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Introduction
Although there is no statutory requirement for Cranbrook Town Council to produce an
emergency plan, Devon County Council (DCC) encourages town/parish councils to
consider how they would respond to an emergency situation and to document the results
in a Community Emergency Plan. DCC sees town/parish councils’ responsibilities in
responding to an emergency as follows:
a)
b)
c)
d)
e)

Undertake local risk assessments.
Prepare community plans.
Document resources and key contacts.
Validate and maintain the plan.
Enact the plan when activation criteria are met.

It is also considered to be good practice for the town/parish councils to appoint and
develop an emergency planning group to produce and manage the emergency plan.
Cranbrook Town Council has appointed an Emergency Planning Working Group, which
has developed this plan. The plan has been designed to enable the community to
respond to a major incident/emergency where there are circumstances, which may delay
responding emergency services and other agencies. It has also been developed to
complement the plans of the responding emergency services and other agencies that
may be involved in any emergency situation within the boundaries of responsibility of
Cranbrook Town Council.
Definition of an Emergency/Major Incident
An emergency/major incident is any event or circumstance (happening with or without
warning) that causes or threatens death or injury, disruption to the community, or damage
to property or to the environment on such a scale that the effect cannot be dealt with
immediately by the emergency services, local authorities and other organisations as part
of their normal day-to-day activities.
Purpose of the Plan
The purpose of this plan is to enable the Council 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.
Aim
The aim of this is to increase resilience within the local community through developing a
robust co-ordinated approach that complements the plans of responding agencies.
Objectives
The objectives of the plan are to:
a)
b)
c)
d)
e)

Identify the risks most likely to impact the community.
Identify relevant steps to mitigate and respond to emergency situations.
Identify vulnerable people / groups / establishments in the community.
Identify community resources and equipment that is available to assist during
an emergency.
Provide contact details for the Town Emergency Response Group (TERG),
and other Key Community Resources, the Emergency Services and Local
Authorities.
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Plan Review/Maintenance
The TERG should meet to discuss the community’s resilience arrangements at least biannually.
Any activated logs should be used to assess plan for changes and improvements.
A full review of the plan by the TERG should be carried out annually to ensure that the
plan is still valid and that all contact information is still correct.
When issuing amendments of the plan it is important to ensure that all amended pages
are removed and destroyed as this will help ensure that all the plans are current. Full
copies will be issued to external parties when believed necessary, or once per year.
Activation of the Plan
This plan will be activated under the following circumstances:
a)
b)
c)
d)

Where an emergency/incident as defined in paragraph 2 above has occurred.
At the request of any responding emergency services.
At the request of either Devon County Council or East Devon District Council.
At the discretion of the Town Emergency Response Group, when it is known
or suspected that an emergency/incident has occurred or is likely to occur
which could cause disruption and or distress to the community.

An aide memoire as to the activation procedures can be found at Appendix A of this
document.
Town Emergency Response Group (TERG)
The TERG is made up of members of the Town Council and other key members of the
community. A list of members and contact details can be found in Appendix A of this
document.
The Town Council Chairman will act as the TERG co-ordinator in the event of the group
being activated under the terms of this plan.
To achieve continuity a deputy co-ordinator should be appointed to assume the role of
the co-ordinator in his/her absence.
The role and responsibility of the TERG co-ordinator is as follows:
a) To notify the TERG when the plan has been activated.
b) Ensure that the plan is regularly reviewed and updated where necessary.
c) Report annually to the community detailing if the plan has been activated and
highlighting any changes to the TERG membership.
d) Act as the focal point for the community in the response to an emergency.
e) Act as the main contact point for DDC, EDDC and the emergency services, to
ensure that two-way communication is maintained.
f) Ensure that the appropriate authorities and other individuals as deemed
necessary are informed of any activation of the plan.
g) Communicate important messages to the community.
h) Delegate specific roles to other members of the TERG.
i) Activate resources as required.
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All members of the TERG should:
a) Reside in the community.
b) Have good local knowledge or other expertise.
c) Be able to activate the support of the community and speak if required on their
behalf.
d) Ensure that the vulnerable are provided with additional assurance during an
emergency.
e) Ensure that communications are maintained within the community and
District/County Council.
f) Ensure that confidentiality is maintained where necessary.
g) Maintain an action log to record individual actions and decisions made during
an emergency. A sample log can be found in Appendix A of this document.
h) Create a ‘grab bag’ containing the plan and any appropriate
clothing/equipment, which may be required.
i) Have sufficient knowledge of the plan to act as Co-ordinator in their absence.
The Deputy Co-ordinator and other team members should support the Co-ordinator in
carrying out their role.
Types of Emergencies
Types of potential emergencies that may impact on the community include:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)
k)

