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Disaster Recovery 

Plan Policy




Review Date: January 2028


Agreed by Governors January 2026
                This policy is the responsibility of the Head teacher
1.0 About this Plan
1.1 Plan Purpose

To provide a flexible response so that Blue Gate Fields Infant School can:

· Respond to a disruptive incident (incident management)

· Maintain delivery of critical activities during an incident (business continuity)

· Return to ‘business as usual’ (resumption and recovery)

1.2 Plan Remit

· School functions such as teaching, school administration, catering, out of hours clubs and school trips are covered by this plan:

· School premises such as classrooms, kitchen, offices, hall are covered by this plan:

1.3 Plan Owner

The Headteacher is this plan’s owner and responsible for ensuring that it is maintained, exercised and updated annually.
1.5 Plan Distribution

This Disaster Recovery Plan is distributed as follows:

	NAME
	ROLE
	ISSUE DATE

	Catherine Jones
	Head Teacher
	January 2026

	Parul Begum
	Deputy Head
	

	Sandra Silvestre / 
Nicole Marsh
	Assistant H Teachers
	

	Jo Rudwick
	Office Manager
	

	Terry McCarthy
	Premises Manager
	

	Patricia Lowe
	Home Liaison Officer 
	


2.0 Plan Activation 

2.1 Circumstances

This plan will be activated in response to an incident causing significant disruption to the school, particularly the delivery of key/critical activities.  

Examples of circumstances triggering activation of this plan include:

· Loss of key staff or skills e.g. above normal levels of absenteeism due to illness or other scenarios such as severe weather, transport disruption

2.4 Activation Process
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3.0 Roles and Responsibilities 
3.1 School Incident Management Team 

	Role
	Responsibilities
	Accountability / Authority

	Head Teacher 
	· Senior responsible owner of Disaster Recovery  Management in the School 

· Ensuring the school has capacity within its structure to respond to incidents

· Determining the school’s overall response and recovery strategy
	The Head Teacher has overall responsibility for day-to-management of the School, including lead decision-maker in times of crisis.

	Deputy / Assistant Heads
	· Disaster Recovery Plan development 

· Developing continuity arrangements and strategies e.g. alternative relocation site, use of temporary staff etc

· Involving the school community in the planning process as appropriate

· Plan testing and exercise

· Conducting ‘debriefs’ following an incident, test or exercise to identify lessons and ways in which the plan can be improved

· Training staff within the school on Disaster Recovery
· Embedding a culture of resilience within the school, involving stakeholders as required
	Will report directly to the Head Teacher and be a member of the School Incident Management Team.

	School Incident Management Team 


	· Leading the school’s initial and ongoing response to an incident 

· Declaring that an ‘incident’ is taking place

· Activating the Disaster Recovery Plan
· Notifying relevant stakeholders of the incident, plan activation and on-going response actions

· Providing direction and leadership for the whole school community

· Undertaking response and communication actions as agreed in the plan
· Prioritising the recovery of key activities disrupted by the incident

· Managing resource deployment

· Welfare of students
· Staff welfare and employment issues
	The School Incident Management Team has the delegated authority to authorise all decisions and actions required to respond and recover from the incident.




The following staff have been identified as the School’s Incident Management Team:

	Name
	Role
	Contact Details (delete/amend as necessary)

	Catherine Jones
	Head Teacher
	

	Parul Begum
	Deputy Head
	

	Sandra Silvestre
Nicole Marsh
	Assistant Head Teacher
	

	Terry McCarthy
	Premises Manager
	

	Jo Rudwick
	Office Manager 
	

	Patricia Lowe
	Family Engagement Officer 
	


3.2 Additional Response and Recovery Roles

Depending on the circumstances of the incident, it may be necessary to activate one or all of the roles described below.

	Role
	Responsibilities
	Accountability / Authority

	Head Teacher / Office Manager

	· Ensuring that all key decisions and actions taken in relation to the incident are recorded accurately
	Reporting directly to the Head Teacher, Governing Body or School Incident Management Team.

	Head Teacher / Office Manager


	· Collating information about the incident for dissemination in press statements

· Liaison with Tower Hamlets Borough Council
	

	Deputy / Assistant Heads
	· Co-ordinating communication with key stakeholders as necessary.  This includes (but does not cover all): 

· Governors 

· Parents/Carers
· Key London Borough of Tower Hamlets Officers. 

· School transport providers

· External agencies e.g. Emergency Services, Health and Safety Executive (HSE) etc
	All communications should be agreed by the School Incident Management Team.  Information sharing should be approved by the Head Teacher (or School Incident Management Team if the Head Teacher is unavailable).

	Premises Manager

	· Undertaking duties as necessary to ensure site security and safety in an incident

· Liaison with the School Incident Management Team to advise on any issues relating to the school physical infrastructure

· Lead point of contact for any contractors who may be involved in incident response 
	Reporting directly to the Head Teacher or School Incident Management Team.

	ICT Coordinator

Rob Talks

	· Ensuring the resilience of the School’s ICT infrastructure

· Liaison with London Borough of Tower Hamlets ICT support  

	ICT Coordinator reports directly to the Head, for plan development issues. 

