1 Introduction

The general purpose of this document is to provide a self-help response, in particular shelter facilities, during any emergency affecting the town community, when the normal emergency response by the emergency services and the local authority is delayed, due to the scope or nature of the emergency.

Under the Civil Contingencies Act 2004 an emergency may be defined as an 
event or situation which threatens serious damage to
· Human welfare

· The environment

· The security of the United Kingdom’.
Surrey County Council has a Contingency Planning Unit that works in partnership with the emergency services, district councils and voluntary agencies in order to provide a coordinated response to a major incident. The Police have overall responsibility for control and coordination in an emergency situation. The County and Borough Councils have specific responsibilities which include establishing emergency centres, providing temporary accommodation for those made homeless and managing the longer term recovery phase. The purpose of this document is to provide guidance and information about local resources that may be essential, and will assist other agencies, in the event of an emergency within this town.

Although there is no statutory requirement for Horley Town Council to produce an Emergency Plan, Surrey County Council (SCC) encourages Town Councils to consider how they would respond to an emergency situation and to document the results in a Community Emergency Plan. The responsibilities of Horley Town Council in responding to an emergency are determined as follows:-

· Undertake local risk assessment

· Prepare Community Plan

· Document resources and key contacts in time of emergency

· Validate and maintain the Plan

· Enact Plan when activation criteria met

It is further considered to be good practice for Town Councils to appoint an Emergency Planning Team to produce and manage the Emergency Plan.   Horley Town Council has appointed a Town Council Emergency Group (TCEG) which has developed this Plan. The Plan has been designed to enable the community to respond to a major incident/emergency whilst
awaiting the assistance of the Emergency Services and/or Surrey County Council and Reigate & Banstead Borough Council.
2
Definition of an Emergency / Major Incident

This is defined as any event or circumstance (happening with or without warning) that causes or threatens death or injury, disruption to the community in particular in relation to the displacement of residents, or damage to property or to the environment on such a scale that the effect cannot be dealt with by the emergency services, local authorities and other organisations as part of their normal day-to-day activities.

Emergencies have no boundaries and could affect the whole County or part/whole of Horley.  Due to the diverse nature of such incidents the emergency services, Surrey County Council and other agencies may be overwhelmed resulting in a delayed response to specific areas.

3
Descriptions of Possible Emergencies

Types of potential emergencies that may impact our community are:

· Flooding

· Heavy snow

· Severe weather

· Electricity, water or gas failure

· Road/Rail accident
· Fire/building collapse

· Gas leak/explosion

· Terrorism

· Aircraft Accident
· Hazardous vapour release

· Disease

Flooding
Flooding can result from heavy rain which exceeds the ability of the drains to absorb excess flow. This occurs when the precipitation rate exceeds the rate at which water can infiltrate the ground or drains.  Such events may be anticipated by monitoring the weather forecasts, the duration and intensity of the rainfall particularly upstream, the level of the river and tidal predictions.  Flooding could isolate Horley and prevent the movement of traffic in and out of the town,
Heavy snow
Heavy snow is the main event likely to completely isolate Horley as it will prevent traffic movement into, out of, around and through the Town. It may be forecast or not. It may have a number of effects, as follows:- 
· Disruption of traffic movement and the cause of vehicle accidents.

· Disruption of foot movement and the cause of physical injury. 

It is only likely to last for a short time until snow ploughs can clear the A23 (Brighton Road) and B2036 (Balcombe Road).  Care provider agencies operating in Horley are expected to have their own contingency plans to get their staff to those for whom they care.   This Plan aims to put in place the resources needed to enable basic movement in the Town.


Severe weather
This is most likely to manifest itself as strong and destructive winds, 

causing damage to buildings, loss of electricity and fallen trees blocking roads.   This Plan aims to assist individuals directly affected by the event in the immediate aftermath. 

Electricity, water or gas failure
The loss of electricity, water or gas to homes could result in the requirement to provide shelter and facilities to those affected, particularly during inclement weather. Water bowsers may be required in the event that the mains supply is disrupted.  This Plan aims to assist individuals directly affected by the event. 

