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1 INTRODUCTION 
This single-floor wooden building has a surface area of approximately 236 square 

metres. The building is used primarily as a school for children aged between 3 and 

11 years, with staff/trustee/parent meetings and school fairs held outside of school 

hours. The building is also used by toddler groups, which are affiliated to the school, 

and is hired at evenings and weekends by several local groups. The front and side 

doors are raised above ground level and have steps leading up to them. The rear 

door is at ground level. 

1.1 Purpose 

The purpose of this plan is to help us take effective action in the event of a disaster. 
 
Disasters are matters such as: 
 

● Intense flooding 
● Loss of vital services for more than a few hours 
● Breakdown or theft of key equipment 
● Sudden death or incapacitation/ non communication of one or more key members 

of staff 
● Outbreak of an epidemic or major contamination 
● Fire 
● Terrorism 

 

1.2 Target Audience 

The intended audience is:  

Positions 

Trustees 

Teachers 

Office Staff 

Designated Safeguarding Leads 

SENDCO 

Teaching Assistants 

1.3 Scope 

The scope of this document is to ensure that all LISAL personnel are aware of their 

responsibilities under the Disaster Recovery Plan Policy.   
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1.4 Executive Summary 

 

Related Documents:  

 Health and Safety Policy 

 First Aid Policy 

 Risk Assessment Policy 

  

 

2 EMERGENCY PLAN  
 

Disasters and emergencies are difficult to prevent, but by anticipating their effects and 
putting in place a carefully prepared Recovery Plan, the damage and disruption can be 
minimised.  
This Plan describes the manner in which the school will respond to emergencies and 
disasters affecting not only the premises e.g. fire, flood and explosion, but also those 
resulting in injury to pupils, staff and visitors. 
  
The Plan provides a framework for taking the school through the process of: 
 

● Implementing immediate actions to ensure the safety of pupils, staff and visitors, 
including evaluation and treatment of casualties, liaising with emergency services, 
notification of families of individuals injured and the protection of assets.  

● Establishing temporary arrangements to ensure that normal school activities are 
recommenced as soon as possible. These actions will include finding safe, secure 
teaching environments - minimising the inconvenience to pupils, staff and 
employers - enabling finance and administrative procedures to be resumed with 
minimal delay  

● Undertaking the planning and management of the actions required to establish the 
mid to long term return to operational normality e.g. new buildings etc.  

 
Central to the process is the Emergency Recovery Team, led by the School Manager and 
SLT who will be responsible for coordinating and managing the school’s recovery.  
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Emergency Recovery team (Calum MacLure, Ola Mustapha and Dave Barton): 
 
The school has a copy of this plan and a copy provided to Appledore who run kindergarten 
and have been briefed on the contents of this plan. 
 

2.1 Key data 

● LISAL is an independent co-educational school based in the Marsh area of Lancaster 
City and drawing families from Lancashire, Cumbria and North Yorkshire. 

● The school has pupils aged 5-11 through kindergarten and primary school. 
Appledore who run the kindergarten runs the weekly parent and child groups which 
take children from birth to 5. 

● The school is open from 8.00am – 6.00pm Monday - Friday to pupils for 47 weeks a 
year (LISAL – 36.4 weeks; Appledore – 47 weeks). However, staff, trustees and 
community groups may use the building outside of these hours 

● Site details: LISAL is housed in an old (pre-1870) wooden Methodist chapel which 
has undergone a degree of retrofit and remodelling to enable it to be utilised as 
classrooms, toilets, office space and storage.  

● The school sits in small grounds extending to less than 1/3 acre, these are laid out 
with hard yard surfacing to the front of the building and a garden to the side of the 
building. 

● Access to the site is gained through the main gates located at the front of the 
building leading directly onto the yard. There is also a side gate located in the 
garden, this leads onto a wide paved path and provides wheelchair access to the 
rear of the building. 

● There is no car parking on site. Emergency vehicles may need to locate at the side 
of the building on Cedar Road. There is a carpark across Lune road behind The 
Windmill fish and chip shop. 
 

Heating Provision:  
 
There is a boiler room situated in the main building but accessible only from outside on the 
north side of the building. The key for this room is kept in the office, and a spare is kept 
with the cleaning cupboard key in the school kitchen. 
There are 2 boilers which run the central heating for the school. One of which also provides 
hot water. 
  
