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FLOOD PLAN
[bookmark: _Toc302117722](To be read in conjunction with the school Emergency Plan)


We educate for life in all its fullness.  At Crosby Ravensworth this means:
· A close, cohesive family atmosphere where children are inquisitive, confident in the natural environment to which they are connected and supported as they learn resilience through challenge. 
· Widened opportunities for children, alongside adults, to flourish.  Cultural capital is prized and we prepare our children for a world of diversity. 
· Richness and ambition throughout our academic, creative, sporting, social and spiritual ventures.



Compassion          Community          Courage

I have come in order that you might have life; life in all its fullness.
John 10.10





PREPARED BY:	Duncan Priestley 
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REVIEW SHEET

The information in the table below details earlier versions of this document with a brief description of each review and how to distinguish amendments made since the previous version date (if any).


	Version Number
	Version Description
	Date of Revision

	1
	Original
	September 2018

	2
	Minor updates, mainly to formatting.
	September 2019

	3
	Minor updates to contact details
	May 2022

	4
	Update to DfE Incident Support Team email address
	September 2022

	5
	Minor updates to remove references to Cumbria County Council
	April 2023

	6
	Minor updates including contact details for local radio stations
	September 2023

	7
	DP Adapted
	June 2024

	8
	Contacts updated 
	June 2025

	
	No changes other than Brampton skips is now called ‘North west recycling’
	June 2026

	
	
	

	
	
	

	
	
	





Definitions
For the purposes of this document a child, young person, pupil or student is referred to as a ‘child’ or a ‘pupil’ and they are normally under 18 years of age.
Wherever the term ‘parent’ is used this includes any person with parental authority over the child concerned e.g. carers, legal guardians etc.
Wherever the term ‘Head teacher’ is used this also refers to any Manager with the equivalent responsibility for children.
Wherever the term ‘school’ is used this will usually include wrap around care provided by a setting such as Breakfast Clubs and After School Clubs and Extended Services such as after school activity clubs.
Wherever the term ‘Health and Safety Services Provider’ is used, this refers to the person or organisation from whom the school procure their health and safety services/advice e.g. Kym Allan Safeguarding, Health and Safety Consultants Ltd. (KAHSC);
Wherever the term ’SEMT’ is used, this refers to the School Emergency Management Team.
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[bookmark: _Toc199748878][bookmark: _Toc231220055]PART A  –  FLOOD EVACUATION PLAN
[bookmark: _Toc199748879][bookmark: _Toc231220056]School Emergency Management Team (SEMT)
	Name
	Job Title
	SEMT Role

	Duncan Priestley
	Headteacher
	Emergency, Business Continuity & Communications Coordinator

	Jane Corrie / Susan Pattinson
	teachers
	Pastoral Care/Welfare Coordinator

	Abi Ruehorn-Hyde
	School Business Manager
	Resources Coordinator &Log Keeping

	Barbara Wallis
	Chair of Governors
	Media and Communications Coordinator

	Georgina Griffiths
	Vice Chair
	Deputise for chair

	Naomi Callaghan
	Parent Governor
	H&S Governor

	
	
	


[bookmark: _Toc199748880][bookmark: _Toc231220057]Procedures
[bookmark: _Toc199748881][bookmark: _Toc231220058]Evacuation Procedures if a Flood Event is expected
	[bookmark: _Toc402864722]No.
	Task
	Responsibility

	1
	Ensure all paperwork is in place; mobile phone charged and key personnel primed as to the status of the river.
	AR

	2
	Have the school website updated to alert parents to this information as well as sending out a text / e-mail message.
	DP

	3
	Contact Maulds Meaburn Village Institute (migration centre) and Cumbria Coaches (transport) to alert them of a possible emergency evacuation.
	DP

	4
	Ensure all paperwork is in place; mobile phone charged and key personnel primed as to the status of the river.
	AR


[bookmark: _Toc199748882][bookmark: _Toc231220059]If the flood alert is on a weekday afternoon/evening
	No.
	Task
	Responsibility

	1
	Flood guards need to be fitted at the end of the school day.
	DP

	2
	Server back-up box MUST be removed and kept off site.
	Back up kept remotely by LC

	3
	Items on the floor need to be lifted to higher levels
	All staff

	4
	Laptops and cameras are to be removed and kept off site.
	AR


[bookmark: _Toc199748883][bookmark: _Toc231220060]Headteacher or senior person in school on the day
	No.
	Task
	Responsibility