Road/Rail Accident
Events which could require the activation of the Plan are: 

· An accident involving a laden fuel tanker resulting in a major spillage and therefore an evacuation of premises.

· An accident involving a coach or bus resulting in the need to provide immediate shelter for casualties and survivors. 
· An accident involving a train or trains at or near Horley Railway Station resulting in the need to provide immediate shelter for casualties and survivors.
This Plan aims to put in place arrangements for evacuation and the provision of shelter. 

Fire/Building Collapse:

A major fire in a public or private building could produce a requirement to provide shelter to those evacuated. This Plan aims to put in place arrangements for evacuation and the provision of shelter. 

Gas Leak/Explosion:

As above.

Terrorism/Violence:

An incident, possibly related to terrorism at Gatwick Airport, violence or armed criminality, could require an area of Horley to be evacuated, leaving the evacuees requiring shelter.  This Plan aims to put in place arrangements for evacuation and the provision of shelter. 

Aircraft Accident:

An aircraft crash in the vicinity of Gatwick Airport would very likely require a TCEG response. This would be determined by the severity of the crash.  In the event of an aircraft impacting on buildings there would be casualties and others would need to be evacuated. This Plan aims to put in place arrangements for evacuation and the provision of shelter. 

Hazardous Vapour Release:

An accident involving a fuel or gas tanker in the town could place residents and/or visitors in the downwind hazard area of hazardous fumes. This could require the evacuation of a large area of the town for some considerable period of time. This Plan aims to put in place arrangements for evacuation and the provision of shelter.

Disease:

The community must be prepared to react to the outbreak of a pandemic 

disease, however this reaction would be under the guidance of the local health authority.  In the event of an outbreak the TCEG would meet and decide how to implement this guidance. 
4
Purpose of the Emergency Plan

This Plan has been designed to enable the Town to identify the immediate actions it should consider during, and in the immediate aftermath, of an emergency. These actions may assist the community in reducing the negative impacts an emergency can have until further assistance has been received.

5
Aim of the Plan

The aim of the Plan is to provide short-term resilience to the community during an emergency, by the implementation of planned procedures.

6
Objectives of the Plan

· To identify the risks to the community and relevant response actions.
· To identify vulnerable people in the community.
· To provide key contact details for the TCEG, the Emergency Services, Local Authorities and any key community resources, which would available in an emergency. (Refer to the appended Emergency Directory of Contacts and Resources.)
7 The Town Council Emergency Group (TCEG)

In the absence of the emergency services, the TCEG will lead the community response and act as a central point for information and communication for the community, emergency services and Surrey County Council. 
8
Role and Responsibilities of the TCEG
· To advise and help the local community prepare for the response to an emergency.
· To assess local problems that may arise in the event of abnormal circumstances such as a major incident or a natural disaster occurring.
· To identify vulnerable local residents such as the elderly who may require assistance.
· To determine the capabilities of the community to care for itself during an emergency in the absence of support from the emergency services and local authorities.
· To prepare and maintain the Emergency Directory of Contacts and Resources.
· To prepare a register of suitable volunteers from the local community to assist in an emergency.  (Details in Emergency Directory)
· To co-opt volunteers with specialist knowledge when they have been identified, e. g. trained first aiders.  (Details in Emergency Directory)
· To ensure that all those involved in the cascade call out system are aware of what action they have to take.
· To liaise with the Borough’s Emergency Planning Liaison Officer to identify suitable training that may be available to emergency volunteers.
9
Role of the Emergency Co-ordinator (TCEG Leader) 

The role of the emergency co-ordinator or his representative (being the first 
member of the TCEG to arrive at the Control Point) during a major incident, 
shall be as follows:
· To assess the situation within the community.
· If isolated, to coordinate some immediate self-help recovery.
· To report the local situation to the Borough’s Emergency Planning Liaison Officer.
· To organise such local resources as are available within the community.
· To provide local knowledge to the emergency services or other organisations, as and when they are able to respond to the incident.
10 Activation of the Plan
This Plan will be activated when an incident has occurred where it is obvious that the normal response by the emergency services will be overwhelmed or delayed e.g. widespread flooding where the emergency services are unable to gain access, or require additional support. 

