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GLOSSARY OF TERMS 

BCM  


Business Continuity Management

IRT 


Immediate Response Team (Campus Support & Direct Labour Organisation)
IRTC
Immediate Response Team Centre (Foundation Building, Foresight Centre or Vine Court)
CSCR 


Campus Support Control Room
ICM


Incident Control Manager (most senior manager available)
ISC 


Incident Support Co-ordinator (local supervisor)
SIM 


Site Incident Manager 
OA 


Operations Adviser 

PA


Personal Assistant

HSE 


Health & Safety Executive 

EA 


Environment Agency

NRPB 


National Radiological Protection Board

DEFRA

Department of the Environment, Food and Rural Affairs

RLS


Residential & Leisure Services (University of Liverpool)

RPA 


Radiation Protection Adviser

CSD 


Computing Services Department
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Also consider contacting: 
HR
Timetable Team

Environment Agency

Radiation Team

Legal Team – inc. insurers
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LEVELS OF RESPONSE / REPORTING AND DECLARING INCIDENTS

	Incident Status
	Levels of Response
	Reporting and Declaring Incidents

	Bronze


	Defined as a local incident that is not an emergency and does not cause serious physical threat to people or property. Results are likely to be limited disruption to services and would pose no threat to the reputation of the University. These should normally be catered for under departmental contingency plans and procedures with assistance, as necessary, from University support services and the Emergency Services. 


	The member of staff managing the incident should inform the relevant Head of Department (or Deputy) or Senior Manager, who should assess the severity of the incident and its possible consequences. If the incident is unlikely to escalate beyond Bronze status, then control of the incident will be managed locally.  



	Silver


	Defined as incidents that could pose an actual threat to people or property but do not seriously affect the overall functioning of the University. Such incidents may have legal consequences or threaten the reputation of the University. Furthermore, the incident may include the isolation or evacuation of part of a building or buildings, with the assistance of the Emergency Services and the University’s support services and Campus Support staff as necessary. Such incidents may be covered by other existing emergency procedures. 


	Where the incident is deemed to be at Silver Status by the Senior Departmental Representative (See “Types of Incident”), then the  Deputy Vice Chancellor or any other Senior Executive Team (SET) Officer will be informed of the incident immediately, and of any decision to manage the incident locally. The Vice Chancellor will be made aware of any decisions taken by the DVC or senior executive team member. 


	Gold


	Incidents causing significant disruption to University operations, or with the potential for significant disruption. May affect entire buildings, or a number of buildings, and additionally, affect students and staff with the potential to escalate. Will involve external Emergency Services who would probably take operational control of the incident. Existing emergency procedures will not cover the actions necessary to manage the repercussions of such incidents. 


	Where the incident is assessed as Gold Status by the Senior Departmental Representative, the Deputy Vice Chancellor or other SET officer must be informed immediately. The decision to set up a business recovery group (gold command) and support the formation of an Immediate Response Team (IRT) to deal with Gold Status incidents rests with the Deputy Vice Chancellor or, in their absence, a senior SMT manager. The Vice Chancellor will be made aware of any decisions taken.




TYPES OF INCIDENT

	Type of Incident 
	Bronze Status 
	Silver Status 
	Gold Status 

	Reportable By

Reportable To
	Person identifying incident

Head of Department
	Head of Department

Senior Executive Team
	Senior Executive Team

Vice Chancellor

	Natural emergencies causing building damage / collapse or prevention of access/egress, trees  falling, storm damage etc
	Affecting <5% properties. Little / no disruption
	Affecting 10 – 30 % campus but no sensitive department / sites. Minor disruption.
	Affecting > 30% campus and sensitive departments/ sites. Serious disruption.

	Severe weather conditions e.g. Storms, excessive rain, snow, wind, ice, extreme cold causing prevention of access
	No building damage. 

Some staff absence.

Minor disruption to normal activities.
	Minor building damage / Serious disruption to normal activities. Significant staff absence
	Serious building damage / Serious disruption to normal activities. Significant staff absence. Relocation necessary.

	Fires 
	Minor damage to rooms No relocation necessary. Little / no information loss. Room(s) temporarily out of use


	Medium damage, loss of some accommodation, teaching or research facilities – can reorganise to cover internally. Little  loss of information
	Major damage, loss of accommodation or teaching & research facilities. Significant information loss. Relocation necessary.

	Flooding 
	Minor damage to rooms. No loss of equipment or Documents. Little or no disruption


	Medium damage to rooms and equipment. Some damage to documents. Remedial work and relocation necessary
	Major damage to rooms, equipment and information sources. Serious disruption to use of facilities

	Civil Disorders 
	Disruption to normal campus activities. Some staff absence.


	Serious disruption to normal activities. Significant staff absence / inability to use facilities.
	Prolonged serious disruption to normal activities and significant number staff unable to use facilities.

	Water, heating, gas or electricity supply failure - > 1 working Day


	Affecting <5% properties. Little / no disruption
	Affecting 10 – 30 % campus but no sensitive department / sites. Minor disruption.
	Affecting > 30% campus and sensitive departments/ sites. Serious disruption.



	Explosions – academic, service infrastructure related or vehicular impact
	Small, localised blast causing small controllable fire. Can be isolated. 
	Small to medium blast, minor damage & fire. No release of toxic/flammable substances. No injuries. 
	Medium / major blast, with injuries, major damage and disruption. 

	Bomb threats, terrorism
	Suspicious parcels.  Isolate & inform Campus Support. 
	Following serious threats by known activists. Isolate and evacuate. Involves Police & Campus Support.


	Medium / major blast, with injuries, major damage and disruption.


TYPES OF INCIDENT (Continued)
	Type of Incident 
	Bronze Status 
	Silver Status 
	Gold Status 

	Reportable By

Reportable To
	Person identifying incident

Head of Department
	Head of Department

Senior Executive Team
	Senior Executive Team

Vice Chancellor

	Gas Leaks
	Minor leak in small / large building - evacuation.


	Major leak in large multi-storey building 
	Leak causing medium / major blast, with injuries, major damage and disruption.

	Medical Epidemics 
	Disruption to normal campus activities - some staff absence. [Not Meningitis]
	Serious disruption to normal activities. Significant staff absence. Legionella outbreak. [Not Meningitis]
	Meningitis or Legionella outbreaks, or similar 



	Chemical release / Contamination 
	Minor and contained. Low risk to persons 
	Minor & unconfined. Medium fire / toxic or corrosion risk Minor pollution risk Fire Service. Possible HSE and/or Environment Agency involvement


	Major & unconfined Major fire / toxic or corrosion risk Major pollution risk Fire Service. Possible HSE  and/or Environment Agency involvement



	Biological incident – escape, spillage or contamination


	Minor & contained. Low risk to persons
	Minor and uncontained. Medium infective/toxic risk. Probable HSE  and/or EA involvement


	Major and uncontained / High infective risk. 

Probable HSE  and/or EA involvement



	Radiological incident – loss of source, spillage, fire, flood, theft, lack of containment. 
	No threat to personnel. Limited disruption. No threat to reputation of University. 
	Risk to personnel/property. Possible threat to reputation Risk of prosecution. Risk isolation/evacuation of building. Probable HSE  and/or EA involvement
	Risk to personnel / property. Isolation or evacuation necessary. Serious disruption to normal operations. Threat of prosecution and to reputation. Probable HSE  and/or EA involvement

	Death of student / staff or multiple serious injuries 
	
	1 death / several injured. Local press interest regulatory investigation. Possible prosecution.
	Multiple death or injury. Regulatory investigation. Significant adverse media Interest. Possible prosecution.

	Asbestos in buildings 
	Small quantity identified.  No evacuation necessary. 
	Small quantity identified. Evacuation and limited relocation necessary.
	Large quantity identified. Evacuation and prolonged relocation necessary. Probable  HSE interest.

	Computer system failure > 1 day


	Affecting < 5% campus 
	Affecting 10 – 30 % campus but no sensitive  department / sites affected
	Affecting > 30% campus and sensitive departments / sites / hospitals affected


TYPES OF INCIDENT (Continued)
	Type of Incident 
	Bronze Status 
	Silver Status 
	Gold Status 

	Reportable By

Reportable To
	Person identifying incident

Head of Department
	Head of Department

Senior Executive Team
	Senior Executive Team

Vice Chancellor

	Campus Support Control Room Failure


	Loss of fire alarm raising  Capability for buildings  without fire detection
	Loss of fire alarm monitoring system. Total power outage
	Total loss of service for greater than 1 day.

	Adverse Public Interest  


	Interest by local Press only 
	Significant local interest Press and other media
	Extensive Regional / National interest – Press and other media


SPECIFIC EXTERNAL CONTACTS - EMERGENCY INCIDENTS

	TYPE OF INCIDENT 
	CONTACT 

	Significant asset, property or equipment damage 
	Insurance Company 

	Death or multiple injuries caused by University activities 
	Police

HSE

Insurance Company

	Accidental release or escape of any substance in a quantity sufficient to cause the death, major injury or any other damage to the health of any person.


	Emergency Services 

HSE

EA


	Loss of radioactive material or discharge to the air or drains 
	EA

HSE

	Loss of radioactive material in excess of limits specified in Schedule 8 of IRR 99 (radiation team to advise)
	EA

HSE

	Accident or incident that results, or could result, in the release or escape of a biological agent likely to cause severe human infection or illness. (Academic Principle Investigator to advise)
	Emergency Services 

HSE

EA

	Sudden uncontrolled release of 100 kg of a flammable liquid, of 10 kg or more of a flammable liquid at temperatures above its normal boiling point, or 10 kg or more of a flammable gas inside a building.
	Emergency Services 

HSE



	Medical epidemics 
	University Health

Clinical Commissioning Group

	Legionella outbreak 
	University Health

Clinical Commissioning Group HSE

	Any incident on shared premises e.g. Hospitals 
	Landlord, other occupiers

	Death of a foreign national 
	Relevant Embassy (student & staff)
Police Immigration (student & staff)
International Support Team, Student Support Services (student)

Guild of Students (LGoS) (student)

	Bomb threat 
	Police 


Emergency Telephone Numbers for Departments and Staff  
Copies of emergency contact telephone numbers for departmental staff can be found in: 
1. Campus Support Control Centre 
2. Safety Advisors Office 
IRT - ROLES AND RESPONSIBILITIES 

	Key Role


	Principal Officer & Deputies
	Duties
	Reporting / Liaison Structure
	Bronze Status 
	Silver Status 
	Gold Status 

	Incident Control Manager (ICM)

To manage the overall incident
	Principal Officer

Deputy Vice Chancellor
If unavailable: 

SMT Managers

	· Instruct Operations Advisor to activate the Incident Management Plan and open Immediate Response Team Centre and Call Centre.

· Campus Support Control to contact relevant IRT members

· Brief IRT and allocate responsibilities

· Agree messages to be given by Media Advisor to staff and Press.

· Agree messages to be given by Student Advisor Support Services
· Agree appropriate precautions / actions with specialist advisers

· Consider requests for external resources / assistance from silver command.
· Brief VC etc.

· Arrange for regular situation reports (focusing on events & factual Information) to be drafted with circulation of reports to relevant persons as information becomes available.  
	Bronze
Incident reported to Head of Department

Silver / Gold 

Head of Department reports incident to  Deputy Vice Chancellor or  if unavailable, Senior Management Team  member with recommendation i.e. escalation
	Not Involved – 

Department Matter
	Made Aware but not operationally involved at this stage.

Liaison with Operations Advisor
	Respond

	Operations Advisor (OA)

to provide support 


	Principal Officer

Director of Estates Management
If Unavailable:

FM Health & Safety Manager
University Safety Advisor 

	· Open IRTC

· Liaison with Legal Advisor 

· Liaison with Risk & Insurance Manager/Insurers
· Liaison with Emergency Services leads
· Liaison with relevant Utilities

· Liaison with relevant Departments & Support services

· Liaison with City Council

· Liaison with Campus Support Manager

· Liaison with Hospitals re injured.

· Arrange food & refreshments for staff involved in incident on-site & IRTC

· Arrange for preliminary assessment of repairs / recovery actions.

· Request and arrange further resources

· Ensure adequate site information is available to staff & Emergency Services
	
	Not Involved – 

Department Matter
	Respond

Liaise with Head of Department and Deputy Vice Chancellor

	Respond


IRT – ROLES AND RESPONSIBILITIES (Continued)
	Site Incident Manager (SIM)

Responsible for the site management of the incident.


	Principal Officer:

Building Maintenance Manager 
If Unavailable:
Engineering Maintenance Manager

Campus Support Manager

Engineering Strategy Manager 

	· Assess damage of affected area

· Assess needs for remedial action

· Assess requirements to retain security of campus
· Liaise with Emergency Services at site (Maintain records)

· Identify equipment requirements.

· Salvage equipment when safe to do so.
· Identify resource requirements


	
	Not Involved – 

Department Matter
	Respond

Liaise with Operations Advisor


	Respond

	Media Press Officer


	Principal Officer

Director of External Relations, Marketing and  Communications

If Unavailable:

Any Director within External Relations, Marketing and  Communications
Media Relations Manager
	· Co-ordinate between University and  Emergency Services media officers

· Inform Senior University Officers during the incident.

· Agree briefing details with the Incident Control Manager.

· Provide up to date incident information (intranet, social media or hard copy)

· Prepare reports and brief the Media

· Set up a Press Room for the Media.

· Manage Press communications.

· Advise interviewees

· Co-ordinate incident communications with offices on campus


	Gold

Report to ICM


	Not Involved – 

Department Matter
	Respond

Liaise with Operations Advisor


	Respond

	Incident Support 

Co-ordinators
	Principal Officer (Students):
Director of Student Administration and Support and Head of Student Services
If Unavailable:

Head of Student Welfare Advice and Guidance
Principal Officer (Staff):
Director of HR

If Unavailable:
Deputy Director of Human Resources


	To implement actions needed to mitigate the impact of the incident to students and staff.

