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INCIDENT O
CCURS 

  

H
ead teacher or D

eputy  
H

ead teacher alerted to the  
Incident   

Assess the scale, severity  
and im

pact of the incident     

Incident does not significantly 
threaten life and lim

b or the  
school’s critical functions   

Incident does not significantly  
threaten life and lim

b but  
does im

pact upon the  
school’s critical   functions   

Incident does significantly  
threaten life and lim

b and the  
school’s critical 
functio 

functions   

SEM
BCP not activated 

  
Activate the Business  
Continuity section of  

the SEM
BCP 

  

Activate the full  
SEM

BCP   

Call 999 if appropriate   

Take im
m

ediate action to  
safeguard pupils, staff and  

visitors   



 

 SECTION 1 – CONTACT DETAILS  
  
1.1 Business Recovery Team/Emergency Response Team  

Name & Title  Contact 
number  

Key  
Holder  

Personal Email    
(if checked at least twice daily)  

Home town  

Executive Headteacher  
Max Kelly  

07624420335  Yes  max.kelly@sch.im  Onchan 

Deputy Headteacher 
Craig Astin  

07624457242 Yes  craig.astin@sch.im Laxey 

Assistant Headteacher,  
Sarah Shimmin  

07624431263 Yes  sarah.shimmin@sch.im  Ramsey 

School Administrator 
Annette Kelly 

07624304626 No dhoonenquiries@sch.im 
laxeyenquiries@sch.im  

Ramsey 

Caretaker 
Jemma Kneale  

07624204434 Yes   jemma.kneale@gov.im  Ramsey 

Cleaner-in-Charge 
Wendy Tacuri 

07624235116 Yes  wendy.tacuri@gov.im 
 

Ramsey 

Director of Education 
Geoff Moorcroft 

07624 460341 
01624 693834 

No Geoff.Moorcroft@sch.im 
 

Castletown 

Chief Executive 
Ronald Barr 

01624 685802 No Ronald.Barr@gov.im Maughold 

Legal and Administration 
Manager 
Andrew Shipley 

01624 685828 No Andrew.Shipley@gov.im  
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  2.1 Purpose of the B
usiness Continuity Phase  

  The purpose of the business continuity phase of your response is to ensure that critical functions are resum
ed as quickly as possible and/or continue to be delivered 

during any disruption.  This m
ay involve activating one or m

ore of your business continuity strategies to enable alternative w
ays of w

orking.  During an incident it is 
unlikely that you w

ill have all of your resources available to you, it is therefore likely that som
e ‘non critical’ functions m

ay need to be suspended at this tim
e.  

  2.2 Critical Function A
nalysis and R

ecovery R
esources  

 R
esource R

equirem
ents  

 
 

 
 

 
 

  
Critical Function  

M
inim

um
 

Service  
Level  

Staff  
D

ata/ 
System

s  
Prem

ises  
Equipm

ent  
3

rd Party 
D

ependencies  

1  
Education of the 
children, class by class  

Current levels of 
staffing  

Teachers &
  

Teaching  
Assistants  

If possible  
Heated room

s w
ith access to 

w
ater and toilet facilities  

Tables / chairs / 
learning resources  

N/A  

2  
M

aintain Attendance 
Records  

M
aintain paper 

records  
1 trained m

em
ber  

of staff  
N/A  

N/A  
Paper record sheets  

N/A  

 3 
M

edical needs of pupils 
Adm

inistration 
of care 

1 trained m
em

ber  
of staff 

M
edical 

records 
Heated room

s w
ith access to 

w
ater and toilet facilities  

 M
edical equipm

ent 
as required 

Possibly 
parent / 
m

edical health 
team

 support 
     



   2.2.1 Strategies for Continuity of Services  
    

A
rrangem

ents to m
anage a loss or shortage of Staff or skills  

Further Inform
ation                 (e.g. Key contacts, details of arrangem

ents, checklists)  

a.  
Use of tem

porary staff e.g. Supply Teachers, Office Staff etc.  
To be decided by the Executive Headteacher depending on the buildings/staffing/type of 
em

ergency.  

b.  
M

ulti-skilling and cross-training to ensure staff are capable of undertaking 
different roles and responsibilities  

Already in place.  

c.  
Using different w

ays of w
orking to allow

 for reduced w
orkforce, this m

ay 
include:  

• 
Larger class sizes  

• 
Distance learning opportunities.  