The Plan will also act as a device to provide a monitoring and warning tool for events that may be anticipated, namely flooding, severe weather or heavy snow.  It is anticipated that the TCEG would be alerted to, or warned of a pending emergency by the Police. 

TCEG members will alert other members to the situation. This will be carried out using the appended cascade system. The TCEG Leader and Co-Leader (Town Clerk and Chairman) will to make a detailed assessment of the emergency to try and establish its extent and the type of support required and will be prepared to report to the TCEG. The TCEG will meet as necessary.
If the Plan is not to be fully invoked (possibly on the advice of the emergency services) but some level of support is required, the TCEG will decide how to provide the required support. 
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Activation Arrangements 

The TCEG has a 24hr, 365 day single point of contact for all agencies. 

(Refer Emergency Directory)
The lead Borough Council for this town is:

NAME:


Reigate & Banstead Borough Council


BUSINESS ADDRESS:
Town Hall, Castlefield Road, Reigate RH2 0SH
BUSINESS NO:

01737 276000        

EMERGENCY NO:

07699 391689
Borough Emergency Planning Liaison Officer (BEPLO) 
The BEPLO will contact the Town’s Emergency Co-ordinator in the first 
instance who will activate the Town Contact Cascade and if necessary call an 
ad hoc meeting of the TCEG.
Depending on the situation, the following procedure will be followed:

Initial Contact

The Borough Council (Emergency Centre) will contact ONE named person on the Town Contact Cascade about the incident, ideally starting with the Emergency Co-ordinator, and will
· Give as much information as possible.
· Advise on a course of action, if appropriate.
· Request advice on the local situation, if appropriate.

Town Cascade
The person contacted will:

· Activate the Town Cascade by calling the next person on the list who will contact the next and so on, skipping a name in the case of non-availability

· Convene, if necessary, a meeting of the TCEG.
Notifying the TCEG 


As soon as the decision has been made that the Town needs to 
provide a community response, they must notify the TCEG that the 
plan is being activated. 


TCEG


The TCEG will:

· Comply, if possible, with any advice or request from the Borough or County Councils or the Emergency Services.
· Establish a communications link with the Borough Council Emergency Centre and maintain it for the duration of the emergency. This link will normally be established at the Incident Control Point.
· Consolidate and disseminate information to residents and outside organisations.
· In the event of the town becoming isolated, undertake coordination of effort to sustain the local community.
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Command, Control, Co-ordination and Communications

When it becomes necessary to activate this plan, command, control and co-ordination, along with good communications (4Cs) will be essential. 

An Incident Control Point (ICP) will be established at the Town Council Offices, adjacent to the Edmonds Hall. The emergency will be run from the ICP by the TCEG and those Emergency Services able to assist. 
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Town Shelter
In the event of an emergency where people are required to leave their homes the TCEG will set up a reception centre. The reception centre is designed to provide temporary shelter for the duration of the emergency (usually no more than 3 days). The reception centre will have facilities for sleeping, hot food/drinks, information, toilets, washing facilities, toys and possibly pet care. 

Due to the demands of an emergency it may not be possible for Reigate & Banstead Borough Council or agencies such as the Red Cross to provide assistance and the town must establish a central shelter. The aim of the shelter is to provide a facility for members of the public to use as a refuge.  In order to avoid any problems of liability the public must not be directed to go to the shelter, rather they should to be given the option so to do. 

The Town Council’s Shelter is Edmonds Community Hall, Albert Rooms, Albert Road, Horley RH6 7HZ
Once it has been established with the Emergency Services that evacuation is necessary the Town Shelter will be activated.  
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Equipping the Town Shelter

The TCEG will liaise with businesses and organisations listed in the Emergency Directory to equip the shelter.  This will include:
· Guesthouses for the provision of blankets and pillows.
· Guesthouses, supermarkets and restaurants for the provision of food items.
· Guesthouses, Day Centre, Brambles Respite Care Centre and other organisations (e. g. Rotary Club) for the provision of transport.

