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1. NOTES
1. No one should place themselves in danger or ask others to undertake any act that will place them in jeopardy. The Emergency Services, even in the most difficult conditions, are still the best agency to undertake these tasks and must be called.
2. The District Council has teams of trained officers who will endeavour to meet the requirements of the Local Authority response to any emergency. However they may need to call upon local knowledge to ensure the best deployment of resources.

3. In the event that local resources need to be deployed to assist in the emergency, Braintree District Council will consider reimbursing reasonable costs incurred, e.g. food and fuel supplied.

Braintree District Council

EMERGENCY PLANNING OFFICER

Emergency Planning Office hours only: (01376) 557753

Switchboard:
     (01376) 552525 

Duty Emergency:     (01376) 552525 (Out of hours)

2.  INTRODUCTION

This plan covers the procedural arrangements for the Parish/Community of xxxx for responding to a known emergency affecting, or with the potential to affect the population of the Parish/Community.

Emergencies can occur with little or no warning and could be caused by many different factors including: -

Natural Disaster


Severe Weather

Technological/Industrial Accidents 

Power failures


Transport – Road/Rail/Air

Terrorism

In normal circumstances the POLICE are responsible for operational control at the scene of the emergency. Braintree District Council (Telephone (01376 552525) acts as the co-ordinator for the Local Authority response.

Throughout the emergency the Parish Council/Community will attempt, within the constraints of the situation, to provide information to both Braintree District Council acting as the co-ordinator of the local authority response, and to the community of the Parish. They will also, if requested, provide assistance to the Emergency Services and Braintree District Council.

In the event of the Parish/Community being isolated as a consequence of the emergency, local residents may have to maintain and protect their own community until such time as normality can be restored.

3.  CONTACT CASCADE GROUP

Name/Address

Designation/their role              Telephone No

Enter as many contact numbers for each person as are available. Remember, given the frequency of telephone number changes this document will need regular updating.

If appropriate {Note: The Parish Clerk (Tel: xxxx) should be called first       during normal Parish Council Office opening times (0830- xxxx)

Enter the names in the telephone tree and the contact numbers in the confidential annex at the back of this document

4.  PARISH EMERGENCY TEAM

Give details of whom you would expect to run a Parish Control Centre. Remember you may need 24 hour cover so you should have sufficient people to operate a shift system if possible.

List any contacts you may need to assist with catering requirements e.g. local branch of the WI etc. The WRVS will be called via the District/County call down list if required. Include contact numbers for Meals on Wheels as this service may not be operating and alternate arrangements may have to be made.

It may be helpful to have a list of any volunteers as an appendix to your Parish Plan (obviously you would not want telephone numbers unduly distributed but you can make any part of your plan “restricted availability” going only to those on “a need to know basis”. 

5.  Create/build you own telephone tree 



[image: image3]
The phone “tree” works as a pyramid with the co-ordinator at the top making the first call to two or more people.  In turn they call an assigned number of people and so on until the “tree” is complete. 
6. ACTIVATION TRIGGERS

(Use this space to record details of how your plan will be activated.  You should include details of how the plan will be activated as a result of a call from the emergency services or the District Council and also how you and your Community will decide to activate the plan, if the emergency services are unavailable.)

· Flooding at x location 


X will
1. alert BDC



2. contact Environment Agency  - Flood Warnings Direct for 


“status”



3. alert Community Contacts downstream/likely to flood



4. consider which Emergency Accommodation to open if 


Police/BDC request it   



5.  etc 

· Power outage for x hours (gas/electricity)

1. contact Utility provider to inform of power outage

2. alert BDC

3. consider checking on known vulnerable people  

4. etc

· Water cut off for x hours



1.  contact Utility provider to inform of power outage



2.  alert BDC



3.  consider checking on known vulnerable people  



4.  etc

· Telephone lines down for x time

· Fire at x properties/locations

Braintree District Council may call the Parish to activate the plan
7.  PROCEDURES

The following procedure will apply (dependant on the situation) – See Activation Triggers.