• 
Pre-prepared educational m

aterials that allow
 for independent 

learning.  

• 
Team

 activities and sports to accom
m

odate larger num
bers of students 

at once.  

To be decided by the Executive Headteacher depending on the buildings/staffing/type of 
em

ergency and bearing in m
ind the special educational needs of each child.  

d.  
Using m

utual support agreem
ents w

ith other schools:  
em

ergency secondm
ents.  

To be considered by the Executive Headteacher depending on the buildings/staffing/type of 
em

ergency. 

e.  
Ensuring Staff m

anagem
ent issues are considered i.e. m

anaging attendance 
policies, job description flexibility and contractual requirem

ents etc.  
To be considered by the Executive Headteacher depending on the buildings/staffing/type of 
em

ergency. 

f.  
As a last resort, providing a child-m

inding (rather than educational) service 
using the above volunteers and rem

aining staff (to less im
pact on local and 

w
ider econom

y).  
   

To be considered by the Executive Headteacher depending on the buildings/staffing/type of 
em

ergency. 
 The Executive Headteacher w

ould consider keeping the students safe and w
arm

 for a lim
ited 

period.  



      
A

rrangem
ents to m

anage loss of technology / com
m

unication / data / 
pow

er  
Further Inform

ation  
(e.g. Key contacts, details of arrangem

ents, checklists)  

a.  
Back–ups of key school data e.g. M

em
ory Stick back– ups, photocopies 

stored on and off site, m
irrored servers etc.  

GTS – To ensure back up of all electronic school data off site w
hich is then retrievable in an 

em
ergency.  

b.  
Reverting to paper-based system

s e.g. paper registers, w
hiteboards etc.  

An interim
 situation if necessary.  

c.  
Flexible lesson plans.  

An interim
 situation if necessary.  

d.  
Em

ergency generator e.g. Uninterruptible Pow
er Supply (UPS).  

Not on site - w
ould contact DOI for this if necessary.  

e.  
Contact the utility com

pany responsible or appropriate repair contractor.   
Check w

ith DOI for contact details of suppliers.   

f.  
Em

ergency lighting.   
Regularly checked by DOI.  

  
A

rrangem
ents to m

anage denial of access to your prem
ises or loss of 

utilities  
Further Inform

ation  
(e.g. Key contacts, details of arrangem

ents, checklists)  

a.  
Using m

utual support agreem
ents w

ith other Schools.  
To be considered by the Executive Headteacher depending on the buildings/staffing/type of 
em

ergency. 
b.  

Pre-agreed arrangem
ents w

ith other prem
ises in the com

m
unity  

To be considered by the Executive Headteacher depending on the buildings/staffing/type of 
em

ergency. 

c.  
Distance learning and virtual learning environm

ent opportunities.  
To be considered by the Executive Headteacher depending on the buildings/staffing/type of 
em

ergency. 
d.  

Localising the incident e.g. isolating the problem
 and utilising different sites 

or areas w
ithin the school prem

ises portfolio.  
To be considered by the Executive Headteacher depending on the buildings/staffing/type of 
em

ergency. 

e.  
Off-site activities e.g. physical activities, school trips.  

To be considered by the Executive Headteacher depending on the buildings/staffing/type of 
em

ergency. 



  f.  
Stagger lessons across break tim

es and lunch to m
axim

ise use of available 
space, and possibly extend the school day to expand the tim

e available in 
classroom

s.  

To be considered by the Executive Headteacher depending on the buildings/staffing/type of 
em

ergency. 

g.  
Outside lettings  

Unable to provide if site is not fit for purpose, consult DOI about possible alternatives in the 
nearest school w

ith sim
ilar facilities. 

  
A

rrangem
ents to m

itigate the loss of key suppliers, third parties or 
partners  

Further Inform
ation  

(e.g. Key contacts, details of arrangem
ents, checklists)  

a.  
Pre-identified alternative suppliers.  