Severe Weather
Flooding
Road Traffic Accident
Aircraft Accident
Prolonged loss of essential services, (Gas, Electricity, Water).
Fire
Building Collapse
Hazardous Vapour release
Environmental
Terrorism
Disease Human/Animal.

Risk Analysis
Risk analyses covering the anticipated emergency events that could impact upon the
community are shown in of this document. (page 8 -14)
Survivors Reception Centre (SRC)
The responsibility for providing shelter and welfare facilities for people affected by an
emergency situation rests with the Local Authority-Devon County Council (DCC) and East
Devon District Council (EDDC).
However, in reality this service may be delayed for some considerable time. To assist in
the expeditious provision of shelter/welfare Cranbrook Town Council has identified the
following as suitable for refuge facilities.
a)
b)

Younghayes Community Centre
E.on energy centre (max 100)
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Transport
It may be necessary during some emergency situations to organise forms of transport to
facilitate:
a) Evacuation
b) Medical provisions
c) Collection of general provisions
Some situations may require the use of specialised transport such as tractors or 4x4
vehicles.
Volunteers should be made aware that their actions, use of equipment or vehicles are not
covered by council insurance.
A record of all costs and mileage incurred by the volunteers is to be logged in the Incident
Log.
Community Skills
The success of this plan rests largely on the good will of the community and volunteers to
assist in times of emergency. There will be a need to call upon various skills to enable a
successful outcome to any emergency. Where possible, volunteers should be allocated
tasks appropriate to their skills and knowledge.
Command and Control
Normally all emergencies will invoke the response from the emergency services, who
have a nationally recognised command and control structure.
When it becomes necessary to activate this plan, command, control and co-ordination,
along with communications are essential until such times as the emergency services are
established and in control of the emergency situation.
To meet the initial command and control requirements until relieved by the emergency
services an Incident Control Point (ICP) will be established at the Town Council Offices
(Situated in the Younghayes Community Centre).
The council recognise the importance of providing clear and accurate situation reports to
responding emergency services where appropriate and have therefore adopted the
nationally recognised method known as METHANE report. (Appendix A)
Communications
During an emergency there will be a requirement for good and reliable communications; it
must be recognised that landlines and mobile telephones may not be operable.
A list of useful and key contacts is at Appendix B of this document.
Media Enquiries
Emergencies might attract significant media attention and in the event of the Town
Council or individual councillor being contacted by the media in an emergency,
councillors will politely decline from making any comment and advise that all media
enquiries should be addressed to the Police.
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Recovery
The recovery phase is defined as the process of rebuilding, restoring and rehabilitating
the community following an emergency. Depending on the scale of the
emergency/incident this could range from just a short debrief on the response, to a
prolonged period of reconstruction and on-going support to the victims and others in the
community.
The TERG will base their recovery actions on the guidelines offered by other agencies,
such as:
a) Guidance issued by the Government on the National Resilience website.
b) The Home Office publication “Recovery- An Emergency Management Guide.
c) The Local Authority (District and County Council) will provide much of the
guidance, support and resources for recovery.
Financial Considerations
During an emergency, Local Authority Financial Services invoke special financial
arrangements. Before spending money in response to an emergency the Town Council
will seek authority from EDDC. A record of all spending must be kept.
Exercising the Plan
The contents of this plan should be exercised at least once per year by enacting an
emergency as a tabletop type emergency unless the full plan has been activated within
the proceeding twelve months.