	1
	Telephone Kym Allan Health & Safety Consultants to say school is closing and why - (01228 210152 – 24 hour) and notify the LA via the school closure page.
	DP

	2
	Fit flood guards to all doors and windows with 2 other staff members (decided on the day).
	All available

	3
	Contact Radio Cumbria – Tel: 01228 592444/01228 592444/0800 111 4950; Email: radio.cumbria@bbc.co.uk; WhatsApp: 08000 321 333 starting your message with “Cumbria" or Text: 81333 starting your message with “Cumbria") to say school is closing and ask parents to come and collect their children.  They will ask for the school LA & DFE number which is (943 – Westmorland & Furness)
	DP – AR - DN

	4
	Once all pupils and staff have evacuated:
· Unplug electrical items and move to higher area;
· Leave internal doors open;
· Weigh items that cannot be moved down/tie together;
· Put plugs in sinks, lids down on toilets and weigh down with heavy objects;
· Weigh down manhole covers;
· Move any dangerous chemicals or objects which may contaminate flood waters further;
· Turn off gas, electricity, and water supplies at mains (do not reconnect after flooding until checked by accredited person);
· Implement external flood resilience measure e.g. installing flood barriers on both doors and lay sand bags.
	DP supported by all available staff

	5
	If Headteacher is not in school, contact them to make them aware of the situation 07840079627
	Staff

	6
	Telephone the Chair of Governors 
	staff

	7
	Contact local school services (if not already in school) e.g. School meals provider, home to school transport operator(s) if used by any pupil(s), school cleaning provider/staff, school crossing patrol (if relevant).
	DP

	8
	Contact the school General Adviser (Learning Improvement Service) 
	DP


[bookmark: _Toc199748884][bookmark: _Toc231220061]Teaching and support staff in school on the day
	No.
	Task

	1
	Ask all children to put their chair on top of their desk and get their coats and bags.  The class teacher shall check the children off the Evacuation Register (Fire Lists) which the Administrator will circulate round the classrooms.

	2
	Staff and children to walk to Maulds Meaburn Village Institute Hall (MMVI) (safe/dry location) where they will be collected by parents.

	3
	Staff to take it in turns (depending on pupil to staff ratios and extent of flooding) to move their vehicles from the car park to MMVI (safe/dry location).

	4
	Children are to be crossed off the Evacuation Register (Fire Lists) list as they are collected from Village Hall.  Children being collected by other families should be marked with who has picked them up and if need be contact the parent to confirm these arrangements.

	5
	Staff to contact Business Administrator to update which children are waiting to be picked up. Business Administrator will then send another text and phone parents or emergency contacts.


[bookmark: _Toc199748885][bookmark: _Toc231220062]Business Administrator
	No.
	Task

	1
	Business Administrator to send out an e-mail / text message to all parents to inform them school is closing and why and to collect children from  MMVI

	2
	Circulate Evacuation Register (Fire Lists) to all Class Teachers.

	3
	Two designated members of staff (to be decided on the day) to phone parents of pupils starting with families of youngest pupils in school.

	4
	Staff will contact Business Administrator to update which children are still waiting to be collected.  Business Administrator will then send another text and phone parents or emergency contacts.

	5
	Business Administrator to disconnect the server back-up box and REMOVE from the site.

	6
	Collect Emergency Grab Bag which contains all important information including Emergency Plans and important contact details.


[bookmark: _Toc199748886][bookmark: _Toc231220063]Parent Information Sheet
	No.
	Task

	1
	Once you have received the information that school is on flood watch check your phone/e-mail regularly for updated messages.

	2
	If you receive a message to say school is closing, DO NOT ring to say you are on your way.  Send an e-mail response to admin@crosbyravensworth.cumbria.sch.uk   A member of staff will be allocated to check both phone messages and email for responses.
The message should read: “on way to collect – (family surname)”

	4
	Our School Evacuation point is Maulds Meaburn Village Institute Hall (MMVI).  The children will be evacuated to Village Hall (safe/dry location).

