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AI summary 
This document, "Emergency Procedures and Crisis Policy 2025," outlines the school's policy for 
responding to critical and serious incidents. It details a three-stage response framework (Immediate, 
Subsequent, and Enduring), defines incidents and crises, and lists various incident types such as 
accidents, service interruptions, security threats, and severe weather. The document also covers 
responsibilities of staff, training requirements, key information sources for parents and staff, and 
specific procedures for earthquakes, tsunamis, fires, and weather warnings. It emphasizes sheltering in 
place for earthquakes and tsunamis due to the building's structural integrity and outlines evacuation 
steps for fires. Additionally, it addresses provisions for food, water, sanitation, communication protocols, 
and procedures for school trips during emergencies. 
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INTRODUCTION 
In a community of over 100 pupils and staff it is highly probable that at some point an incident will occur that 
will disrupt services, or cause injury to staff or pupils, or damage to property, and lead to a crisis that could 
impact on the well-being of staff or pupils, the School’s reputation and potentially its long-term financial 
strength.   

Whilst always an unpleasant thing to have to consider, having clear guidance and procedures in place for 
responding effectively to an emergency situation is essential at what is likely to be an emotionally difficult 
and potentially confusing time.  

The aim of this framework is to ensure that all staff and governors are equipped with the necessary 
information to deal with any critical or serious incident that affects NLCS Kobe, its staff, students or other 
people.  

Objectives 
The key objectives of this framework and the associated procedures are to: 

● Protect and preserve life and to prevent (further) injury; 
● Minimise the impact to the School’s facilities; 
● Maintain, as far as possible, a normal level of service to pupils and parents; 
● Work effectively with local emergency services and to assist in any investigation; 
● Communicate with the Owner, parents and local agencies to keep them informed; 
● Handle media matters quickly and effectively in order to minimise any possible adverse publicity; 
● Keep records of decisions and actions; 
● Ensure that the School acts in a lawful manner; 
● Facilitate effective recovery. 

Scope 
Incidents may range from a fire, a major power loss/water leak requiring the evacuation of buildings, a 
security incident that necessitates staff and students taking shelter, adverse weather conditions, or an 
off-site incident such as a minibus crash.  The impact of the incident may range from a temporary 
disturbance to a tragic loss of life. 

Overview 
There are three stages to the response to a critical or serious incident:  

1. Immediate – drills and procedures that are known and practiced by staff and students, and 
that are implemented immediately to minimise/contain the impact and/or scope of the incident. 
Normally over within minutes.  The primary principles employed will always be to protect and 
preserve life, and to prevent (further) injury.   
 

2. Subsequent – follow-on actions (may take hours to days/weeks to address): 
a. Small scale / Low - Medium impact - taken by the Senior Team/key staff. 
b. Medium – Large Scale / High Impact – for more complex situations the Emergency 

Management Plan would be implemented, and an Incident Management Team set up 
to address and/or mitigate the impact of the incident once the initial response has 
been completed.   
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3. Enduring – actions taken by key staff in coordination with the Senior Team to respond to the 
long-term consequences of the incident and that may, in the case of rebuilding a 
fire-damaged building, extend for several years.   

4. In responding to an incident, the School may need to adapt the procedures detailed below and 
its #2. Subsequent and #3. Enduring responses to best meet the situation.   For some issues, 
particularly those that are triggered by events outside of the school, there will be no ‘playbook’ or 
procedures to follow, and the Headmistress/COO may immediately move to 
#2. Subsequent response mode in order to best meet the challenge.   

The ‘CRISIS’ Framework 

Critical & Serious Incident Response (‘CRISIS’) Framework 

Scenarios 

On-site Incident/Threat Off-site Incident/Threat 

‘Evacuate’ ‘Secure’ ‘Respond’ 

‘Involving 
the 

School
’ 

‘Environme
ntal / 

Societa
l’ 

# 1.  

 

Immediate 
Response 

− Fire & 
emergency 
evacuation 
procedures 

− Bomb threat 
procedures 

− LockDown 
procedures 
(Intruder) 

− LockIn 
Procedures 
(Dangerous 
dogs / air 
pollution) 

− Missing Pupil 
Policy 

− Death of student 
or staff member 

− Earthquake/Typh
oon procedures 

− Loss of key 
services such as 
power or water 

− Educational 
Visits 
(including) 

o Missing Pupil  
o Injury 

/Accident 
o Minibus/ 

coach crash 
− Serious Injury/ 

death of 
student/ staff 
member 

− LockOut 
procedures 
(off-site threat – 
dangerous 
persons) 

− Pandemic 
− Tsunami 
− Demonstrations 

# 2.  

 

Subsequent 
Response 

 
Principal assess impact and whether follow-on response is required? 