· Ensure welfare facilities are provided

· Ensure interpreters are available to communicate with families
· Establish emergency telephone lines and call centres for use by students /staff and their families.

· Contact families if necessary.

· Maintain contact with hospitals to monitor students and staff hospitalised.

· Arrange catering for students and staff affected.

· Arrange accommodation if necessary.

· Arrange for counselling for those suffering from trauma.
	Gold

Report to ICM

Liaise with Operations  and  Communications

Advisors
	Not Involved – 

Department Matter
	Not Involved – 

Department Matter
	Respond


IRT – ROLES AND RESPONSIBILITIES (Continued)

	Systems

Advisor
	Principle Officer 

Director of Computing Services

If Unavailable:

Head of Infrastructure Services.


	to provide specialist advice to ICM
· Assess the impact of the incident on University’s data & communications infrastructure and advise on counter measures to mitigate the impact.
· To mobilise CSD staff to implement counter measures
	Gold
Report to Incident  Control Manager
	Not Involved – 

Department Matter
	Not Involved – 

Department Matter
	Respond

	Radiation / Scientific / Medical Adviser

	Principal Officer 

Senior Departmental staff  with appropriate expertise

University Health Doctors

Safety Advisors staff

Radiation Officer


	to provide specialist advice to the ICM
· Liaison with Regulators – HSE / EA / NRPB / Environmental Health.
· Liaison with Public Health & Hospitals about epidemics
· Liaison with Laboratories
· liaison with DEFRA / Home Office
	
	Not Involved – 

Department Matter
	Respond

Liaise with Operations Advisor

(Only if incident involves a radiation, biological chemical or medical alert)
	Respond

	Student Liaison Advisor


	Principal Officer:

Head of Student Services
	to liaise with affected students and their families where necessary
	
	Respond if requested by Department
	Respond if requested 

by Department
	Respond if requested 

	Legal Advisor


	Principal Officer:

Director of Legal, Risk & Compliance
	to provide specialist advice to the ICM

	
	Not Involved – 

Department Matter
	Not 
Involved – 

Department Matter
	Respond

	Insurance Advisor
	Principal Officer:

Risk & Insurance Manager


	to provide specialist advice to the ICM or others

· Liaison with Insurers/Loss Adjuster.
· Liaison with external clean-up specialists
	
	Respond if requested by HoD or FM
	Respond
Liaise with Operations Advisor
	Respond

	PA to ICM
	Principal Officer 

PA to Deputy VC

	to provide administrative support.
	
	Not Involved – 

Department Matter
	Not Involved – 

Department Matter
	

	Secretarial Support
	Principal Officers 

Secretarial staff.


	to record decisions, actions, events, personnel involvement and times.

.
	Gold

Report to Systems Advisor
	Not Involved – 

Department Matter
	Not Involved – 

Department Matter
	Respond

	Clerical Staff


	Principal Officers

Clerical staff
	Clerical duties in response to the incident activities.
	Gold

Report to Systems Advisor
	Not Involved –

Department Matter
	Not Involved – 

Department Matter
	Respond

	Call Centre Operators

	Principal Officers 

Corporate Comms staff, other staff with foreign language skills as necessary
	To receive external calls from the public, families, or the media.
· Forward all calls from Press or Media to the Press Media section in IMT 
· To provide agreed information to callers.
	
	Not Involved – 

Department Matter
	Not Involved – 

Department Matter
	Respond


INCIDENT RESPONSE TEAM CENTRE 
	Primary Location

Marketing and Communications. 3rd Floor, Foundation Building.

Secondary Locations
Foresight Centre 
or
Vine Court

Normal Working Day – 60 minutes

All other times            - 120 minutes


	IRTC and associated Call Centres should be located in secure areas and have: - 

· Enough desks and chairs, with telephone lines & telephone / person, or mobile phones and/or radios to accommodate the numbers of people likely to be present at any time. (Minimum 10 No.; 5 x BT lines plus 5 x Digicom lines) 

· A list of all relevant emergency telephone numbers for external contacts. 

· A current copy of the University of Liverpool Telephone Directory. 

· A list of contact numbers for all site personnel and responsible persons for asset information, 

· A current list of departmental emergency contact telephone numbers. 

· A copy of Incident Management Plan & hard copy.

· Departmental Hazard information. 

· Email and printer facility, paper and photocopying facilities. 

· Adequate flipcharts & whiteboards. 

· Sufficient computers with network access & printers & paper 

· TV and video facilities for monitoring & recording media coverage

· 24 hour access and parking 

· Refreshment and toilet facilities 

· Separate meeting room for regular debriefing sessions 

· Relevant campus maps and building plans.

· A current listing of University Radiation Protection Supervisors, Biological Safety Officers, etc. 

· Copies of all current departmental / support services emergency procedures  

CALL CENTRE REQUIREMENTS per person

· External or internal phone & internal telephone directory. (Minimum 10 No.; 5 x BT lines plus 5 x Digicom lines 

· PC linked to university network 

· Adequate desk space with DSE chair and footrest (if required). 

· Adequate supply of paper, pens, pencils etc 

· Access to Incident Management Plan


	Form IR 1 – General Narrative




LIST OF PRINCIPAL CONTACTS AND CONTACTING OFFICERS 

	CONTACT
	 BY (initially) 

	Police 
	Campus Support Control 

	Ambulance 
	Campus Support Control

	Fire Service 
	Campus Support Control

	Safety Services 
	Campus Support Control 

	Estates Management
	 Campus Support Control

	Head of Department
	 Campus Support Control 

	Incident Control Manager
	Campus Support Control (consult with HOD) 

	Immediate Response  Team Members
	Campus Support Control (consult with ICM)

	Media Team 
	Campus Support Control (consult with HOD) 

	Vice Chancellor /  Chancellor
	ICM 

	External Media 
	Media Team (consult with IRT member)

	Regulators (HSE/EA) 
	Specialist Advisers to IRT 

	Local Authority 
	Operational Adviser (OA) 

	Health Trust 
	Medical Adviser to IRT 

	Insurance Officer 
	Campus Support Control (consult with OA) 

	Insurance Company 
	Insurance Officer 

	Staff 
	Media Team 

	Student Administration and Support 
	Incident Support Co-ordinator (ISC) on IRT

	Students 
	Student Administration and Support (consult with Media Team)

	Contractors 
	Estates Management Department.

	Regulatory lawyer 
	OA 

	Student families 
	Student Administration and Support will agree with Departmental staff, in consultation with Media Team, how to proceed.

	Counselling Services 
	ISC 


INCIDENT CHECKLIST FOR THE CAMPUS SUPPORT TEAM 

Gather & record the following factual information and events 
· Nature and description of the incident / failure 
· Date, time and location of the incident 
· Working day, weekend or holiday period? Is University “open” or “closed”? 
· Number of injured and nature of injuries 
· Are the injured being attended to? 
· Names of injured and to which Hospital they are being taken 
· Names, ages, phone numbers, addresses, status (e.g. student, staff) of those involved including witnesses to the incident if possible. 
· Are Emergency Services involved – if not, should they be notified of the incident? 
· Activities of the Emergency Services 
· The area / buildings affected, or likely to be affected, by the incident e.g. floods / fire / loss of services / radiological, biological or chemical contamination or release / gas leak etc. 
· Can electrical & gas services be isolated from outside the building to reduce risks? 
· If flooding – can water supplies be isolated from outside? Are locations of control valves known? 
· Does the incident also affect associated premises e.g. Hospitals? 
· Potential duration of incident – especially relating to loss of services / floods / weather 
· The weather conditions and their impact on the incident 
· Nature of immediate response (what has already happened) 
· Any other relevant information. 
Define Issues (from Academic Principal Investigators)
Identity and establish the quantity of any substances involved– e.g. flammables / gases / toxics / carcinogens / corrosives? 
· Identity and establish the quantity of any substances, gases, processes, equipment likely to be affected by the incident e.g. gas or oil stores, expensive equipment, etc 
· The potential for adverse chemical reactions or infection
·  Whether the area should be, and can be, isolated or segregated 
· If in a populated area - whether the area should be evacuated 
· The risk to persons – staff / students / emergency services / public 
· The risks to valuable equipment, items, information 
· The requirements of the Emergency Services? e.g. drainage plans, plans of site layout  
· Whether Regulators should be notified of the incident; – HSE / EA / NRPB 
· The risk to the University’s normal operation – buildings / research / teaching / services 
· Civil disorders – likelihood for disturbance to move to sensitive areas. Identities of groups involved. 
· Are there race / gender / sexual orientation issues? 
· Are Oversees students involved? 
· Is transport required to ferry people away? 
· Arson 
· Campus Support 
· Safety? 
· Assaults 
· Prominent students or staff 
Identify affected groups and those requiring information 
· Victims or casualties 
· Victim’s family, friends, roommates, fellow students etc.
·  Departmental staff affected by the incident.
·  Community members
·  Media 
· City Council 
·  Public Health for epidemics 
·  Regulators, other Government agencies 
Additional information 
Copies of the current version of the following existing policies, procedures, or educational programmes and source department, to be available electronically and hard copy to be available Campus Support Team: 
· Emergency procedures - Campus Support Control 
· Emergency procedures / continuity plans - Departments 

· Emergency incident procedures - Student Services 

· Procedure on Notification of Student Death - Student Services 

· Notification of death of member of staff - Human Resources
· Estates Management procedures for building works, asbestos, services etc.
· Bomb Threat Procedure  - Campus Support Control 
· Principal departmental contact names and numbers - Campus Support Control
· Staff lists - Human Resources
· Student lists - Student Services 
· Meningitis Procedure for students - Student Services 
· Dangerous Chemicals: Emergency Spillage Guide – Academic Principal Investigators 

Define response actions and assign responsibilities 
· For contacting victims & families 

· Extension to academic and fee deadlines 
· Chaprone services on and off the campus to new accommodation / lecture facilities 
· Meeting with the Guild and other student organisations. 
· Grief and trauma counselling for staff and students. 
· Special housing arrangements
· Cancellation of events
· Letters to families
· Increased Campus Support cover 

· Closing facilities
· News conference 
· Arranging for transport 
INCIDENT COMMUNICATIONS 

Introduction 
The University’s major communications objectives are: 

•
To regain technical control - managing the communications process rather than responding to enquiries in an ad hoc way. 

•
To respond and inform in a timely, credible and socially responsible way, exemplifying the University's ethical standards of openness, honesty, and social responsibility. 

Reporting Process 

Members of staff who become aware of an actual or potential major incident  should notify Campus Support Control on (0151) 794 3252 or 2222 in an emergency, who will implement the necessary procedures for contacting relevant personnel (Departmental, Estates Management, Safety Advisor, Student Administration and Support, Corporate Communications etc). 
The person who first becomes aware of, or is informed of, an actual or potential incident should get as much detailed information as possible from the informant or by observation (nature of emergency, time and place, who is involved, any emergency services already contacted, informant's contact details). This information should be recorded and passed to Campus Support Control who will attempt to verify the incident if necessary. Thereafter, the emergency reporting system will come into effect alongside communication with appropriate external agencies.
Internal briefing 
The relevant Head of Department, Campus Support Manager or Incident Support Manager will determine whether to declare an emergency incident, and will immediately inform the Director of Estates Management or Director of FRCS to contact the Deputy Vice Chancellor, or his Deputy, who will assume the role of Incident Control Manager (ICM).
· The ICM will nominate individuals for other roles in the IRT following discussion with the relevant Head of Department either directly or via Campus Support Control. The following personnel or groups should also be contacted and informed of the incident:

i. The Vice-Chancellor. 
ii. Other relevant departmental and University staff either directly or via Campus Support Control. 
iii. The relevant officer in the Guild of Students, when appropriate  

The Control Room maintains a list of contact phone numbers for use in these circumstances.  

External Agencies 
Depending on the nature of the incident, Campus Support Control will ensure that the appropriate emergency services are called. Other designated staff involved in the management of the incident will ensure appropriate external agencies are informed e.g. Regulatory lawyers, HSE, EA, Insurance Company, Immigration authorities etc. The immediate communications priority is to agree channels of communication between those in the IRT, those at the incident site, and other relevant individuals within the University. 
Corporate Communications will harmonise messages being given out to the Press / Media by the University and respective organisations in order to minimise confusion, unwarranted public alarm and harmful media speculation. 

If the police are involved, Corporate Communications will liaise with the Merseyside Police press office and where the police set up an incident room, its commanding officer. (Operational liaison with the Police is handled by the Operations Adviser on the IRT.) 

Corporate Communications will also liaise as appropriate with the external relations arm of any other party involved (for example, in the event of a meningitis outbreak or other serious health alert, the local Clinical Commissioning Group). 

All telephone communication, both internal and with outside agencies must be recorded in writing at the time. This could be vitally important in case of an inquiry or legal action. The details should include the caller’s name, their phone number, the date, the time, and a summary of the conversation.
Who speaks to the media? 
Once relevant staff members have been informed of the incident, a University spokesperson and a deputy will be nominated from the media office by the ICM in consultation with the Director of External Relations, Marketing and Communications. Campus Support Control and all others involved will be told who the spokesperson is and who the deputy will be. 
Any member of staff who receives a media enquiry about the incident must refer it to media office (or direct it to the spokesperson if they already know who it is). Those involved with the incident should be advised that they should never be drawn into making impromptu comments to the Media, and never speculate on causes or blame, or repeat rumour or unofficial information.

The spokesperson is likely to be the Director of External Relations, Marketing and Communications or their Deputy; although depending on the nature of the incident it could be another University representative with media experience and relevant specialist knowledge. 
The IRT, other than the Director of External Relations, Marketing and Communications, will not be directly involved in media communications allowing the IRT the necessary time and space to take an overall strategic view of the situation. 
As a general principle, the spokesperson should already have a good understanding of the issues concerned and be experienced in dealing with the media. The spokesperson role will become his or her top priority for the duration of the incident or issue. 