Braintree District Council will contact ONE named person on the Parish/Community contact cascade of the incident and will:

· Give as much information as possible on the incident.



and/or

· Advise on a course of action within the Parish/Community.



and/or

· Request advice on the local situation (complete situation report – see annexes )

The person contacted will:   

(insert agreed procedure/Activation trigger for your Parish / Community)
The Parish/Community Emergency Team will attempt to:   (agreed course of action by Parish Council /Community). 

For example, this may include

· Comply with the advice or request received from the District Council.

· Establish a communications link with the District Council and maintain it throughout the duration of the emergency.

· Consolidate local information and, as best able, pass that information to outside organisations and/or residents.

· In the event of the Parish becoming isolated, undertake the co-ordination of the response to sustain the local community.

· Provide an overview of the essential requirements of the Parish to survive and recover from the emergency.

· Maintain a log of significant events & decisions made – see appendix  (this is essential)
· Maintain a “Lessons identified” sheet throughout the emergency and recovery phase, so as to allow the Emergency Co-ordinator to update future plans.

8.  RISK ASSESSMENT

A risk assessment is helpful for Parishes/Communities to have an understanding of what type of incidents can affect, and have affected their Parish/Community.

· A risk assessment can help identify ‘Risks’ which may affect specific residents i.e. elderly, vulnerable, those reliant on medication etc.

· A risk assessment may highlight incidents which may affect residents in specific locations i.e. they may be isolated or cut off – floods, snow etc.

Use the Risk Assessment template to guide what your actions could be once you have identified the impact on the community.  Then state what you will or should do and who you will tell.  It may also be useful to support any bids for Community funding applications. 
See the example in the annexes as an easy to use guide. 
8.1 Community Funding Opportunities

There may be circumstances in which you need additional funding to help enhance resilience in your community. There are many organisations,

government departments and charities that provide funding for community groups.  Below are some examples of tools which can help you find the best available funding for your community, as well as a selection of examples of

national, regional and local funding.  It is important to check the relevant websites for the most up to date information to ensure you meet the eligibility criteria or closing deadlines. These grant finding websites and tools have

been developed to find the most suitable grant for community projects. The process involves a simple checklist to see what funding is available.

Grant Finder

www.grantfinder.co.uk

Grants and policy database with details of 6,000 funding opportunities.

Funding Central

www.fundingcentral.org.uk

Government funding portal for all third sector organisations, including community groups, providing access to 4,000 funding and finance opportunities, plus tools and resources supporting organisations to develop sustainable income strategies.

Government Funding

www.governmentfunding.org.uk

Online portal to grants for the voluntary and community sector.

Lottery Funding

www.lotteryfunding.org.uk

Lottery Funding is a joint website run by all Lottery funders in the UK.

This site allows you to search information on current funding programmes across the UK.

Grantsnet

www.grantsnet.co.uk

A search directory for grants and funding programmes available within the UK.

Office of the Third Sector

www.cabinetoffice.gov.uk/third_sector.aspx

The Office for the Third Sector regularly has information about new and existing grants.
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LOG SHEET
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COMMUNITY SITUATION REPORT

FROM: ………………………………
DATE AND TIME:………………
REPORT NUMBER: ………………
PERIOD COVERED:……………
1.
A. 
NUMBER OF DOMESTIC PROPERTIES DAMAGED / UNINHABITABLE.


B. 
NUMBER OF DOMESTIC PROPERTIES DAMAGED / INHABITABLE.

2.
NUMBER OF PERSONS IN COUNCIL PROVIDED EMERGENCY ACCOMMODATON

3.
LOCATION OF BLOCKED ROADS

4.
AREAS WITHOUT ELECTRICITY

5.
AREAS WITHOUT GAS

6.
AREAS WITHOUT WATER

7.
AREAS WITHOUT TELEPHONES

8.
ONGOING TASKS AND SPECIFIC RESOURCE REQUIREMENTS

9.
ANY OTHER RESOURCE REQUIREMENTS

10. ANY OTHER INFORMATION

11.  RECOVERY FROM INCIDENT & CHECKLIST

It is important to start the recovery process as soon as possible after the incident/emergency has occurred.