· Local businesses or organisations (e.g. Round Table) for the provision of generators (if necessary)

The suppliers/storers of the items will require prior identification and their agreement to assist.   Responsibility for contact/liaison with suppliers/storers lies with members of the Town Council and the TCEG. 
In the event that the evacuees are stranded in the open air or exposed to inclement weather, it is likely that the shelter will be accessed prior to preparation.   Unaccompanied minors can only be looked after by persons cleared by the Criminal Records Bureau.
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Advice to Evacuees

The evacuees will be advised to gather together: 

· A list of useful telephone numbers e. g. doctor and close relatives 
· Home and car keys
· Toiletries, sanitary supplies and prescribed medication
· Battery radio with spare batteries
· Torch with spare batteries
· First aid kit
· Mobile phone
· Cash and credit cards
· Legal documents e. g. insurance policies, car registration forms, birth certificates
· Spare clothes and blankets
· Small toys and games for children

Additionally, if there is time to: 

· Turn off electricity, gas and water supplies
· Unplug appliances
· Lock all doors and windows 


In the absence of the emergency services, the TCEG may recommend 
evacuation to residents but this must be voluntary.  Transportation to the 
shelter may at this point be required.
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Manning Town Shelter
There will be a requirement for volunteers to assist the TCEG and help man and run the Town Shelter. The minimum requirement is shown below: 
	Post
	Responsibilities

	Town Shelter Coordinator 

(Located at Town Shelter)
	· Manage Shelter

· Provide feedback to / from TCEG


	Receptionist
	· Man reception desk

· Maintain Register of those entering



	Nurse or
St John’s Ambulance Representative
	· Provide medical care as required



	Cook
	· Provide snacks/meals as required



	Social Services
	· Assist evacuees as required



	Clergy
	· Assist evacuees as required



	Storeperson
	· Issue blankets etc





The Shelter Team will be responsible for: 
a. Preparing the chosen Shelter, in collaboration with the TCEG, to accept evacuees. 
b. Welcoming the evacuees, including; 
· Registering names and addresses of all evacuees, and passing this information to the TCEG. (Note: Evacuees will be worried and stressed and must be treated with consideration.)
· Identifying any medical needs; i.e. prescriptions or injury, and passing this information to the TCEG.

· Identifying any clothing needs, i.e. evacuees may be soaked; and passing this information to the TCEG.

· Establishing whether evacuees have made or can make alternative accommodation arrangements, and recording these details, including contact details in case it is necessary to contact them.
· Allocating family, or individual, sitting or sleeping areas, and, if needed blankets
· Providing hot drinks and food.
· Taking names and addresses of any evacuees who subsequently leave the Shelter, and passing this information to the TCEG
· Closing down the Shelter at the end of the incident.

17 TCEG Chain of Command
The first member of the TCEG to arrive at the ICP will assume responsibility (i. e. assume the role of the Emergency Co-ordinator) and provide Town Council authority for actions, and will continue to do so, unless circumstances dictate otherwise. 
Other duties to be carried out by the TCEG will include:
· Liaison with Emergency Services.

· Overseeing operation of Shelter.

· Co-ordinating the acquisition and provision of resources.

· Co-ordination of volunteers.

· Liaison with the community through bulletins.

· Attendance at scene of emergency to assess requirements (if dictated by circumstances).

18 Transport

The first management necessity will be to convey groups of people to shelter facilities, and providers of transport may be required together with other organisations that could provide additional shelter (Church Halls, School Halls etc) Details are in the Emergency Directory.  It may also be necessary to organise a car service to the doctor’s surgery, to the chemist (for essential medication), to the hospital (possibly urgent for injuries) and to local supermarkets for provisions that cannot be obtained locally. If roads are impassable, 4x4 vehicles, tractors etc may be pressed into use.  The Town Council cannot provide any insurance cover for vehicles it requests to be used. These are to be used by the owner at the owners’ own risk and discretion and should be appropriately taxed and insured. Volunteers to be 

advised of this restriction. 
19 Transport Actions

If it is necessary to enlist the help of volunteer transport: 
· Seek voluntary assistance from available bus drivers.