In response to an incident, reporting to the School Incident Management Team.

	Head Teacher / Office manager
	· Leading and reporting on the School’s recovery process

· Identifying lessons as a result of the incident 

· 
	Is likely to already be a member of the School Incident Management Team, however will remain focused on leading the recovery and resumption phase.  Reports to Head Teacher.

	Home Liaison Officer
	·  Main contact for the parents and carers.
	


3.3 The Role of Governors

	Role
	Responsibilities
	Accountability / Authority

	Governing Body
	· Working in partnership with the Head Teacher to provide strategic direction in planning for and responding to disruptive incidents 

· Undertaking actions as required to support the school’s response to a disruptive incident and subsequent recovery

· Acting as a ‘critical friend’ to ensure that the Disaster Recovery Plan is fit-for-purpose and continuity arrangements are robust and reliable

· Monitoring and evaluating overall performance in developing school resilience and reporting to parents/carers
	Liaising with the Head Teacher or School Incident Management Team in response to a crisis.

Reporting progress in developing Disaster Recovery planning to parents/carers 


4.0 Incident Management

4.1 Purpose of the Incident Management Phase

The purpose and priorities for this phase are to:

· Protect the safety and welfare of pupils, staff, visitors and the wider community

· Ensure urgent and necessary communication takes place

· Support the Business Continuity phase

· Support the Recovery and Resumption phase 

4.2 Incident Management Actions

	
	ACTION
	FUTHER INFO/DETAILS
	ACTIONED? (tick/cross as appropriate)

	1. 
	Make a quick initial assessment:

· Assess (i.e. scale/severity, duration & impact of Coronavirus)
· Isolate any child with the suspected virus and phone the parent
· Disseminate information (to others)
	Gather and share information to facilitate decision-making and enhance the response
Ensure the child is comfortable but isolated – familiar adult / HT

Ensure all staff are kept informed of decisions made.

	 FORMCHECKBOX 


	2. 
	· Communicate to all stakeholders if the school will be closing due to a suspected case of the virus
· Phone PHE to notify them of the virus
	· Phone catering / dairy / bagels / any pre-planned visitors to the school
	 FORMCHECKBOX 


	3.
	Phone parents to come and collect children. 
	Children will be in classes waiting for parents. The class with the suspected virus will be closed and children to wait in the hall.
	 FORMCHECKBOX 


	4.
	Phone Tower Hamlets to notify the school will be closing
	
	 FORMCHECKBOX 


	5.
	Ensure a log of key decisions and actions is started and maintained throughout the incident
	
	 FORMCHECKBOX 


	6.
	All school to be deep cleaned.

	Parents will be kept informed by text message when the school will be reopening.
	 FORMCHECKBOX 


	7.
	Ensure staff are kept informed about what is required of them

	· Staff to be sent home when all children have left the premises.

· All staff to self-isolate

Staff will be kept informed
	 FORMCHECKBOX 


	8.
	Ensure Governors are kept informed as appropriate to the circumstances of the incident
	Head Teacher to communicate  with Chair of Governors
	

	9.
	Communicate the interim arrangements for delivery of critical school activities
	Chn to be given homework packs and web links to work from is possible. Otherwise children will be sent homework packs / collection will be arranged as needed.
	 FORMCHECKBOX 



If staff become unwell after the deep clean is completed. Agency staff will be used to ensure all classes can return to school.
Recovery and Resumption Actions

	
	ACTION
	FUTHER INFO/DETAILS
	ACTIONED? (tick/cross as appropriate)

	1. 
	Agree and plan the actions required to enable recovery and resumption of normal working practises
	Agreed actions will be detailed in an action plan and set against timescales with responsibility for completion clearly indicated.
	 FORMCHECKBOX 


	2. 
	Inform the PHE and Tower Hamlets and other stakeholders that the school will be reopening
	PHE will need to give the green light for the school to reopen before pupils and staff return
	 FORMCHECKBOX 


	3. 
	Once recovery and resumption actions are complete, communicate the return to ‘business as usual’.
	Ensure all staff are aware that the business continuity plan is no longer in effect. 

Via Website and telephone.
	 FORMCHECKBOX 



                                                              KEY CONTACTS LIST


	CONTACT
	TELEPHONE NUMBER

	School Contacts
	

	Head Teacher
	

	Deputy Head
	

	Assistant Heads
	

	Premises Manager
	

	Chair of Governors
	

	Vice Chair of Governors
	

	Robert Talks
	

	
	

	
	

	Key Local Authority Contacts
	0207 364 5000 – 24/7 number

	Stuart McGregor, Juniper
	02033738556

Mobile: 07904041672

	Other Local Contacts
	

	Police
	999  for emergencies

	Police – your local station/community officer
	101 for other inquiries

	Fire & Rescue Services 
	999 

	Hospital – your nearest A&E
	The Royal London Hospital 020 3416 5000

	Local BBC Radio
	BBC Radio London 020 8743 8000

	Other Local Radio
	Capital Radio 020 7054 8000

	Health Protection Agency via NHS Direct
	0845 4647

	Meningitis freephone number
	080 8800 3344

	Other Useful Contacts
	

	Foreign Office
	020 7270 1500
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