It is imperative that the Community is involved in the decision making process to engage their support and local knowledge.

A checklist should include (examples could include….see below):

· Community - . Promote self help (What Community initiatives are already underway?) 

· Health & Welfare - . Consider vulnerable people/groups/establishments/ Community Care/impact on faith groups
· Business & Economy - How many closures or relocations of businesses?
· Environment Infrastructure & clean up - Environmental Health issues (decontamination/disinfestations)?
· Communications - Co-ordinate communications across partner agencies
· Elected Members - Have Elected Members disseminated appropriate information to Community?
An action plan may look something like this:  

	Action
	By whom
	By when
	Status

(Red 

Amber 

Green)


	Priority rating 

(E- Essential

I – Important

D–Desirable)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


ANNEXES

Example template 

Parishes Risk Register – 

	Risk
	Parish Area
	Impact on the Community 
	What to do 
	Who to tell (during incident) 

	Flooding

(river and surface water)
	Bridge Street, Water Lane, 
	Number of  properties: 

at risk of flooding

no access to resources (shop- doctor’s surgery…..) 

Cut off from resources
	now Raise awareness of flood protection within Community - posters, parish newsletter etc

during event  Stock of FloodSax or sandbags at set location(s)

during event  Activate Parish Emergency Plan 


	Parish Clerk/EP contact to activate plan

District Emergency Planning Officer if support to residents required in case of evacuation 

Police  - roads may need closing, residents may need evacuating

Fire Service - properties may need pumping out 

	Utilities failure – gas or electric


	Whole village
	No gas supplied to Village - only some properties with Heating oil

Street lights off

Property lights/power off (freezers/fridges/cookers/heating etc)

Security systems down

Shop Credit systems down


	now Raise awareness of Grab Bags- posters parish newsletter etc 

Purchase wind up torches

Purchase wind up radios – 

Promote National “Go In Stay In Tune In” message 

Promote Business Continuity in local businesses

(during event ) Consider vulnerable people within village - heating food etc

  
	Parish Clerk/EP contact to activate plan

District Emergency Planning Officer if support to residents required in case of evacuation 



	Utilities failure – water supply failure


	
	
	
	

	Telephone lines cut off/down
	
	
	
	

	Risk


	
	
	
	

	Risk


	
	
	
	

	Risk 


	
	
	
	

	Risk 


	
	
	
	


Local Skills and Resources Assessment

	Skill/Resource
	Who? (names)
	Contact details
	Location

	Water/food supplies
	
	
	

	Temporary Shelter
	
	
	

	Builders
(generators and sand)

	
	
	

	Electricians

	
	
	

	Farm Equipment (General): i.e. generators/pumps

	
	
	

	Fuel

Fuel (cont)
	
	
	

	Medical Assistance
	
	
	

	Drinking Water
	
	
	

	Emergency Equipment
	
	
	


EMERGENCY EQUIPMENT

HELD IN PARISH/COMMUNITY EMERGENCY STORE

(this is an example from Coggeshall Parish Council’s Emergency Plan)

	ITEMS
	NUMBERS
	LOCATION



	DAY-GLO JACKETS
	
	

	HARD HATS
	
	

	RE-CHARGEABLE TORCHES


	
	

	VEHICLE MAGNETIC ORANGE FLASHING LIGHTS


	
	

	ROAD SIGNS ‘FLOODING’


	
	

	 SIGN

‘RECEPTION’


	
	

	EMPTY SANDBAGS
	
	

	FILLED SANDBAGS
	
	


ANY SPECIFIC PROCEDURES INCLUDED IN PLAN e.g.

FLOOD PROCEDURES

AREAS AT RISK - Include areas with history of flooding & areas within 250 metres of flood plains (http://www.environment-agency.gov.uk/ - Look for- “Are you at risk of flooding?” Accessible to the public) 

NB List of flooded properties should not be on general distribution.

