 

A+E at Halifax Hospital: 
 
Salterhebble, Halifax HX3 0PW 

01422 357171 
 
Local walk in centre: 

 
Park Walk in Centre 
Horne Street Health Centre 
Hanson Lane 

Halifax 
HX1 5UA 
United Kingdom 
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Appendix 5 – Map of the Local Area 
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Coronavirus Update  

 

Young Foundations  

Coronavirus Business Continuity Plan 

update for Care and Education 
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Business continuity – Risk assessment for Coronavirus 

The risk assessment below outlines how we will tackle issues that may arise from an outbreak of 

the Coronavirus this is a supplement to the Government guidance.  The Government 

guidance is updated regularly and must be checked daily for updates at:  
https://www.gov.uk/government/topical-events/coronavirus-covid-19-uk-government-response 

Risk  Response  

Outbreak of 

Suspected COVID  

To follow the COVID Risk Assessment Procedure 

outlined in the COVID Risk Assessment. This has been 

produced in conjunction with Calderdale Local 

Authority and Government guidance at this time (Sept 

2020). It an outbreak is to occur, the School will revert 

to the Distance Learning Package as outlined in the 

COVID 19 Steps Document. This allows time for 

education to not be unduly affected until full 

procedures can be completed whilst safeguarding 

staffs and young people’s safety and welfare. This will 

be agreed in line with latest Calderdale local 

authority, PHE, Governance, Parents and Government 

recommendations. 

Non availability 

of premises, 

through 

quarantine  
 

Relocation  

• Identify service effected  

• Locate, Identify, Notify alternative location 

(short or long term as required (other suitable 

homes in the organisation, local hotel, rent a 

property etc)  

• Organise transport of staff/ equipment to 

alternative location;  

• Notify public, staff and other services of events 

and situational requirements;  

• Monitor delivery of processes/ functions;  

• Put in place relevant processes to ensure, so far 

as practicable, the continuation of the services 

detailed above. This may be at a reduced level 

of service provision;  

• Ensure staff safety and security is not 

compromised due to change of 

circumstances.  

Records  

• identification of records affected  

• Inform the Insurance section as soon as 

https://www.gov.uk/government/topical-events/coronavirus-covid-19-uk-government-response
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possible;  

• organise transport of records � 

• Through the #MT, notify staff and other services 

of events and situational requirements;  

 

Should we be unable to find a suitable local 

alternative to house our residents we would have to 

inform to local authority on our intent to serve notice 

on the effected placements.   

Non availability of 

key staff or 

significant 

numbers of front-

line staff, either 

through outbreak/ 

disease, transport 

disruption/ fuel 

shortages, may 

result in adverse 

impact on service 

provision.  

 

Liaison with Head office and local services; 

• Identification of priority groups of employees 

(where is the staff needed the most) 

• Monitor and priorities delivery of essential/core 

services (put staff where they are needed the 

most; 

• Re-deploy staff as required (work with staff from 

other services/locations.  Ask staff to pick up 

extra shifts) 

• Monitor employee availability levels on a daily 

basis (keep in regular contact with all company 

employees that can potentially help) 

• Reinstate services as appropriate, subject to 

employee availability; 

• Maintain organisational awareness via ongoing 

briefings/ sit-reps; 

• Maintain procedures to inform and support 

staff; and 

• If there are no internal staff available and staff 

are required we should contact Agencies for 

support with temporary staff. 

If we have exhausted all possible avenues and we 

are still unable to provide a safe level of staffing, as 

a last resort we can contact the local authority 

and serve them notice on the placement.   
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Process flow diagram for Outbreak in schools – PHE TO BE INFORMED IMMEDIATELY FOR 

GUIDANCE AND LOCAL OUTBREAK TEAM 

 

 

If a worker or Pupil is displaying symptoms of an infectious disease call 111, do not vsit hospital or 
the GP unless there is an emergency to avoid spreading infection.   

Following a positive diagnosis the persons home/school is to be informed. 

The health professionals will decide on the appropriate course of action.  Follow this guidence and 
be sure to make a note of it and share with relevant parties.    

Contact the Head of Education to inform them of the incident, and remain in contact via mobile 
phone if you are relocated from the school.

Head of Education to contact Director of Operations and Health and Safety Officer to inform them of 
incident.

Lock down the School or evacuate based on advice from The Health Professional.

Local Authorities/Parents/carers to be informed.

Staff to be debriefed and relevant paperwork to be completed.

Return to work interview to be carried out after quarantine is over (for staff).  
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[Process for outbreak in Homes  

 

PLEASE FAMILIARISE WITH THIS PLAN IN CASE OF LOCK DOWN 

 

LOCK DOWN Plan 

Staff responsibilities 

Headteacher MAKE CONTACT WITH EMERGENCY SERVICES 

Other staff members  

• SENIOR LEADERSHIP TEAM:  MAKE CONTACT WITH EMERGENCY 

SERVICES IF HEADTEACHER OFF SITE 

• communicate with parents 

• Teachers and support staff: stay with Students 

• Fire Marshalls (JH, LM) ensure all access points are secured 

Signals 

Lockdown signal(s) • Word of mouth – Senior Leadership Team 

To inform all staff to stay with Students in the event of lock down.  

All clear signal For example: 

• Fire Marshalls to alert each class of clearance. 

Evacuation signal Use Fire Alarm – (young people familiar with this sound to avoid over 

stimulation and further anxiety) 

Lockdown 

Assembly points Classroom 

Entrance and exit 

points 

Identify how to quickly secure these. Remember these may be more 

than just doors and gates. For example, windows and air vents. 

Bringing Students 

inside 

CODE WORD: ALERT – Staff to inform all colleagues. Staff to bring young 

people inside immediately. Staff fully supervise young people outside at 

breaks. 

Steps to increase 

protection from 

danger 

For example: 

• Lock and screen doors/pull blinds (All staff) 

• Position students away from sightlines from external doors and 

windows, for example under a desk 

• Turn off lights and monitors 

• Ensure mobiles phones and electronic devices are on silent, or 

turned off 
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Internal 

communication 

If it is unsafe for SLT to tell a colleague what is happening and to avoid 

anxieties of the young people, a text maybe sent also by ER to staff 

phones. 

Communication with 

parents 

SLT to inform parents and carers by a combination of text and email. As 

you’re using more than one channel to communicate with them. 

You could also ask parents not to call the school, as this will tie up lines 

that would be used to contact emergency services, and not to come 

to the school. 

Additional notes All young people have a personal risk assessment. These factors will be 

considered by staff working with them at the time. 

 

 

 

 

All these guidance notes should be read in conjunction with Young Foundations Policies 

and Guidance  
 

 

 

 

 


