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1 Introduction
Pandemics are not new. Three flu pandemics caused public health emergencies during the last century and experts are predicting that another is inevitable and will almost certainly reach the UK. No one knows exactly when a pandemic will occur. Once a pandemic arrives, it is likely to spread throughout the country in a matter of weeks. 

Hornby St Margaret’s CE Primary School have produced this plan to provide a framework for how the school will respond to this event.  
The purpose of this Response Plan is to define the schools’ response to a human pandemic. This plan should be read in conjunction with the school’s Health & Safety Policy and the school's emergency response plan.
2 Aims and Objectives

The aims and objectives of this emergency plan are to ensure:

· Rapid and appropriate action is taken to safeguard pupils and staff;
· The school supports national efforts to contain or restrict the spread of a virus;

· Accurate information is available when required;
· Normal school routines are maintained as far as possible, giving continuity to the education of pupils;
· Immediate, sensitive and non-intrusive support is offered.

3 UK Alert Levels

	UK Alert Level
	Description

	1
	Virus/cases only outside the UK

	2
	Virus isolated in the UK

	3
	Outbreak(s) in the UK

	4
	Widespread activity across the UK


4 Trigger points for individual school closure

It may be necessary for the school to decide to close to pupils prior to receiving a recommendation to do so from Lancashire County Council. This may be due to the absence of teaching staff and/or unavailability of cover staff. The school has pre-defined the level of absence at which this decision will be made. The monitoring of staff absences due to a Pandemic shall be done using Appendix I:
	Function
	Normal Operating Level
	Minimum No.

	Head Teacher
	1
	0

	Management Team
	
	

	Teaching Staff
	2
	2 including acting head or deputy

	Administration Staff
	1
	0

	Classroom Support Assistants
	4PT
	0

	Welfare Staff
	2
	1

	Cleaning Staff
	1
	1

	Catering Staff
	1
	0

	First Aider-Paediatric
	4
	1

	
	
	

	
	
	


5 Response Plan
5.1 Response Level 1 – Cases only outside UK
	Ref
	Action
	Owner

	1.1
	Begin an Incident Log and ensure all relevant incidents and actions taken are recorded and collated in the Log at every stage.  (See Appendix A)
	Head

	1.2
	Inform Chair of Governors that the response plan has been activated.
	Head

	1.3
	Inform staff that the response plan has been activated.
	Head

	1.4
	Determine who the Local Authority liaison officer is.
	Head

	1.5
	Check cleaning arrangements and/or contracts and whether special provision could be provided during a pandemic.
	Office manager

	1.6
	Review stocks of cleaning equipment and supplies including infection control aids. (See Appendix B)
	Office manager

	1.7
	Inform staff to consider materials for remote learning.
	Head

	1.8
	Compile a pool of parents/carers and/or volunteers who could be used to supervise children in times of significant staff absence and request CRB checks for those not already cleared.
	Head


5.2 Response Level 2 – Virus isolated in the UK
	Ref
	Action
	Owner

	2.1
	Compile a list of key contacts including your LCC liaison and your local strategic coordinating group.
	Head 

	2.2
	Send communiqué to parents/carers with a situation report informing them of a possible closure. Send DfE  information for parents/carers document. (See Appendix C)
	Head

	2.3
	Review and update pupil parent/carer contact details.
	Office manager

	2.4
	Review arrangements for covering teaching and non-teaching duties.
	Head

	2.5
	Consider the allocation of responsibilities, duties and cover arrangements during a pandemic, including who would take key decisions in the event of leadership team absence.
	Head

	2.6
	Increase cleaning regimes within school and reinforce infection control procedures for pupils, staff and visitors to the school.
	Cleaner & Staff/Head

	2.7
	Educate pupils/staff on correct hand washing procedures.
	Teachers

	2.8
	Display infection control posters in all washrooms and around the school, particularly at key entrance points.
	Office manager


5.3 Response Level 3 – Outbreaks in the UK
	Ref
	Action
	Owner

	3.1
	Prepare for possible school closure.
	Head

	3.2
	Communicate to staff and Pupils.
	Head

	3.3
	Communicate with Parents/Carers (Appendix D).
	Office manager

	3.4
	Continue increased cleaning regimes.
	Cleaner

	3.5
	Decide on location within the school for the separation of children that become sick whilst at school.
	Head

	3.6
	Issue staff in this area with Personal Protective Equipment.
	Office manager

	3.7
	Decide, and inform staff, of the procedure for parents/carers collecting children from school.
	Head

	3.8
	Communicate with parents/carers if a child becomes sick during school hours.
	Office manager

	3.9
	Make contact with LCC liaison officer.
	Head

	3.10
	Begin monitoring pupil absence due to illness.
	Head

	3.11
	Report absence figures to Lancashire County Council.
	Office manager

	3.12
	Implement agreed arrangements to maintain as far as possible education provision during a period of closure.
	Head


5.4 Response Level 4A – Widespread virus in UK and cases in Lancashire
	Ref
	Action
	Owner

	4.1
	Monitor staff absence (Appendix J).
	Office manager

	4.2
	Make decision to close/keep open the school.
	Head

	4.3
	Inform LCC of any unavoidable school closure using agreed procedure.
	Head

	4.4
	Inform parents/carers and decide on monitoring arrangements
(Appendix F).
	Office manager

	4.5
	Decide and inform parents/carers on the arrangements for communicating to them regarding the arrangements for pupils' continued education during a period of closure and for the re-opening of the school (Appendix G).
	Head


