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Sapphire Education Emergency Plan
1. Purpose
This document outlines how Sapphire Education responds to emergency situations, including incidents on-site and off-site. The priority in all situations is the safety and wellbeing of students and staff. These contacts must be accessible to all senior staff and included in centre documentation during programme delivery.
2. Key Contacts
On-site Emergency Lead (Course Director)
Name: [Insert Name]
Phone: [Insert Number]
On-site DSL (Student Welfare Lead)
Name: [Insert Name]
Phone: [Insert Number]
Head Office DSL
Name: Andrew McPhee
Phone: 07711 028128
Emergency Services
999 (UK)

3. Emergency Structure
On-site Lead (Course Director/ w Senior Team support)
Takes immediate control of the situation on-site.
On-site DSL (Student Welfare Lead)
Oversees safeguarding response and student welfare.
Head Office DSL / Senior Team
Provides support, coordination and external escalation if required.

4. Immediate Response (ALL staff)
In any emergency:
· Ensure immediate safety (remove from danger if needed) 
· Do not leave students unsupervised at any point
· Stay calm and take control 
· Account for all students 
· Follow instructions from the Senior Team or emergency services at all times
· Contact emergency services if required 
· Inform Senior Team / On-site DSL immediately 
Staff receive a briefing on emergency procedures as part of their induction.

5. On-site Emergency Response
Senior Team will:
· Assess the situation 
· Decide next actions (evacuate / isolate / remain in place) 
· Ensure all students are accounted for 
· Deploy staff to supervise and support students 
· Maintain communication with Head Office 
· Ensure actions are recorded where possible during or immediately after the incident
5A. Immediate Actions by Staff (Scenario Guidance)
In all emergency situations, staff must act calmly, prioritise student safety, and follow instructions from the Senior Team.
Fire / Evacuation
· Staff must lead students to the nearest safe exit immediately 
· The designated assembly point must be used 
· A register should be taken where available 
· A headcount must be carried out on arrival 
· Any missing students must be reported immediately 
· Students must remain with their group until instructed otherwise 
Lockdown / External Threat
· Staff must move students to a secure indoor space immediately 
· Doors must be locked or secured where possible 
· Students must remain out of sight (e.g. away from doors/windows, under desks if appropriate) 
· Lights should be turned off where possible 
· Noise must be kept to a minimum 
· Staff must remain with students and await further instruction 
Medical Emergency
· Staff must assess the situation and call for support immediately 
· A member of the Senior Team must be informed 
· Emergency services must be contacted where required 
· Other students must be moved away from the area 
· Relevant details must be passed clearly to responders 
Missing Student
· Staff must report the concern immediately to the Senior Team 
· A headcount must be carried out 
· Known information (last seen, time, location) must be shared 
· Other students must remain supervised at all times 

Off-site Incident
· Staff must gather students in a safe location 
· A headcount must be carried out immediately 
· The group must remain supervised at all times 
· The Senior Team must be contacted without delay 
· Emergency services must be contacted where required 

6. Off-site / Excursion Emergencies
Designated lead staff member for the activity:
· Takes control of the group 
· Moves students to a safe location 
· Accounts for all students 
· Contacts emergency services if required 
· Contacts Senior Team / DSL immediately

7. Communication
· Communication must be accurate and controlled to avoid misinformation or distress
· Head Office coordinates communication with parents, agents and stakeholders 
· Staff must not communicate with media 
· Students are advised not to share information publicly during incidents

8. Record Keeping
· All incidents must be recorded 
· Actions and timelines logged 
· Follow-up actions documented 

9. Accountability
· All students must be accounted for as soon as possible 
· Registers and headcounts must be used to confirm numbers 
· Any missing students must be reported immediately

10. Post-Incident Support
· Students and staff supported emotionally and practically 
· Review conducted to improve future response
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