This w
ould depend on the type of loss of key suppliers.  The school is reliant on contracted 

services for technology provision, deliveries, lift m
aintenance at Laxey etc. Several nom

inated 
suppliers/contractors supply m

ost other services or goods and alternative suppliers w
ould be 

available at any tim
e.  

b.  
Ensuring all external providers have business continuity plans in place as 
part of contract term

s.  
M

ost contracts are central and this w
ould therefore be the responsibility of DESC officers at 

Ham
ilton House. 

 
c.  

Insurance cover.  
The school is covered by Zurich Insurance  

d.  
Using m

utual support agreem
ents w

ith other schools.  
To be considered by the Executive Headteacher depending on the buildings/staffing/type of 
em

ergency. 
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  3.1 Purpose of the R

ecovery and R
esum

ption Phase  
  The purpose of the recovery and resum

ption phase is to resum
e ‘business as usual’ w

orking practises for the school as quickly as possible.  W
here the im

pact of 
the incident is prolonged, ‘norm

al’ operations m
ay need to be delivered under new

 circum
stances e.g. from

 a different location.  
 3.2 R

ecovery and R
esum

ption A
ctions  

    
A

CTIO
N

  
FU

TH
ER

 IN
FO

/D
ETA

ILS  
A

CTIO
N

ED
?   

1.  
Agree and plan the actions required to 
enable recovery and resum

ption of norm
al 

w
orking practises.  

Agreed actions w
ill be detailed in an action plan and set against tim

escales w
ith responsibility for 

com
pletion clearly indicated.  

  

2.  
Respond to any ongoing and long term

 
support needs of staff and students.  

Depending on the nature of the incident, the School Em
ergency Response Team

 m
ay need to consider 

the use of Counselling Services.   
  

3.  
Once recovery and resum

ption actions are 
com

plete, com
m

unicate the return to 
‘business as usual’.  

Ensure all staff are aw
are that the SBCP is no longer in effect. Place inform

ation on DESC w
ebsite, school 

w
ebsite, school social m

edia channels, call/text and em
ail all parents/carers and staff.  

 

4.  
Carry out a ‘debrief’ of the incident w

ith 
staff (and possibly w

ith pupils). Com
plete a 

report to docum
ent opportunities for 

im
provem

ent and any lessons learnt. 

The incident de-brief report should be review
ed by all m

em
bers of the School Em

ergency Response Team
 

to ensure key actions resulting from
 the incident are im

plem
ented w

ithin designated tim
escales.  

Governors m
ay also have a role in m

onitoring progress in com
pleting agreed actions to further develop 

the resilience of the school.  
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  4.1 Purpose of the Em

ergency Plan  
  The aim

 of the em
ergency plan is to provide and m

aintain docum
ented procedures and inform

ation to ensure that the safety of all people w
ithin the schools’ 

buildings is m
aintained and to ensure that the children’s education is *not adversely affected in the event of a m

ajor em
ergency. All staff m

ust read and com
ply 

w
ith the procedures laid dow

n in the plan and any associated docum
ents or appendices.  

 This plan should be subject to an annual review
 w

hich should take place as near to the start of each year as possible. Staff w
ill be expected to refam

iliarize 
them

selves w
ith the plan each year.  

 Copies of this plan are kept in the Executive Headteacher’s office, school offices, Caretakers room
 and Cleaner-in-Charge’s room

.  
 *as m

uch as is possible and pragm
atic 

 4.2 M
ain R

isks  
W

hilst every effort is m
ade in the day to day running of the school to m

inim
ise risks a certain elem

ent can’t be avoided. The m
ain threat of risk com

es from
 : 

Fire 
Flood 
W

ind 
Vandalism

 
Air/road crash 
Vulnerable position - open access across fields at back / front of building 
Terrorism

 / Bom
b Threat 

Epidem
ic / Pandem

ic 
  



  4.3 Em
ergency Evacuation Procedures  

 4.3.1 D
uring the school day  

Every m
em

ber of staff m
arking a register m

ust ensure that this is com
pleted by 9.10am

 and 1.25pm
. If an electronic register is not available a paper copy m

ust be 
com

pleted and sent to the respective School Office.  
 Every m

em
ber of staff should know

 the position of fire alarm
 break glass points and should be fully aw

are of the fire evacuation procedures for the school building 
they are w

orking in. 
 Em

ergency drills should take place regularly throughout the year, at least once every term
, in each school. 