Risk Analysis
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Index
No.

1

Severity

Insignificant

Category of
Impact
Health
Social
Economic
Environment
(E1)
Health
Social

2

Minor
Economic
Environment
(E1)
Health
Social

3

Moderate
Economic
Environment
(E1)
Health
Social

4

Significant
Economic
Environment
(E1)
Health
Social

5

Catastrophi
c
Economic
Environment
(E1)

Description of Impact
Insignificant number of injuries or impact on health
Insignificant number of persons displaced and personal support
required Insignificant disruption to community services, including
transport services and infrastructure
Insignificant impact on local economy
Insignificant impact on environment
Small number of people affected no fatalities, and small number of
minor injuries with first aid treatment.
Minor damage to properties.
Minor displacement of a small number of people for < 24 hours and
Minor personal support required.
Minor localised disruption to community services or infrastructure
< 24 hours
Negligible impact on local economy and cost easily absorbed
Minor impact on environment with no lasting effects
Moderate number of fatalities <10 with some casualties requiring
hospitalisation
Damage that is confined to a specific location, or to a number of locations,
But requires additional resources
Localised displacement of >100 people for 1-3 days
Localised disruption to infrastructure and community services
Limited impact on local economy with some short-term loss of
production, with possible additional clean-up costs
Limited impact on environment with short-term or long-term effects
Significant number >100 of people in affected area impacted with multiple
fatalities, multiple serious or extensive injuries, significant hospitalisation
Significant damage that requires support for local responders with
external resources.
100 to 500 people in danger and displaced for longer than 1 week.
Local responders require external resources to deliver personal
support
Significant impact on, and possible breakdown of, delivery of some local
community services.
Significant impact on local economy with medium-term loss of production
Significant extra clean-up and recovery costs
Significant impact on environment with medium-to long-term effects.
Very large numbers of people in affected area(s) impacted with
significant numbers of fatalities, large number of people requiring
hospitalisation with serious injuries with longer-term effects
Extensive damage to properties in affected area requiring major demolition.
General and widespread displacement of more than 500 people for
Prolonged duration and extensive personal support required.
Serious damage to infrastructure causing significant disruption to, or loss of,
key services for prolonged period. Community unable to function without
significant support.
Serious impact on local and regional economy with some long-term,
potentially permanent, loss of production with some structural change
Extensive clean-up and recovery costs.
Serious long-term impact on environment and/or permanent damage.

Likelihood Ranges
Description

Guidance
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Probability Range

Improbable

Very remote probability that the event
would occur

1%

2

Remote

Event may occur only in exceptional
circumstances

1 – 10%

3
4

Possible
Probable

Event could occur at some time
Event should occur at some time

11 - 50%
51 – 90%

5

Almost
Certain

Event will occur in most circumstances

90%

Impact

1

5

10

15

20

25

4

8

12

16

20

3

6

9

12

15

2

4

6

8

10

1

2

3

4

5

Likelihood

9

I.D.

01

Risk/Event

Severe Weather:
Snow
Prolonged periods
of snow fall resulting
in large
accumulations and
sever icy conditions.

H= Health S= Social E= Economic E1= Environment L= Likelihood R= Risk Rating
Consequence/Impact
Mitigation/Information
E
H S E
L
R
(Worst Case)
1

Actions

Major disruption to transport
(possible road closures).
Lying snow is not a
frequent occurrence in the
south west, and in lowland
areas about a third do not
record any snow lying.

Possible severe disruption to
essential services (water,
electricity, district heating
system).
Distress to vulnerable people.

2

2

2

2

3

6

Loss of business.

On average, the number of
days with snow falling is
less than 10 per winter.

Red Met Office warning to trigger
a meeting of the Emergency
Response Team.
Informing the Community:
Website / Facebook.
Advice Notices. Notice boards,
telephone schools and any other
organisations as appropriate.

Delays to responding
emergency services.
Closure of schools and other
amenities.

02

Severe Weather:
Rain
Prolonged periods of
rainfall causing
ground saturation.

Rise in river levels.
Disruption to local transport.
Overflow of drainage system.
Some localised flooding.
Potential delays in responding
emergency services especially
in remote areas of the
community.

