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Introduction 
This plan details the procedures that should be followed in the event of a major or minor 
incident that might affect CATS School. 
 
Types of Incidents 
Incidents fall into two categories: major incidents and minor emergencies. Major incidents 
may occur off site but nevertheless have an impact upon the school. 
 
What is a Major Incident? 
A major incident is an abnormal event that could cause death or injury, damage to 
property, contamination to the environment or disruption to normal services. 
 
This could be the result of transport related accidents, severe weather, major pollution or 
local incidents such as fire or civil unrest. 

In such cases CATS School will have selected certain key schools as evacuation centres. 
CATS School has been designated as an evacuation centre for any other CATS Global 
Schools 
 
On Site Incidents 
It is possible that there could be a major incident on our site such as a fire, bomb threat or 
a gas explosion. If a bomb threat is received, please see Appendix 2 and follow 
instructions. 
 
If CATS School were to suffer such an incident on site, we would work with our Global 
Schools in our network. 
An emergency administrative centre would be set up at one of our schools in the event of 
having to evacuate the site quickly we have a reciprocal arrangement with our other 
schools. In the event of an evacuation all staff will need to be notified immediately and 
given an evacuation point. 

All user documents are sync with Microsoft OneDrive, so they are backed up to the cloud. 

In the event of such incidents, we would contact: 
 
Police station Fire station Parents 
 
Minor Emergencies 
Minor emergencies may occur more commonly and are more likely to affect CATS School. 
These should be reported to the Headteacher / Rector , Chair of Governors and the 
necessary service or the above. Examples of minor emergency are the loss of heating or a 
flood. 
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Emergency Contacts 

Key Holder 
The main key holder is Daniel Lutomski who can be contacted on +44 (0)7884 
370584 (work phone) in the event of fire, theft or flood damage. 
 
Closing the School 
If the school is to be closed the Headteacher will contact the Chair of Governors to 
discuss the issue. 
 
 
 

Name Role Contact details (Email/Number) 
Elizabeth House Duty Phone Duty House Leader, Day House 

Parent, Night House Parent - 07730 
321445 
 
Emergency 24 Hour Contact – 01223 
346189 Option 1 Elizabeth House. 
Option 2 Varsity House 

Varsity House Duty Phone Duty House Leader, Day 
Parent, Night House Parent - 07860 
586528 

Emergency 24 Hour Contact – 01223 
346189 Option 1 Elizabeth House. 
Option 2 Varsity House 

OPS (Out of Hours) Duty phone +44 (0)7912 564164 
CGS IT Out of hours +44 (0)1223 341324 
Gloria Quartey School Nurse +44 (0)7921 062912 
Karin Askham Rector +44 (07850 518010 
Paul Jackson Senior Deputy Head +44 (0)7399 013873 
Daniel Lutomski Operations Manager +44 (0)7884 370584 
Robert Farrow Interim head of boarding +44(0) 7730321442 
Phil Bond Designated 

Safeguarding Lead 
(DSL) 

+44 (0)7805 738640 

Steve Scott Senior Laboratory 
Technician 

++44 (0)7876031094 

Janet Bowerman Director of School 
Operations 

++44 (0) 7850518011 
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The Chair of Governors is Robert Nui (CEO) 
 
Severe/Adverse Weather 
1. The Headteacher makes a decision to close the school. 
2. In the event of bad weather, the Headteacher will contact the Chair of 

Governors and then follow procedures given by them. The Headteacher will 
then inform the Operations Manager so they can contact the site team to ask 
whether opening times could be delayed for the site team to clear the site. 

3. If it is not possible to clear the site a text message will be sent to all staff and 
parents informing them that the school is closed. For boarders the school day 
will continue as normal. The IT team would also add the closure to the 
website to inform parents of our closure for external borders. 

4. A notice will be posted on the school website. 
 
Infections or notifiable disease 
1. If a pupil is diagnosed with an infectious disease the Headteacher / Rector 

will be informed, and she/he will consult with the Chair of Governors and 
then the Health Authority. 

2. The Headteacher will inform the Local Authority’s Health and Safety 
Advisor. The Headteacher may also have to contact Public Health England 
and seek advice from them as to next steps. 