 4.3.2 In the event of the fire alarm
 sounding  

It is the first duty of all adults to ensure the safety of the pupils in his or her care.  
• 

W
hen the fire alarm

 is heard, staff in charge of pupils should im
m

ediately ensure that all the pupils leave the building using the nearest available exit.  
• 

Each school (Laxey and Dhoon) w
ill have bespoke fire evacuation routes and congregation points. 

• 
M

ost internal doors are connected to the fire alarm
 system

 and w
ill autom

atically close w
hen the fire alarm

 sounds.  
• 

School Adm
inistrative Officer (SAO) w

ill check for presence of all adults. If the SAO is not in school the Headteacher or Senior Teacher should carry out this 
task. Teachers w

ill call a roll of their ow
n class. Inform

ation w
ill be passed to the Em

ergency Response Team
.  

 
4.3.3 In the event of fire  
A person discovering any fire, no m

atter how
 sm

all, w
ill: 

1. 
Raise the alarm

 by breaking the nearest fire alarm
 glass 

2. 
W

arn staff and pupils in the vicinity of the fire to evacuate the building im
m

ediately. 
 

No one is to use an extinguisher unless specifically trained to do so and m
ust NOT put them

selves in danger.  



  On hearing the alarm
 the School Adm

inistrator or in their absence the Executive Headteacher or senior m
em

ber of staff should im
m

ediately call the fire brigade 
by dialling 9-999, provided this does not put them

 in danger. N.B. The Fire Alarm
 is connected to an auto dialler w

hich w
ill autom

atically call the Fire Brigade out, 
how

ever a backup call should be placed if possible.  
 R

em
em

ber: D
ESC policy is to evacuate the building 

 N
O

 m
em

ber of staff should re-enter the building until told to do so by the Em
ergency Services.  

 4.3.4 Extra Curricular A
ctivities  

The school is used on a regular basis after school for clubs and activities. The m
em

ber of staff in charge of the club should take a register at the start of each club, 
and in the event of an evacuation take it out w

ith them
. Evacuation procedures w

ill be the sam
e as during the school day. The Head or Senior m

em
ber of staff w

ill 
be on site until the last pupils have gone hom

e, and w
ill take charge in case of any em

ergency.  
 4.4 Im

m
ediate A

ction Plan in the event of a M
ajor Incident  

Once the school has been evacuated the Em
ergency Response Team

’s m
ain responsibility is the safety of the children. The m

ost senior m
em

ber of the Em
ergency 

response Team
 available w

ill liaise w
ith the senior em

ergency services officers as to the best course of action to take. If it is necessary to evacuate the children 
from

 the school grounds, accom
m

odation is available for Laxey School at Christ Church (contact Jo Dudley 01624861989) and for Dhoon School it is available at 
the Glen M

ona Hotel (492585)  
 In the event of a m

ajor incident DESC should be inform
ed im

m
ediately. M

r Adrian M
ooney (685797), Health and Safety Officer or 

M
r Andrew

 Shipley (685828) Head of Legal and Adm
inistrative Services or M

rs Jo Gibson, Senior Secretary (685796)  
 M

edical facilities - The school has basic First Aid facilities available. In the event of an incident involving m
any m

inor injuries or any m
ajor injuries assistance w

ould 
be requested from

 the Am
bulance service.  

 If the school building is likely to be unavailable for m
ore than 1 hour the Executive Headteacher or in their absence the m

ost senior m
em

ber of the Em
ergency 

Response Team
 on site, m

ay decide to send the children hom
e. This w

ould necessitate ringing the parents of the children and asking them
 to com

e and collect 



  them
. Assistance in contacting the parents w

ould be requested from
 staff in Ham

ilton House. Access to children’s contact details can be provided through GTS 
(686081). Suggested contacts are Derek Young (686082) or Rose W

ild (686133).  
The School has an online text service w

hich can be used to send a bulk text m
essage to all parents.   