2

2

2

2

3

6

Information suggests that
the average annual rainfall
totals are about 850-900
mm the south west
peninsula is prone to rare,
but very heavy rainfall
events lasting from about 5
to 15 hours.

Red Met Office warning to trigger
a meeting of the Emergency
Response Team.
Monitor identified areas
highlighted by the environment
agency.
Informing the Community:
Web site / Facebook.
Advice Notices. Notice boards,
telephone schools and any other
organisations as appropriate.
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I.D.

03

Risk/Event

Severe Weather:
Wind
Sustained high winds
with predicted gusts
above 60mph

H= Health S= Social E= Economic E1= Environment L= Likelihood R= Risk Rating
Consequence/Impact
Mitigation/Information
E
H S E
L
R
(Worst Case)
1

Risk of death or injury.
Potential for widespread
damage to property and
disruption to electricity supplies
and communications.

3

3

3

3

3

9

Possible disruption to transport.

South-west England is one
of the more exposed areas
of the UK. There have
been several noteworthy
strong wind events in the
south-west. 74 knots have
recorded at Exeter airport.

Red Met Office warning to trigger
a meeting of the Emergency
Response Team.

A heatwave refers to a
prolonged period of hot
weather, which may be
accompanied by high
humidity. Normally 5
consecutive days where
the temperature is 5
degrees above the
seasonal average.

Red Met Office warning to trigger
a meeting of the Emergency
Response Team.

Potential delays in responding
emergency services.
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Severe Weather:
Heat
Prolonged period of
high temperatures
which may be
accompanied by
high levels of
humidity.

05

Severe Weather:
Cold
Prolonged period of
cold weather where
a mean temp of 2c
or below are

Actions

Informing the Community:
Web site / Facebook.
Advice Notices. Notice boards,
telephone schools and any other
organisations as appropriate.

Imposed drought conditions.
Restrictions in domestic water
usage.
Impact on heath to certain
groups of the community which
may result in some fatalities

3

2

1

2

2

6

In August 2003, the UK
experienced heatwave
conditions lasting 10 days and
resulting in 2,000 deaths.
Potential loss of domestic
water supplies.
Impact on heath to certain
groups of the community,
which may result in some
fatalities.

3

2

2

2

2

6

The southwest has a
relatively mild climate
during winter months,
although cold spells are
possible.

Informing the Community:
Web site / Facebook.
Advice Notices. Notice boards,
telephone schools and any other
organisations as appropriate

Red Met Office warning to trigger
a meeting of the Emergency
Response Team.
Monitor met office cold weather
alerts.(operating from 1st Nov –
31st Mar)
Informing the Community:
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I.D.

Risk/Event

expected for more
than 48 hrs.

06

Fire:
Domestic property

H= Health S= Social E= Economic E1= Environment L= Likelihood R= Risk Rating
Consequence/Impact
Mitigation/Information
E
H S E
L
R
(Worst Case)
1
Potential loss heating supplier
(E.ON) (see risk 12)

Web site / Facebook.
Advice Notices. Notice boards,
telephone schools and any other
organisations as appropriate

Fatalities and injuries

All properties are built to
the required local authority
planning requirements.

Distress to the community.
Potential to evacuate other
surrounding properties.

3

2

2

2

2

6

Potential closure of road
network.

08

Transportation
Accidents:
Major road traffic
accident.

09

Transportation
Accidents:
Aircraft within the
boundaries of the
town.

Fatalities and injuries.
Survivors

3

2

2

2

2

6

Prolonged disruption to travel.
Mass fatalities and injuries
Survivors.
Widespread damage to
property.
Major disruption

Actions

4

4

3

3

2

Distress to the community
Substantial media attention
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8

Liaise with local authority and or
emergency services.

Fire vehicles have
adequate access to all
properties in the event of
an emergency.
Access to Cranbrook is by
the B3174. Traffic flows on
average are moderate
mainly consisting of
commuter traffic and light
goods delivery vehicles.

Liaise with local authority and or
emergency services.