Both boilers are controlled by thermostats. The thermostat which controls the heating for 
the office (room 2), staff room 4, Hazel class and the Community Room 6 has a thermostat 
located in the main entrance. 
The thermostat which controls heating for kindergarten (run by Appledore), Toddler 
classroom 10, Beech classroom 8 and the toilet area is located on the wall in the hallway 
outside the classrooms.   
 
Risk Analysis:  
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The people we are most dependent upon are the pupils and staff. The areas that we are 
most dependent upon are toilet areas, classrooms Beech, Hazel and Kindergarten. If we 
lost either one or all of these spaces, alternative accommodation would be needed.  
The loss of the school office would cause considerable disruption; however, this would 
mainly be due to the loss of files, relocation could be sought within the school building.  
 
The loss of either Hazel classroom 6 or Beech classroom 8, storeroom 3 or staffroom 4 
would cause some disruption however relocation could be sought within the school 
building.   
 

DISASTER RECOVERY PLAN AND RESPONSIBILITIES  

(respond as appropriate depending on type of emergency) 
 
Emergency Recovery Key personnel:  

 
Ola Mustapha / Calum MacLure/ Dave Barton - 01524 381876. Or contactable via 
Castlegate Security.   
 

● Ascertain size and scope of emergency and/or disaster  
● Contact services as appropriate 
● Contact Emergency planning team 
● Inform Bay Radio  
● Update website/face book 
● Change school answer phone message 
● Liaise with College of Teachers (concerning the pupils) regarding contacting all 

families 
● Liaise with Calum MacLure (concerning information for the media) to inform Bay 

radio 
● Liaise with Ola Mustapha (buildings) to inform emergency utilities 
● Organise base from which to work. 
● Schedule team meetings as appropriate. 
● Ensure all aspects of emergency and recovery are handled effectively and properly.  
● Liaise with emergency team to inform appropriate agencies and bodies 
● Identify and request assistance from these bodies as and when required 
● Compile and issue all communications to staff  
● Receive and answer all communications received from staff 
● Ascertain the extent of damage to computer hardware, software, wiring etc  
● Identify requirements for essential computer functions to be operative as soon as 

possible and what is required to re-instate all functions as were operative prior to 
the disaster occurring  

● Inform the insurance broker/company of disaster 
● Discuss with the Team and associated staff responsible for IT Recovery, Premises 

and Equipment Resources and Curriculum Issues their requirements, and approve 
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any orders/purchases they recommend. Such approval should only be given as and 
when approved by Loss Adjusters.  

● Produce a cash flow of the funds required to re-establish complete school 
operations and agree this and interim payments with the Loss Adjusters  

● All long-term community groups using the hall should be notified. 
● Revise Recovery Plan as necessary 

 

2.2 Emergency Planning team  

College of Teachers (pupils/curriculum) 
 

● Compile and issue all communications to students and parents  
● Deputise for Disaster Recovery Manager when she/he is absent 
● Put in place a system to enable incoming communications from pupils and parents 

to be dealt with in the appropriate way  
● Identify curriculum requirements both immediate and long term to enable 

complete reinstatement of curriculum delivery  
● Identify other curriculum issues affected by the disaster. Place orders for and 

oversee the supply of course materials etc.  This should only be done after liaising 
with and obtaining approval from the Team member (School Manager) responsible 
for insurance claim/recovery financing. 

 
Ola Mustapha / Samson Duff (Premises) 
 

● Ensure the site is secured.  
● Contact all suppliers 
● Ensure that gas/water/electricity are made safe 
● Liaise with contractors or emergency workers from utilities 
● Contact the local council environmental health  
● Arrange suitable remedies for the particular problem 
● Revise Recovery Plan as necessary 

 
Calum MacLure - Trustee - (Press)  
 

● Compile and issue all communications to the media 
● Inform staff that all media enquiries should be directed to the person responsible 

for media liaison and under no circumstances answered by the member of staff 
him/herself 

● Answer all enquiries from the media  
● Ensure that all outgoing communications are checked 
● In certain circumstances the Police will take the lead role in dealing with the media 

in the first instance. In these circumstances the press office will maintain regular 
contact with the police and other emergency services to ensure consistency of 
message 

● Revise Recovery Plan as necessary 
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APPENDIX A:   

 

BUILDINGS AND POSSIBLE SOLUTIONS  
 
The school operates out of a single building so any disaster may affect the whole building. 
However, if only part of the building was affected the following rearrangements could be 
made, enabling us to carry on activities in another area if safe to do so. 
 

