
 
 

 
 
 

 

Emergency Planning Policy 

 
This policy includes what do in cases of emergency situations including:  

 

• Lock down and lockout. 

• Fire & Natural Disaster (Earthquake, tsunami, hurricane, or other severe weather)  

• Missing child  

• Mandated closures  

• Epidemics/ pandemics  
 
This policy has been drawn up based on the law and guidance that seeks to protect 
children, namely:  

• Children Law (2012 Revision). Under this law, a child or young person means a 
person under the age of 18. 

• This was created in collaboration with the Cayman Islands Fire Services (CIFS) and the 
Department’s Fire Code requirements  

Approved:  May 2024  

Review:  May 2026  

 
    
  



   

 

   

 

Objectives  
Cayman learning Centre & School’s priority is to ensure the safety of our students and staff.  Depending 
on the incident, this might involve: 
 
Evacuation – getting everyone out of the building safely. 
Shelter– getting everyone inside the building. 
Lockdown – getting everyone inside and locking them in to protect against dangerous intruders. 
 
The secondary objective is to provide proper educational training as part of the ongoing development 
program for all occupants, to assure the prompt reporting of emergency situations and develop efficient 
procedural responses.  
 
Purpose  
This emergency plan is generic enough to cover a range of potential incidents that occur e.g. significant 
damage to school fire, flood, disruption to services like water or sewerage, severe weather, public health 
incidents, serious traffic related incident, criminal activity, violence to staff, serious injury/death of staff(s) 
or local disaster.  
 
Evacuation, shelter and lock down procedures are important as they outline the initial actions that should 
be taken to safeguard pupils and staff, both from internal and external hazards. The purpose of an 
evacuation is to move people away from danger to a safe place. This is likely to involve withdrawal from 
a hazard within a specific part of the school building but in some circumstances could require evacuation 
of the whole site.  
 
Some emergencies may require staff and pupils to shelter within the school building if it is an 
environmental hazard (such as smoke plumes, toxic alert).  
 
The purpose of a lockdown is to prevent an intruder from causing harm to pupils and staff. The signal for 
a lockdown or shelter is an announcement either verbally and/ or text. As a precaution, the reception door 
has a one-way lock, requiring staff to allow visitors in but not obstructing staff and students to easily exit 
when required. The emergency services will be alert to the school via 911 or silent alarm found in office. 
The emergency services will advise on the best course of action. 

The school does not have the power to prevent parents taking children during emergency situations; the 
schools must try to persuade parents to take the safest course only.  

 
Emergency Planning Safety Team  
All the staff on the Emergency Planning “Safety Team” have the authority to make critical decisions and 
support all students including those with disabilities in the absence of the Head. A member of the Senior 
Leadership Team will also have authority to take key decisions in the absence of the HT or Deputy HT. Any 
other teaching staff available at the time of the emergency will support the Emergency Co-Ordinator’s.  All 
staff have been trained in First Aid so in a scenario requiring immediate First Aid, one of the staff with 
recent training will help address the concerns. A member of the Local Authority (fire department, 911, 
police, etc.) will be contacted as a matter of course. It is important that, depending on the nature of the 
emergency, a shift may have to be set up during the incident between staff for them to stay focused and 
clear.  
 
 



   

 

   

 

The Safety Team & Evacuation attendants for students with disabilities:  
1. Carrie Preston – Safeguarding Lead, Safety Director  
2. Izabella Almeida- Safeguarding officer and Emergency Warden  
3. In the absence of the above, another team leader or staff member will fill in. 

 
 
FIRE SAFETY & EVACUATION  
 
DUTIES OF SAFETY TEAM:  

• Be thoroughly versed with this Fire Safety and Emergency Evacuation Plan. Periodically review the 
plan to ensure that it is current, and incorporates all administrative, technical, and operational 
changes. (If changes are made re-submit a copy to the Cayman Islands Fire Service for review and 
approval.) 

• Ensure that Fire/ Earthquake Warden and Deputy Wardens are assigned. 