Cranbrook lies within 1
mile west and adjacent to
the main airport runway.

Liaise with local authority and or
emergency services.

Dependent on wind
direction light aircraft do
over fly areas of the town
when circuiting the airport.

I.D.
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Risk/Event

Transportation
Accidents:
Rail

H= Health S= Social E= Economic E1= Environment L= Likelihood R= Risk Rating
Consequence/Impact
Mitigation/Information
E
H S E
L
R
(Worst Case)
1

Mass fatalities and or injuries.
Survivors.
Major disruption to rail network.

4

3

2

2

2

8

Distress to the community.

Actions

Cranbrook railway
station connects
Cranbrook with Exeter
to the west and London
to the east on the
Waterloo line.

Liaise with local authority and or
emergency services.

The last pandemic
occurred in 2009 (H1N1
Swine Flu)

Liaise with local authority and or
emergency services.

Substantial media attention.

11

Health Pandemic:
Human

Fatalities.
Distress to the community
Disruption to community
activities. (Closure of schools
and business)

12

Complete failure of
the E.ON Energy
Centre (periods
longer than 48hrs)
Worst case scenario
during periods of
prolonged cold
weather. (Risk No5)

5

4

4

1

3

15

Major long-term disruption to
community heating.

Asist with community response.

Liaise with Energy Centre.

Distress to the community.
Impact on heath to certain
groups of the community,
which may result in some
fatalities.

Follow government guidelines
Council has produced a
Business Continuity Plan

2

2

2

1

3

Disruption to community
activities. (Closure of schools
and business)
Substantial media attention

13

6

E.ON install temporary
backup heat supply to
system.
Provision of temporary
electric heaters to
vulnerable customers by
E.ON.
Recorded messages on
E.ONs customer services
number updating
customers as to status.
E.ON response team on
site.

Informing the Community:
Web site / Facebook.
Advice Notices. Notice boards,
telephone schools and any other
organisations as appropriate

I.D.

Risk/Event

H= Health S= Social E= Economic E1= Environment L= Likelihood R= Risk Rating
Consequence/Impact
Mitigation/Information
E
H S E
L
R
(Worst Case)
1
E.ON emergency plan
enacted with incident
commander liaising with
local community groups.

13

Un-authorised
encampments

Distress to community
Media attention
Financial impact

1

1

3

3

3

Potential disruption to some
community activities.

14

9

Unauthorised
Encampment procedures
produced. (p16)

Actions
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Unauthorised Encampment
Introduction
The responsibility for eviction of unauthorised encampments lays with a landowner.
Unauthorised encampments are not a criminal offence but a civic one, and the police will
not get involved unless criminal activity is occurring such as littering, fly tipping, property
damage and abusive behaviour.
Note: Not all the land within the boundary of Cranbrook is owned by the Town Council.
There are areas owned by private landowners, the developers and Devon County
Council. (see Map p38)
To coordinate the Town Council’s response, a councillor has been nominated to act as
the lead member for gypsy and traveller liaison. If the nominated liaison councillor is
unavailable, then another councillor or a designated member of staff will be tasked with
the role.
The following procedures have been produced to assist in the reclaiming of land which
has been occupied by unauthorised encampments:
Protocol for management of an unauthorised encampment (UAE) within the town
boundary but not on Town Council land
 If a UAE occurs, the lead member for gypsy and traveller liaison should be

contacted providing the following information if available:
 location and access point
 approximate number of vehicles
 The lead member will endeavour to identify who owns the occupied land and,

where applicable, notify the landowner.
Land Ownership
Consortium (Hallam Land,
Persimmon, Taylor
Wimpey)

Wainhomes (South West)
Ltd

Cavanna Group of
Companies
Devon County Council
Devon County Council

Contact Name
Peter Prior, Consortium
Manager Cranbrook
No working contact but
suggest Kelly Penna,
Customer Services
Manager, Wainhomes
and/or
Jonathan Holmes,
Managing Director,
Blenheims Estate &
Asset Management
(SW) Limited
Mike Smith,
Development Manager
Jenny Rayner G/T
liaison officer
Sabrina Thomas G/T
liaison officer