5.5 Response Level 4B – Widespread virus in Lancashire

	Ref
	Action
	Owner

	5.1
	Advice received from Lancashire County Council to close school (to pupils only).
	Head

	5.2
	Emergency Governors Meeting – Discuss advice from LCC and decide on action to be taken.
	Chair of Governors


If decision is to close the school:
	Ref
	Action
	Owner

	5.3
	Inform Staff that the school is to close for pupils only.
	Head

	5.4
	Inform Staff that they are to continue to report to work as normal.
	Head

	5.5
	Inform Parents/carers that, following advice from LCC, the school is to close. (Appendix E).
	Office manager

	5.6
	Inform parents/carers of arrangements for them to keep in touch with school.
	Office manager


If decision is to keep the school open:
	Ref
	Action
	Owner

	5.3
	Inform Staff that the school is to remain open as normal.
	Head

	5.4
	Inform Parents/Carers that although advice from LCC is to close, the school will remain open as normal.
	Office manager

	5.5
	Continue to monitor staff and pupil absence on a daily basis.
	Office manager


Recovery
	Ref
	Action
	Owner

	5.1
	Advice received from Lancashire County Council to re-open school.
	Head

	5.2
	Inform Staff and Governors that school is to re-open.
	Head

	5.3
	Inform Parents/Carers that the school is to re-open. 
(Appendix G).
	Office manager

	5.4
	Hold a staff meeting to discuss the impact of the closure on the pupils and agree a strategy for recovering any lost teaching time.
	Head

	5.5
	Arrange joint staff/governors meeting to discuss the incident and any lessons that could be learnt.
	Head

	5.6
	Arrange for plans to be reviewed and updated accordingly.
	Head

	5.7
	Close and retain log sheets on all relevant information for the incident.
	Office manager


Appendix A Incident log sheet

	Incident Manager
	

	Date and Time of Incident
	

	Nature of Incident
	


	Date
	Action Taken
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Page 1 of __)
(Add additional pages as necessary)

Incident log sheet (continued)
	Date
	Action Taken
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Page __ of __)
Appendix B Cleaning Equipment Stock List
	Ref
	Item Description
	Suppliers Item Code
	Stock Qty
	Checked

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	

	16
	
	
	
	

	17
	
	
	
	

	18
	
	
	
	

	19
	
	
	
	

	20
	
	
	
	


Appendix C Template Letter to Parents/Carers (Sit-Rep 1)

Dear Parents/Carers,

As you may have seen in the press the World Health Organisation has declared that the world is experiencing a Pandemic. The UK Government have been planning for this occurrence and we are currently at UK Alert Level 2. This means that there are isolated cases of Pandemic ____ within the UK. Within Lancashire we have been working closely with Lancashire County Council in planning for the local impact of a Pandemic in our area. 

When the Pandemic reaches Lancashire it may be necessary to close schools within the County. This may be a county wide closure of all schools to try and stop the virus spreading amongst children or individual schools if staffing levels reach critical mass due to staff being off work ill with the virus themselves.

Hornby St Margaret’s CE Primary School has pre-planned for this event and this is the first in a series of communications to keep you informed of the situation. Attached is a document from the Department for Education which details important information that you should make yourself familiar with. 

Within the School we will be increasing cleaning regimes and practising infection control measures. We will be teaching and encouraging the children to:
· Wash their hands using soap and water on a regular basis throughout the day

· Cover their mouth when coughing or sneezing using tissues provided around the school

· Throw away dirty tissues quickly into bins provided around the school

We would strongly recommend that you consider this advice and continue these practices with the children when they are at home.

Using the form below can you please ensure that the school have up to date contact details so that we can pass on advice when the pandemic arrives and can contact you if we have to close the school.