● Kindergarten could possibly be temporarily located in the Community room. 
● As no lunches are prepared for pupils, loss to the kitchen would mean cancelling 

some kitchen dependent curriculum activities only. This would be acceptable on a 
temporary basis. There is a facility for washing up and hot drink preparation via 
kettles and sinks in other rooms. 

● Classrooms Beech room 8 & Hazel room 6 – a limited number of pupils could be 
relocated into the community room.  

● In the event that the rooms are not large enough to house the classes then 
alternative accommodation would need to be sought as a matter of urgency. 

● The school office can be relocated into the staffroom, or the community room. 
 
ALTERNATIVE ACCOMMODATION  

In the event of a disaster affecting more than one area of the building then alternative 
accommodation must be sought. For temporary short-term relocation, it may be possible 
to utilise the Friends Meeting House.   
 
School / Staff / Student Records. All records, where possible, together with any other 
critical administration data will be stored and maintained in computer format on the 
school’s database. Data is backed up on a regular basis enabling data to be quickly 
recovered to facilitate a return to normal working.  
Paper records, where practical, will be stored in secure fireproof containers or in the 
school’s archive facility.  
 

SUPPORTING POTENTIALLY VULNERABLE CHILDREN 
 

As a small school staff are able to discuss each family situation weekly. Vulnerable children 
are identified if they or a family member has a SEND, (including health concerns) which 
could impact behaviour or family member’s mental health. As we are aiming to have at 
least weekly contact with all families, contact will be made if a family has not been in touch. 
In the first instance contact is made by text or email to arrange a phone call should staff 
have any concerns or feel support may be appropriate. Through discussion about the family 
situation, suggestions and signposting to further support can be made. 
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APPENDIX B:   

 

MEDIA COMMUNICATIONS 
 
It is recommended that a frank approach be taken with the press to keep them on side. 
Good press coverage may be helpful e.g. local assistance and support may be generated, 
and the long-term standing of the school should not be affected. 
 
Communication Policy  
 
It is the policy of LISAL that:  
 
∙ To the best of our ability, the school will always convey accurate, factual information 
based on the knowledge at hand at the time.  
∙ The school will, at all times, seek to provide honest and open comments on matters of 
public concern. Every effort will be made to cooperate with, and meet the needs of, the 
media and other key communication channels.  
∙ The school will always show itself to be concerned about the issue at hand and will always 
put employee/pupils’ interests above short –term commercial interests;  
∙ When communicating with key stakeholders during such incidents, the school will at all 
times be mindful of and aim to protect its long-term sustainability.  
 
In the event of a crisis/disaster scenario it is important that the media and other interested 
parties are kept informed of developments. 
 

● What is happening, why we have such limited knowledge at this time and what is 
being done to arrive at a fuller appreciation of the situation.  Back up by saying you 
will provide more information as soon as it is available. Second statement should 
be released as soon as there is any detailed information. Tell the truth and not 
speculate. Do not release information about casualties until details have been 
confirmed and next of kin informed.  

● Further Statements. Do not release any details that may end up prejudicing what 
may become a criminal prosecution. Different media have different concerns, so 
different statements may be needed for local, national and international radio, 
television and print media.  

● General Issues - The Board of Trustees should monitor television reports, listen to 
radio reports and read newspapers. Any mistakes broadcast by the media should 
be corrected as soon as possible to avoid confusion and generating panic. 

● Interviews:  
A) A spokesperson will need to be appointed.  
B) The spokesperson will be briefed before they are interviewed.  

● Epilogue:  
A) Keep contact with the journalists and find out what they are working on.  
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B) Have statements / spokesperson ready during aftermath i.e. memorial services, 
official enquiry, legal action, trials etc.  