• Ensure School inspection at least once annually by the CIFS.  This inspection covers checking all 
fire safety equipment, hazard check and overseeing one of our fire drills.  To schedule an annual 
fire inspection contact: FireSafetyInspections@gov.ky.  The Fire Brigade Act (2006 Revision) gives 
the CIFS the authority to lead in emergencies in any location, including educational institutions, 
and to access educational institutions as needed. However, CIFS does try and schedule the annual 
fire drill check at a convenient time for the institution.  

• Contact will be made with the Fire Services should the school expanding or change facilities to 
ensure the new areas meet the necessary requirements. Contact will be made before 
change/expansion are complete in case any changes are needed. 

• Ensure staff know how to use a fire extinguisher. Contact the CIFS provides this training for training 
CIFStraining@gov.ky.  
 

 
For the scheduled Fire Drills observed by the CIFS, please note the following: 

• CIFS will give educational institutions a window of a week for when a fire drill will occur so that 
you won’t know exactly which date the CIFS will attend to conduct the drill.  School and ECCE 
Centre Leaders will be notified of the relevant week.  It is important that School does not share 
this information with staff as the CIFS want to ensure the fire drill is as realistic as possible. 

• CIFS will inform School the day of the drill if the scenario being undertaken will involve a missing 
person so that child protection procedures can be considered if the missing person will be a 
child.  The school will select the staff/child for this, and parents should be notified if their child 
was involved in this scenario. 

• During the drill, Staff and Class logs/registers must be on hand at muster points to ensure no one 
is missing.   

• Emergency warden will take roll call. In the absence of the fire warden,  

• CIFS can conduct the fire drill on a separate day to them checking your fire safety equipment and 
the hazard check.  The latter can be conducted when the educational institution is closed to 
students/children if that is more suitable.  Please speak with the CIFS to discuss these 
arrangements further. 

 
 
Other areas to take into consideration:  
AS CLC&S grows, staff may be required to wear designated ID/ hazard vests etc. as issued by the school 
while at work and carrying out their duties for ease of identification, especially in an emergency. 

mailto:FireSafetyInspections@gov.ky
mailto:CIFStraining@gov.ky


   

 

   

 

DUTIES OF EMERGENCY WARDEN: 
 
The school will be under the direction of a designated Emergency Warden for the evacuation of occupants 
in the event of a fire. As the school grow, he/she will be assisted by Deputy Wardens. In the absence of 
the Emergency Warden, one of the Deputy Wardens or another staff member will assume the 
responsibility.  
 
Duties include:  

• Conduct 10 Fire Safety Drills per year and to keep a log of these drills for the CIFS to review.  This 
works out to one drill per month for the academic year but two at the start of the year may help 
establish routines early.  

• Drills should be as “real life” as possible.  Therefore, staff shouldn’t always be notified as to when 
a drill will take place.   

• If necessary, before and after each drill, notify the Cayman Islands Fire Service at 345-949-2499. 

• Details of all drills and evaluation of their effectiveness will be maintained on record by the 
Emergency Warden. This information will be available for examination by the Cayman Islands Fire 
Service whenever requested. The log should include:  

 
➢ the date of the drill,  
➢ time of day it took place and  
➢ the length of time it took for students/children and staff to exit the building to reach the 

muster point.   
 

• Maintain a current list of persons with disabilities and their location(s). 

• Act as “evacuation attendant” or assign persons who cannot access evacuation unaided. 

• Staff and Class registers must be on hand at muster points to ensure no one is missing.   

• The Sign-in/ Sign out sheet will act as effective measures to always account for staff and children 
while school is in session.  

• All staff and students are expected to sign in and out for any reason.  

• Missing persons are to be reported to the Fire Department and family members are immediately 
contacted. 

• Provide the Ministry of Education with fire drill logs as required. 

• Ensure all personnel and staff occupying the building will participate in the drills. 
 
The CIFS has begun introducing different scenarios during fire drills at Educational Institutions to see how 
schools will respond.  These scenarios may include a missing person (child or staff), blocking off an area of 
the institution where an actual fire could be, blocking off an exit, etc. As such, reviewing the evacuation 
plan and leaving through various exists will be practiced as well as always having on hand the fire drill and 
sign-in/ sign out registers at muster locations.  
 