RISK POTENTIAL 

      The risk of inland rivers overflowing into the surrounding countryside may be caused by any of the following:

· Intensive heavy localised rainfall.

· Exceptional rainfall coupled with factors that restrict ground absorption.

· Overcharged watercourses in the upper reaches leading to heavy volumes of water passing downstream.

· Rapid thaw of heavy snow.

RISK ASSESMENT

· Consider specific areas in your own Parish with a propensity to flood.

RESPONSIBILITIES

· The Environment Agency (EA) has a responsibility to provide a monitoring and advisory service. They perform this function by obtaining data from a number of sources and by issuing warnings, where necessary, to both Essex Police and the Essex County Emergency Plan Duty Officer. The latter will pass such warnings to the District Council who will advise the Parish Council as necessary.

· Residents have a responsibility to protect their property from the effects of flooding. Advice is available from the Environment Agency and District Council (an initial check for flood risk to a particular property can be made on the Internet at http://ww.homecheck.co.uk &  http://www.environment-agency.gov.uk/)

Flood Prevention products/ Sandbags

· List any stores you have and access details/key holder etc.
· In the event that additional support is required to cope with a given

Emergency, Braintree District Council Emergency Team should be 

contacted on (01376 552525). Every effort should be made by the owner to protect property.

Flood warning Service Quick Access Code for 
River 
XXXX:
Dial (0845) 988 1188 and press Option 1 for pre-recorded flooding information. 
When prompted enter the following Quickdial Code- * (Ascertain access code from Environmental Agency for any rivers & tributaries which fall within your boundary) 
Flood Watch only Quickdial Code *(Ascertain access code from Environmental Agency for any rivers & tributaries which fall within your boundary.)

SEVERE WEATHER

AREAS AT RISK - Include areas with history of being affected by high winds (drifting) / heavy snow 

RISK POTENTIAL 

      The risk of affected by high winds/ heavy snow affecting surrounding countryside may be caused by any of the following:

· Intensive heavy localised snow fall.

· Exceptional high winds causing drfiting
· Rapid thaw of heavy snow.

· Ice 

RISK ASSESMENT

· Consider specific areas in your own Parish which may be vulnerable if affected.

RESPONSIBILITIES

· The Environment Agency (EA) has a responsibility to provide a monitoring and advisory service. They perform this function by obtaining data from a number of sources and by issuing warnings, where necessary, to both Essex Police and the Essex County Emergency Plan Duty Officer. The latter will pass such warnings to the District Council who will advise the Parish Council as necessary.

· Residents have a responsibility to protect their property from the effects of flooding. Advice is available from the Environment Agency and District Council (an initial check for flood risk to a particular property can be made on the Internet at http://ww.homecheck.co.uk &  http://www.environment-agency.gov.uk/)
· The Met Office has a responsibility to provide Severe Weather alerts to the Emergency Planning contact at the District Council – check on radar and satellite weather information online www.metoffice.gov.uk
POWER OUTAGE

AREAS AT RISK - Include areas with history of being affected by power outage 
RISK POTENTIAL 

      The risk of affected by power outage affecting residents may be caused by any of the following:

· Intensive heavy localised snow fall.

· Exceptional high winds 

· Ice 
· Human error 
RISK ASSESMENT

· Consider specific areas in your own Parish which may be vulnerable if affected.

RESPONSIBILITIES

· The Utility company  has a responsibility to re-connect their users as soon as possible 
· Residents have a responsibility to protect themselves from the effects of a power outage. Advice is available from the Utility companies and the District Council www.bdc.gov.uk.  Ensure that you have spare batteries for your torch and radio or invest in a wind up torch and radio. 

WATER SHORTAGE

AREAS AT RISK - Include areas with history of being affected by water shortages (burst mains/leaking mains)
RISK POTENTIAL 

      The risk of affected by water shortage affecting residents may be caused by any of the following:

· Ice – burst mains pipes

· Damage to land where mains pipes are

· Water contamination

· Human error 

RISK ASSESMENT

· Consider specific areas in your own Parish which may be vulnerable if affected.