 If any staff have a m
obile phone w

ith them
 at the tim

e these w
ould be used for liaising w

ith DESC and other agencies. Assistance from
 M

anx Radio, Energy FM
, 

3FM
 and the local police w

ould also be requested for this purpose.  
 During the em

ergency, parents should be kept as fully inform
ed as possible. This w

ould be m
anaged dynam

ically by the Em
ergency Response Team

. 
 In the event of a m

ajor em
ergency all m

edia enquiries should be directed to the Com
m

unications Team
. M

em
bers of staff should not speak directly to the 

m
edia. The Em

ergency m
ust not be discussed on any Social M

edia e.g. Facebook or Tw
itter, w

ith the exception of the schools Official W
ebsite and Tw

itter Feed. 
These sites w

ill be updated by the EHT or the DESC’s ICT Team
 / GTS.  

 4.5 Terrorism
 / bom

b threat 
Each school has a “Bom

b Threat” procedure kept in a readily accessible folder on the School Adm
inistrator’s Desk. This folder includes a bom

b script in the event 
of receiving a threatening phone call, together w

ith details of em
ergency evacuation.  

 Pupils and staff w
ill evacuate in the sam

e w
ay as they w

ould do in the event of a fire evacuation. 
 4.6 Epidem

ic / Pandem
ic  

Isle of M
an Governm

ent / Public Health guidelines w
ould be follow

ed for the duration of an Isle of M
an epidem

ic or w
ider pandem

ic. This scenario is difficult to 
plan for in advance as any such em

ergency w
ould involve a new

 disease and by its very nature w
ould be unpredictable. It w

ould require ongoing dynam
ic 

m
anagem

ent.  
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 5.1 Coronavirus (CO
V

ID
19) Contingency Planning 

 
 

Coronavirus A
dvice – Pupils, staff and V

isitors 
 W

ith the on going spread of the Coronavirus (COVID19), this docum
ent details som

e sim
ple steps w

e are taking to help protect the health and safety of our 
people. 
 

1. 
Hygiene and contact w

ith others in the w
orkplace 

2. 
Travel to/from

 higher risk areas 
3. 

Spotting sym
ptom

s and taking action 
4. 

Sick Pay for you, or tim
e off to care for a dependant 

5. 
Staffing and School Closures 

6. 
Rem

ote w
orking 

7. 
Hom

e Schooling Plan 
8. 

Confirm
ed case of COVID-19 

 

1. H
ygiene and contact w

ith others in the w
orkplace 

 M
ost people w

ho becom
e infected experience m

ild illness and recover, but it can be m
ore severe for others. Take care of your health and protect others by doing 

the follow
ing: 

 W
ash your hands frequently 

 W
ashing your hands w

ith soap and w
ater.  

 



  A
void touching eyes, nose and m

outh 
 Hands touch m

any surfaces and can pick up viruses. Once contam
inated, hands can transfer the virus to your eyes, nose or m

outh. From
 there, the virus can enter 

your body and can m
ake you sick. 

 Practice respiratory hygiene 
 M

ake sure you, and the people around you, follow
 good respiratory hygiene. This m

eans covering your m
outh and nose w

ith your bent elbow
 or tissue w

hen you 
cough or sneeze. Then dispose of the used tissue im

m
ediately. Droplets spread the virus. By follow

ing good respiratory hygiene, you protect the people around 
you from

 viruses such as cold, flu and COVID-19. 
  2. O

ff-Island travel 
 B

usiness travel 
 Isle of M

an Governm
ent official advice is not to travel off-island for non-urgent / non-essential w

ork. 
 Personal travel 
 Consider if any travel planned to affected areas is essential. 
 Anyone arriving in the Isle of M

an from
 anyw

here in the w
orld m

ust self-isolate for 14 days irrespective of w
hether or not they are displaying sym