The expected time for evacuation from all buildings is 3 minutes no matter the size of the institution. Drills 
should happen at varying times in a day, and not on the same day and same time each month.  This is to 
test the different scenarios that your staff and children/students find themselves in during a possible fire 
emergency. The Fire Safety at educational institutions will be all encompassing (academic, social, 
emotional, safety) for staff and children.   
 
 
 



   

 

   

 

 
WHAT TO DO IF YOU DISCOVER A FIRE, OR SEE OR SMELL SMOKE— “RACE” 
 
R- Rescue persons in immediate danger if you can safely do so. 
A- Activate fire alarm by pulling the nearest fire alarm pull station and call the fire department on 911. 
C- Contain the fire and smoke by closing as many doors to the fire area as possible. 
E- Evacuate immediately all persons to the assembly area. Do not put yourself or anyone else in danger. 
 
If a person catches fire, he/she will be directed to Stop, Drop and Roll. 
 
 
WHAT TO DO DURING AN EARTHQUAKE 
 
Drop, Cover, and Hold On 
If inside, drop to the ground and take cover under something sturdy like a desk or table. With one hand 
hold on to the object and with your other arm protect head and neck. If there isn’t anything sturdy to 
take cover under, crouch down next to an interior wall. Stay indoors until the shaking stops and you’re 
sure it’s safe to exit. 

If outside, find an open spot. 
If outside, the safest place in an earthquake is a clear spot away from buildings, trees, streetlights and 
power lines. Drop to the ground and stay there until the shaking stops. 

If in a vehicle, stop. 
Pull over to a clear location, stop and stay there with your seatbelt fastened until the shaking stops. 

Once the earthquake has passed, the school manager will complete a check of the building and grounds. 
If deemed safe, the children should re-enter/remain in the building until the ‘All Clear”. If the building 
has visible damage, we will follow the ‘off site evacuation’ procedure to a safe location. Once the all-
clear has been given by Government, all parents should be contacted to collect their children. The 
building should then be professionally checked for structural damage before re-opening.  

 

EVACUATION PROCEDURE 
 
In the event of a fire, the following steps are to be conducted: 

• Warden will first ensure that an alarm has been activated.  

• Call/Dial 911, give your name, the name of the school/facility, address, and location of the fire. 

• Wardens and teachers will immediately begin directing students in an orderly departure from the 
school via the nearest approved fire exit. 

• While the occupants are moving towards the exits, the Emergency Warden or the alternate will 
search the entire building including accessible closets/ storage rooms, restrooms etc. to ensure 
that all persons are evacuated.  

• All occupants must proceed to the exits in an orderly fashion.  

• Remember that some persons may require assistance due to disability. 

• Emergency Warden will take Red Fire (See Appendix 2) Sign-in/ Sign out Register and fluorescent 
jacket hanging at inner exit. 



   

 

   

 

• Subsequent teachers carry supplies bag (containing cups, snacks, water, and jacket). 

• All evacuees will walk calmly in a straight line proceed directly to the assembly/muster point on 
the property located at a minimum of 100’ ft. from the building. (Appendix 3 for Muster Point).  

• Wardens and Deputy Wardens will be responsible for directing all missing persons reported to the 
fire department personnel and contacting parents/ carers. 

• Do not re-enter the building until permission is given by the fire department.  

• Do not silence or reset the fire alarm system unless told to do so by the Cayman Islands Fire 
Service. 
 

In the event of a real earthquake and potential tsunami warning, Hazard Management Cayman Islands 
recommends parents not attempt to pick up their children from school immediately, as this creates 
additional traffic and gridlock and puts persons at risk. The school hopes that awareness of our protocols 
and practices provides reassurance that students would be safely at higher ground, and we reinforce the 
importance of parents waiting for further communication from the school before coming to collect their 
child. 

The school does not have the power to prevent parents taking children during emergency situations; the 
school should try to persuade parents to take the safest course only.  
 
We recognize that for some children and adults, drills may be unsettling. CLC&S staff will intentionally 
keep an eye out during and after the drill for individuals who may need additional support. 
 