3. All subsequent action will be led by the Health Authority with assistance 
from the school staff. 

Food Poisoning 
If we suspect that food poisoning has been caused by food or drink supplied by the 
school catering service, the Headteacher / Rector will; 

1. Contact the Council’s Environmental and Consumer Services section on 
01223 357773. 

2. Contact the Catering Manager on David Grave on 07562647214 
 
Chemical Spillage/Accidents 
All chemicals and cleaning materials that are potentially harmful have 
COSHH/CLEAPPS assessment in a file kept by the Operations Manager. Accidental 
spillages or accidents will be dealt with following the guidelines on the COSHH 
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regulations 2002 and assessments. Chemicals/cleaning materials are locked away 
in the cleaning or COSHH cabinets /cupboard. 
 
Intruder on Site 
The school operates a number of security systems. 
 
1. Perimeter security: iron fencing with access control on gates. 

2. Building security: with access controls on doors. 
3. In site security: all staff wear security badges, visitor’s wear a “Visitor Badge” 

and Contractors who are DBS cleared wear a “Contractor's badge”, if not 
they wear a Visitors badge. Visitors cannot be left alone either with a child or 
by themselves at any time. Any unknown person is challenged by staff or if 
they do not feel safe to do this, they report to the Headteacher / Rector or 
Deputy Headteacher / Rector who may then call the police. 

4. Signing in system 
 
5. Intruder alarm system 
 
Abduction 

1. Should a child be abducted the Headteacher, Senior Headteacher or DSL will 
be informed, and they will contact the police with details of the incident. 

2. If the incident necessitates, the police can be contacted in the normal way. 
 
In the event of an incident at a School or in the vicinity of a School e.g. attempted 
abduction, attack, suspicious person, schools should follow the procedure as 
detailed below: 

The following will be taken into account: 
• The need to ensure the immediate safety and welfare of pupils and staff, 

including the possible need to seek medical attention. 
• Evacuating the School building. 
• Evacuating the School site. 
• Sheltering in the School buildings, known as ‘lockdown’ (see Appendix 1) 
• Relocating to a different location. 
• Re-entering the School. 

 
Media Communication 
In the event that a senior member of staff is approached by journalists seeking 
information regarding an incident concerning the school they can refer them to the 
Headteacher / Chair of Governors. 
 



6 of 11 
Date of issue: August 2025 Date of review: August 2026 
 

 
The Headteacher in conjunction with the Governing Body is responsible for 
completing and maintaining individual emergency response plans to any 
incidents. 
 
Receipt of a Bomb Threat Phone Call 
In the event of a bomb threat call received staff will try and follow procedures as 
set out in Appendix 2. Fire alarms will be set off with staff and pupils assembling 
at the front of the building. They will then be told of the threat and led off site. 
 
Site Staff will call the police etc. and they will monitor from there until the threat is 
cleared. 

Additional Information 
The Headteacher can be contacted on 07850 518010 
The Operations Manager can be contacted on +44 (0)7884 370584 
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Appendix 1 – Lockdown Procedure 

Appendix 1 – Lockdown Procedure 
 
Where there is a threat from either an intruder on the school grounds or within the vicinity 
of the school, the school instigates a lockdown procedure. 
 
A recognisable signal that is distinguishable from the fire alarm/evacuation signal has been 
installed in areas across the school that sound like a car or house alarm. 
Lockdown procedures should be practised every half term so that staff and students are 
familiar with them. 
 
The procedure is as follows: 

• Signal for commencing lockdown procedures (air horns continuous). 
• School response team (SLT) will call for assistance – 999. 
• Staff should ensure pupils are moved into classrooms or safe areas. Staff in 

classrooms closest to toilets must ensure they are swept for students. 
• Lock doors (ensuring member of staff within the lockdown room), close windows 

and blinds. 
• Keep students seated away from windows and doors. There may be circumstances 

when it is best to sit on the floor. Explain to the students that this is an emergency 
procedure that is being practised. 

• No one should be allowed out of the classroom or safe area during lockdown 
procedures. 

• Where students need access to a classroom after doors have been locked, they 
should use the password “Tom Cat” for admittance. 

• Students should, where possible, be engaged in a quiet activity or game and should 
be kept calm. 

• The need to communicate with teachers in classrooms will be considered using 
teams ideally or classroom phones or other means of technical communication (e.g. 
email, internet, mobile phones, teams) – if it is safe to do so. 

