Primary School

Major Incident/Emergency Plan


Address:





Name, address and telephone 

number of indoor assembly point: 



Location of nearest fax machine

Is transport required to assembly 

point






Location of bus embarkation

Point outwith school ground


Map of locations attached

Major School Emergency Call out System









Chain of Communication














Plan for Dealing with a Major Incident:

General:

1. A Staff and pupil list containing home addresses, telephone numbers and contact numbers is located on the wall above the telephone/fax machine in the main office.

2. The Emergency Planning Officer’s telephone number is attached to the evacuation plan above the telephone/fax machine

3. Parents have been informed of procedures and location of main reception centre

4. Whenever possible Class Teachers will take the class register with them on evacuation

5. All press inquiries should be referred to the Council Press Officer – 

Gordon Fyfe 
Tel 01463 702020 

Fax 01463 702025

Fire Procedures:

· Janitor checks fire doors and tests alarms on a regular basis

· Whole school has a fire drill at least once a term

Role of Head Teacher

1. To evacuate school and contact emergency services

2. To alert Emergency Planning Officer

3. To check pupil and staff registers and note any missing individuals.

4. Make arrangements for pupils to be taken to main reception centre (any transport required will be arranged by the Area Education Manager).

5. To disperse pupils within walking distance after receiving permission from the Police Officer in charge and after appropriate arrangements have been confirmed by the Area Education Officer relating to emergency contacts.

Role of Staff

Designated Staff Members to ‘phone EPO or emergency services

1. Janitor

2. Head Teacher

Designated Staff to check Staff and pupils at designated assembly points:

Mrs J/Mrs L -
Nursery

Mrs C
- Primary 1 – 4

Mrs M
- Primary 5 – 7

Designated Staff to lead pupils to secondary assembly points (Community Centre)

Mrs C

Mrs M

Mrs I

Designated Staff Member to disperse pupils:

Head Teacher

Designated Staff Member to check lower floor of school:

Janitor

Designated Staff Member to check upper floor of school:

Head Teacher






































Head Teacher or Senior Member of Staff





Emergency Planning Officer


01463 713479 


(24 hour)





AREA EDUCATION MANAGER


Name	Neil  Murray	


Work Tel 01463 663812


Home Tel 01463 791250





EDUCATION  SERVICES HQ


Bruce Robertson 	work 01463 702801


Hugh Fraser        work 01463 702805


			Fax 01463 702828





Chief Executive


Chairman Education Committee


Elected Members








Incident at school





School evacuated





EPO – Co-ordinates communications, help line and any other requirements





Head Teacher informs EPO liaises with Police on site





All Staff and Pupils to temporary accommodation





EPO or other LA officer attends with communications





Area Education co –ordinates parent contact/pupil transport using other Area Education Offices and LA Services





Educ. HQ co- ordinates press, media CE and Elected Members





Other Area Education Offices and LA Services