RESPONSIBILITIES

· The Utility /Water company has a responsibility to provide information and water (bottled or bowser) to its customers if the event will be prolonged Check online at http://www.anglianwater.co.uk/household/emergencies/
VILLAGE ACCESS CUT OFF
AREAS AT RISK - Include areas with history of being affected by high winds – fallen trees – drifting snow – single carriage way etc etc 
RISK POTENTIAL 

      The risk of affected by village/community being isolated affecting residents may be    caused by any of the following:

· Intensive heavy localised snow fall.

· Exceptional high winds 

· Floods

· Road blocked by debris 

· etc
RISK ASSESMENT

· Consider specific areas in your own Parish which may be vulnerable if affected.

RESPONSIBILITIES

· The Met Office provides a range of information under the Public Weather Service (PWS).  This includes generating everything from site specific forecasts to long range forecasts.  The Met Office is responsible for the National Severe Weather Service which aims to give advance warning of extreme weather to the public, businesses, emergency services and Government.   
· The Environment Agency (EA) has a responsibility to provide a monitoring and advisory service. They perform this function by obtaining data from a number of sources and by issuing warnings, where necessary, to both Essex Police and the Essex County Emergency Plan Duty Officer. The latter will pass such warnings to the District Council who will advise the Parish Council as necessary.

USEFUL TELEPHONE NUMBERS

Suggestions include:

ANIMAL WELFARE
BRAINTREE DISTRICT COUNCIL

Emergency Team  (Day)




(01376 557733)

Emergency Team  (Night)




(01376 552525)

BUILDERS & ELECTRICIANS
DOCTORS
NHS Direct






0845 4647

EMERGENCY SERVICES

Police







999 (ask for Police)
Fire Brigade






999 (ask for Fire)

Ambulance


 



999 (ask for Ambulance)

ENVIRONMENT AGENCY
Flood Information





(0845 1188)

TRANSPORT

UTILITIES

· Gas Suppliers


           Transco
0800 111 999
· Electricity Suppliers


Reporting
0800 587 2793
Failure info
0800 783 8838
· Water Authority



0845 714 5145
· Sewerage Authority

MINISTERS
LOCAL RADIO
BBC Essex  






01245 616000

95.3 & 103.5 FM 729, 765, 1530 MW

Essex Heart

96.3 & 102.6 FM





01245 524550

Consideration of Vulnerable People
“Vulnerable”

Those who are less able to look after themselves in an emergency situation.

In an emergency situation the Council will take account of the needs of vulnerable groups within the District. It should be remembered that anyone can be vulnerable in times of

emergency depending on where, when and what type of emergency has occurred. Vulnerable groups may be defined as groups of people who are less able to look after themselves as a result of:

· Disability - physical/learning difficulty

· Age - young/old

· Language barriers

· Tourists

· Being dependant on others - food/home help/care/family

· Time of year i.e. winter/summer

· Type of weather

· Access to transport

· Specific locations i.e. residential homes, schools, hospitals
It may be useful for the Community / Parish Emergency Group to identify key establishments within their area which may become vulnerable and need additional assistance due to a number of reasons.   

These establishments could be:

· playgroups 

· crèches

· nurseries

· nursing homes

· residential care homes

· alms houses   

· private hospitals

· groups of people with English as their second language

· travellers 

It is also beneficial for this information to be shared with the District Council so that they have an awareness of where requests for assistance or additional  resources may come from, this will help in the planning stages of preparing for an emergency.

The table shown in the confidential annex gives an example of what information may be useful to collect.