• If students are outside when the signal for lockdown is given, teachers and 
supervisors should consider taking them into the nearest class or area that can be 
secured. If this is not possible, pupils may be asked to hide, disperse or take cover if 
this will ensure their safety. 

• At this point the School’s Incident Response Team will consider the danger and 
decide what to do next. 

• Once the all-clear has been established, the air horns will be turned off and 
members of the SLT will knock on classroom doors identifying themselves, giving 
the password “Tom Cat”. The school’s internal team’s system can also send a 
message out to all staff stating the lockdown is now over. 

• At the end of the lockdown, the fire alarm will be sounded. Students and staff 
should evacuate following the normal fire procedure. A roll call will then be taken, 
as per the usual fire alarm process. 
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The air horns can be triggered by any member of staff/student who witnesses an intruder 
and the potential danger; therefore, all members of staff will be responsible for the health 
and safety of the students. The blue and white boxes that resemble the fire alarm boxes 
trigger the Intruder alarm and are situated in the following locations across the school: 

• Main School Reception Office 
• Inside the HUB by entrance Double Doors 
• Ground Floor near Female Toilets 
• Ground Floor corridor towards the common room 
• First Floor next to Lift, Second Floor Lift, Third Floor Lift 
• Lower Ground Floor Next to Science Prep Room 
• First Floor between Classrooms 101-102 
• Second Floor between Classrooms 201-202 
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Appendix 2 – Receipt of Bomb Threat Telephone Call 

If you receive a telephone call stating that there is a bomb threat, please try and 
follow these procedures: 
 

Who are you? Why are you doing this? 

What time is the bomb set to explode? 

Where is the bomb located? Floor or class area? 

What kind of bomb is it? 

Voice description: 
Male Female 

Calm Nervous 

Young Old Middle Aged 

Rough Refined 

 
Accent Yes No 

Describe: ………………………………………………………………………………. 

 

Speech Impediment Yes No 

Describe: ………………………………………………………………………………. 
 
 
Unusual phrases: ……………………………………………………………………… 

Do you recognise the Voice? Yes No 

If so, who do you think it was? ……………………………………………………………………. 

Was there any background noise, for example: 

Music Running Motor 

Traffic Whistles 

Bells Horns 

Aircraft Voices 

Machinery Other 
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Continuity Plan 

If the School is not able to be used after suffering a flood, fire, or major incident the school 
has implemented a continuity plan as follows: 

Emergency Response and Recovery Procedures 

Clear guidance to staff has been given for roles and responsibilities in the event of an 
emergency onsite or the need to be off site. A list of staff will be drawn up showing the 
specific staff with key numbers and roles. 

Risk Assessment and Business Impact 

If there is a major incident the school will base itself at one of CATS Global other schools 
and set up an administrative office to operate from until such time as the CATS building is 
repaired/rebuilt. Online learning would be set up for students until such time the building 
could be operational again. Recovery times would depend on the major incident, which we 
would take guidance from at the time. 

IT Back up Recovery 

All user documents are synchronised with Microsoft OneDrive, so you can consider this as 
backed up to the cloud. This way staff would be able to access data from another building, 
if necessary. 

Communication Plan 

All contact information is held in an easily accessible place online to be able to send via a 
text/email messages to all stakeholders in the event of a major incident. Communication 
with all staff, students, parents, and relevant stakeholders would take place to ensure 
reassurance to them that the school will still operate albeit from another location. 

Classrooms 

Online classes would take place until such time the school could become operational again. 

Boarding 

CATS Global Schools have provision at other buildings to facilitate students who would be 
relocated to another CGS School to board whilst the building is being restored. The other 
located schools are as follows: 

CSVPA - Cambridge 

Whilst call is taking place try to alert another member of staff either on a walkie-talkie or 
writing a note. 

ONCE THE CALL IS FINISHED IMMEDIATELY CONTACT 
A MEMBER OF SLT 
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Bosworth Independent School - Northampton 
Guildhouse School - London 
The Worthgate School - Canterbury 
Bournemouth Collegiate School - Bournemouth 
Stafford House - Cambridge 
St Michael’s School and Sixth Form - Llanelli 
Failing this we would locate to suitable local hotels. 

Catering 

Catering provision would be provided by the nearest outlet at one of CATS Global Schools 
until catering could be restored at the school. 
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