The deputy will also be kept fully briefed in case comment is required when the spokesperson is unavailable for any reason. 

What the spokesperson does 
· Focuses on the facts of the incident 
· Avoids being drawn into speculation about causes or blame. The University must be seen to be taking every course of action that could reasonably be expected of it to discover causes, eliminate further risk and investigate possible causal weaknesses. The spokesperson should therefore be fully briefed on all action being taken or urgently planned, but the outcome of any investigations must not be prejudged. 
· Is informative (leaving no room for rumours). The media team will ensure that the spokesperson is fully briefed with additional information as it emerges, and is clear about what may and may not be said publicly at any given time. 
· Maintains consistency (ensure conflicting messages are avoided). All media enquiries and interviews will be handled by the spokesperson, with full support from the media team and in liaison with any outside agencies involved. All media enquiries received by other staff must be referred to the media team. 
· Respects the privacy and personal Campus Support of individuals. Never divulge personal details of students or staff without proper authority. If in any doubt whatsoever check with the media team before giving any such details. 
·  Emphasises the University's commitment to co-operate with the emergency services and / or investigators to minimize any damage caused 
· Does not use jargon 
Media briefings and news releases 
In the case of a major ongoing incident attracting intense news interest (e.g. an epidemic), media briefings may be held, in co-operation with any external organisations involved. These will be organised by the Corporate Communications in consultation with the IRT and fronted by the University's spokesperson. Factual news releases may also be issued to support the process of informing members of the public who have a direct interest. A room will be clearly identified for Press Briefings and all Media and Press personnel will be directed there for the briefings. (5th Floor Conference Rooms, Foundation Building would be both convenient to find and big enough to hold a briefing) 

Monitoring coverage 
News coverage will be monitored, and any seriously inaccurate reporting immediately challenged. 
Who talks to concerned families? 
Particular incidents will attract a number of phone enquiries from the concerned families of students or staff who may or may not be involved in the incident. Dealing with these effectively and sensitively is an important part of the communications process. 

If it becomes necessary to assemble a team of staff volunteers to deal with phone calls, Corporate Comms will arrange for the Emergency Call Centre to be opened and volunteers for manning the phones. Corporate Communications will arrange to publish helpline numbers through television, radio and other means. All staff dealing with helpline calls must be trained and fully briefed, as the spokesperson is, on the latest situation. If necessary the main switchboard will open beyond normal hours. An emergency call centre with an appropriate number of lines can be established rapidly if required, in the Foundation Building The Telephone Services Manager, Facilities Management should be contacted via Campus Support Control to arrange this. Means to ensure all volunteers are kept fully up to date with developments must be arranged.  

Communicating with the Senior Executive Team 
Corporate Communications will liaise on an ongoing basis with a nominated IRT member over information communicated to the media. 

Communicating with other staff 
It is important to avoid rumour and speculation, and to respect colleagues' right to be kept as well informed as possible. If they understand what action the University is taking to resolve the situation and why, they can act as ambassadors in the community and among their peers. 

In the case of an ongoing incident or issue, all Heads of Department will be contacted and asked to disseminate information to their own staff. 

If email is working and computers are still accessible, staff will also be kept informed via emergency email messages and via the University's website (on an emergency incident page, address www.liv.ac.uk/2222). 

If computer systems are down or inaccessible, paper-based bulletins will be generated and circulated to those sites or parts of sites still occupied. 

If telephones and or switchboard operations are affected by the incident, Facilities Management (Telephone Services), will activate an emergency recovery plan with the University's telecoms providers. 

Student communications and information services 
Students (and in some cases, such as an epidemic, their families) need to be kept informed, for reassurance and for the same reasons as staff, but the task may be a more complex one if the whole Liverpool-resident student body is involved. 
In such a case Corporate Communications will liaise with Student Administration and Support to co-ordinate the information service, working with Heads of Department, wardens/managers of accommodation, Student Support Services, the Guild of Students, University Health Service and the NHS Trust to make the best use of all channels of communication available. 
CALL HANDLING PROCEDURES FOR DEALING WITH INCOMING CALLS DURING MAJOR INCIDENTS
When taking calls from the public in relation to an incident: - 
· Use the Emergency website updates (www.liv.ac.uk/2222), as a basis for keeping callers informed. If the University computer system is not operational, then the current information to be supplied to external callers will be written on a whiteboard in the call centre. 
· If no information is currently available, the caller should be advised accordingly but that the emergency services are at the scene and that the University is doing everything it can to assist staff and students affected by the incident.  
· If the caller is from the Press or Media, transfer the caller to the Media Relations Team on (0151) 794 2247 or Mobile 7391 (07970 247391). 

· Log all callers’ names, telephone numbers, location called from and questions if possible. 
· Do not offer any information that does not appear on the Emergency Incident web page. 
· Do not transfer calls to the Immediate Response Team without first checking with the IRT member requested, that it is acceptable to do so. 
· Do not give callers any other University telephone numbers. 
· If the caller does not speak English or cannot be understood in English, see following section. 

In the event of contacts from non-English speaking relatives of overseas students and staff 
· If a person who does not speak English makes contact, an attempt should be made to determine the language being spoken. The caller should be asked “Which country?” or similar short questions in an attempt to identify the language. An attempt should then be made to hold the caller whilst contact is made with an appropriate staff member who can possibly provide assistance.  

Procedures for Departmental staff receiving calls from the Call Centre during a Major Incident 
Accept the call from the Call Handler 
· Open up the University’s Emergency Information web page (www.liv.ac.uk/2222), to view the University’s official comment on the incident. 
· Inform the caller of the current status of the incident.  
· f the caller’s language is not recognised, an attempt should be made to hold the caller whilst contact is made with an appropriate staff member who can possibly provide assistance.  
· If possible, a record of the name and number of the caller,
country from which the caller originates and nature of the query, should be made. 
·  If the caller provides information that may assist the University to manage the incident, contact should be made with a member of the IRT, immediately to report this. If the IRT has not yet been established, contact should be made with Campus Support Control on (0151) 794 3252, giving identification and extension number, followed by the information to be provided to the IRT when setting up. 

Do Not      a) 
Promise to call the caller back with information
 b) 
Offer any information that does not appear on the Emergency Information     web pages 
If the caller claims to be responsible for the incident or that other action is intended against the University: - 
Such calls should be treated as for a bomb threats. The person taking the call should seek any relevant information from the caller relating to the threat. The “Bomb Threat” Procedure can be found in the University Telephone Directory (2003), page 13 and will be available from all PCs as a desktop icon. Record all details of the call: - male or female, language, nature of threat, etc.  

Immediately after the call is terminated, one of the following actions will be taken

Either: - 

a)
Contact Campus Support Control on (0151) 794 3252 or 2222 to report the incident and pass on as much information as possible about the caller and the nature of the threat
 or  

b)
Inform the Incident Control Manager (ICM), or other Immediate Response Team (IRT) member to pass on the same information. 

CAMPUS SUPPORT CONTROL ROOM – RELOCATION PROCEDURES. 

Evacuation of the Campus Support Control Room and the establishment of a Secondary Control Room at the Main Reading Room, Harold Cohen Library or University Lecture Block (Maths Reading Room) will take place under the direct instructions of the Site Incident Management Team or the Emergency Services. 

The Campus Support Manager or Service Coordinator is to attend the Control Room to assist with the internal communication management of the incident. One person to be nominated to liaise between Switchboard and the Control Room to ensure that information relevant to the management of the incident will not be overlooked. Switchboard should not pass calls directly to the Control Room. 
Evacuation of the Campus Support Control Room 
Notification to evacuate the Emergency Control Room will come in two forms: 
•
Immediate Evacuation 
•
Phased Evacuation 
Immediate Evacuation: –  
· Campus Support Control Room staff to collect the Master Keys & Accommodation keys, all radios and the Control Log Book from the Control Room. 
· Campus Support Control Room to be left secure but with all systems left on. 
· Campus Support Control Room staff are to make their way to the Main Reading Room, Harold Cohen Library or University Lecture Block (Maths Reading Room), as designated, if necessary by Campus Support vehicles (if safe to do so) and establish a secondary control. 
· Once established contact must be made with Site Team and the IRTC. 
Phased Evacuation. 
When notified that the Campus Support Control Room may have to evacuate then:  
· One qualified Controller and member of the management team is to take one set of Master Keys, 2 radios and the Emergency Evacuation Box and make their way by vehicle (or the quickest safe alternative route) to the Main Reading Room, Harold Cohen Library or University Lecture Block (Maths Reading Room), as designated and prepare the room to take over control. Once ready they must inform the Campus Support Control Room that the Secondary Control is established and standing by to take over control. 

· NB: In the event that the Campus Support Control Room has to be evacuated before Secondary Control is fully established then the procedure for immediate evacuation should be followed. 
· In normal working hours the switchboard staff is to be informed of the possible evacuation. 
· When notified that the Campus Support Control Room must evacuate then: 
· Campus Support Control Room staff must ensure that the Secondary Control is instructed to take over control of the incident.  
· Secondary Control is to inform the Site Incident Management Team and the Immediate Response Team Centre that they now have control. 
· Remaining Master Keys/Accommodation keys, radios and the Control Log Book are to be taken out of the Campus Support Control Room. 
· Campus Support Control Room to be left secure but with all systems left on. 

· Remaining Campus Support Control Room staff are to make their way to the Main Reading Room, Harold Cohen Library or University Lecture Block (Maths Reading Room), as designated, if necessary by Campus Support vehicle (or the quickest safe alternative) and assist in the Secondary Control. 

Secondary Control Room at the Main Reading Room, Harold Cohen Library or University Lecture Block (Maths Reading Room) 
The following facilities should be made available in the Main Reading Room, Harold Cohen Library or University Lecture Block (Maths Reading Room), as designated: 
· 3 internal telephone lines 
· 1 external BT line 
· 2 mobile phones 
· Radios 
· PC with data links and e-mail facility 
A secure locker accessible to Secondary Control Room staff only, containing:  
· Full set of Emergency Procedure Books. 
· Departmental call out file.
· Incident Contingency and business continuity planning book
· Spare log books and stationary 
· Emergency “Which Service?” forms.
· Emergency progress sheets. 
· 2 torches
· 2 hard hats
· 2 pairs of heavy duty gloves 
· 2 roles of hazard tape 
· 3 Internal phones 
Limitations on Activities and Capabilities of the Secondary Control Room 
Evacuation to the Main Reading Room, Harold Cohen Library or University Lecture Block (Maths Reading Room), as designated, would incur a reduction in the capabilities of staff and equipment to carry out key functions. This may include the following.  Loss of monitoring: 
· Fire & intruder alarms 

· Flood & cold room Alarms 

· Door Access Control 

· Loss of departmental access (keys) not on master bunches 

· Loss of reviewing all CCTV data and access to recordings
CONTAINMENT OF PERSONNEL IN THE EVENT OF SUSPECTED BIOLOGICAL OR RADIOLOGICAL CONTAMINATION. 
Where the evidence indicates that biological or radiological materials are involved in the incident, the site team will be instructed to identify all individuals who may have been exposed to or contaminated by the materials involved. 

The site team will liaise with the Police to identify an area where persons who are suspected of being contaminated can be isolated until specialist equipment or containment facilities can be introduced. If a member of the site team is also suspected of being contaminated then that member must remain with the other identified persons. 

Every effort will be made to take any information from contaminated individuals for communication to their families or for the completion of site tasks. 

EMERGENCY EQUIPMENT / SERVICE REQUIREMENTS 

The following list of equipment is designed to serve as a guide to those items deemed essential in the event of an emergency:

· Emergency generating equipment for critical supplies e.g. Field Laboratories, long term experiments requiring heat or light, Computer Centre, Control Centre.
· Immediate Response Team Centre equipment  
· Emergency water supplies e.g. bowsers to be arranged with the local Water Authority. 
· Emergency gas supplies to be arranged through Gas supplier. 
· PPE requirements to be purchased as required through approved suppliers. 
· Transport requirements to be arranged through Facilities Management. 
· A stock of disposable coveralls, chemical resistant suits, overshoes, facemasks (to suit the hazard as approved by Academic Principal Investigator), safety helmets and gloves of various types.  It is proposed that an emergency pack is maintained within the Academic Principal Advisors.
ROLE OF THE EMERGENCY SERVICES IN A MAJOR INCIDENT. 

The initial response to a disaster is usually provided by the emergency services supported by the local authority; however, many agencies can become involved. The emergency services maintain a state of readiness so that they can provide a rapid response and alert local authorities and other services as soon as possible. All organisations that need to respond quickly to a disaster should have arrangements which can be activated at short notice. These arrangements should be clearly established and promulgated. 
Each emergency service has its own role and functions as follows: - 
The Police Service - co-ordinate the activities of all those responding at and around the scene, which must, unless the disaster has been caused by severe weather or other natural event, be treated as a scene of a crime and preserved accordingly. They oversee any criminal investigation and additionally, facilitate inquiries carried out by the responsible accident investigation body, i.e. HSE. The police process casualty information and have responsibility for identifying and arranging for removal of the dead. In this task they act on behalf of HM Coroner who has the legal responsibility for investigating the cause and circumstances of deaths arising from a disaster. 
The Fire Service -their first concerns are to rescue people trapped in a fire, or in wreckage or debris and to prevent further escalation of the disaster by extinguishing residual fires and/or dealing with released chemicals and other contaminants in order to render the incident site safe. 
The Ambulance Service - in conjunction with the medical incident officer and medical teams, seeks to save life and limb through effective emergency treatment at the scene and by transporting the injured in order of priority to receiving hospitals. 
Local Authorities -in the immediate aftermath of a disaster the principal concerns of the local authorities include the support for the emergency services, support and care for the local and wider community, use of resources to mitigate the effects of the emergency and co-ordination of the response by organisations other than the emergency services. As time goes on, and the emphasis switches to recovery, the local authority will take a leading role in rehabilitating the community and restoring the environment. 
All the emergency services work to these common objectives: - 

· to save life 
· to prevent escalation of the disaster 
· to relieve suffering 
· to safeguard the environment 
· to protect property. 
· to facilitate criminal investigation and judicial, public, technical or other enquiries 
· to inform the public 
· to promote self help and recovery; 
· to restore normality as soon as possible.
RECOVERY PHASE 

Following an incident causing disruption to one or more departments or buildings, it is vital that the University resumes normal operations as soon as possible. Departmental Recovery Plans should be implemented as quickly as possible after the initial incident. However, this will require a concerted effort by all involved to address the immediate issues and to identify means to enable those most affected to resume their activities. This may require temporary facilities to be hired in or rented, replacement equipment, materials or information to be obtained, use of other’s facilities on a shared basis. It is crucial that adequate means exist to contact students and staff to inform them of new arrangements.  