WHAT TO DO DURING AN TSUNAMI  
If a Tsunami Warning is issued by Government, even if an Earthquake was not experienced, listen to Radio 
Cayman and HMCI for advice and information. Remain in the building until the “All clear” is issued. 
 
We practice tsunami drills twice a year- one at the start of the school year and another during an annual 
exercise conducted by the Intergovernmental Coordination Group for the Tsunami and Other Coastal 
Hazards Warning System for the Caribbean and Adjacent Regions (ICG/CARIBE-EWS) of the Oceanographic 
Commission (IOC) of the United Nations Educational, Scientific, and Cultural Organization (UNESCO called 
THE CARIBE WAVE.  
 
 
  



   

 

   

 

RESPONDING TO SEVERE WEATHER CONTIIONS 
In the case of a severe weather warning, CLC&S will take the following actions at each alert phase:  
 

Timeline Response Action 

Alert: Storm conditions are 

expected within 72 hours. 

The management and staff will review the Emergency Severe 

Weather Plan 

Parents will be notified via email and telephone that the Centre 

shall follow the governments protocol about school closures. 

Watch: Storm conditions 

are expected within 48 

hours 

Secure all loose objects that may the strewn about or become 

airborne with the windows, doors or roof is breached during the 

occurrence 

School will be closed 

Warning: Storm 

conditions are expected 

within 36 hours 

All staff members shall remain at home and make personal 

preparation. 

All Clear The management will conduct a site visit 

Staff returns to work if it safe and prepares for re-opening. 

 The management will communicate the parents about the re-

opening of the Centre. 

 
 

 

Communications  

During an emergency it is likely that concerned parents/carers will contact the school for further 
information and the general school telephone number may quickly become jammed with incoming calls. 
The school mobile phones and Headteacher’s mobile will be used which can access School Comms text 
service. As much information as possible will be sent out to parents through this service. During an 
emergency, Emergency Co-Ordinator’s may find it appropriate to consult the emergency services or local 
authority about what information can be provided to pupils and parent/carers. Those who have been 
directly affected by the incident should be notified personally (either by a telephone conversation or face-
to-face). A log of communications should also be maintained so as not to disturb people by contacting 
them more than once if it is not necessary. 
 

Keeping a Log-Guidelines  

In an emergency, events can occur very rapidly, and it is vital to keep an accurate record of events. All 
employees involved in the response to an emergency will maintain an incident log. Within this log, staff 
are to record decisions made, actions taken, significant conversations and any other important 
information pertinent to the incident. Logs are provided with the Action Sheets.  Any emergency affecting 
a school may afterwards become the subject of a detailed inquiry. It is important that accurate written 
records are kept and that no piece of information related to the response is lost. Information related to 
the incident must be copied, retained, and archived for future reference. Records of expenditure should 
also be kept. The Incident Log will include a basic chart including Who What Where notes (Appendix 4).  

  



   

 

   

 

Raising Awareness with Parents/Carers  

Methods of informing parents/carers about preparing for emergencies are: 
• Emergency planning policy posted on the school website.  
• Up-dates in emails 
• Parent -teacher information night  

The school does this so parents will know:  

• The school has prepared for emergencies.  
• How contact will be made  
• What the arrangements will be in the case of evacuation/lockdowns- in so far as scenarios can be  

planned  
• Why it is so important for contact details to be kept up to date. 

 
 
Closing the School  

 

Schools are expected to remain open in all but the most extreme circumstances as disruption to the school 
routine can have an adverse effect on pupils’ education. The decision to close a school will usually be taken 
by the Headteacher but usually under the guidance of the Ministry of Education. In the case of school 
closures, the school will aim to communicate the need as soon as possible and will advise parents and 
guardians to stay tuned to the official Cayman Islands Government platforms at www.gov.ky and the 
Ministry of Education's social media pages for further updates and developments as they occur. 
 