 
฀ Small scale / Low - Medium impact: Senior Team (+) to action 
฀ Medium – Large Scale / High Impact:  

o Implement Emergency Management Plan (EMP)  
o Activate the Incident Management Team (IMT) 
 

# 3.  

 

Enduring 
Response 

 
 Long-term Impact?  ... Implement Business Continuity Plans 

฀ Teaching and Welfare – Principal and Senior Team 
฀ Marketing & Public Relations – Principal and Marketing / Admissions team 
฀ Financial – Owner, Principal,  Finance Manger 
฀ Buildings/Facilities –  Owner, Principal,  Finance Manger 
฀ IT Systems – Principal 
฀ Essential Services –  Owner, Principal,  Finance Manger 
฀ People – Principal and HR Director 
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INCIDENTS AND SCHOOL PREPAREDNESS 
Incidents or Crisis? 
For the purpose of this framework an incident is defined as: 

A sudden, unexpected event that is distressing to pupils, staff and the School community. An incident 
becomes critical when the disruption is on a scale beyond the normal coping capacity of the School and 
may require the assistance of the emergency services and/or other agencies. 

A ‘crisis’ occurs when that incident is no longer able to be contained and may have a moderate or severe 
long-term impact on people, facilities and finances or may damage the School’s reputation. 

In each case it is assumed that the Principal is likely to initiate the Emergency Management Plan and 
incidents will be categorised as follows: 

● Incident - the Incident Management Team (IMT) is able to manage the incident without external 
support; 

● Serious Incident - The IMT needs outside support, for example from the emergency services, local 
authority or other agencies; 

● Critical Incident - The IMT needs multi sector support which may be coordinated by someone else 
such as the Police. 

 
Incident Types 
This framework cannot deal with all eventualities that might threaten the School environment. An 
incident affecting a School can occur both on-site or off-site.  It may also affect pupils, staff, parents, 
visitors, lettings, contractors and the general public.  The following are examples of events that could 
trigger the emergency procedures: 

● A serious accident involving pupils and School personnel; 
● The interruption to services such as gas or water or electricity or the IT or telephone systems; 
● A violent intrusion onto School premises either in person or by means of arson or a bomb; 
● Denial of access to School premises; 
● The release of a hazardous substance near or on the School site; 
● Severe weather such as floods, earthquakes, high winds, extreme storms; 
● Events which result in higher than normal absences (eg: infectious diseases such as COVID, 

meningitis, the norovirus or influenza); 
● The death or major injury to a pupil, staff member, governor (whether accidental or otherwise); 
● Strike action that directly or indirectly affects School operations; 
● Reputational damage, for example a scandal; 
● Adverse media attention; 
● An event in the wider community in which the School could become part of the response, for 

example provision of helicopter landing sites, catering or temporary shelter. 
 
Emergency Response Preparedness 
The most appropriate response to an incident will depend upon the circumstances. The School already has 
specific procedures in place for fire drills, School closures and School visits. 

In responding to an incident the School must take the major responsibility for coping with most 
consequences. Teachers and pastoral staff know pupils well, and after parents, provide the strongest, most 
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trusted adult relationship for younger people. When support from outside agencies is eventually withdrawn, 
the School will need to have measures in place to cope with the emotional and physical aftermath.  

Key areas of Support  
A fundamental principle of integrated incident management is that the emergency services, local authorities, 
health, voluntary agencies and other partner responders work together to deal with an emergency that 
threatens a community. 

The School may require the support and advice of a range of services following an incident. The role of 
these services is to support the efforts of staff and to enable the School to carry out its day-to-day functions 
in extraordinary circumstances. The Principal retains legal responsibility for what happens to pupils in the 
School and, therefore, also retains the right to decide who has access to pupils in the School.   

The emergency services may also be involved in preserving the scene, collecting evidence and carrying out 
interviews during any subsequent investigation. 

 
RESPONSIBILITIES AND CONTROL 
All staff   
All members of staff must be familiar with this CRISIS framework and the procedures and plans referred 
to above, so that they may respond quickly and appropriately to any of the likely incidents outlined 
above.   Where they have specific responsibilities, it is recommended that they keep a copy of the role 
checklist to hand. 

Principal 
The Principal will, depending on the event need to act quickly to transition the school from the #1- 
Immediate response to the appropriate level of #2 - Subsequent response.   