Contact Details (not public)
Tel. 07765401639, email
peterprior@hotmail.co.uk

Kelly Penna:
Tel. 01392 448900, email
kelly.penna@wainhomes.net
Jonathan Holmes:
Tel: 01803 668730, email
JHolmes@blenheims.co.uk
Head Office: 01803 618688, email:
MSmith@cavannahomes.co.uk
07792 632718, (Full time)
jenny.rayner@devon.gov.uk
07967 397618 (Weds-Fri)
sabrina.thomas@devon.gov.uk

It will then be the responsibility of the landowner on how they wish to proceed.
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Protocol for management of an unauthorised encampment on Town Council land
Under no circumstances are councillors or office staff to engage with or enter any
unauthorised encampment area.
Once the unauthorised encampment has been confirmed an enforcement agency is to be
employed to serve notice to leave on the occupiers.
The Town Council has appointed Devon Investigations to serve notice to leave.
Telephone (24/7)
E-mail Address

Contact Details
07793 974006
enquiries@devoninvestigations.co.uk

Confirmation e-mail to be sent with written instructions to proceed using the template
provided below on page 27.
Actions by Enforcement Agency
Stage One (Serving Notice)
a) Enforcement officers attend site and assess the situation.
b) Enforcement officers engage with the encampment and serve notice to leave within
24 hours.
After the 24-hour period the Council is to contact the enforcement officer to confirm either
stage one is complete or that the encampment is still in place.
If the encampment is still in place the enforcement officer will return to the site and
confirm with the occupiers that their intention to leave is imminent. The enforcement
officer will stay on site until they have left.
If the enforcement officer considers that it is unlikely that the occupiers are prepared to
move, then the process will escalate to stage two.
Stage Two (Prior Removal)
a) Occupiers informed that low-loading vehicles and towing vehicles are being
organised to remove their vehicles.
b) Addition enforcement officers are sent for to assist.
At this stage most occupiers will disperse voluntarily.
Stage Three (Actual Removal)
a) The enforcement agency removes all encampment vehicles, etc.
b) The police are kept informed but would not be involved unless any criminal
activities take place.
Clean-up and Debrief
a) Council to make all necessary arrangements for the removal of any refuse left on
site.
b) Secure the site to prevent further incursions.
c) Review plans to implement any lessons learnt.
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DEVON INVESTIGATIONS LTD
Managing Director: N J Wills enquiries@devoninvestigations.co.uk FIRST FLOOR 118
HIGH STREET CREDITON DEVON, EX17 3LG Telephones: 01392 431128 01392
423305 01392 276281, m 24/7 07793 974006 point of contact Nigel Wills.
Landlords authority to Act Instruction form
Instruction from: Cranbrook Town Council
Address: Younghayes Centre, 169 Younghayes Road, Cranbrook, Devon EX5 7DR
Contact: Councillor Colin Buchan, or Town Clerk if unavailable
Telephone 07929 170208, or 01404 514552, 07746 909933
Email: colin.buchan@cranbrooktowncouncil.gov.uk / clerk@cranbrooktowncouncil.gov.uk
Web: www.cranbrooktowncouncil.gov.uk
I / we hereby authorise and empower any Enforcement Officer and Certificated
Enforcement Agent under the instruction of Devon Investigation Ltd to proceed therein
and direct the trespassers to leave the land located at:
Address:
Postcode:
Date of arrival:
Time of arrival:
Description of land occupied:
There are currently … [number of] caravans, … associated motor vehicles and … trailers
parked on the land. I undertake to advise you if there is a change in the numbers. I
confirm that I act as the representative for Cranbrook Town Council and have full legal
authority to authorise the actions set out above, pursuant to the Terms and Conditions
previously agreed with Cranbrook Town Council.