The Recovery Phase will involve teams from Facilities Management, Human Resources, CSD, Finance, affected Departments and the University Insurance Company Loss Adjuster to restore functions to as near normality as soon as possible. The recovery phase will include: 

· An Assessment of any damage - extent of structural damage, loss of equipment, teaching and lecturing facilities, loss of information. 
· Establishing the safety of structures affected (with the assistance of the Fire Brigade), to progress a salvage operation.
· Commencement of an on-site investigation into cause(s) of incident. 
· Commencement of the salvage operations – removal of equipment / substances, books etc. 
· Initiating  the clearing up / emergency repair operations 

· Identifying interim Campus Support arrangements with the Campus Support Manager and Police. 
· Identifying space requirements and alternatives. 
· Arranging emergency remedial building work with the Insurance Company 
· Communicating alternative arrangements to staff & students. 
· Identifying equipment, material and substance requirements. 
· Restoring lost / damaged utilities and IT services. 
· Reinstating communication links to departments / temporary facilities 
· Progressing finance and insurance arrangements. 
· Providing internal and external statements on progress to recovery. 
· Contacting Electricity, Water and Gas Utilities for restoration of supplies. 

PROTOCOL FOR DEALING WITH MENINGOCOCCAL DISEASE (STUDENTS)
CONTENTS

1.
Awareness

2.
Actions in the event of a single case of meningococcal disease

3.
Actions in the event of a case cluster of meningococcal disease

4.
Review and aftercare

N.B. This document supplements:

1.
The Emergency Plan of the University of Liverpool;

2.
Guidelines for the management of sporadic cases of meningococcal disease and case clusters affecting higher education institutions in Liverpool.  These guidelines were originally prepared in 1999 by Dr Martyn Regan, Consultant in Communicable Disease Control, Liverpool Health Authority, following discussions with a working party comprising representatives of the three HE institutions in Liverpool and their Student Health Services.

1.
Awareness

It is vital that issues of training and awareness are addressed in advance of the likelihood of any incident.

1.1
Staff Training

Staff who may be involved in any incident need to receive training beforehand.  All such staff will receive training related to meningococcal disease.  In addition, any staff who are likely to be called upon to staff help lines will receive training appropriate to this particular task.

Such staff will include: 

· Incident Control Team

· Student Welfare staff

· Campus Support
· Hall Wardens and Tutors

· Hall domestic staff

· Helpline staff

1.2
Staff Awareness

Other staff, who may not be directly involved in managing an incident, but who have contact with students, will need some basic information about meningococcal disease.  They may need to be able to pass information on to students but experience has also shown us that, without accurate information, staff may be overly concerned about the risk to themselves.

Regular articles or inserts will be placed in Precinct.

Information will be distributed to staff to ensure wide awareness of the reporting mechanisms to be followed if a case of meningococcal disease occurs within the University community.

1.3
Student Awareness

It is essential that students are fully aware of the dangers of meningococcal disease and the symptoms to look out for.  Information campaigns are particularly important at the beginning of each academic year but will be maintained throughout the year.  The following media will be used to transmit information:

· Your University

· Leaflets in Halls

· Posters

· Freshers’ Fair

· Liverpool Student newspaper

· Student Health Advice Centre(SHAC), Carnatic Halls

· University web pages

2.
Actions in the event of a single case of meningococcal disease

2.1
Notification

2.1.1
If a case is notified to the Consultant in Communicable Disease Control (Health Protection Agency):

The Consultant in Communicable Disease Control will notify Student Health

Student Health will notify the Head of Student Services

The Head of Student Services will notify, as appropriate:

· Senior Management Team via Director of Student Administration and Support 

· Warden/Manager of Hall of Residence

· Head of Department

· Guild of Students

· Press Office (Corporate Communications) 

· Student Support Services

· Counselling Service

· University Campus Support Manager

· Occupational Health  

2.1.2
If information is received by another route, e.g. information from friend:

The person informed should notify the Head of Student Services. 

The Head of Student Services will inform Student Health.

Student Health will consult the Consultant in Communicable Disease Control and, once the Consultant in Communicable Disease Control has been officially notified, the procedure will be as in 2.1.1 above.

2.1.3
Contact numbers for relevant people are attached and are contained in Section 5 of the meningitis manual kept in the Student Services Office, Student Administration and Support Division, First Floor, Foundation Building. 

2.2
Tracing of contacts and arrangement of prophylaxis

An Incident Control Team will be formed consisting of:

· the Consultant in Communicable Disease Control 

· the Head of Student Services 

· a partner from Student Health

· the Senior Nurse, Student Health Advice Centre (SHAC)

· a Hall Warden/Manager, if appropriate

· a University Press Officer

· the Guild Welfare and Equal Opportunities Officer 

The Consultant in Communicable Disease Control will arrange and chair meetings.

The Incident Control Team will be responsible for identifying the target group for antibiotic prophylaxis and, if appropriate, vaccination.

It is the responsibility of the Consultant in Communicable Disease Control, with help from Student Health and the University, to provide and administer antibiotic prophylaxis or vaccination.

The Incident Control Team will agree an appropriate media strategy, for example to prepare a joint University/ Health Protection Agency press release for the local media

2.3
Information

2.3.1
It is the responsibility of the Head of Student Services to disseminate information to the appropriate student audience with the support and advice of the Incident Control Team.  This would typically involve a letter and leaflet to students living in the same residence and /or email messages to students in the same department/school/faculty and/or an email message to all staff and students. 

The letter/message should be distributed with the help of appropriate people, eg in a Hall of Residence, the Warden and Tutors.  Where possible, the information should be delivered face to face e.g. by tutors to their tutees.

The Incident Control Team will also consider whether wider dissemination of information is necessary, according to the particular circumstances of the case.  For example, it might be decided that information should be given to students on the same course or in other Halls on the same site.

Where a decision is taken not to undertake a wider dissemination of information, the Head of Student Services will ensure that relevant people are in a position to pass on information and calm anxieties, if necessary.  Such people might include the Wardens in other Halls of Residence and the Head of the appropriate academic department.

On occasion, it may prove necessary to reverse earlier decisions on the nature of the target audience, for example, where anxiety levels prove to be higher than anticipated.

2.3.2
It is the responsibility of the Head of Student Services to keep the appropriate people informed:

· Senior Management Team via the Director of Student Administration and Support 

· Wardens/Managers of Halls of Residence

· Head of Department

· Guild of Students

· Corporate Communications Office 

· Student Support Services

· Counselling Service

· University Campus Support Manager

· Occupational Health  

The intention is that a ‘hub and spoke’ system of disseminating information be employed i.e. that the Head of Student Services should be at the ‘hub’ collating information from, and disseminating it to, the appropriate services or ‘spokes’.  Clearly, in order for this to be effective, it is essential that the Head of Student Services is kept informed by the above of any developments as they occur.  

The Head of Student Services will also contact and offer support to the family of the student or arrange this with other appropriate staff.

3.
Actions in the event of a case cluster of meningococcal disease

3.1
Notification

as in 2.1

3.2
Status of incident 

The Director of Student Administration and Support will consult with the Senior Management Team (SMT) to decide whether the University’s Emergency Plan should be implemented.

If the Emergency Plan is not implemented, responsibilities remain as in 2 above but many of the activities would have to be stepped up in the light of increased anxiety among students and staff.

If the Emergency Plan is implemented, responsibilities will be allocated as prescribed therein (Section 2 of this manual).

3.3
Tracing of contacts and arrangement of prophylaxis

The Incident Control Team will meet, under the chairmanship of the Consultant in Communicable Disease Control, to identify the target group for antibiotic prophylaxis and, if appropriate, vaccination.  

It is probable that the target group will be somewhat larger in this instance than for an isolated case, not least because the perception of risk among the student population will doubtless be much greater.  Decisions will be influenced by judgements on how likely it is that the current cases are related.  It should be recognised, however, that early decisions will almost inevitably have to be taken without any microbiological evidence of relationships between cases.  Investigations will be undertaken to try to establish any social or other links between the students involved but the absence of any obvious links will not necessarily mean that the cases are not related.  In the first instance, therefore, it is likely that, if two or more cases occur within 28 days of each other, the Incident Control Team will choose to act as if they were related.

It is the responsibility of the Consultant in Communicable Disease Control, with help from Student Health and the University to provide and administer antibiotic prophylaxis and, if appropriate, vaccination.

3.4
Information

3.4.1 If the Emergency Plan is not implemented, responsibility for disseminating information to the appropriate student audience will remain with the Head of Student Services, supported and advised by the Incident Control Team.

3.4.2 The task of disseminating information to staff will be the responsibility of the Human Resources department although it may be possible to use much of the same material as for students.

3.4.3 It is likely that it will be necessary to widen the target audience.  Indeed, depending on the exact circumstances, e.g. the number of cases, whether there have been any fatalities etc., it may be necessary to provide information to the whole institution.  Nevertheless, it may be appropriate to differentiate between sectors of the population in relation to the information they require.  For example, if a particular hall or site is involved, the students there may require more detailed information than some other groups.

3.4.4 The information needs of the following groups should be considered:

· students in the same hall or self-catering residence;

· staff in the same hall or self-catering residence;

· students in neighbouring halls or self-catering residences;

· staff in neighbouring halls or self-catering residences;

· students in the same department;

· staff in the same department;

· students in the same social group;

· other students and staff;

· parents and friends.

3.4.5 The following methods of communication may be used:

· letters;

· leaflets;

· email 

· newsletters;

· posters (for display on walls);

· announcements on the managed network;

· updates on the Internet;

· press releases.

3.5
Immediate Response Team

The Emergency Plan provides for the creation of an Immediate Response Team to take responsibility for the University’s role in an emergency situation.  Specific issues which it may choose to consider will include:

· liaison with the Consultant in Communicable Disease Control, including decisions about prophylaxis and / or vaccination;

· internal communication strategies to keep students and staff within the institution updated with any relevant information;

· public relations strategies;

· the establishment of a helpline to take calls from a range of people, including parents, local health professionals etc.;

· student and staff welfare and counselling;

· keeping records of events. 

4.
Review and Aftercare

4.1
Review

The Incident Control Team should reconvene in order to review how successfully the various procedures have been carried out and whether any amendments to this protocol are required.

4.2
Aftercare

4.2.1
An aftercare programme may need to be established for any student who has suffered from the disease and survived.  This may include:

· continued medical care

· study support

· provision of additional equipment

· counselling

4.2.2 Support will also need to be provided for bereaved friends and fellow students.

THE UNIVERSITY OF LIVERPOOL
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CONTACT NUMBERS (2016/17)

	Position
	Name
	Office hours
	Out of hours

	Consultant in Communicable Disease Control

Consultant in Health Protection

Cheshire and Merseyside Health Protection Unit

Public Health England North West

Suite 3B, 3rd Floor, Cunard Building, Water Street,

Liverpool, L3 1DS
	Duty Desk Practitioner or Consultant 
	Telephone 0344 225 0562 (option 1) 

Out of hours advice 0151 434 4819
	Call the Royal Liverpool University Hospital on 0151 706 2000 and ask for the Public Health on-call rota

Or call 0344 225 0563 for the Public Health Team. 



	G.P, Partner, University MOH, Student Health, Brownlow
	Dr Diane Exley
	0151 285 4578
	07971 939204(mob) / 01704 871793(home)

	G.P, Partner, Student Health Service, Brownlow Medical
	Dr Ed Gaynor
	0151 285 4578
	07976 283787 (mobile)

	Student Health Centre

Brownlow Group Practice
	Reception

Reception
	0151 285 4578

0151 285 4578
	As for office hours (will connect to out of hours number)

	Senior Nurse, Student Health Advice Centre
	Ms Maria Sullivan
	0151 285 4784
	07341 333 681   (Term time only)

	Head of Student Services
	Dr Paula Harrison Woods
	0151 794 2243
	07973 247902

	Hall Wardens

Carnatic site

Lady Mountford House, Morton House and McNair Hall
Rankin Hall and Salisbury Hall
Greenbank 

Roscoe and Gladstone Hall
On campus Halls

Vine Court West

Vine Court East

Melville Grove

Tudor Close

Philharmonic Court

Crown Place (ABC, GH)

Crown Place (DEF) 

Dover Court
	Dr Matt Murphy

Dr Stephen Finnegan

Dr Ian Magedera

Mr Daniel Slattery

Mr Daniel Slattery

Mr Nick Doran

Mr Nick Doran

Dr Iain Young

Mr Matthew Shillito

Zeeshan Durrani

Dr Iain Young    
	(Residences)

0151 794 7276

0151 794 9565
0151 794 6400
0151 795 9765

0151 795 9765

0151 795 0319

0151 795 0319

0151 794 9510

0151 795 0912

0151 795 0913

0151 795 0913
	(Warden / Duty RA)

07973 247276 / Duty RA 07973 247760

07732816462 / Duty RA 07973 247757
07973 247873 / Duty RA 07973 247762
07889 647703/ Duty RA 07812 238364

07889 647703/ Duty RA 07812 238363

07889 647706 / Duty RA 07973 247764

07889 647706 / Duty RA 07973 247981

07787 261182 / Duty RA 07454 685779

07889 647707 / Duty RA 07525 886652

07889 647709 / Duty RA 07525 886653

07787 261182 / Duty RA 07525 886651

	Corporate Communications/Public Relations Office
	Mrs Joanna Brown
	0151 795 0153
	07973 247836

	President, Guild of Students

Chief Executive, Guild of Students

Director of Membership Services, Guild of Students
	Sean Turner

Tricia O’Neill

Morven Proctor
	0151 794 4124

0151 794 6868

0151 794 6868
	07934 342575

07860 508809
07968 201902


University Campus Support Control office (24 hours) has contact numbers for university staff if/as needed (0151 794 3252)




RECORDING PROFORMA
ESTATES MANAGEMENT DEPARTMENT

INCIDENT MANAGEMENT 

GENERAL NARRATIVE (Form IR 1)
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Faculty / School / Department Business Continuity Plans

Every Faculty, School and Department within the University will prepare and maintain business continuity plans as part of BCU@UoL, which will support the University’s Incident Management and Business Continuity Plan. The plans will identify the Faculty / School / Departments critical functions and assess how the functions loss will affect the unit and how this will impact on the University.