They will need to balance the tendency to deal with the problem with just a few members of the Senior 
Team, with the need to utilise the broader skills and capacities of the members of the Incident 
Management Team (IMT) via the auspices of the Emergency Management Plan (EMP). This is 
particularly important where multiple agencies, staff, pupils, parents involved and where good 
communication will be critical to successfully navigating the subsequent actions required. 

Records 
A record of actions taken is to be completed by all staff in positions of responsibility during/after each 
incident (or practice) to ensure that there is a clear timeline of actions taken for any subsequent enquiry. 
Lessons identified are to be reviewed and recorded by the Senior Team and procedures/plans updated 
accordingly.  

 
COODINATION 
Training Requirements 
All the procedures outlined above should be practiced; ensuring that the immediate response to the different 
scenarios are understood by staff and pupils, alarms recognised and the systems of communication are 
effective.  The procedures detailed within the EMP should also be rehearsed once per academic year after 
appropriate training of any new staff that will be involved. The exercises/drills may include the whole school 
– eg fire and emergency evacuation procedures, or just the IMT, and may be conducted as a table-top 
exercise.  
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Key Sources of information for parents and staff 
Kobe City information  
Earthquake location and strength information  
Hyogo E-Net Natural disaster information app (Apple)  
 
Information for Parents  
 
NLCS Kobe has full procedures in place for what to do in an earthquake, fire and tsunami. Practice drills take 
place twice a year and our policy is regularly reviewed to ensure it is up to date and compliant with local 
authority guidelines. We do not require students to have earthquake helmets and will not provide these. 
 
We ask that all families are aware of our policy and that all emergency contacts and designated student 
pick-up persons are correct and up to date. If unsure please contact the school office. 
 
If there is a natural disaster, we will keep all students under the care of NLCS Kobe until either parents or the 
designated pick up person arrives to collect the children, no matter how long it may take. 
 
Please note - we won't release children to anyone who is not the designated pick-up person. If you 
ask a friend or neighbour to collect your child and they are not listed on our emergency pick-up form, 
we will not hand them over.  
 
Overview of our procedures 

Earthquake Policy 
In the event of an earthquake, the primary protocol, as stipulated by the Asia One Centre Guidance, is to 
shelter in place within the school building. This decision is based on the structural integrity of the Asia One 
Centre, which has been specifically engineered and reinforced to withstand significant seismic activity. 
Evacuation to an alternative outdoor location is not recommended in such scenarios, as the building itself 
offers the safest and most secure environment. 

During an earthquake, students and staff are to follow the "Drop, Cover, and Hold On" procedure: 

● Drop: Immediately drop to your hands and knees. 
● Cover: Seek cover under a sturdy piece of furniture (like a desk or table) or against an interior wall. 

Protect your head and neck with your arms. 
● Hold On: Hold onto your shelter until the shaking stops. If you are not under cover, hold onto your 

head and neck. 

Following the initial shaking, building occupants will remain in their designated safe zones until an "all clear" 
is given by the designated safety personnel. Comprehensive checks of the building for any damage will be 
conducted before any movement or further action is permitted. 
If we have to evacuate we will be sent to the Sheraton Hotel. 
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Tsunami Policy 
In the event of a tsunami warning, consistent with the Asia One Centre Guidance, the policy is also to shelter 
in place within the school building. The school's architectural design and elevation are crucial factors in this 
decision, as the building's height is significantly above the anticipated level of a tsunami wave. Therefore, 
remaining inside the reinforced structure provides a better level of safety compared to attempting an 
evacuation to higher ground, which could be dangerous and time-consuming. 

Emergency services and local authorities will be monitored for official updates and further instructions. 
Communication with parents and guardians will be established as soon as it is safe and feasible to do so, 
providing updates on the situation and the well-being of students and staff. 

Fire Policy 
In case of a fire, the school follows the Asia One policy. This involved the following steps: 
 
Step one - a fire warning. A verbal announcement will be given over the speaker system. At this point 
students should stop work. Calmly stand up and line up in the corridor in surname alphabetical order A to Z. 
 
Step two - all clear. Students and staff return to the classroom and continue work. 
 
OR 
 
Step two - evacuation.  