18

Intentionally Left Blank

19

HUMAN PANDEMIC
Introduction
Human diseases take a variety of forms, some of which have the potential to cause a civil
emergency due to the number of people they might be affect in a short space of time.
One such risk is an influenza (‘flu’) pandemic.
Flu pandemics are natural events that happen when a unique flu virus evolves that few
people (if any) are immune to. There are important differences between ‘ordinary’
seasonal flu of the kind that happens in winter, and pandemic flu. In a pandemic, the new
virus will spread quickly and cause more serious illness in a large proportion of the
population, due to the lack of immunity. There is a high probability of a flu pandemic
occurring, but it is impossible to predict when, or exactly what it would be like.
Horizon scanning is a technique for detecting early signs of potentially important
developments through a systematic examination of potential threats and opportunities,
with emphasis on new technology and its effects on the issue at hand.
Using this technique would unable early pre planning and evaluation of the potential
threat.
Pre-Planning
Recognising the potential that a Pandemic is likely to be declared allows pre-planning to
take place in a timelier fashion. The following Pandemic check list should be used to
established key areas of potential shortfalls.
Consequences
The consequences could be far ranging affecting the whole country and its communities.
A worst-case scenario could cause a large loss of life, major disruption to manufacturing,
transport, and many other services to the community.
Activation of this plan
In most cases the plan would be activated when a pandemic has been declared by the
World Health Organisation (WHO) or on instructions given by central Government.
However, it is prudent to begin pre planning at the earliest opportunity.
The Clerk is the first point of contact for all emergencies and business continuity actions.
The Clerk is to implement all business continuity actions. Procedures can be found in the
Business Continuity Plan.
If the Clerk is not available and urgent action is required the Chairman or Vice-Chairman
of the Council, or a councillor(s) nominated by the Chairman shall implement all business
continuity actions.
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Pandemic Check List
The following pandemic check list should be used in conjunction with the Business
Continuity Plan.

Pandemic check list
Completed

In
progress

Not
Started

Identify a pandemic coordinator and/or team with defined roles and
responsibilities for preparedness and response planning. The planning
process should include input from a wide range of stakeholders e.g.
health and safety representatives and trade union officials.
Identify the critical activities undertaken by your business which would
have to continue during a pandemic, as well as the employees and other
inputs that support those activities (e.g. raw materials, suppliers, subcontractor services/products, logistics, process controls, security).
Consider how internal resources could be re-allocated to ensure those
activities are maintained.
Discuss with your suppliers/sub-contractors whether they have robust
Business Continuity plans in place – your organisation is only as good as
those on whom it depends.
Consider preparing an additional pool of workers to undertake key tasks
and provide training where appropriate (e.g. contractors, cross train
employees, retirees).
Determine the potential impact of a pandemic on your business-related
travel (e.g. should international travel be curtailed in certain countries
due to quarantines and/or border closures).
Note that current planning assumes that domestic travel will not be
restricted, although the Government may advise against non-essential
travel.
Find up-to-date, reliable pandemic information on the Department of
Health Website http://www.dh.gov.uk/pandemicflu.
Establish an emergency communications plan and revise periodically.
This plan should identify key contacts (with back-ups), chain of
communications (including suppliers, customers and employees), and
processes for tracking and communicating business and employee
status.
Guided by advice issued by Government, forecast and plan for employee
absences during a pandemic. This could be the result of a number of
factors including personal illness, family member illness, bereavement,
possible disruption to other sectors for example closures of nurseries
and schools or reduced public transport.
As a general approach to reducing the spread of the infection across the
country, assess your business needs for continued face to face contact
with your customers/suppliers and consider plans to modify the
frequency and/or type of face-to-face contact (e.g. video or teleconferencing instead of travelling to meetings) among employees and
between employees and customers.
Whilst there is no intention to restrict domestic travel, the Government is
likely to advise against non-essential travel, and this should be
considered in planning.
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Plan for a likely increase in demand for employee’s welfare services, if
they are available, during a pandemic.
Identify employees and key customers with special requirements and
incorporate the requirements of such persons into your preparedness
plan.
Guided by advice issued by Government, establish policies for sick-leave
absences unique to a pandemic, including policies on when a previously
ill person is no longer infectious and can return to work after illness (i.e.
when they are no longer showing symptoms and feel better) and
agreeing them with trade unions and other professional representative
bodies.
Establish policies for flexible worksite (e.g. working from home) and
flexible work hours (e.g. staggered shifts).
Guided by advice from Government, establish policies for reducing
spread of influenza at the worksite (e.g. promoting respiratory
hygiene/cough etiquette, and asking those with influenza symptoms to
stay at home).
Guided by advice from Government, establish the current policies for
employees who are suspected to be ill, or become ill at the worksite (e.g.
infection control response, sick leave policies).
Set up authorities, triggers, and procedures for activating and terminating
the company’s response plan, altering business operations (e.g.
reducing operations as necessary in affected areas), and transferring
business knowledge to key employees. This should include nominating
deputies for key employees in advance, in case of absence.
Provide sufficient and accessible means for reducing spread of infection
(e.g. provision of hand washing facilities or hand-hygiene products).
Consider additional measures to reduce the risk of infection, such as
more frequent cleaning on premises, and ensure the resources to
achieve these will be available.
Consider whether enhanced communications and information technology
infrastructures are needed to support employees working from home,
tele-conferencing instead of face to face meetings and remote customer
access.
Disseminate easily accessible information about pandemic flu to your
workforce which is appropriate to the stage of alert (e.g. signs and
symptoms of influenza, modes of transmission when this information is
available), personal and family protection and response strategies (e.g.
hand hygiene, coughing/sneezing etiquette, contingency plans). This
should be based on the information already available on the DH website.
Disseminate information to employees about your pandemic
preparedness and response plan for your business, including their role in
this plan.
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APPENDIX A
Town Emergency Response Group
Town Emergency Response Group Emergency
Activation Procedure
Emergency Log Sheet
Situation Report (METHANE)
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Town Emergency Response Group
A Town Response Group (TERG) has been established to coordinate the community’s
response to an incident. They are also responsible for keeping the plan up to date.
(Contact details will not be made available to the general public).