Faculty / School / Department business continuity plans will identify the actions necessary for recovery and will include detailed contacts 
The following may be used as guidance in the compilation of the Faculty / School / Department business continuity plan:

Facilities

· Building evacuation and resumption plans
· Response to bomb threat and similar scenarios
· Evacuation points (Including alternative or off site)
· Dispersal of staff, students and visitors
· Salvage resources and contracted assistance
· Escalation circumstances

Human Resources

· Welfare issues
· Health & Safety legal liabilities
· Procedure for accounting for staff
· Procedure for contacting staff
· Counselling and rehabilitation resources

Operational Business Unit Resumption
· Escalation criteria for invoking business continuity response.
· Escalation procedure to Business Continuity Team (BCT)
· Initial contact from BCT
· Contacting team members
· Resumption plan for each process

· Staff Numbers

· Key contacts

· Consumables

APPENDICES
APPENDIX A

Explanation of this document   

Summary

This document provides a management framework for responding to a major incident, including those caused by non-physical factors, which may impact on the health and safety of the University’s community or disrupt its operations and programmes. A clear format for the escalation of such incidents is provided in the Incident Flow Chart (page 4).

The Incident Management and Business Continuity Plan establishes an Immediate Response Team (IRT) and Business Recovery Group (BRG) that manage response strategies and allocate resources to ensure a major incident has a minimal impact on the University’s business operation.

Based on a framework of comprehensive objectives and a culture of clear communications, which will ultimately contribute to the reinstatement of all business critical functions, the plan provides three levels of response (Bronze, Silver and Gold) and the mechanism for reporting and declaring incidents. 
Examples of the types of incidents have been categorised according to their severity with an indication as to the level of response required. Such examples include the obvious, such as fire, flood, explosions and energy failures, to the not so obvious such as medical epidemics, multiple serious injuries and adverse public interest.

The Immediate Response Team (IRT), who will manage the incident, will comprise of suitably experienced Senior Management officers and experts from relevant disciplines. They will understand and be capable of managing the likely impact of the incident. The IRT will include the role of the Incident Control Manager, normally undertaken by the Deputy Vice Chancellor, who will have responsibility for the overall management of the incident and for co-ordinating the activities of all members of the IRT. The Deputy Vice Chancellor will be supported by an Operations Advisor (Director of FM), who will provide operational support, the Site Incident Manager (Head of Facilities Services), responsible for the site management of the incident, who will have authority to commit University resources as the emergency demands, the Media Press Officer (Director of Corporate Communications), Incident Support Co-ordinators, who will mitigate the impact of the incident to students and staff, a Systems Advisor (Director of Computing Services) and other specialist advisors as required. All of these officers are supported by Deputies who will act in the IRT roles in their absence.

The primary Immediate Response Team Centre (IRTC) will be located in Corporate Communications, on the 3rd floor Foundation Building (PLEASE NOTE: Exercises, as opposed to real emergences,  will all be held in the Derby Room, Foundation Building). A secondary location will be established in the Foresight Centre and a third outside the main campus if necessary at Ness Gardens). A secondary telephone exchange is, however, available in the Ashton Building. A list of equipment, which includes furniture, stationery and IT equipment, is produced to support the IRTC function, as is a call out directory of Emergency Services, Utilities and Regulators. It is expected that the IRTC will be staffed and operational within one hour during normal working hours and within two hours at other times.

Given the broad and far reaching responsibilities of the Campus Support Department, It is vitally important that continuity is maintained within the Campus Support Control Room both during and outside the realms of a major incident. Arrangements are therefore, made for an evacuation to a secondary control room and of the processes for an immediate and phased move whilst maintaining and effective Campus Support operation.  
To ensure that the actual incident is appropriately managed, the impact minimised and the business of the University is continuous, a Business Recovery Group (BRG), will be formed and which will include The Vice Chancellor, the Provost and the three Executive Pro Vice Chancellors, together with the Deputy Vice Chancellor, Director of Finance, Director of Human Resources, Academic Secretary and Director of Facilities Management. This group will meet to consider any necessary arrangements required to maintain the University’s teaching, research and other core activities during the emergency period and ensure that the University is able to return to normal operational status as soon as possible after the emergency period. Such activities will include assessing the level of resources required to recover from the incident, dealing with outside agencies (HEFCE, HSE, Insurance Companies etc), assessment of legal liabilities and for initiating an investigation into the incident.

The BRG will also be responsible for considering the longer term implications of the incident, bearing in mind the actions already taken by the IRT. However, the recovery phase is a whole University commitment and will involve teams from Facilities Management, Human Resources, CSD, Finance and the affected Department(s), as well as outside agencies such as the Insurance Company, Loss Adjusters, who will be responsible for work from the assessment of damage to the restoration of services. 

To ensure that any major incident is managed effectively and efficiently, it is imperative that a robust communications network exists and that will allow the University to regain technical control and to be able to respond and inform in a timely, creditable and socially responsible way, exemplifying the University’s ethical standards of openness, honesty and social responsibility. Consideration is given to the reporting process, internal, external and media briefings and the role of the spokesperson. It is equally important that telephone call handling procedures are factored within the communications framework and that they are able to deal with telephone calls from the public and possibly non-English speaking relatives of overseas students and staff.

Whilst the Incident Management and Business Continuity Plan for the University details the corporate approach, it is essential that Departments adopt their own plans in support of this document. These plans will identify the critical functions and assess how the function's loss will affect the unit and the University. Guidance covering the compilation of the plan in areas such as the Departments Facilities i.e. building evacuation, dispersal of staff etc, Human Resources and the Operational Business Unit Resumption are provided.

1.0.
INTRODUCTION

The Incident Management and Business Continuity Plan is intended to provide the University with an overall framework for managing the consequences of serious incidents affecting the University at institutional level. Separate departmental plans should be established, identifying space and equipment requirements, lists of contact names and addresses and actions needed in the event of a serious disruption to their normal operation. A guide to the development of a departmental plan is shown on page 40 of this document.  

This plan attempts to identify the actions necessary to manage those aspects of a serious incident beyond the capability of the individual departments, and to deal with any external interest by regulators or the media. However, as all evidence indicates that actual emergency situations are, by their nature, unpredictable and that an effective response can be hampered by strict procedures, a flexible and positive approach is likely to be required.

2.0.
OBJECTIVES OF THE PLAN

The aim of this document is to co-ordinate the response of all Faculties, Schools and Departments within the University, to ensure that business critical functions are reinstated as soon as practicably possible, whilst the resumption of services is planned and implemented simultaneously. Such activities will include:

· Ensuring compliance with the University’s policy and procedures regarding incidents. 

· Maintaining the safety of staff students and the local community. 

· Providing appropriate responses to every incident and / or threat and ensuring the well being of all personnel within the University community. 

· Identifying and implementing business continuity requirements. 

· Protecting the human, physical, financial and information assets of the University.  

· Maintaining clear communication with the University’s stakeholders and other interested parties. 

· Demonstrating that the University can maintain responsible and effective control of the incident and in so doing, enhance its credibility and reputation. 

· Honouring commitments made during the crisis. 

· Ensuring that sufficient resources are made available 

· Reviewing the management arrangements associated with the incident and proposing improvement of procedures. 

3.0.
DEFINITION OF INCIDENTS

The University has adopted the following definition to describe those circumstances which will lead to the implementation of the University’s Incident Management & Business Continuity Plan:-
· A disaster, disruption or other unexpected occurrence which has  major, adverse consequences for the University and which requires a response in excess of that which can be provided under normal procedures by the appropriate departments or services, operating individually or collectively, and which therefore calls for special mobilisation and organisation of such departments or services.

4.0.
STAGES OF ACTIVATION

Where time allows and in the event of an incident affecting the normal operation of the University, the following stages of activation will be used to provide members of the Immediate Response Team with warnings of escalation.

· Amber - A warning of an incident escalation that has the potential to increase further and that is likely to require implementation of the business continuity plan.

· Red - Requires immediate activation of the business continuity plan and notification of the Immediate Response Team and associated resources for mobilisation.

· Green – The stage at which the emergency response is formally brought to an end by the Vice Chancellor.

5.0.
LEVELS OF RESPONSE / REPORTING AND DECLARING INCIDENTS

Three levels of response have been defined, the most serious of which has a Gold status, a major incident. The detection of any accident, incident or event, which could impact on the normal operations of the University, should be communicated to the Campus Support Control Room immediately, by ringing 0151 794 2222 (4 2222), and appropriate procedures initiated. 
6.0.
TYPES OF INCIDENT

The table shown at page 7 provides examples of the types of incidents that could arise and have been categorised according to their severity with an indication as to the level of response required. However, it must be recognised that this list is not exhaustive and that factors may arise which change the severity of the incident and its repercussions, e.g. the potential for adverse publicity, and consequently the way it should be managed. 

7.0.
THE IMMEDIATE RESPONSE TEAM (IRT) 

The Immediate Response Team will comprise of suitably experienced Senior Management officers and experts from relevant disciplines, who will be able to understand and manage the likely impact of the incident in order to minimise disruption to the operation and business of the University. 

It must be recognised that the most appropriate persons may not always be available and it is therefore, crucial that suitable deputies are identified, contacted and brought into the team in order that the best advice is available to the Incident Control Manager. 

7.1.
Key Actions of the Immediate Response Team (IRT) 

· Assess the seriousness of the incident and the staffing levels required to deal with it and if possible, estimate its likely duration.

· Ensure the organisation and notification of personnel.

· Take executive responsibility for the response to the incident. 

· Define objectives and set targets. Implement strategies.

· Contact Legal Advisors.

· Contact relevant Regulators (HSE / EA).

· Establish the accuracy of information received about the incident and make written factual records of events that take place, including the activities of Emergency Services and Regulators

· Disseminate information received about the incident to other parties, as appropriate. Confirm and keep under review an assessment of the level of the incident.

· Evaluate the potential for deterioration.

· Ensure as far as possible that the incident is isolated and stabilised.

· Activate and maintain an emergency communications system (Call Centre). Ensure Call Centre staff are provided with up to date information.

· Liaise with Insurance/Loss Adjustors.

· Established and maintain a checklist of all involved in incident.

· Establish a Counselling Support Centre if required to deal with personnel (staff and students affected by trauma).

· Establish Immediate Response Team Centre(s) if required.

· Initiate Departmental Business Continuity Plans as required.

· Assemble the Business Recovery Group as required.

· Ensure a reporting and information flow.

· Ensure staff are available to deal with telephone and other enquiries.

· Establish Media Headquarters.

· Enter into the Recovery Phase.

· Initiate an internal investigation into the cause(s) of the incident.

· Review and implement the lessons learned from the incident. 

8.0.
OFFICES AND ROLES OF THE BUSINESS RECOVERY GROUP (BRG)

The following senior officers will form the Business Recovery Group:

The Vice Chancellor



(VC)

The three Executive Pro Vice Chancellors
(EPVC)

The Deputy Vice Chancellor


(DVC)

The Director of Finance


(D of F)

The Director of Student Support Services
(DSSS)
The Director of Human Resources

(D of HR)

The Director of FRCS



(DFRCS)

The Director of Legal, Risk & Compliance
(DLRC)
Others, depending on the nature of the incident
The Vice-Chancellor and/or The Deputy Vice Chancellor will determine where and how often the Business Recovery Group will meet and who, in addition to themselves, the Provost, three Executive Pro Vice-Chancellors and the Directors of Finance,

Human Resources and Facilities Management   will form part of the Team.  The nature and location of the incident will be a determining factor in such matters.

The Business Recovery Group will be responsible for considering the longer-term implications of the incident for the future operation of the University and bearing in mind the actions already taken or being taken by the IRT, will manage the Recovery Phase following the incident.  This will require that the Business Recovery Group should take steps to ensure 

· that,   where necessary,   appropriate temporary arrangements are put in place to maintain the University’s teaching, research and other core activities during the emergency period;

· The University is able to return to normal operational status as soon as possible after the emergency period.

In order to do this, the Business Recovery Group will need to:

· Deal with outside agencies (HEFCE, D f E S, UCAS, HSE, Local Authorities, Schools, Insurance Companies, Banks,   etc.)
· Liaise with other educational establishments if necessary.
· Commence any investigation required
· Assess any legal liabilities
· Assess the level of resources required to recover from the incident and identify sources for such funding, including insurance, where appropriate

· Allocate resources as necessary to the Immediate Response Team and for the Recovery Phase

· Assess options for resuming teaching, research and other core activities and take steps to put these into effect

· Take steps to ensure that key financial operations can continue (Payroll, Ordering,  paying Creditors )

APPENDIX B - Overview

The page in this appendix will be available as a desktop icon to provide all staff with information about the ERP/BCP

Overview:
 Major Incident Procedure Summary 

	Staff or students


	Incident Report to Control Room using 0151 794 2222

	Campus Support
	Check and Implement Relevant Procedure 
Emergency Services Required?