● If the building needs to be evacuated a message to say this will be broadcast along with an alarm.  
● At this point teaching staff should lead the students out of the nearest emergency exit.  
● Office staff will take the emergency evacuation grab bag and make their way to the meeting point. 
● The preferred exit route would be the stairs NOT next to the lift cores towards the end of the building 

nearest the ocean.  
● Associate staff will support the younger students with the stairs. 
● The receptionist will be the last person to leave floor 15 and 16 - checking that it is clear.  
● The Vice Principal will be the last person to leave floor 14 once it is emptied.  
● The HR Manager will be the last person to leave floor 13 checking that it is clear. 
● Once outside grade level groups will line up at the designated meeting point. This is to the right hand 

side of the car entrance to the Asia One campus and is indicated by grade number signs.  
● Students should line up in alphabetical order - with ‘A’ surname at the front. 
● The school office will provide registers and these should be completed and returned to the Principal 

or Vice Principal. 
● The whole school community should be in silence for the full evacuation drill. 

 
Secondary evacuation space;In rare circumstances the school may have to evacuate to a secondary site. 
This site is the school field near the German school on Rokko Island 
 
All clear - if the students are able to return to the school, then we will return a grade level at a time.  
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Use of Fire Extinguishers  

● Only use a fire extinguisher if the fire is small, up to waist height.  
● Fire extinguishers are located around the campus.  

 
Food, water and sanitation 
 
In the event of an emergency, the school is well-equipped to support its community with essential provisions 
and facilities. We maintain a robust stock of water and non-perishable food items, sufficient to sustain all 
students and staff for up to two days. This provision ensures that, should external access be compromised, 
the immediate nutritional needs of everyone on campus can be met. 
 
Beyond food and drink, the school has also invested in comprehensive emergency sanitation facilities. These 
facilities are designed to maintain hygiene and comfort during extended periods of stay-in-place procedures. 
Furthermore, a wide array of other emergency equipment is readily available, including but not limited to 
first-aid supplies, communication devices, and tools for minor first aid issues. 
 
The combination of these resources enables the school to effectively implement a "stay in place" protocol, 
ensuring the safety, well-being, and basic needs of its community are addressed until external assistance can 
be secured or the emergency situation resolves. Regular inventories and drills are conducted to ensure all 
provisions are current and accessible, and that staff are trained in their deployment and management. 
 
Communication  
 
With the local authorities it will be via the emergency broadcast radio in the school office, via normal radio 
open to the public and through the Hyogo E-Net app.  
 
The school will keep two hard copy folders of parents' emergency contact details and designated people to 
pick up students if parents are not able to get to NLCS. 
 
There are mobile phone battery packs in the folders for use with the school mobile phones. Parents will be 
communicated with via email but if the internet is down we will use emergency contact numbers to call or 
SMS.  
 
School Trips  
 
Students off campus on a school trip should proceed to the nearest emergency assembly area and/or follow 
the instructions of emergency services. The trip coordinator should contact the principal either by phone or 
SMS. The school will communicate with families who are on a trip, either to let them know the process for 
collection of children or to put the parents in touch directly with the trip coordinator.  
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The Japanese government has calculated that if there is a magnitude 9 earthquake in the Nankai trough 
which results in a tsunami due to uplift in the subduction zone, it will take 100 minutes for the tsunami wave 
to arrive in the Kobe area and this wave will be relatively small compared to other areas. Projections show 
that the Asia One Centre will have limited damage. Earthquakes outside of the Nankai trough are caused by 
fault slip and will not result in a tsunami. 
 
Weather Warnings Due to Typhoons or Storms  
The administration staff will make themselves aware of medium to long term weather events that would need 
to be monitored due to the possibility of a weather warning being issued. If bad weather is forecast in the 
medium term, the school will monitor on a daily basis to see if a weather warning (Keihou Warning) has been 
issued or is likely to be issued by the Japan Meteorological Agency website.  
 
Procedure  
24 hours in advance  

● A warning email to be sent to all families, advising of the possibility that the school will close, and that a 
further email will be sent out the next morning to either confirm closure or otherwise.  

 
6.30am of the warning day  

● The Principal will make a closure decision.  
● This will be made based on any weather warning in place and also the current local conditions.  
● The Principal will email all families and staff confirming the school will be closed, or that the weather is 

not as severe as expected and the school will be open.  
● We will not default close for a red weather warning as it is given for large geographic areas. The local 

conditions may vary allowing us to open.  
● If the school is closed it will be closed for the whole day effective immediately from the 6.30am email. 
● The EA to the Principal will call the bus driver coordinator to cancel the buses  
● The Principal will email all staff that the school is closed  
● Administration staff to cancel cleaners and the school lunches  

 
School Bus on Weather Warning Days  

● Principal will call bus driver coordinator to tell of any school closure and bus cancelation  
● Bus drivers not to cancel the service without approval from administration  
● Bus attendants to call parents who would have children picked up to inform them of the cancellation 
● Bus attendants to tell administration of any families that can't be reached on the phone  
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