● Media Log Sheet: The Media Log Sheet should be maintained and updated during 
the whole of the period of the disaster. The data will be used to inform further 
development of the Public Relations Crisis Plan.  
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APPENDIX C:  

MAPS OF THE SCHOOL LOCATION, AREA AND SITE 
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APPENDIX D:  

 

KEY SUPPLIERS CONTACT NAMES AND TELEPHONE NUMBERS  
 

 CONTRACTOR PHONE NUMBER 

Accountants: Optimum Accountancy & Taxation  Tel: 01253 609306 

Alarms: Castlegate Security Services (Monitoring company) Tel: 01524 848383 

Alarms: Clarkson Electrical Solutions LTD (Alarm Servicing)  Tel: 01524 572049 

Ambulance: NW Ambulance General Enquiries 0345 112 0999 or call Tel: 111 

Bank: Charities Aid Foundation (CAF)  Tel: 03000 123 456 

Boiler Repairs: Hodges Northwest Ltd (Plumbing & Heating Specialists) 

 

Jackie 

Tel: 07713157937 

Tel:07713157938 

Tel: 01524 414465 

Broad Oak Leisure Buildings Ltd Tel: 01524 831463 

Building: Temporary Repairs: Scott Montgomery Tel: 07973211309 

Carpet cleaning:  Clean Away Morecambe Tel: 01524 413810 

Charities Commission Account No: 1066821:   Tel: 0845 3000 218 

Child Protection:  LCC Safeguarding Officer   Tel: 01772 531196 

Cleaning: Maxim Commercial Cleaning: –  Tel: 01915166272 

Cleaning Products: RSH – (Distinct Disposables) contact: Terry Anne Tel: 0114 2444592 

DBS checks: Care Check DBS customer services Tel: 0333 777 8575 

Drain: Coastal Drains Tel: 07950 257132 

Electrician: Clarkson Electrical Solutions LTD Tel: 01524 572049 

Electricity Power cuts: Electricity North West Tel: 0800 195 4141 

Electricity Supply: EDF Online only   

Fire non-emergency Tel: 01524 60193 
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Fire:  Emergency  Tel: 999 

Fire Extinguishers Fitting and Checks: Castle Fire Tel: 01539 722500 

Flood: Lancashire County Council Flood line:   Tel: 0345 988 1188 

Gas Supply – British Gas Line Tel: Online Only 

Garden Suppliers: Broad Oak Leisure Buildings Ltd Tel: 01524 831463 

H&S: Health and Safety Executive Health and Safety Executive: www.hse.gov.uk 

H&S Consultant – CRONER (Account no: 84678) 

Head Office 

Tel: 01455 858132 

Tel: 0808  

HR Consultants – CRONER – (Account no: 84678) 

Head Office 

Tel: 01455 858183 

Tel: 0808 

HR – Employee Assistance Programme Tel: 01455 858132 

HMRC: Employer Helpline Tel:  Tel: 0300 200 3200 

Hospital: Royal Lancaster Infirmary:   Tel: 01524 65944 

Insurance Brokers Sturdy Edwards: (Glen Piper   Policy no. 02CSS0041572) Tel: 01342 313 733 

LCC: Lancaster City Council emergency out of office hours phone number Tel: 01524 67099 

Legionnaires: Integrated Water Services 

Account Manager: Kim Pullen 

Tel: 01922 618176 

Tel: 07814 136210 

National Gas emergency service: (Cadent) Tel: 0800 111 999 

Newspapers:  Lancaster Guardian Tel: 01524 256010 

NHS Direct: Tel: 111 

Ofsted: URN: 132095: Early years: EY311336 Tel: O300 1231231 

PAT Testing: Electro (Rich) Tel: 07813067863 

Pest Control: Lancaster City Council Pest Control Tel: 01524 582935 

Plumber:  Hodges North West Ltd (Plumbing & Heating Specialists) 

 

Tel: 07713157937 

Tel:07713157938 
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Jackie Tel: 01524 414465 

Police Non-Emergency Tel: 101 

Police:  Emergency Tel: 999 

Police: Community Related Team.  