We will communicate with you again in the near future should the situation within Lancashire change.
If you have any concerns regarding pandemic influenza please see below for government advice:

https://www.gov.uk/pandemic-flu 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
CHILDS NAME______________________________CLASS_________
ADDRESS____________________________________

                 ____________________________________
                 ____________________________________
                 ____________________________________
HOME TELEPHONE No.  _______________________________

1st CONTACT

NAME_____________________________________________________

EMERGENCY TELEPHONE No. _______________________________
EMAIL. ___________________________________________________

2nd CONTACT

NAME_____________________________________________________

EMERGENCY TELEPHONE No. _______________________________
EMAIL. ___________________________________________________

Appendix D Letter to Parents/Carers (Sit-Rep 2)
Dear Parents/Carers,

This is the second in a series of communications with you regarding the current situation with a Pandemic and how this affects our school. The potential for closure is still very high and the school are working very closely with Lancashire County Council in monitoring the situation throughout the UK and especially in Lancashire. 
The school are currently planning ways in which we will still be able to deliver education for our children, albeit at a much reduced level. We are currently investigating options for remote learning, which includes home working books, reference materials and online learning resources.

Please be reassured we are doing everything that we can to ensure that the impact of a Pandemic is kept to the minimum level possible but it is important for us to stress that the likelihood is that the school will close for a period of time.

We will communicate with you again in the near future should the situation within Lancashire change.

Appendix E Letter to Parents/Carers (County Wide Recommended School Closure)

Dear Parents/Carers,

It is with regret that I write to inform you that, following advice received from Lancashire County Council, the Governors have decided to close the school until further notice due to the continued spread of a Pandemic within Lancashire.
The closure is in response to Government advice issued nationally in order to reduce the spread of infection among children. This advice has been issued locally to all schools and childcare settings in Lancashire from the Strategic Coordinating Group through the Director for Children and Young People in Lancashire County Council.

As per our previous communications the school are currently in the process of generating resource materials for children to continue their education at home. Your child(s) tutor(s) will make contact with you on how this information will be disseminated to you.
The school will be closed to pupils following normal finishing time on [enter date]. However, school staff will continue to report to work as normal. 

The school will continue to keep you informed of this situation and hopefully the closure will not be for too long.
Appendix F Letter to Parents/Carers (Unavoidable School Closure)

Dear Parents/Carers,

It is with regret that I write to inform you that the Governors have decided to close the school until further notice due to the continued spread of the Pandemic and the impact that this has had on staffing numbers.

The levels of teaching and cover staff are now at the point at which the Governors feel the children are not able to be supervised appropriately.
As per our previous communications the school are currently in the process of generating resource materials for children to continue their education at home. Your child(s) tutor(s) will make contact with you on how this information will be disseminated to you.

The Governors apologise for any inconveniences caused during this disruption but hope that you understand the reasons behind the closure. The school will continue to keep you informed of the situation and hopefully the closure will not be for too long.

Appendix G Letter to Parents/Carers (School Reopen)
Dear Parents/Carers,

I write to inform you that Lancashire County Council has issued advice to all schools within Lancashire that we are able to re-open following the recent Pandemic. The Governors are respecting this advice and have declared that the school will re-open as normal for children on [enter date].
The Governors would like to take this opportunity to thank all parents/carers for their co-operation and empathy during this school closure period.  We hope that due to the planning that took place for this event the impact on the children’s education was kept to a minimum.
The school will now be working very hard with the children over the coming weeks to ensure that any missed work is recovered and that the children receive any help and support that they need to help them over the coming weeks.
Appendix H Parent/Carer/Volunteer Pool
	Name
	Address
	Contact Numbers
	CRB Expiry

	
	
	Daytime
	Emergency
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix I List of Key Contacts

	Name
	Position / Company
	Contact Numbers

	
	
	Daytime
	Emergency

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix J Staff Absence Monitoring Form
	Function
	Week 1
	Week 2
	Week 3
	Week 4

	Head Teacher
	
	
	
	

	Management Team
	
	
	
	

	Teaching Staff
	
	
	
	

	Administration Staff
	
	
	
	

	Classroom Support Assistants
	
	
	
	

	Welfare Staff
	
	
	
	

	Cleaning Staff
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Function
	Week 5
	Week 6
	Week 7
	Week 8

	Head Teacher
	
	
	
	

	Management Team
	
	
	
	

	Teaching Staff
	
	
	
	

	Administration Staff
	
	
	
	

	Classroom Support Assistants
	
	
	
	

	Welfare Staff
	
	
	
	

	Cleaning Staff
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Function
	Week 9
	Week 10
	Week 11
	Week 12

	Head Teacher
	
	
	
	

	Management Team
	
	
	
	

	Teaching Staff
	
	
	
	

	Administration Staff
	
	
	
	

	Classroom Support Assistants
	
	
	
	

	Welfare Staff
	
	
	
	

	Cleaning Staff
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Function
	Week 13
	Week 14
	Week 15
	Week 16

	Head Teacher
	
	
	
	

	Management Team
	
	
	
	

	Teaching Staff
	
	
	
	

	Administration Staff
	
	
	
	

	Classroom Support Assistants
	
	
	
	

	Welfare Staff
	
	
	
	

	Cleaning Staff
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