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Communicating

College Closure
For the Academic Session 2009/2010
IN THE EVENT OF A COLLEGE CLOSURE
This leaflet details the arrangements the College would put in place to inform students and their families of an emergency situation which would require the cancellation of all classes and the closure of the College.  Please be aware that such a closure is a very unlikely event and has been a rare occurrence in the College’s history.

A full closure will only occur when there is severe disruption to the working of the College or where for reasons of health and safety it would not be possible to continue normal operations.  An example of severe disruption would be very adverse weather conditions which would prevent students and staff from accessing the College premises.  A failure of electrical power would be an example of a situation which might disrupt normal operations and put at risk the health and safety of staff and students.

‘OUT OF HOURS’ ARRANGEMENTS FOR NOTIFYING PARENTS AND STUDENTS OF COLLEGE CLOSURE
If the emergency situation continued to disrupt College activities, or if the situation developed ‘out of hours’ and a decision was taken to officially close the College then this information would be communicated to students and their families using the following means:
1. 
Recorded Message on Switchboard

A recorded message would be placed on the main College number 01223 418200 giving details of the closure. However, if there were a large number of incoming calls to the College this would cause some delay in callers accessing the recorded message.
2. Text Message to students

The College will send a text message to all registered students with notification that the College is closed, providing that your up-to-date mobile number is logged on the student administration system.  
PLEASE SEE YOUR ACADEMY ADMINISTRATOR AS SOON AS POSSIBLE IF YOU WISH TO BE REGISTERED WITH THIS SCHEME.  

REMEMBER TO NOTIFY THEM TOO IF YOU CHANGE YOUR MOBILE NUMBER.
3.   
Notice on College Website
A notice giving details of the College closure would be posted on the home page of the College’s website which can be accessed at www.camre.ac.uk
4. Announcements on Local Radio
The College will place ‘secured official messages’ with a number of local radio stations who will broadcast the information during their normal transmission times. For closures affecting that same day the messages would normally be broadcast between 0600 – 0800 on weekdays and at regular times during weekends or Bank Holidays.

The table opposite lists the radio stations that would be contacted to broadcast messages concerning significant disruption or College closure. These stations cover the vast majority of student residential locations. Please check to confirm that you live in broadcasting range of one or more of these radio stations.  If you do not live in an area covered by one of these stations then please make arrangements with one or more fellow students who can receive the messages to forward any important closure information to you.

	Radio Station


	Frequencies

	 Hereward FM


	102.7 FM

	 BBC 3 Counties
	103.8 FM

 1161 AM



	BBC Radio Cambridgeshire
	    96 FM

1026 AM



	BBC Radio Norfolk
	  95.1 FM

104.4 AM



	BBC Radio Essex
	103.5 FM

  95.3 AM




PLEASE NOTE THAT UNLESS STUDENTS RECEIVE OFFICIAL NOTIFICATION OF COLLEGE CLOSURE THEN THEY ARE EXPECTED TO ATTEND COLLEGE FOR ALL THEIR CLASSES
EMERGENCY SITUATION OCCURRING DURING COLLEGE TEACHING DAY
If an emergency situation developed during the course of a normal teaching day then the Senior College Management would be responsible for deciding if it required an early closure.   An emergency situation would include extended loss of electrical power, adverse weather conditions or a major road traffic accident closing A14.
If a situation as described above occurs, then the following steps would be taken, giving as much notice as possible:

· All communications to students would include reasons for closure, and steps that students should take depending on the nature of the closure.

· An ‘intent to close’ message would be communicated directly to students on the College premises via tutors in classrooms, announcements in communal areas such as cafeterias, lounge, sports centre etc.  
· Notices would be displayed in corridors and on entrance/exit doors.
· Students would be advised that they should call a parent/carer to inform them of the situation.  Those without mobiles would be able to use College phones.

· Regular ‘sweeps’ would be made of the buildings to ensure that students were alerted of the situation.
· CRC contract bus service would be mobilised as quickly as possible for those requiring transport home.
The above steps are intended as a guide to students and parents/carers and will cover the majority of relatively straightforward situations.  
During these situations we would welcome phone calls from parents/carers and would be pleased to provide updates to help you make decisions about getting students home.  

Please note thought that the main switchboard will be very busy during these times but we will endeavour to answer all calls as quickly as possible.  
EMERGENCY SITUATION REQUIRING AN OVERNIGHT STAY AT COLLEGE
On exceptionally rare occasions, for example in very bad weather or similar extreme conditions, students may need to stay overnight on College premises.  (Please be aware that this has only happened once since the College was formed in 1988.)  However, in the unlikely event that this might be necessary, the College has put the following measures in place:

· The decision to make arrangements for an overnight stay in College will be made by our Senior Management Team.

· All students who are on site will be taken to appropriately sized rooms and given a briefing on what will be happening whilst they are on campus.  Arrangements will be made to assist students with communication support needs.
· A register will be taken, as well as emergency contact details of parents.  
· Emergency contact numbers for senior staff will be issued to students for parents’ use.
· All students still on site, with mobile phones, will be advised to contact their parents to inform them of the situation.  

· Students who do not have a mobile phone will be able to use College phones.  
· Members of staff will be available to talk to concerned parents as necessary.  

· A team of staff, including members of the Senior Management Team and the College Health & Welfare Manager (who is a qualified nurse), will remain on site overnight.

· The College has a number of camp beds and blankets for students’ use at such times.
· Males and females will be separated and other individual circumstances will also be taken account of.

· Any student with a particular concern will be able to speak in confidence to their allocated member of staff.  This includes cultural or specific care needs.
· Food will be provided via the College’s refectory. 

· When it is safe to send students home, the College will make arrangements either with the College contract bus service or other forms of transport e.g. taxis, trains etc and these will be paid for by the College.
Full details of these arrangements can be found in the College’s Bad Weather Closure Procedure No. 0032 which is available on our website.  Students or parents/carers with any questions regarding the above should contact Ian Clifton, Facilities & Estates Operations Manager, on 01223 418333.
