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Oswald Road Primary School
Business Continuity and Disaster Plan
Policy ratified by Governing Body: 

Headteacher: Deborah Howard

Chair of Governors: Helen Dobson
To be reviewed in 1 year.

Possible Disasters
Illness of Headteacher  - Built in amount in Supply Costs

· Deputy Headteacher to take responsibility.

· Assistant Headteacher(s) to have additional time to support therefore supply cover for their classes. 

· Inform Chair of Governors Helen Dobson: hd.governor@oswaldroad.manchester.sch.uk. If long-term inform Management Support at LA – Marion Fletcher (help desk 0844 9671112) for support.
Long term illness of Headteacher – built in amount in Supply Costs

· Deputy Headteacher to remain non-class based

· Team Leaders/Assistant Headteacher(s) to be released from class where appropriate and supply sought from Teaching Supply Agencies who have knowledge of our school.

· Other additional in-house teaching staff to support the supply. 

· Inform Chair of Governors (Helen Dobson) and also Management Support at LA.

Long term illness of School Business Manager - Costs to be met out of contingency – or amount in supply costs

· Two members of Finance Team (Amanda Martin and Kerry Tevlin) to cover/ support.

· Support from Cluster Business Manager (Joan Pennington).

· Support from Ann Silcock (Budget Officer, One Education)

Long term illness of Caretaker - Costs to be met out of contingency – or amount in supply costs

· Inform Mohammed Bahar, our Cleaner who is already trained as a Caretaker.

· Pay additional hours/caretaker scale to Mohammed.

· Increase hours/responsibilities of other cleaning staff to cover any duties needed.

· Phone supply cover if necessary.

Death of Pupil/Staff member

· Contact Management Support Officer – Marion Fletcher (help desk 0844 9671112)for support and links to agencies.
· Risk Insurance payable yearly held with LA includes Public Liability. 
Fire/Flood (covered by Insurance held with LA)

· Contact PDA (Property Development Advisor) – Bob Massey – 234 1599/07788 978812
· School Business Manager – Sue Lamb 0161 882 2682 

· Contact  Management Support – Marion Fletcher (help desk 0844 9671112)

· Headteacher to liaise with PDA – Bob Massey
· Incident response – 223 8985

Accident on School Visit

· During school day – contact office will inform Parents/Carers

· Ensure parents informed before other children have access to their own parents 
Residential Visit

· Lead teacher has emergency contact details for all staff and children.

· Instructors have access to central office and therefore all emergency contacts.

· Lead teacher has access to Headteacher via school, home or mobile telephone – 24 hour cover.

Emergency (unforeseen) in vicinity of school

· Contact Bob Massey 234 1599/07788 978812

· Contact Parents via phone, messages on radio stations

· Text messaging via group text system

Process/Action to be taken
Response to Incident 

· Headteacher’s room to be ‘incident centre’ 

· Business Manager to liaise with emergency services

· Deputy Head/Assistant Head(s)/Team leaders to manage staff and pupils

· Office Manager to keep log of events

· Headteacher to liaise with media and deal with people immediately affected

· Headteacher to request advice from City Council – Press Office

Information to Parents

· Via notices on perimeter fencing 

· Via local Radio Stations – Key 103 - 0161 228 0103  

· Text messaging via group text system

· Website

NB: Amendments to names/phone numbers – as needed

OSWALD ROAD PRIMARY SCHOOL EXTREME WEATHER POLICY
In the event of disruption caused by extreme weather for example heavy snow, the prime concern of the school will always be the safety of the pupils and staff. The decision whether or not to send a pupil to school, however, must be at the discretion of the parents, taking into account factors such as local road conditions and the availability of childcare.

The school aims to remain open in the event of extreme weather. We feel this is important for the children’s education. In the event of heavy snowfall, we cannot guarantee a normal school day.

However, there are certain factors that may lead to the school closing, such as whether:

· there are enough members of staff to be able to provide satisfactory care;

· the severity of the weather conditions is on such a major scale that it is unlikely that many people will be able, physically, to make it into school;

· the school can provide lunch for the children;

· the school grounds are sufficiently safe for children, parents and staff; 

· the school has sufficient heating; 

· the school has lighting and hot water across the site; 

· external agencies, e.g. police, local government, motoring organisations, etc, are advising against school travel in our region

If the school is to be open, we will post this on the website as soon as possible and normally by 7.30am on the day as well as notifying you of this by text. When checking the website regularly, remember to Ctrl + F5 to refresh for updates.

When the school is open, we will remain open until the end of the normal school day at 3.30pm, unless the weather worsens. If this is the case, we will contact parents and stay in school until the last child is collected.

If, for the reasons outlined above, the safest decision is to close the school, we will post this on the website as soon as possible and normally by 7.30am on the day as well as notifying you of this by text. When checking the website regularly, remember to Ctrl + F5 to refresh for updates.

If the school is closed it is the responsibility of the Headteacher to ensure that the following events happen:
· The decision is ratified with the Chair/Vice Chair of Governors 

· The school website is updated 

· The information “snow tree” is activated ( staff contact information) 

· The information is passed to Key 103 (103.0FM) and local radio stations
· Authority Emergency School Closures who will put it on Manchester City Council website. 

· The school office answer phone is amended to as a short closure message if possible. 

· Notices are placed on all school entrances advising visitors, parents and pupils that the school is closed.
· School is appropriately staffed by teachers/teaching assistants and Governors to deal with any pupils who arrive at school unescorted until parents or emergency contacts can collect the pupils

These tasks do not all have to be completed by the Headteacher, although they have the overall responsibility for ensuring each has been carried out

Staff Attendance

Although, it is recognised that severe weather conditions make it difficult for staff to get to and from work, unless directed to the contrary by the Headteacher, the expectation is that staff will present themselves for work. Due to most of our pupils living within short walking distance of the school, it is expected that all staff will make every reasonable effort to undertake the journey to school. It is appreciated that the journey may take longer than normal and therefore some staff may not be able to arrive before the normal start of school time. If the school is closed to children, again in severe conditions, staff must make a judgment about the safety of travelling and inform the Headteacher as soon as possible. Staff who live in walking distance of the school must make every effort to attend, provided the paths within the school have been cleared. If staff cannot attend school they must work from home on planning, marking, preparation of teaching resources etc. All staff should be able to access the staff server and access school email.
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