	5
	When you arrive at MMVI to collect your children you will be directed to the room where the children will be.  You must inform a member of staff before leaving with your children so they can be signed off the Evacuation Register.  If you are collecting pupils from another family, please ensure the staff are fully aware of this as they will need to check there is parental approval and sign them off the register


[bookmark: _Toc199748887][bookmark: _Toc231220064]Installation of Flood Guards
	No.
	Task

	1
	All flood guards are stored in the shed.  The shed key is in the office in the key box. 

	2
	There is a plan of where they go on the school building inside the shed pinned to the wall to the left of the door.  A copy is also in the ‘Flood’ file. 

	3
	All guards are numbered inside or have a description of where they go. 

	4
	Fit guards to main building first. 

	5
	Secure the top corner clips first to take the weight of the guard before then securing the remaining clips – check all those along the bottom of the guard have been closed up. 

	6
	Where there is a ‘sink’ in front of the doors, the metal grates need lifted out with a T-shaped handle (also in the shed in a box) and stored INSIDE the building otherwise they will float away.



[bookmark: _Toc199748888][bookmark: _Toc231220065]
PART B  –  FLOOD RECOVERY PLAN
Note:  All staff/governor/parent contact details will be printed out and attached to this document in the School Emergency Plan kept in the Grab Bag  in staff toilet  but will also be saved in the relevant folders in the Office.  Exact locations of where to retrieve these documents are given in Appendix A.
[bookmark: _Toc199748889][bookmark: _Toc231220066]Initial Responses
[bookmark: _Toc199748890][bookmark: _Toc231220067]First Day of Disaster
	No.
	Task
	Responsibility

	1
	If flooding has significantly affected the school, contact the DfE Incident Support Team (Email: incident.support@education.gov.uk.
	

	2
	Contact School Insurers (Zurich 08000966233) and ask for Property Claims.  Provide them with our policy number [XAO272031-9413].
	

	3
	Insurers will take all details of what has happened and appoint a Loss Adjuster who will make contact within 24 hours (provide them with contact numbers for all of the SMT).  The Loss Adjuster will visit the school to discuss the plans going forward:
	

	
	· The Loss Adjuster will appoint Disaster & Recovery specialists to strip out the contents of the school (please see buildings register for work carried out in 2015 as the school was tanked and flooring sealed in to minimise future strip-out).
	

	
	· Discuss financial implications to the school.  When money will be paid/received.  A spreadsheet to list invoices received will be required. Loss Adjuster will send a template. (NB: Copy of invoices to be scanned and keep numbering separate to normal school invoices (in 2015-16 all invoices related to flooding began with F0…).
	

	
	· The Loss Adjuster will appoint a Project Manager  who will put a schedule together and details ready for tender.  The tender process will begin and three parties will be invited to bid for the work.
	

	4
	Contact PortaKabin, Carlisle (01228 711818) to come out and quote for cabins on site.
	

	5
	Please refer to the SCHOOLS BUILDINGS REGISTER (x2 folders) for all information on the detail and maintenance of the school, past and present.
	

	6
	Contact the following:

	
	· LA via school closures page.
	

	
	· Kym Allan Safeguarding, H&S Consultants (01228 210152)
	

	
	· Contact Radio Cumbria – Tel: 01228 592444/0800 111 4950; Email: radio.cumbria@bbc.co.uk; WhatsApp: 08000 321 333 starting your message with “Cumbria" or Text: 81333 starting your message with “Cumbria") 
	

	
	· North West Recycling (01228 672999).
	

	
	· Governors (Chair first by phone and email or text other Governors).
	

	
	· Notify parents via text message and a post notification on our website.
	

	
	· Les Cooper 07715991958 to discuss temporary accommodation and requirements along with back up box and removal of servers from the school.
	

	
	· Staff not in school and volunteering adults (including any work experience/students where appropriate).
	

	
	· Contact local school services (if not already in school) e.g. School meals provider, home to school transport operator(s) if used by any pupil(s), school cleaning provider/staff, school crossing patrol (if relevant).
	

	
	· Contact the school General Adviser (Learning Improvement Service).
	

	
	· SH Electrical (01228 631447 or 24 hr call out 07771 928090) to check electrics and boiler.
	

	
	· Diocese (01768 807777).
	

	7
	Arrange a ‘Crisis Meeting’ (off site) with all staff and Governors who can attend – schedule for the ‘first day, back to school after the ‘disaster’. Send text to all staff to inform them.
	

	8
	When safe to enter the school building, SEMT to assess the situation.  Staff who wish to come, may do so.  Staff must be appropriately dressed and have wellington boots and gloves on.
	

