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Cavendish School of English – Guardianship Emergency Response Policy 

 
Policy Statement:  
Cavendish School of English is committed to ensuring the safety, wellbeing, and welfare of all students under its 
guardianship. This policy outlines the procedures and responsibilities for responding to reasonably foreseeable 
emergency situations, including illness, disciplinary issues, health pandemics, missing students, or serious 
incidents such as injury or death.  
 
1. Purpose  
The purpose of this policy is to:  
• Ensure the organisation has a clear and structured plan to respond to emergencies.  
• Protect students by identifying responsible staff and outlining actions to be taken.  
• Ensure compliance with safeguarding and welfare obligations.  
 
2. Scope  
This policy applies to all students under the guardianship of Cavendish School of English, as well as all staff 
involved in their welfare, including guardianship officers, emergency contacts, and school administrators.  
 
3. Types of Emergencies  
The organisation considers the following reasonably foreseeable emergencies:  
• Illness or medical emergency  
• Disciplinary incidents requiring urgent intervention  
• Health pandemics or public health crises  
• Missing students  
• Serious injury or death of a student  
 
4. Responsibilities  
Guardianship Officer / Responsible Staff:  
 Primary contact for the student during any emergency.  
 Coordinates immediate response, ensures the student’s safety, and informs relevant parties.  

 Emergency Contacts / Parents or Legal Guardians:  
o Notified as soon as possible, unless this conflicts with safeguarding guidance.  

 Senior Management / School Leadership:  
o Oversees the implementation of the emergency plan.  
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o Liaises with local authorities, healthcare providers, and law enforcement where 
required.  

 
5. Emergency Response Procedures 

Emergency Situation  Immediate Action  Responsible Staff  Additional Notes  
Illness or Medical 
Emergency  

Assess severity; call 
emergency services if 
needed; provide first 
aid if trained  

Guardianship Officer  Notify 
parents/guardians 
immediately; follow 
up with medical 
provider  

Disciplinary Action  Remove student from 
situation if necessary; 
investigate; follow 
behavioural policy  

Guardianship Officer / 
Senior Staff  

Inform 
parents/guardians; 
document incident  

Health Pandemic  Follow public health 
guidance; ensure 
student isolation if 
required; provide 
hygiene support  

Senior Management / 
Guardianship Officer  

Maintain regular 
communication with 
parents/guardians; 
monitor updates from 
authorities  

Missing Student  Conduct immediate 
search; alert local 
authorities; notify 
parents/guardians  

Guardianship Officer / 
Senior Management  

Keep detailed log of 
actions; escalate if 
student not found 
promptly  

Serious Injury or 
Death  

Call emergency 
services; provide 
support to student(s) 
and staff; notify 
parents/guardians  

Guardianship Officer / 
Senior Management  

Engage counselling 
services; complete 
incident report; 
review procedures to 
prevent recurrence  

 
6. Communication  
• All emergencies must be reported immediately to the designated Guardianship Officer.  
• Parents, legal guardians, and school management must be informed as soon as safely possible.  
• Clear records must be maintained for all actions taken during an emergency.  
 
7. Training and Review  

• All staff involved in guardianship will receive regular training on emergency procedures.  
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• This policy and associated emergency plan will be reviewed annually or following any 
significant incident to ensure continued effectiveness.  

 
Approved by: Nathan Santangelo-Barber 
Date: 15/01/2026 
Review Date: 15/01/2027 