ptom
s of 

COVID19 
     



  3. Spotting sym
ptom

s and taking action 
 If you have a fever, cough and difficulty breathing, seek m

edical care early. 
Stay hom

e if you feel unw
ell. If you have a fever, cough and difficulty breathing, seek m

edical attention and call in advance rather than attend in-person. Follow
 

the directions on Isle of M
an Governm

ent w
ebsite – this inform

ation and advice changes rapidly. 
 If M

axim
 Kelly, Sarah Shim

m
in or Craig Astin instruct a m

em
ber of staff or pupil not to com

e into w
ork, this instruction m

ust be com
plied w

ith by said m
em

ber of 
staff.  
 The Articles of Governm

ent for both schools in the Federation state that the Headteacher is responsible for the general direction and conduct of the school and 
shall control internal organisation and m

anage the staff of the school.  
 Variations from

 norm
al tim

es of school sessions can be m
ade in the event of em

ergency health situations.  
 Follow

 advice given by your healthcare provider or your local public health authority on how
 to protect yourself and others from

 COVID-19. 
 If som

eone becom
es unw

ell in the School the follow
ing the procedures w

ill be follow
ed: 

 Pupils w
ill be supervised in isolation from

 others in a designated space until som
eone is available to collect them

. The designated space at Laxey School w
ill be the 

Teaching and Learning office. The designated area at the Dhoon School w
ill be the m

obile classroom
.  

Staff m
em

bers and visitors w
ill be asked to leave and to contact their GP for further advice. They w

ill be expected to com
ply w

ith this instruction. The staff w
ill 

need to be off for at least 14 days unless a GP advises against this.  

    



  4. School Closures and Staffing 

W
e w

ill follow
 any direction from

 the Isle of M
an Governm

ent in regards to school closures.  

Staffing levels w
ill be continually m

onitored, The Executive Headteacher w
ill m

ake a dynam
ic risk assessm

ent that w
ill determ

ine the decision regarding school 
closures; factors w

ill include availability of supply staff, num
ber of pupils present and specific needs of pupils e.g. com

plex m
edical needs and num

ber of senior 
staff available across the federation (TLR 2B and above are able to take operational lead in an SLT’s absence).  
 The Headteacher m

ay close the school if staffing levels reach a certain level, if key staff are absent, if key roles are absent. Based on the num
ber of staff and how

 
critical their role is to the school, the headteacher w

ill m
ake a decision on school closure. The decision to close a school based on health and safety m

atters is the 
headteacher’s to m

ake. In the event of a school closure, the headteacher w
ill notify parents using usual m

ethods and w
ill notify DESC w

hen able to.  
 A risk assessm

ent docum
ent shall be produced by the headteacher – this shall be a live docum

ent and w
ill cover further possible issues such as vulnerable pupils, 

vulnerable staff, visitors, events etc.   
 The articles of Governm

ent for both schools in the federation state that the Headteacher is responsible for the general direction and conduct of the school and 
shall control internal organisation and m

anage the staff of the school. The headteacher w
ill have to m

ake full use of these responsibilities and pow
ers in relation 

to m
anaging a potentially rapidly changing situation.  

  5.  R
em

ote w
orking  

All staff need to ensure that they test and fam
iliarise them

selves w
ith em

ail connectivity at hom
e (Junos Pulse, Arbor, itslearning etc).  

 6. H
om

e Schooling Plan 

In the event of a school closure, each child w
ill be issued w

ith a blank exercise book. This w
ill contain a list of suggested activities that parents m

ay choose to 
undertake w

ith their child during a period of closure. Parents m
ay also refer to the parent inform

ation sheets w
hich are m

ade available on the school w
ebsites to 

help direct hom
e learning.  



  Any w
ork com

pleted during this period w
ill not be m

arked, how
ever teachers w

ill be happy to share and discuss w
ith your child.  

A distance learning strategy has been produced by NAHT Isle of M
an and w

ill guide the SLT further in m
aking decisions around hom

e-schooling. 

 7. Confirm
ed case of Coronavirus at D

hoon or Laxey 

If a m
em

ber of staff or child has a confirm
ed diagnosis COVID-19 it is the parent or staffs responsibility to report this to the school. 