Call Relevant  Emergency Service
Call Director of Estates Management / Senior Management 

	Director of Estates Management
	Initiate Call Chain/ Contact COO

Commence evacuation procedures if relevant
Lockdown and control affected area



	Deputy Vice Chancellor

	Decide whether to set up Gold Command/IRT

Contact IRT Members 
Set up IRT Centre and Call Centre

Manage Incident



	IRT
	Manage incident

 - see Key Actions




Senior Management 
- Campus Support maintain lists of Senior Management for each building/ department

IRT Immediate Response Team:

Deputy Vice Chancellor
Director of FRCS
Director of Estates Management
Director of External Relations, Marketing and Communications
Director of HR / Academic Secretary 
Director of Computing Services

For Deputies in case unavailable, Duties and other staff involved see full document
Key Actions of the Immediate Response Team (IRT) 

· Provide shelter for affected students/staff if relevant

· Assess the seriousness of the incident and the staffing levels required to deal with it
· Ensure the organisation and notification of personnel.

· Take executive responsibility for the response to the incident. 

· Define objectives and set targets. Implement strategies.

· Establish Immediate Response Team Centre(s) if required.

· Establish the accuracy of information received about the incident and make written factual records of events that take place, including the activities of Emergency Services

· Evaluate the potential for deterioration.

· Ensure as far as possible that the incident is isolated and stabilised.

· Activate and maintain an emergency communications system (Call Centre). Ensure Call Centre staffs are provided with up to date information.
· Established and maintain a checklist of all involved in incident.
Business Continuity
· Liaise with Insurance/Loss Adjustors.
· Contact Legal Advisors.

· Contact relevant Regulators (HSE / EA).

· Disseminate information received about the incident to other parties, as appropriate. Confirm and keep under review an assessment of the level of the incident.
· Establish a Counselling Support Centre if required to deal with personnel (staff and students affected by trauma).

· Initiate Departmental Business Continuity Plans as required.

· Assemble the Business Recovery Group as required.

· Ensure a reporting and information flow.

· Ensure staff are available to deal with telephone and other enquiries.

· Establish Media Headquarters.

· Enter into the Recovery Phase.

· Initiate an internal investigation into the cause(s) of the incident.

· Review and implement the lessons learned from the incident. 

Communication Plan - Note to Students and Staff:

To be emailed to all students and staff as soon as agreed and at start of each semester.

To be printed and left in Halls at start of autumn term.
To appear in other publications i.e. student magazines, Precinct etc - FM to publicise widely.

This email is to make you aware that the University maintains plans to help us deal with any emergency situation that may arise. 

We do, however, need your help with this, so please read the following message and add the two Campus Support Services numbers to your mobile now. Do not hesitate to call us regarding an emergency situation on 0151 794 2222, or for non-emergency situations on 0151 794 3252.

IMPORTANT

If we need to contact you regarding an emergency situation we may send you an email and/or SMS detailing a Campus Support Alert. You will only be contacted about Campus Support Alerts in the event of a serious emergency affecting the whole campus where there is a potentially life-threatening or dangerous situation.
Please update your Spider (students) or Tulip (staff) record now with your current mobile number so we can do this. Staff personal mobile numbers can be provided for use only in an emergency situation, so cannot be accessed by others, whether inside or outside the University.

SMSs will show as coming from ‘UoLiverpool’.

Further details of the University's plans are contained in the accompanying note entitled: MANAGEMENT OF CAMPUS SUPPORT INCIDENTS ACROSS THE UNIVERSITY.

---------------------------

The University takes safety and Campus Support very seriously and maintains an Emergency Plan designed to safeguard students and staff in an emergency situation. 

In the event of an emergency:

RING 0151 794 2222
(Or using an internal phone, dial 2222)

To speak to Campus Support Services.

If you wish to report other Campus Support matters or concerns please do not hesitate to ring the Campus Support helpline: 0151 794 3252.

These numbers operate on a 24/7 basis. 

HELP US TO KEEP YOU SAFE

BACKGROUND NOTE TO STUDENTS AND STAFF
[image: image3.emf]


FACILITIES MANAGEMENT DEPARTMENT
MANAGEMENT OF CAMPUS SUPPORT INCIDENTS ACROSS THE UNIVERSITY
Introduction

The aim of this paper is to inform the University community of Campus Support arrangements currently in place to support the management of emergency incidents and to advise of actions that may be taken to seek assistance and to safeguard both people and property that may be at risk.

Incident - Definition

In this context, an incident is a situation that may put a member of the University community, the fabric or reputation of the University under threat and which has the potential to cause emotional or physical damage or create adverse publicity. 

Communication

The University is intensely keen to ensure that both its students and staff have the opportunity to work and live in a safe and secure environment and in the rare event of a breach, that a mechanism is in place to support the community through control and continuity. However, it is the responsibility of us all to ensure that any Campus Support incident is reported at the earliest opportunity. To ensure that the safety of the University community is supported and maintained at all times, it is essential, that irrespective of the categorisation of the emergency, ALL incidents are reported immediately by dialling the University emergency telephone number (0151) 794 2222.

However, reports of incidents, where the observer or victim deems the incident NOT to be an emergency but still significantly important, the Campus Support Control may be contacted on telephone number (0151) 794 3252.

Incident Management
Whilst the majority of incidents can be managed efficiently and professionally by the University Campus Support team, there may be occasions where the significance of the incident is such that a more robust structure involving intervention and control by senior University officers is required. Although rare, the University considers that it is essential that preparations are in place to manage such incidents and possibly co-ordinate with emergency services, when they are involved. In order to support the management process on such occasions, an INCIDENT MANAGEMENT & BUSINESS CONTINUITY PLAN has been developed. The plan identifies the key personnel required to form the Immediate Response Team (IRT), who will monitor progress and liaise with emergency and specialist services and who will be responsible for carrying out ‘first aid’ and preventive or protective work on site. 

To ensure that the impact is minimised and the business of the University is continuous, a Business Recovery Group (BRG), will be formed to consider any necessary arrangements required to maintain the University’s teaching, research and other core activities during the emergency period and ensure that the University is able to return to normal operational status as soon as possible after the emergency period. 

The BRG will also be responsible for considering the longer term implications of the incident, bearing in mind the actions already taken by the Incident Response Team. However, the recovery phase is a whole University commitment and will involve teams from Professional Services as well as the affected Department(s). 
APPENDIX C – CALL OUT DIRECTORY AND ALPHABETICAL LIST

APPENDIX C - CALL OUT DIRECTORY – Emergency Services, Utilities and Regulators  

	Service 
	Tel (Normal Hours)
	Tel (Silent Hours)
	Contact

	EMERGENCY SERVICES
	
	
	

	Merseyside Police HQ Ops Room 
	0151 709 6010
	0151 709 6010


	

	Merseyside Fire & Rescue Service 
	0151 296 4000
	0151 296 4000
	

	Merseyside Ambulance Service 
	0151 260 5220
	0151 260 5220
	

	HOSPITALS 
	
	
	

	Royal Liverpool & Broadgreen NHS Hospitals Trust 
	0151 525 5980
	0151 525 5980
	

	Aintree Hospitals NHS Trust 
	0151 706 2000
	0151 706 2000
	

	Royal Liverpool Children’s NHS Trust
	0151 228 4811
	0151 228 4811
	

	St Helens & Knowsley Hospitals NHS Trust 
	0151 426 1600
	0151 426 1600
	

	Liverpool Women’ Hospital NHS Trust
	0151 708 9988
	0151 708 9988
	

	NHS Direct
	0845 4647
	0845 4647
	

	REGULATORS 
	
	
	

	HSE  
	0845 345 0055
	0151 9229235
	

	Environment Agency 
	0870 850 6506
	0800 807060
	

	LIVERPOOL CITY COUNCIL
	
	
	

	Liverpool City Council – Highways 
	0151 233 3000 / 3001
	07708 177053
	

	Liverpool City Council – Environmental Health. 
	0151 225 4024
	07889 298386
	

	Liverpool City Council – Emergency Planning 
	0151 233 3001
	0151 233 3000 / 3001
	


APPENDIX C - CALL OUT DIRECTORY – Emergency Services, Utilities and Regulators (Continued)
	MEDIA 
	
	
	

	Liverpool Echo
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	LEGAL
Pinsent Mason
	0113 294 5170
	
	

	INSURANCE


	
	
	

	REGULATORS 
	
	
	

	HSE  
	0845 345 0055
	0151 9229235
	

	Environment Agency 
	0870 850 6506
	0800 807060
	

	UTILITIES 
	
	
	

	Electricity  
	0845 272 2424
	0845 272 2424
	

	Gas  (Transco)
	0800 111999
	0800 111999
	

	Water  
	0845 330033
	0845 330033
	

	Liverpool Enterprise / Direct
	0151 233 3001
	0151 233 3001
	

	British Telecom 
	0800 800150
	0800 800150
	

	Exchange Maintenance
	
	
	

	Maintel
	08705 001122
	08705 001122
	

	Quad
	0151 794 5881
	07973 247980
	Harry Walthew

	Quad
	0151 794 5881


	07970 247024
	Steve Campbell


APPENDIX C -CALL OUT DIRECTORY – Emergency Services, Utilities and Regulators (Continued)
	Network Services & DDI Numbers
	
	
	

	BT
	0800 679348
	0800 672224
	

	NTL
	0800 0520800
	
	

	Telewest
	0800 953 1800
	0800 953 8801/ 953 2800
	

	Thus
	0141 273 2664
	0800 027 0000
	

	Your Tel
	0845 225 6006
	
	

	Microwave Links
	
	
	

	Elwers
	01695 555444
	0779 049 6668
	Jose Barnes

	Voicemail & Auto Attendant
	
	
	

	VIP
	01202 711100
	
	

	Call Logging
	
	
	

	Sentel
	0283 883 1212
	
	

	Wiring & Cabling
	
	
	

	Comtech
	0113 256 9706
	07970 247390
	Frank

	Comtech
	0113 256 9706
	07973 247903
	Billy

	DNK
	0151 794 1511
	07970 247399
	Dave Kelly

	Mobile Gateways
	
	
	

	Pennine
	0161 763 2081
	0161 763 2081
	Simon Beresford

	Vanguard
	01745 333320
	07876 576266
	

	Mobile Telephony
	
	
	

	O2
	08705 860860
	08705 860860
	

	Orange
	0800 079 0158
	07973 100345
	

	T Mobile
	0845 412 2222
	
	

	Vodaphone
	0870 450 0484
	0870 074 6464
	


APPENDIX D - CALL OUT DIRECTORY – Emergency Services, Utilities and Regulators Alphabetical list
	Service 
	Tel (Normal Hours)
	Tel (Silent Hours)
	Contact

	Aintree Hospitals NHS Trust 
	0151 706 2000
	0151 706 2000
	

	British Telecom - Utilities
	0800 800150
	0800 800150
	

	BT - Network Services & DDI Numbers
	0800 679348
	0800 672224
	

	Comtech -  Wiring & Cabling
	0113 256 9706
	07970 247390
	Frank

	Comtech-  Wiring & Cabling
	0113 256 9706
	07973 247903
	Billy

	DNK-  Wiring & Cabling
	0151 794 1511
	07970 247399
	Dave Kelly

	
	
	
	

	Electricity  
	0845 272 2424
	0845 272 2424
	

	Elwers - Microwave Links
	01695 555444
	0779 049 6668
	Jose Barnes

	Environment Agency 
	0870 850 6506
	0800 807060
	

	Gas  (Transco)
	0800 111999
	0800 111999
	

	HSE  
	0845 345 0055
	0151 9229235
	

	
	
	
	

	
	
	
	

	Liverpool City Council – Emergency Planning 
	0151 233 3001
	0151 233 3000 / 3001
	

	Liverpool City Council – Environmental Health. 
	0151 225 4024
	07889 298386
	

	Liverpool City Council – Highways 
	0151 233 3000 / 3001
	07708 177053
	

	Liverpool Enterprise Partnership (LEP)
	0151 233 3001
	0151 233 3001
	

	Liverpool Women’ Hospital NHS Trust
	0151 708 9988
	0151 708 9988
	

	
	
	
	

	Maintel - Exchange Maintenance
	08705 001122
	08705 001122
	


	Marsh (UK) – Insurance
	0161 954 7317
	0161 682 9848
	

	Merseyside Ambulance Service 
	0151 260 5220
	0151 260 5220
	

	Merseyside Fire & Rescue Service 
	0151 296 4000
	0151 296 4000
	

	Merseyside Police HQ Ops Room 
	0151 709 6010
	0151 709 6010
	

	NHS Direct
	0845 4647
	0845 4647
	

	NTL
	0800 0520800
	
	


	O2
	08705 860860
	08705 860860
	

	Orange
	0800 079 0158
	07973 100345
	

	Pennine - Mobile Gateways
	0161 763 2081
	0161 763 2081
	Simon Beresford

	Pinsent Mason - Legal
	0113 294 5170
	
	

	Quad - Exchange Maintenance
	0151 794 5881
	07973 247980
	Harry Walthew

	Quad - Exchange Maintenance
	0151 794 5881
	07970 247024
	Steve Campbell

	Radio City 
	0151 472 6800
	0151 472 6800
	

	Radio Merseyside
	0151 708 5500
	0151 708 5500
	

	Royal Liverpool Children’s NHS Trust
	0151 228 4811
	0151 228 4811
	

	Royal Liverpool & Broadgreen NHS Hospitals Trust 
	0151 525 5980
	0151 525 5980
	

	Sentel - Call Logging
	0283 883 1212
	
	

	St Helens & Knowsley Hospitals NHS Trust 
	0151 426 1600
	0151 426 1600
	

	
	
	
	

	Thus - Network Services & DDI Numbers
	0141 273 2664
	0800 027 0000
	

	T Mobile
	0845 412 2222
	
	

	Vanguard- Mobile Gateways
	01745 333320
	07876 576266
	

	VIP - Voicemail & Auto Attendant
	01202 711100
	
	

	Vodaphone
	0870 450 0484
	0870 074 6464
	

	Water  
	0845 330033
	0845 330033
	

	Your Tel
	0845 225 6006
	
	


APPENDIX E

FLU PLAN - The current Pandemic Flu Plan is available online at:
http://www.liv.ac.uk/safety/flu-plan-public.doc
Version 3 is copied below (pages 63 - 80):
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Introduction
1. The World Health Organisation (WHO) and other international organisations all agree that a pandemic is both inevitable and imminent, although timing and impact are impossible to predict.  Planning at a global, national, local and organisational level are essential so that we can be as prepared as possible to deal with effects of a pandemic.

