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Notification of emergency and unplanned change to normal school operation  
 
The contact telephone number to notify South Gloucestershire Council is: 
 

01454 868009 
 
Decision to Close the School 
 
The Department considers that decisions to close schools, or restrict attendance, are 
best taken at local level by the Headteacher in consultation with the Chair of 
Governors, where possible.  The Authority’s established policy remains unchanged, 
in that each school shall make every effort to remain open, where circumstances 
permit and alternative lessons/tuition/remote learning be provided in line with the 
numbers of staff and pupils able to attend. 
 

Online Schools Closure System 

Once a decision has been made to close a school or restrict attendance, the school 

should follow the procedure outlined in the “Guidance and Procedures for Online 

Schools Closure System” which will update the South Gloucestershire Council 

website information and notify the Local Authority.   

Some schools already have a system whereby messages about closures can be 
communicated quickly and circulated to parents/carers and staff due to the adoption 
of text messaging services or a telephone cascade system and the use of school 
web pages.  Please continue to use these systems for local communication 
purposes.  You may wish to consider text messaging services for your school if it is 
not already in operation.  Can you please check your own system for informing 
parents/carers including the school website to ensure it is appropriate, up to date 
and that parents/carers are aware of its use. 
 
Safety of Pupils 

Young pupils should not be sent home if you are not certain of the child’s ability to 

make the journey in safety and to gain access to the home.  Where public or 

contracted transport is used, it will be important to check that the vehicle can make 

the journey at the normal time. 

Staff 

Staff who are unable to reach their school should telephone the school and report 

the reason for their non-attendance, at the earliest opportunity. 

 

Changes to School Opening/Closing Times 

If a school takes the decision to change the start or finish times of the school day 

either on a temporary or permanent basis (following formal consultation with 

stakeholders), then it is the responsibility of the school to ensure that transport (ITU) 

is notified accordingly. 
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Service Installations and Building Repairs 

Damage or defects to heating, electrical or water installations caused by severe 

weather conditions should be reported immediately to the appointed service 

contractor and then to Property Services.  The telephone numbers of these 

contractors should always be readily available in each school.  All other repairs 

should be dealt in accordance with normal arrangements. 

  Other Premises Emergencies (E.G. FIRES) 

Where an emergency arises out of school hours, e.g. where there has been damage 

to the fabric of the buildings, contact should initially be made with Property Services 

via South Glos Emergency call line on 01454 868009. Contact is then made with 

Officers, as appropriate, in the Department for CAH and the Insurance Officer. 

Burst Pipes and Water Leaks 

In light of the severe snow and cold weather over the winter period, ALL schools are 

advised to check buildings for burst pipes and flooding damage well in advance of 

any anticipated cold weather. Schools should note that during the holiday 

period, it can prove very difficult to find contractors with the capacity to 

undertake any remedial work immediately.  

Please note we are currently aware of at least a dozen schools with water leakage 

problems and some schools may be forced to partially close due to the amount of 

damage incurred. It would appear that small isolated buildings are more prone to 

burst pipes than main buildings. If you find that you have a problem please contact 

Property Services direct on 07771 911882 (Dave Beale's mobile phone no). The 

school may also need to contact Insurance Services on ext 5164. 

Snow and Ice Clearance 

In the event that a school site remains affected by snow/ice or indeed that there is 

additional snow fall over the winter period, schools are advised to make use of the 

snow/ice clearance service offered by the Highways Department (subject to staff 

availability and local circumstances) 

 

Planning and Preparation 

The school will need to ensure that:- 

1. Your establishment has a plan of action to cope with adverse weather 

conditions.  This should include all those vital heating and maintenance 

checks which the Site Manager,  Caretaker or Cleaner in Charge should carry 

out on a daily basis, ensuring that fuel stocks do not fall to a low level.  Head 

teachers should use their judgement in order to take advantage of advance 

bulk purchase.  During the months of December, January, February and 

March, storage levels should not be allowed to drop below 50%.  If an 
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establishment has oil storage difficulties, orders should be placed on a regular 

basis to keep stocks at an adequate level.  Schools have a responsibility to 

inform fuel suppliers of any special delivery problems in severe weather.  

Severe frost during a period of closure should activate the heating system to 

operate to prevent frost damage and if insufficient oil is available, the system 

will freeze causing extensive damage and consequently on thawing, flood the 

building. 

 

2. All school staff are aware of these guidelines and are clear as to their 

responsibilities. 

 

3. A responsible person (or persons) within the school with ready access to the 

on line school closure system and the schools emergency contact information 

is designated for emergency situations in the event of the Head teacher 

experiencing difficulties of any sort in reaching the school.  

 

4. Appropriate checks of premises and heating plant should be carried out 

during periods of school closure, paying particular attention to the prevention 

of parts of the system or the building freezing up. 

 

5. Ensure that the schools out of hours contact details and internal cascade 

arrangements are in place and up to date. In cases of emergency during 

school hours, South Gloucestershire Council will use the school’s main phone 

contact number. Out of hours, the schools are required to provide South 

Gloucestershire Council with a single contact number. Schools will need to 

ensure their internal emergency procedures direct these calls to the 

Headteacher, or a person with delegated responsibilities for decision making 

on behalf of the school in their absence. 

 

 