If the case is confirm
ed w

e w
ill consider closing the school on the advice from

 Governm
ent. 

 8. 
V

isitors 
 External visitors to the school are generally discouraged   
 Category 1 – curriculum

 visitors 
 Visitors to augm

ent the curriculum
 as speakers, assem

bly guests, parental helpers etc w
ill not be allow

ed 
 Category 2 – school business 
 Visitors to m

eet w
ith the Executive Headteacher (or staff w

ith the EHT’s agreem
ent) in relation to school business can continue at the EHT’s discretion.  

 Deliveries, w
orks and m

aintenance staff can continue to visit as norm
al. 

 Peripatetic staff and sports coaches m
ay continue to visit the school, but m

ust be directed to w
ash their hands on arrival.  

   



  5.2 Coronavirus (CO
V

ID
19) R

isk A
ssessm

ent 
  

A
ssessm

ent by:  Em
ergency Response Team

 
 

D
ate: 18.3.20 

R
eview

 date: Ongoing  

Location or A
ctivity 

Elem
ent  

  

Potential H
azard 

D
escription 

R
isk Classification 

A
ction taken to reduce or control risk 

R
esidual risk and 

further action req’d 
A

ction 
(initial) 

Likelihood 
Severity 

Rating 

 Pupils w
ith virus entering 

school  
 

 Coughing, sneezing  
spread of infectious 
disease w

ith other 
m

em
bers of school 

com
m

unity.  
Inadequate 
Handw

ashing and 
cleaning in school.  
 Parents failure to keep 
children w

ith identified 
virus off school. 
  

 2   

 2   

 4   

Com
m

unication w
ith parents sharing latest advice.  

 M
onitor Public Health England w

ebpage and send out 
useful resources to staff and parents as soon as possible. 
Display them

 for pupils to read (w
hen appropriate). 

 Current advice: Pupils show
ing m

ild sym
ptom

s such as a 
continuous cough and/or high tem

perature should self-
isolate for 14 days. 
 Cleaning routines increased &

 enhanced.  
 Parents rem

inded about keeping children off for set 
period during virus related illness.  
 Notify DESC of significant outbreak. 
 No w

hole-school assem
blies. 

Caretaker to record 
cleaning tim

es for 
high touch areas 

 

Pupil absence due to virus 
 

Pupils show
ing m

ild 
sym

ptom
s such as a 

continuous cough 
and/or high 

2 
2 

4 
M

onitor pupil absence daily. 
 W

ork done at hom
e m

ay be provided using m
aterials 

developed as part of the school’s distance learning 

High levels of pupil 
absence: inform

 
DESC.  
 

 



  

tem
perature should 

self-isolate for seven 
days. 
 Education disrupted  
 

strategy – see NAHT issued guidance for reference (issued 
17.3.2020) 
 

Distance learning 
strategy:  
See NAHT 
docum

ent 

 Staff w
ith virus entering 

school  
 

 Coughing, sneezing  
spreading infectious 
disease to other 
m

em
bers of school 

com
m

unity 
 

 2   

 2   

 4   

Com
m

unication w
ith staff sharing latest advice via em

ail 
and daily staff briefings. 
Send staff m

em
ber hom

e, 
 

 
 

Reduction in staffing  
Staff pupil ratio 
dim

inished. Pupils not 
supervised adequately.  
Additional w

orkload 
for staff.  
 Staff attendance below

 
safe level 
(headteachers to 
determ

ine that level 
for their ow

n school) 
  Potential for school 
closure 

2 
2 

4 
Consider pupil/staffing ratio. Can classes be safely 
supervised? Supply cover availability? ESO level 3 cover 
availability? Headteacher availability? Do not consider 
increasing class sizes to accom

m
odate staff absences that 

are higher than norm
al. Based on the num

ber of staff and 
how

 critical their role is to the school, headteachers m
ust 

feel em
pow

ered to m
ake a decision on school closure. 

The decision to close a school based on health and safety 
m

atters is the headteacher’s to m
ake. In the event of a 

school closure, notify parents using your usual m
ethods 

and notify DESC w
hen able to.  