2. This document provides an outline of the actions that would be taken by the University in the event of an influenza pandemic.  This plan will be supplemented by local plans at either Faculty and/or School level.  These will detail local arrangements for staff and students and any measures that are required specific to local circumstances.

3. This plan is based on advice and information in various Government documents (see reference material section at end of plan). The plan has been updated (December 2009) in light of experiences gained during the management of the ongoing swine flu pandemic (2009/10).  All material generated as a result of the 2009/10 pandemic has been archived on the University VOCAL system (current site owners are: PA to Deputy Vice Chancellor and Safety Adviser’s Office).  Any future material relating to any subsequent pandemics should be similarly archived.
Back ground

4. The disease: Unlike the usual seasonal influenza outbreaks which tend to occur during winter months, pandemic influenza could occur at any time.  It occurs when a new strain of the virus emerges or re-emerges which is:

· Very different from any currently circulating strains;

· Able to infect people;

· Easily transmissible from person–to-person and spreads widely because there is little or no immunity to the strain; and

· Able to cause illness in the majority of people infected - some severely.

5. Pandemic progression: Using models based on the three flu pandemics that occurred last century, a pandemic could occur in one wave or a series of waves, weeks to months apart.    Once a pandemic strain emerges, it is inevitable that the UK will be affected. The WHO has defined six stages of the development of a pandemic and has set out the actions required at each stage to protect public health.  This is supplemented in the UK by an additional 4 alert levels during WHO Stage 6: Pandemic Period (see Appendix 1).  

The risk to the University
6. During the initial phases of a development of a pandemic where cases may be restricted to specific geographic areas, impact on the business of the University is likely to be limited to any staff or students working in the affected area(s) or planning to visit the area(s).  Any advice given by the Foreign and Commonwealth Office (FCO) as regards travel restrictions will be followed and communicated to staff and students as required.  Staff or students in already in affected areas will be advised to follow any local public health advice.  Consideration will be given as to whether any planned trips can be postponed or else business conducted by other means, eg video conferencing.

7. It should be remembered that staff and students may also be visiting affected areas for personal reasons eg holidays.  Such individuals will be advised to follow any local advice while in the affected area, and then to seek information and advice from bodies such as the Health Protection Agency on their return eg what to do if they develop any flu-like symptoms.  Advice will also be issued to staff and students about the nature of infection and any action required as regards dealing with colleagues returning from affected areas (see Appendix 2 for example advice FAQs).
8. When a global pandemic is declared and/or the UK is significantly affected, absence rates among staff and student can be expected to increase.
9. Cabinet Office guidance
 advises basing planning on two scenarios:

· Base scenario – a cumulative clinical attack rate of 25% of the population over one or more waves, each of around 15 weeks duration, with a case fatality rate of 0.37%.  These could be weeks or months apart, and the second wave may be more severe; and
· Reasonable worst case scenario – a cumulative attack rate of 50% of the population, again spread over one or more waves, with a case fatality rate of 2.5%.

10. Based on previous experience, the initial Government response is likely to be to attempt to contain the spread of infection by isolation of infected individuals and treatment with antiviral medication (which will be stock-piled in preparation for a pandemic).  Although there may be sufficient stocks to treat a significant proportion of the population this needs to be started within two days of the onset of symptoms to have any effect (reduce severity and duration of symptoms).  Vaccines will be developed but may not be available before or during the first wave of a pandemic. 
Staff absence from work
11. During a pandemic staff will be absent from work if they are ill with flu or need to care for children and other family members who are ill.  Assuming a cumulative attack rate of 25%, and that the pandemic occurs in a single wave, we can expect a quarter of staff to be absent over a 3-4 month period.  If the pandemic occurs in waves, the absence will be spread across this longer period.

12. However, staff may be absent from work during this period as a result of:

· Caring for well children because of school closures;

· Non-flu medical problems;

· Have been advised to work from home; and

· Other reasons eg family bereavement, worried well, travel difficulties.
13. Where possible, existing polices for dealing with staff absence will be maintained, with a recognition that it may be necessary to review this position should the situation develop in such a way that it is impracticable to continue.  If such a situation should arise a decision will be taken by the Senior Executive Team (SET) following a recommendation from the Director of Human Resources (HR)/Deputy Vice Chancellor.
Effects on the business of the University of staff absence 

14. This will include:

· Provision of teaching
· Research activities including submissions of grant proposal, reporting writing etc
· Provision of student administrative services eg admissions, interviews, registration and finance.

· Provision of core building services on campus and in residences such as heating, lighting, water, IT/telephones and cleaning.

· Provision of catering services on campus and in residences.
15. It is recognised that a significant number of staff and students in the Faculty of Health and Life Sciences will have contact with people in both clinical and non-clinical environments outside of the University as a normal part of their work or studies. Relevant Schools within the Faculty will need to determine whether students placements should be suspended and if clinical staff they should stay away from the University and focus on their clinical duties only in liaison with the NHS partners.  It should be noted that the Faculty’s external partners will have their own flu plans in place and reference will need to be made to these by Schools.

16. It is possible that final year medical students would be asked to volunteer to carry out clinical duties during the height of a pandemic. Decisions on this would be taken on a national basis and would require action from the General Medical Council (GMC) to grant temporary registration for these students. This would also only be done following guidance from the Medical Schools Council (MSC) to ensure a consistent national approach. Similarly, final dental students could be asked to volunteer to help out with vaccination programmes but this would again only be done following consultation with the GMC and the General Dental Council (GDC).  The Dean of the Medical School will coordinate any contribution that the Faculty’s students make to clinical work. 

Managing the impact
17. There are 2 main areas for action:

· Controlling the spread of disease; and

· Maintaining the essential business of the University.

18.  These will be underpinned by robust communication systems and a clear decision making process.

19. The University’s’ response to a pandemic will be overseen by a Pandemic Flu planning group, chaired by the Deputy Vice Chancellor, with representatives from key academic areas and Professional Services.  They will meet on a regular basis (as required by the nature of the pandemic) and direct any actions required at a local level.

Controlling the spread of disease

20. This will be achieved by:

· Providing staff and students with clear information about the disease, recognising the symptoms of disease and good personal hygiene measures (in line with DH guidance);

· Ensuring thorough cleaning of surfaces that are likely to transmit infection in communal areas; and

· Sending staff and students home as soon as they show symptoms of flu and to stay at home until symptom free/recovered.

21. Communication: A variety of communication routes will be used:

· Key messages will be issued by appropriate senior staff (eg Deputy Vice Chancellor or Head of Student Services) as required by means of all staff/all student emails and letters;

· A central information point will be maintained by means of dedicated web pages (hosted by the Safety Advisory Service) – this will include links to Government information and advice.  Any Government media/information eg posters, will be used as required; and

· Existing communication routes such as articles in Precinct and Safety Circulars/ONUS documents will be used as necessary. 

22. It is recommended that a webpage giving general advice about pandemic flu be maintained (by the Safety Advisory Service) at all times on the University website (see Appendix 3).  This can then be replaced with more current information and advice in the event of a potential pandemic and/or when a pandemic is actually declared.

23. A dedicated email and telephone number will be set up for staff to report that they are absent due to pandemic flu, although normal sickness absence reporting systems will operate alongside this central reporting system.  

24. Students will be asked to report their absence to their School/Department and reminded that they need to register with a GP.

25. Staff and students will be reminded to keep their contact details up-to-date on central University systems such as TULIP and SPIDER.
26. Cleaning: an increased cleaning regime will be implemented in the event of a pandemic.  This will include increasing the frequency of cleaning of hard surfaces that are touched by many including doors handles, finger plates and hand-rails.  
27. Sick students: All students will be given advice about the Flu Buddy
 scheme and asked to arrange with two of their friends to be Flu Buddies.  Students in Residences who become sick will be advised to stay in their room and will be issued with a flu pack which includes facemasks to wear when using communal areas and hand sanitising gel to use before leaving their room.  A free food and drink pack will also be issued if required. 
Maintaining the business of the University
28. It is not expected that the University will need to close entirely, but partial closure may be required for periods of time during the pandemic.  It would be difficult to identify trigger points for closure of the University as a whole, so local plans should identify:
a) the core services/functions delivered by the department  and to what extent these services are essential to maintaining the day-to-day business of the University
b) which services are desirable but could be deferred temporarily or are of low corporate value and can be deferred for an extended period.

c) to what extent the service is under the control of the department or wholly/partially dependant on the input of others either within the University or outside – consider in particular whether supply chains could be maintained to  allow work to continue e.g. research consumables, catering and cleaning supplies.
d) “trigger points” for each critical service/function and identify a point (e.g. number of staff, equipment required, etc.) at which the function/service cannot be maintained.

e) Whether any service could be offered by alternative means e.g. teaching material delivered by distance learning, home working.

f) to what extent any aspect of a service/function could be delayed or deferred without undue knock-on effects e.g. preparation of research progress reports, minor repair works.

g) whether any of the services could be delivered by others in the department i.e. are there adequate cover arrangements in place already to deal with staff absence e.g. to deliver a lecture when a member of staff is ill.  This is particularly important in small teams where the absence of a single member of staff could have a significant impact.  If not, consideration should be given to ensuring that others are trained, or SOPS prepared and information is readily available ie is on shared drives to ensure essential functions can be continued.

h) whether communication arrangements are in place i.e. are all staff contact details up-to-date and has a hierarchy of contact been established.

29. The Academic Secretary will ensure that local plans covering academic areas are consistent as regards dealing with such issues as student progression and mitigating circumstances (eg late submission of coursework or non-attendance at examinations).  

Although Facilities Management will aim to ensure continuation of services where practical, this may include the reduction of levels of service to non-essential areas.  It is accepted, however that some buildings may be shut down or else service reduced.  This decision will be made by Director of FM in conjunction with SET.

Appendix 1

WHO International Phases and UK Alert Levels

	WHO Phase
	UK Alert Level

	Inter-pandemic period

	Phase 1
	No new influenza virus subtypes have been detected in humans.  An influenza virus subtype that has caused human infections may be present in animals.  If present in animals the risk of human infection or disease is considered low.
	

	Phase 2
	No new influenza virus subtypes have been detected in humans.  However, a circulating animal influenza virus subtype poses a substantial risk of human disease
	UK not affected OR 

UK has strong travel/trade connections with affected country OR

UK affected

	Pandemic Alert Period

	Phase 3
	Human infection(s) with a new subtype, but no new human-to-human spread, or at most rare instances of spread to a close contact.
	UK not affected OR 

UK has strong travel/trade connections with affected country OR

UK affected

	Phase 4
	Small cluster(s) with limited human-to-human transmission but spread is highly localised, suggesting that the virus is not well adapted to humans.
	

	Phase 5
	 Large cluster(s) but human- to-human spread is still localised
	

	Pandemic Period

	Phase 6
	Pandemic phase: increased and sustained transmission in the general population.

Past experience suggests that a second, and possibly further waves of illness caused by the new virus are possible 3-9 months after the first wave has subsided depending on seasonality.  The second wave may be as, or more, intensive than the first.
	UK Alert Levels

	
	
	1. Virus/cases only outside the UK

	
	
	2. Virus isolated in the UK

	
	
	3. Outbreak(s) in the UK

	
	
	4. Widespread activity across the UK

	Post-pandemic Period

	Return to inter-pandemic arrangements


(Based on information in the HPA Influenza Pandemic Contingency Plan)

Appendix 2

Example FAQs to be issued during initial development of a potential pandemic
NB: suggested answers below are based on advice issued in the early phases of development of the swine flu pandemic of 2009/10 – other governmental advice/information should be used as required during subsequent events
General

1.  What is the University doing in response to the current outbreak?
General advice has been issued to staff and students based on the latest information from the Health Protection Agency and Foreign and Commonwealth Office.  In addition, a small group has been set up to monitor and respond as required to the on-going outbreak.  
2.  How will the University alert staff and students to any changes, for example if a pandemic is declared?
A variety of communication methods will be used including email, announcements and posters in key locations to ensure that messages reach everyone.  It is important that you make sure all your contact details are up-to-date, both home and work so that we can contact you quickly should the need arise.  
3. What plans does the University have in place to deal with a possible pandemic?
There is a University pandemic flu plan in place that outlines the actions that would be taken if a pandemic is declared.  We will of course respond as directed to any wider public health message, eg suspension of public gatherings, that may be issued.

4. What are the signs/symptoms of swine flu?

The symptoms of swine influenza are similar to the symptoms of regular human seasonal influenza infection and include fever, fatigue, lack of appetite, coughing and sore throat. Some people with swine flu have also reported vomiting and diarrhoea.
Staff 

1. What information/advice has already been issued by the University and where can I find this?

2. I have just returned from one of the affected areas [define affected areas], can I return to work?
HPA current advice is that if you are not showing any signs or symptoms of disease, then there is no need to isolate yourself from others provided you remain well.  You should however monitor your health for 7 days after your return and if you do develop symptoms, contact your GP or NHS Direct.
3. I have just found out that someone works in my department has come back from one of the affected areas, should they be in work?
HPA current advice is that if individuals are not showing any signs or symptoms of disease, then there is no need for isolation provided they remain well.  Travellers arriving through UK Ports will see advice posters and leaflets from the Health Protection Agency which advises them to monitor their health for 7 days after their return.  If flu-like symptoms do develop while at work, they should be advised to go home straight away and to contact their GP or NHS Direct straight away for further advice.  If they are thought to be at risk of infection, for example, if someone else on their return flight has become ill, they will be contacted by health protection professionals as part of the routine contact tracing process and given appropriate advice and/or treatment as required.
4. I have just returned from one of the affected areas and am feeling unwell with flu like symptoms, who should I do?