	9
	Remove servers ASAP and take, along with the back-up box, (which should have already been taken off site) to Les Cooper.
	


[bookmark: _Toc199748891][bookmark: _Toc231220068]Second / Third Day of Disaster
	No.
	Task
	Responsibility

	1
	Inventory of all items damaged to be recorded.  Digital photographs to be taken where appropriate, particularly higher value items.  Staff teams to list items to be put together and discussed at the next staff meeting (on the first or second day).
	

	2
	If Class 1 is habitable, use this as the ‘staff room’ / toilet facilities and separate entrance available.
	

	3
	Anything which is deemed undamaged is to be moved to Class 1.
	

	4
	The Business Administrator to hold all inventory lists in a file; kept off site.  These lists are to be copied (use a local school) x2, if possible scanned and either mailed or emailed to the Loss Adjuster along with any photographs (where taken).  Keep original lists plus additional copy.
	

	In 2015 this process took staff 2 days to complete


[bookmark: _Toc199748892][bookmark: _Toc231220069]Within First / Second Week (if safe to so)
[bookmark: _Toc199748893][bookmark: _Toc231220070]Setting up of Portacabins / Temporary School on Site
	No.
	Task
	Responsibility

	Classroom cabins and portaloos in the front playground which will run off a generator.

	1
	All classrooms will have hired furniture and smartboards – refer to Inventory of Essential Equipment and IT Applications Required (*within School Emergency Plan).
	

	2
	Les Cooper to be notified of requirements; including connections, new computers etc.
	

	3
	Resources for all classrooms *.
	

	Office, Staff Room and Staff Toilets in the Car Park

	4
	Hired furniture inc. lots of storage.
	

	5
	Photocopier.
	

	6
	Les Cooper to be notified of requirements; including connections, new computers etc.
	

	7
	Staff room needs microwave, kettle and fridge – ensure there are enough electrical socket outlets installed to avoid the need for extension cables.
	

	8
	Staff room needs a suitable workstation (adjustable chair, desk and computer point).
	

	After Installation

	9
	H&S Governors to do a Health and Safety ‘walk-round’ inspection followed by School Health & Safety Services Provider to ‘sign off’ temporary school and conduct new Fire Risk Assessment.
	

	The portacabins took 4 days to install which includes siting them, data installation, alarm systems etc.  They took 4/5 days to decommission.


[bookmark: _Toc199748894][bookmark: _Toc231220071]Setting up of School Meals
	No.
	Task
	Responsibility

	1
	School cook Freda Smith 01931715381 to be contacted to arrange for production of school meals at other venue (Butchers Arms or at her home).
	

	2
	An additional midday supervisor will be required to ensure enough supervision in the portacabins / playground as lunchtimes will be staggered.
	


[bookmark: _Toc199748895][bookmark: _Toc231220072]School Timetables / Staggered Lunchtimes / Breaks / Teaching Time
During the time between setting up the temporary school and re-opening, the Headteacher will work with other teachers to set up work for the children and find opportunities for the children to get together whenever this is practical. This information will be communicated via the website/email/Friday Bulletin to parents.  
The school anticipates using the nearby Crosby Ravensworth Village Hall in the event of the school buildings becoming inaccessible for any unforeseen circumstances.  Both classes could be accommodated in the hall; no revisions to timetables are likely to be necessary.  
[bookmark: _Toc199748896][bookmark: _Toc231220073]Important Notes
· Project Manager must contact Les Cooper to factor in any cabling which may need to be done during the refurbishment.
[bookmark: _Toc199748897][bookmark: _Toc231220074]Moving from Portacabins or MMVI or Crosby Village Hall to Main Building
· Arrange a meeting with all parties involved – school, builders, portacabin company and Les Cooper to work on a timeline for moving back. Senior Leadership Team to arrange timescales for moving classes back into school.
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7
Contact Information
	Note:  All staff/governor/parent contact details will be printed out and attached to this document / can be found in the School Emergency Plan kept in the Grab Bag in staff toilet room but will also be saved in the relevant folders in the Office.  

	Details
	Location

	Key Contact Details for Suppliers & School Contacts
	Office – Admin – Supplier Contacts – Key Contact Details Suppliers 

	Staff Contact Details
	Arbor

	Governor Contact Details
	Up to date list from clerk – clerk@crosbyravensworth.cumbria.sch.uk

	Child/Parent Contact Details
	[bookmark: _GoBack]Arbor
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