Follow
 existing business continuity planning. 

   

 
 

Pupils com
ing to school and 

their siblings or other 
m

em
bers of the household 

are self-isolating. 

People living w
ithin a 

household w
ill infect 

each other or be 
infected already. 

2 
2 

4 
Advise parents to keep children at hom

e 
If any household m

em
ber has sym

ptom
s of coronavirus, 

then all household m
em

bers m
ust stay at hom

e and not 
leave the house for 14 days. The 14-day period starts 
from

 the day w
hen the first person in the house becam

e 
ill 

 
 



  

It is likely that people living w
ithin a household w

ill infect 
each other or be infected already. Staying at hom

e for 14 
days w

ill greatly reduce the overall am
ount of infection 

the household could pass on to others in the com
m

unity 
 

Pupils at hom
e recovering 

from
 illness or due to 

school closure. 

Pupils’ learning 
disrupted 

2 
2 

4 
Refer to the NAHT distance learning advice issued on 
17.3.2020. 

 
 

Pupils w
ith diabetes  

Pupils can suffer m
ore 

severe sym
ptom

s and 
com

plications  

2 
3 

6 
Liaise regularly w

ith parents.  
M

onitor latest advice : 
https://w

w
w

.diabetes.org.uk/about_us/new
s/coronavirus 

 Current advice: Pupils show
ing m

ild sym
ptom

s such as a 
continuous cough and/or high tem

perature should self-
isolate for 14 days. 
 Hom

e Learning m
ay be provided using m

aterials 
developed as part of the school’s distance learning 
strategy. 
   

 
 

Visitors to school w
ith virus 

entering school  
 

Coughing, sneezing  
spreading infectious 
disease to other 
m

em
bers of school 

com
m

unity 

2 
2 

4 
Non-essential visitors/visits to school cancelled. This 
includes parents evenings, school plays, parent 
assem

blies, etc.  

 
 

Absence of adm
inistrator  

Attendance of pupils 
not identified/ 
follow

ed up.  
Com

m
unications w

ith 
parents disrupted. 
 

2 
2 

4 
Seek supply. 
Notify DESC that non-essential adm

in w
ork w

ill not be 
processed at this tim

e.  

 
 



  

Absence of Headteacher  
M

anaging &
 

responding to pupil, 
parental &

 staff 
concerns.   
Coordination of day to 
day m

anagem
ent of 

the school in the event 
of a crisis. 

2 
2 

4 
Delegated duties to Deputy headteacher.  
 DESC contacted 

 
 

Absence of 
Caretaker/cleaner(s)  

Day to day cleaning of 
the school is reduced 
or not undertaken. 
Surfaces carry virus 
Potential increase in 
infection 
 

2 
2 

4 
Seek cover 
Guidance and training given by DOI team

  
In the light of significant caretaker and cleaning staff, 
consider if it is safe to keep the school open w

ithout 
adequate on-site cleaning requirem

ents. 
 

 
 

Absence of both 
Headteacher &

 Deputy  
M

anaging &
 

responding to pupil, 
parental &

 staff 
concerns.   
Coordination of day to 
day m

anagem
ent of 

the school in the event 
of a crisis. 

2 
2 

4 
DESC contacted to advise of absence. 
Senior Leader (TLR2B+) delegated responsibility by Head 
&

 agreed/confirm
ed by DESC  

 

 
 

Trips on island and visits to 
sporting events 

Potential for infectious 
disease to be shared 
due to large 
gathering/public 
transport 
 

2 
2 

4 
Review

 in light of advice from
 DESC w

hether to attend 
events. HT to decide over health and safety for staff and 
pupils. Cancel unnecessary visits and sports events at this 
tim

e. Consider type of event – do not take children into 
residential hom

es.  

 
 

Risk Classification 
Likelihood (L): rem

ote = 1 possible = 2 probable = 3 
Severity (S): m

inor = 1 serious = 2 severe/fatal = 3 
Risk Rating (LxS): low

 = 1-2 m
edium

 = 3-5 high = 6-9 

 