You should stay at home and contact your GP or NHS Direct straight away for medical advice.  Let the University know that you are going to be absent for this reason by calling [central number] and also let your line manager/supervisor know that you will not be in so that they can report sickness absence in the usual way.
5.  A member of my close family is currently unwell with flu-like symptoms having returned from one of the affected but is still undergoing tests, can I come to work? 
The local Health Protection Unit (HPU) will record contacts of possible cases (those who have flu-like symptoms having returned from an affected area or having been in contact with a probable or confirmed case [define as required]) but further action will only be required if samples from the possible case are positive for influenza A.  So there is no need for isolation, but you should monitor your own health until the results of tests are obtained and further advice (and/or treatment) is given by the HPU.
HPA advice is that close contacts of probable or confirmed cases (family, friends or otherwise) will be started on antiviral medicine as a precautionary measure but can continue their normal lives so long as they do not have any clinical symptoms.   

6.  What should I do if I am not able to come to work because I need to care for someone who is suffering from swine flu or my child’s school/nursery has been closed as a precautionary measure (where probable or confirmed cases of swine flu  have been reported)?
Unless you are also showing symptoms and are being investigated as a possible case of swine flu, such an absence would be covered under the University policy for Leave for Compassionate, Domestic and Personal Reasons.   In these circumstances you should contact your Line Manager and/or Head of Department to inform them of your absence and request leave under this policy.    The policy can be found on the Human Resources website or if you would like a paper copy please contact your Area HR Team.

7. I have students/colleagues currently on placement/working in the affected areas, what should they do? 

The current FCO advice for [affected area(s)] is that British nationals resident in or visiting [affected area(s)] may wish to consider whether they should remain in [affected area(s)] at this time but if they do remain they should continue to follow local advice on precautions to take to avoid exposure to the influenza.

Individuals in other countries affected by swine flu should monitor the FCO travel advice and, as with other medical matters, assure themselves of their own healthcare arrangements. 
8. I have a student(s) from the affected areas due to attend the University for a conference/course/viva/interview/graduation ceremony, what should I do?

Provided that the student is well and still wishes, and is able to travel ie there are no quarantine or visa restrictions in place, then there is nothing to stop them  travelling but, as with anyone arriving from an affected area they should monitor their health for 7 days post arrival and report to NHS Direct if experiencing any symptoms.  
9. I am due to visit one of the affected areas for work eg conference, meeting, lecturing or research, what should I do?

Currently the FCO is advising against all but essential travel to Mexico.   A local decision should made by you and your supervisor as to whether the trip could be postponed/deferred without any adverse effect on your work or the work of the department.  You should also consider whether alternative arrangements could be made eg using video conferencing/webcam.

10.  If I am travelling to one of the affected areas, will the University provide me with insurance?

Staff are covered by the University's Travel Insurance if the FCO advice for the country concerned is checked and followed and provided the trip is considered essential, there is no problem at the moment with the University's Travel insurance.  If travel is deemed essential, then a risk assessment for the trip should be completed including the risk to individual of contracting Swine Flu when there, and passing it on to others on their return. This need not be elaborate. 

For all trips a travel insurance form should be completed and authorised by your Head of Department.   The authorised travel form should be sent to fintsec@liv.ac.uk  - see page 23 of the University Insurance Guide.  Please note that periods over six months will receive a separate charge. 

11. If I am travelling to one of the affected areas, do I need to take antiviral drugs with me? 

This is not necessary. Nearly all cases of H1N1 virus infection recover fully without any medication. If medication is needed this should be prescribed by a doctor treating you after a consultation. You must ensure that you are fully insured when you are travelling in connection with your work.

12. If I am travelling to one of the affected areas, do I need to take face masks with me or use one when I am there?

This is not necessary. Wearing a paper face mask does not prevent transmission of influenza viruses. Masks are sometimes recommended for some healthcare professionals when caring for ill patients. At present masks are not recommended for any members of the public.

Students
1. What information/advice has already been issued by the University and where can I find this?

2. I have just returned from one of the affected areas, can I come in for lectures, practicals etc?
HPA current advice is that if you are not showing any signs or symptoms of disease, then there is no need to isolate yourself from others provided you remain well.  You should however monitor your health for 7 days after your return and if you do develop symptoms, contact your GP or NHS Direct.
3. I have just found out that someone on my course has come back from one of the affected areas, should they attend classes?
HPA current advice is that if individuals are not showing any signs or symptoms of disease, then there is no need for isolation provided they remain well.  Travellers arriving through UK Ports will see advice posters and leaflets from the Health Protection Agency which advises them to monitor their health for 7 days after their return.  If flu-like symptoms do develop while at University, they should be advised to go home straight away and to contact their GP or NHS Direct straight away for further advice.  If they are thought to be at risk of infection, for example, if someone else on their return flight has become ill, they will be contacted by health protection professionals as part of the routine contact tracing process and given appropriate advice.  
4. I have just found out that someone in my Halls of Residence has come back from one of the affected , should they be there?
HPA current advice is that if individuals are not showing any signs or symptoms of disease, then there is no need for isolation provided they remain well.  Travellers arriving through UK Ports will see advice posters and leaflets from the Health Protection Agency which advises them to monitor their health for 7 days after their return.  If flu-like symptoms do develop k, they should stay in their room and contact their GP or NHS Direct straight away for further advice.  If they are thought to be at risk of infection, for example, if someone else on their return flight has become ill, they will be contacted by health protection professionals as part of the routine contact tracing process and given appropriate advice.
5. I have just returned from one of the affected areas and am feeling unwell, what should I do?

You should stay at home or remain in your room if in residential accommodation and avoid all contact with others.  Call your GP or NHS Direct (0845 4647) and at: http://www.nhsdirect.nhs.uk/ for advice and also contact the Student Health Service on 0151 794 4720/8080 or Student Support Services on 0151 794 5863 to inform us of your concerns.

6.  A member of my close family/one of my close friends is currently unwell with flu-like symptoms and is undergoing tests, can I come for lectures, practicals etc? 

The local Health Protection Unit (HPU) will record contacts of possible cases (those who have flu-like symptoms having returned from an affected area or having been in contact with a probable or confirmed case
) but further action will only be required if samples from the possible case are positive for influenza A.  So there is no need for isolation, but you should monitor your own health until the results of tests are obtained and further advice (and/or treatment) is given by the HPU.
HPA advice is that close contacts of probable or confirmed cases (family, friends or otherwise) will be started on antiviral medicine as a precautionary measure but can continue their normal lives so long as they do not have any clinical symptoms.   

7.  What should I do if I am not able to come in for lectures, practicals etc because I need to care for someone who is suffering from swine flu; or my child’s school/nursery has been closed as a precautionary measure (where probable or confirmed cases of swine flu  have been reported) and what should I do to make sure this is taken into account in my course assessment/exams?

Swine flu and other pandemic illnesses can be examples of mitigating circumstances as covered by the University Mitigating Circumstances Policy. This states that events affecting a student may be accepted as mitigation for poorer than expected performance in examinations or other assessments in cases of, for example, illness affecting the student, serious illness affecting a close family member or other unforeseeable or unpreventable events. So if despite taking all reasonable steps to avoid absence (eg, by trying to make alternative child care arrangements) you are unable to attend lectures, tutorials, practicals, examinations, assessments, etc you should immediately contact your school or department and inform them of your situation. If your absence is likely to affect your performance in examinations or other assessments (including if you will miss these examinations or other assessments) you should also complete and submit a Mitigating Circumstances Application form. Independent documentary evidence, such as medical certificates, must be provided in all cases to verify mitigating circumstances. 

8. I am due to visit one of the affected areas for study reasons eg conference or course, what should I do?

Currently the FCO is advising against all but essential travel to [affected area(s)] .   A local decision should made by you and your supervisor as to whether the trip could be postponed/deferred without any adverse effect on your work or the work of the department.  You should also consider whether alternative arrangements could be made eg using video conferencing/webcam.

13. If I am travelling to one of the affected areas, do I need to take antiviral drugs with me? 

This is not necessary. Nearly all cases of H1N1 virus infection recover fully without any medication. If medication is needed this should be prescribed by a doctor treating you after a consultation. You must ensure that you are fully insured when you are travelling in connection with your work.

14. If I am travelling to one of the affected areas, do I need to take face masks with me or use one when I am there?

This is not necessary. Wearing a paper face mask does not prevent transmission of influenza viruses. Masks are sometimes recommended for some healthcare professionals when caring for ill patients. At present masks are not recommended for any members of the public.

Appendix 3

Pre-pandemic information

What is pandemic flu?

Pandemic flu is a type of flu that occurs every few decades.  The disease spreads very quickly and affects many people because it is caused by the emergence of a new strain of the flu virus to which few people, if any, are immune.  The virus is transmitted from person to person by breathing in air containing the virus produced when an infected person talks, coughs or sneezes. It can also be spread through hand/face contact after touching a person or surface contaminated with the virus.

Pandemics have occurred throughout history; there were three in the last century.  Although it is predicted that another pandemic is likely, it is not possible to say when that will be.  The recent cases of human infection with avian influenza have raised concerns that this virus could cause a pandemic, although there is still only limited evidence that it is easily transmissible from person-to-person.  

The symptoms of pandemic flu are very similar to those of ordinary flu, but they are likely to be more severe and people of every age may be at risk of serious illness.

Although there is a vaccine available for the normal seasonal flu that occurs every year, a vaccine for a pandemic flu strain cannot be developed until the strain has emerged.  The UK is currently stockpiling supplies of antiviral drugs which can be used to reduce severity and duration of symptoms.  

Further general information about pandemic flu is available on the Department of Health Pandemic flu web pages.  General information about flu can also be found on the DH website and via NHS Direct.

What is the current state of alert?

The advice from the World Health Organisation (WHO) who are monitoring the global situation is that we are currently in [insert current status and reasons].
What will happen at the University in the event of a pandemic?

The University has prepared a contingency plan in line with Governmental advice detailing actions that will be taken when a pandemic has been declared in the UK.

Further specific information about infection control, working and teaching arrangements etc will be issued at the time via various communication routes.

It is not expected that the University will need to shut down entirely during a pandemic but certain functions could be discontinued for short periods of time.

Core services will be maintained as far as possible but alternatives to some functions such as face-to-face teaching using non contact methods or redeployment of staff to cover absence, may be put in place.  

The University will follow any specific recommendations eg concerning travel restrictions or bans on public gatherings made by the Government at the time.

What should I do now?
There isn’t anything specific to do at this stage but you should make sure all your contact details are up-to-date, and kept up-to-date with the relevant University Department.  You should also ensure that you are registered with a GP (and/or the Student Health Service for students).  
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Incident Report to CSCR by staff or students using (0151 794) 2222 telephone number





Call Out – using emergency contacts folder





Estates Management – helpdesk or on-call number


and / or  Computing Services Department 


and / or  Relevant Departments


and / or  Marketing & Communications


and / or Senior Management 


and / or Student Advice Services


and / or Residential Advisors


and / or Safety Advisors Office


and / or Transco 





Campus Support & Departmental rep. discuss action and jointly consult with Senior Management as to Response Level. Also to reconsider to call out Emergency Services. (See Levels of Response) - if in doubt go higher








CSCR establish risk by identifying nature, scope/scale and potential impact of incident.





Emergency Services Required?





N





Y





Call Relevant Emergency Service





Gold





Silver





Bronze





Incidents causing significant disruption to University operations, or with the potential to develop significant disruption. May affect entire buildings, or number of buildings, and affect students and staff, with the potential to escalate and will involve external Emergency Services who would take operational control of the incident. Existing emergency procedures will not cover the actions necessary to manage the repercussions of such incidents. 








A local incident that is not an emergency and does not cause serious physical threat to people or property. Likely to cause limited disruption to services and would pose no threat to the reputation of the University. Will normally be managed through Departmental Contingency Plans and Procedures with assistance, as necessary, from University support services and the Emergency Services. 








Incidents that could pose an actual threat to people or property, but not seriously affect the overall functioning of the University. May have legal ramifications or threaten the reputation of the University and might include the isolation or evacuation of part of a building or buildings, with the assistance of the Emergency Services and the University’s Estates Management and Campus Support staff as necessary. Such incidents may be covered by existing emergency procedures. 








Red





Amber





Red





IRTC Established in Marketing & Communications (or Derby Room for exercises)








Is the incident likely to interrupt the University’s business?





Silver Command to manage and co-ordinate the emergency response











IRT Continue on AMBER alert until notified otherwise by Gold Command





Gold Command to invoke the Incident Recovery Plan





Gold Command to form the Business Recovery Group





Business Recovery Group decide when the incident dissipates sufficiently to warrant placing IRT at GREEN alert and handover to Silver Command to conclude





Silver and Bronze Command to progress incident recovery process.


Requests for additional resource or invoking departmental business recovery plans.


Business Recovery Group to be updated on progress by the IRT as necessary and information becomes available.





Setting up – Target Times




















� This may change during the course of a pandemic depending on the nature of the infection; the University will monitor and respond as necessary.  


� DH advice is that everyone makes sure they have a network of flu friends (friends and relatives) who could help them if they fall ill. They could collect medicines and other supplies for ill person so they  do not have to leave home and possibly spread the virus – the flu buddy scheme is name given this arrangement for students at Liverpool. 


� HPA definitions as follows: Probable case: Any person meeting the clinical and epidemiological criteria AND with a positive test for influenza A.  Confirmed case: Any person with laboratory confirmation of swine influenza A/H1N1.
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