· Identify volunteers with appropriate vehicles. (Day Centre, Rotary, Brambles etc)
· Seek voluntary assistance from drivers available.

· Ensure that the volunteers are clear about the insurance situation.

· Enter details into the Incident Log.

· Ensure the volunteers have clear instructions regarding the journey (e.g. where to go, what to buy). 
· Request that the volunteer reports back to the Incident Control Point (ICP) whether the mission was completed or not (and why). 
· Record all costs and mileage incurred by the volunteer in the Incident Log. 

Details of available vehicles and drivers will be recorded in the Emergency 
Directory.

20 Catering/Supplies

It will be necessary to provide simple refreshments (tea, coffee, squash, 

biscuits etc.) even for the shortest emergency for the following: 
· TCEG 
· Emergency Services personnel
· Electricity and gas engineers
· Town Councillors attending
· Volunteers
· Evacuees
· Unaccompanied minors 
As the duration of the emergency lengthens, it may be necessary to provide more substantial food. 
21 Catering Actions

The TCEG will:

· Organise donations of supplies for initial provision.  (Guesthouses, Supermarkets, Take Away outlets)
· Organise volunteers for kitchen duty.
· If further supplies are required, find a volunteer to go and acquire supplies. 
· If more substantial food is required, check what kind of food and supplies are required.
· Decide best approach to cooking or the provision of ready made food. 
22 Skills within the Community/Volunteers

The success of this plan rests largely on the good will of volunteers. There will be a need to call upon various skills from within the community to assist with the output from this plan. Details of key skills that will be required along with names and contact details are to be found in the Emergency Directory.
Volunteers will be welcome and encouraged as the TCEG cannot do everything.  They should report to the ICP where they can be allocated appropriate tasks. 

The TCEG will register all volunteers, recording name, address, telephone number and allocated task. Volunteers should be allocated tasks appropriate to their skills and knowledge.  They should be requested to return and report to the ICP when the task has been completed. If willing, further tasks can be allocated and recorded in the register against their name. 
23 Communications
During an emergency there will be a requirement for reliable communications. It must be recognised that landline and mobile telephones may not be 

operable. The TCEG may use CB radios which will be held at the ICP.  The TCEG will provide regular updates to those located at the Town Shelter, as well as to the rest of the community.  This will be done verbally, by notices on notice boards and, if possible via the Town Council web site. All media requests will be referred to the Police or other Emergency Services.
24 Casualty Collection Centre

In the event of an incident involving mass casualties there will be a requirement to hold casualties centrally until they can be moved to a hospital.  The TCEG will assist as necessary, as directed by the Emergency Services.
25 Temporary Body Holding Facility

In the event that there is a need to temporarily hold bodies, the TCEG will follow any instructions given by the Emergency Services. 
Appendix 1 – Cascade Call Out

	1.0 CLERK

Name:       Alan Jones 

Address:   41 St Catherine’s Road

                 Pound Hill

                 Crawley

                 RH10 3TB

Landline:  01293 415320

Mobile:     07733 333945
	2.0 CHAIRMAN

Name:      Cllr Dr Richard Olliver

Address:  2 Limes Avenue

                 Horley 

                 RH6 9DH

Landline:  01293 786710

Mobile:     07966 370406


	3.0 

Name:      Cllr Mike George

Address:  31 Rutherwick Close

                 Horley 

                 RH6 8RD

Landline:  01293 411655

Mobile:     07593 694926
	4.0 

Name:      Cllr Fiona Stimpson

Address:   Rosemead Guest House

                 19 Church Road

                 Horley 

                 RH6 7EY

Landline:  01293 784965

Mobile:     07785 978731

	
	

	5.0 DEPUTY CLERK 

Name:
    Carol Fenton


    3 St Hughs Close


    Pound Hill


    Crawley 

    RH10 3HH

Landline  01293 883893
Mobile     07979 084983
	6.0
Name:       Cllr David Powell

Address:   48 Fairfield Avenue

                 Horley 

                 RH6 7PD          

Landline:  01293 774695

Mobile:

	
	


Appendix 2 –  Emergency Directory of Contacts and Resources
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