CONFIDENTIAL ANNEXES

(Not for distribution)

EMERGENCY CONTACT LIST – 

contact numbers from the “telephone tree”
	Photo


	Name: 

	
	Title: 

	
	24 hr telephone contact: 

	
	E-mail: xx@xx.xx

	
	Address: 

	Photo


	Name: 

	
	Title: 

	
	24hr telephone contact:

	
	E-mail:

	
	Address:

	Photo
	Name:

	
	Title: 

	
	24hr telephone contact: 

	
	E-mail:

	
	Address:



	Photo
	Name: 

	
	Title: 

	
	24hr telephone contact: 

	
	E-mail:

	
	Address:



	Photo
	Name: 

	
	Title: 

	
	24hr telephone contact: 

	
	E-mail:

	
	Address:



	Photo
	Name: 

	
	Title: 

	
	E-mail:

	
	24hr telephone contact: 

	
	Address:

Name: 

	Photo
	Title: 

	
	E-mail

	
	24hr telephone contact: 

	
	Address:



	Photo
	Name: 

	
	Title: 

	
	E-mail:

	
	24hr telephone contact: 

	
	Address:




Communications Centre 
(Grid Reference relate to the OS Identification Grid Square xxx )

   Control Centre:

Main
	LOCATION
	CONTACT
	TELEPHONE
	FACILITIES

	Parish Council Office

Tel: (xxxx)

(GR xxx xxx)

or appropriate pre-determined site.
	
	Office:

Home:

Mobile:


	List e.g.

Telephone

Fax

Photocopier

Separate Control

Room

Toilet




Alternative 1:

	LOCATION
	CONTACT
	TELEPHONE
	FACILITIES

	e.g. could be a village hall, Public House or school 


	
	Office:

Home:

Mobile:


	List as above




Alternative 2:

	LOCATION
	CONTACT
	TELEPHONE
	FACILITIES

	
	
	Office:

Home:

Mobile:


	List as above




Emergency Accommodation Centres
(Grid Reference relate to the OS Identification Grid Square xxx )

Main
	LOCATION
	CONTACT
	TELEPHONE
	FACILITIES

	Village hall/community centre

Tel: (xxxx)

(GR xxx xxx)

or appropriate pre-determined site.
	
	Office:

Home:

Mobile:


	Telephone

Toilet

kitchen




Alternative 1:

	LOCATION
	CONTACT
	TELEPHONE
	FACILITIES

	Nearby School 

	
	Office:

Home:

Mobile:


	Fax

Photocopier

Separate Control

Room




Alternative 2:

	LOCATION
	CONTACT
	TELEPHONE
	FACILITIES

	Public house 


	
	Office:

Home:

Mobile:


	List as appropriate




Table of Vulnerable People

	Potential Vulnerability
	Location
	Address
	Contact Details
	Estimated Numbers 

	Children 


	Anywhere Primary School
	High street 
	Mr Smith 

Head teacher

xxx
	250

	
	Anywhere crèche
	Long Road


	Manager 
	7

	
	Anywhere nursery
	High Hill Road


	Manager 
	17

	Older People
	Residential Care Home 
	Long Road


	Manager 
	50

	
	Alms Houses 
	Alms Street 
	Warden
	10


PROPERTIES AT POTENTIAL RISK


Further Advice & Guidance

For further advice and guidance about Emergency Planning – Please visit the Braintree District Council web pages

Emergency Planning pages 

http://www.braintree.gov.uk/Braintree/advicebenefits/Emergency+planning/
Where you will find; 

· Braintree District Council Emergency Plan 

· Several Information leaflets 

· 
Driving in Severe Weather 

· 
Heat & sun

· 
Flooding advice
· 
etc
· Plus other advice and useful contacts ……..

Parish Councillor pages  

http://www.braintree.gov.uk/Braintree/councildemocracy/Parish+Councils/EmergencyPlans.htm
Guidance for Parish and Town Councillor – “Your role in Braintree District Council’s Response to an emergency” 

Parish / Community Emergency Plan template

Please contact the Emergency Planning Team if you have any queries.

Kathy Brown – Health Safety and Emergency Planning Manager

01376 552525 extn 2753

Community Emergency 


Co-ordinator 


(Name)





Contact BDC Emergency Planning Team 





Person  


Contact name





Person 	


Contact name





Person 


Contact name





Person 


Contact name	 





Person 


Contact name





Person 


Contact name
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