Carly Smith (PCSO 7102) Mark Wood (PCSO 7102) 

Tel: 07966 867677 

Printing: Pro Print Solutions Ltd (Acc – LSS001) Tel: 01254261173 

Radio: Bay Radio Tel: 01524 848747 

Radio: BBC Radio Lancashire 103.9FM, 95.5FM, 104.5FM & digital radio Tel: 01254262411 

Roofer: Scott Montgomery Tel: 07973 211309 

Rubbish Disposal/Recycling: Lancaster City Council  Tel: 01524 582416/5 

Sandpit: sand Broad Oak BBM Products   Tel: 01524 831463 

  

CONTRACTOR PHONE NUMBER 

Skip Hire: Think Pink   Tel: 01524 844 151 

Stationary Supplies: Mercurius:   Tel: 01923 261646 

Stationary Viking Direct: www.viking-direct.co.uk    Tel: 03301281399 

Stationary YPO Tel: 01924 834 834 

Waldorf Schools Fellowship Tel: 02045249933 

Storage (temporary):  247 Removals  Tel: 07795074720  

Tel: (01524) 848298 

Telephone: Sky Tel: 150 (from 

landline) 

03337 595 203 

Water Supplier – Water Plus Account: 408 271 5440 Tel: 0345 072 6072 

Water – United Utilities  - General Enquiries Tel: 0345 672 3723  
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APPENDIX E:   

 

MEDIA LOG SHEET 

 

Date & Time  Name (first and 

surname) 

Contact Details Request Deadline (for response from 

school) 

Message passed on to: 
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Contact Details Request Deadline (for response from 

school) 
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APPENDIX F:   

 

RESPONSE TEAM DEBRIEF  
 

Incident Summary  
 
Date:  
 
Location:  
 
Situation Overview:  
 
 
 
 
 
Names of College Response Team members & any external specialists involved:  
 
 
 
Key Steps Taken:  
 
 
 
 
What tactics/actions ‘worked’:  
 
 
 
 
What to avoid in future:  
 
 
 
 
Recommended actions (operational, communications, business, process etc)  
 
 
 
Attach all relevant log sheets, records or communication materials prepared as part of the 
response process  
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1. DOCUMENT CONTROL 

2.3 Changes since last version 

Version Date Author /Comments/Description 

V1.0 01/10/2016 Written by Rebecca Terry 

V1.1a 10/10/2018 Draft by Heather Holt 

V2.0 10/10/2018 Issued 

V3.0 20/09/2020 Bi Annual Review – Dave Barton 

V3.1 10/03/2021 Updates to appendix D (contact names and 

numbers) HG  

V3.2 10/03/2022 Added Patricia Williams as Principal. H.G 

V3.3 25/05/2022 Removed Patricia Williams as no longer working here , 

added in references to Appledore. H.G 

V3.4 5/12/2022 HG Updated with new Boiler Servicing company after 

new boiler installation 

V3.5 12/5/2023 Hg updated phone numbers on page 12 – 13 

V3.6 20/03/2024 HG Name change to LISAL and DB Reviewed Document. 

HG updating document with DB’s changes 

V4.0 16/04/2024 Document ready to sign.  

V4.1 17/09/2024 Removed Contact details for expired contractor OM 
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V4.2 27/01/2025 HG removed Youngs Gas and Oil from the contacts list as 

we no longer wish to use this company for our boiler 

servicing and repair.  Hodges will be used instead 

V4.3 29/01/2026 RW updated phone numbers 

V5.0 11/04/2026 OM Reviewed the policy 

2.4 Reviewers 

Name Role 

Calum MacLure Chair Trustee 

Dave Barton Health & Safety Trustee 

Vacant Office Assistant 

  

Date of Next Review By April 2028 

2.5 Issue control 

Policy Owner: LISAL 

Original Policy Author: Heather Holt 

Policy assignee/reviewer Dave Barton 

Trustee with Responsibility: Dave Barton 

Reviewer Signature:  Ola Mustapha Sign off Date: 11/04/26 

Committee Name: 
 

(mark the appropriate box) 

 Finance, Management & Premises 

 Leadership, Curriculum & Standards 

 Safeguarding & Health and Safety 

 Inclusion and Diversity 
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  HR (Appointment, Appraisal & Performance) 

SGT sign off: 

 

 
 
Calum MacLure 

 
SGT sign off date: 30/04/26 

 

 

 