Health Outbreaks, Epidemic and/or Pandemic 

 

The WHO defines outbreak, pandemics, epidemics diseases based on a disease's rate of spread. Thus, the 
difference between an epidemic and a pandemic isn't in the severity of the disease, but the degree to 
which it has spread. A disease outbreak is when cases of a disease are in excess of what we would normally 
expect to see in a particular geographical area, an epidemic  as “the occurrence in a community or region 
of cases of an illness, specific health-related behaviour, or other health-related events clearly in excess of 
normal expectancy ” and a pandemic as “an epidemic occurring worldwide, or over a very wide area, 
crossing international boundaries and usually affecting a large number of people.” 
 
On island, Cayman Islands Public Health Department keeps track of communicable disease occurrence 
and will advise the schools of any precautions that are required.  
 

 

 

 

 

 

http://www.gov.ky/
https://www.who.int/globalchange/publications/oeh0401/en/index4.html
https://www.who.int/globalchange/publications/oeh0401/en/index4.html
https://www.who.int/globalchange/publications/oeh0401/en/index4.html
http://www9.who.int/bulletin/volumes/89/7/11-088815/en/
http://www9.who.int/bulletin/volumes/89/7/11-088815/en/


   

 

   

 

Appendix 1: Immediate response to Earthquake/ Tsunami   

 

 

 

 



   

 

   

 

Appendix 2: Fire, Earthquake & Tsunami Emergency Register  

 

 

  



   

 

   

 

Appendix 3: Muster Point  

 

 

 

 

 

 

 

 

 

 

 



   

 

   

 

Appendix 4: Emergency Log  

 

 
  



   

 

   

 

Cayman Islands – Community Resources  

 
Royal Cayman Islands Police Services (RCIPS)  
Emergency Number…………………………………………………………………………………. 911  
Non-emergency number………………………………………………………………………….. 949-9008  
Central Police Station……………………………………………………………………………… 949-4222  
West Bay Station……………………………………………………………………………………… 949-3990/949-3999  
Bodden Town Station………………………………………………………………………………. 947-2220/947-2240  
East End Station……………………………………………………………………………………….. 947-7411  
North Side Station……………………………………………………………………………………. 947-9411  
Cayman Brac……………………………………………………………………………………………. 948-0331  
Little Cayman…………………………………………………………………………………………… 948-0331  
Complaints and Discipline………………………………………………………………………… 244-2914/244-2913  
  

Please find a list of reference websites to refer to in times of emergency:  
 
Radio Cayman 89.9FM  
 
Cayman Islands Government Website www.gov.ky 
 

Hazard Management Cayman Islands (HMCI) www.caymanprepared.ky 

This site lists several potential hazard risks and provides plans on how to mitigate potential these risks in 
Cayman. In addition, the Press Room provides regular updates in time of a national emergency.   
 

HM Emergency Alerts APP nens.gov.ky/ 
National Emergency Notification System (NENS). An app to get CI official emergency alerts.  
 

Cayman’s National Weather Service www.weather.gov.ky 

The weather service provides a forecast and a satellite image of current weather surrounding Cayman.  
 

TsunamiZone – CARIBE WAVE www.tsunamizone.org 
TsunamiZone.org provides suggestions and resources for your family or organization to “know your zone” and 
to learn how to be safe. 
 

Mosquito Research Control Unit mrcu.ky/ 
The MRCU aims to help Cayman Islands residents by reducing mosquito nuisance and protecting against mosquito-
borne diseases such as malaria and dengue which are common in the region. 
 

The Pacific Tsunami Warning Centre (PTWC) www.ptwc.weather.gov 

This is the official source for the HCMI for tsunami information for the Caribbean 

The radio is a great resource as HCMI uses the National Emergency Notification to interrupt all radio stations to alert 

the public of new information.  

 

U.S Geological Survey (USGS) www.usgs.gov 

USGS provides scientific information about natural disasters and real-time data on current earth conditions. Real-

time or near real-time  

 

http://www.gov.ky/
http://www.caymanprepared.ky/
https://nens.gov.ky/
http://www.weather.gov.ky/
https://www.tsunamizone.org/howtoparticipate
https://www.tsunamizone.org/resources
https://www.tsunamizone.org/knowyourzone
https://www.tsunamizone.org/howtoparticipate
https://mrcu.ky/
http://www.ptwc.weather.gov/
http://www.usgs.gov/


   

 

   

 

 