Role

Name

Tel

Mobile

Les Bayliss
Council
Chairman

07932 594704

Team Member

Kim Bloxham
Councillor

07974 904208

Team Member

Ray Bloxham
Councillor

07856 724375

Team Member

Janine Gardner
Town Clerk

07746 909933

Team Member

Kevin Blakey
Councillor

07902 914903

Team Member

Tracy Simmons
Deputy Clerk

Coordinator

Address

Deputy Coordinator #1

07746 909933
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Younghayes Centre
169 Younghayes Road
Cranbrook
Devon EX5 7DR

Younghayes Centre
169 Younghayes Road
Cranbrook
Devon EX5 7DR

Town Emergency Response Group Emergency Activation
Procedure
Action
1

2

3

Complete
Any TERG member - Inform the Co-ordinator who will:
Dial 999 and ensure the emergency services are aware of
the emergency and follow any advice given.
Contact and inform Devon County Council & East Devon
District Council.
Follow any advice given.
Make sure you take notes and record actions from the
contact discussions (actions 1 & 2). Use a log sheet.
Contact other members of the TERG and agree if the Town
Emergency Plan is activated. Remember to follow the
appropriate check sheet (if applicable).
As directed by the coordinator TERG members will
Contact other members of the community that need to be
alerted.

4
• Households/groups affected.
• The Town Council via the Town Clerk.
• Volunteers and key holders as appropriate
Begin recording details on the Log Sheet (overleaf)
including:
5

6

• Any decisions you have made and why.
• Actions taken.
• Who you spoke to and what you said.
(Including contact numbers)
• Any information received.
If necessary, call a community meeting but ensure the
venue is safe and people can get there safely
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Emergency Log Sheet
It is important to record all information during an emergency. Completing a logging sheet
is an easy way to ensure information is not lost. It can also help support / justify any
decisions made or actions taken.

Date

Time

Name

Information / Decision / Action
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Initials

Situation Report – METHANE
M Major Incident (has a major incident been declared?) Emergency Services
only

E Exact location
T Type of incident
H Hazards (what hazards or potential hazards can be identified?)
A Access (what are the best routes for access/egress?)
N Number, type and severity of casualties
E Emergency Services (which emergency services are required?)

28

APPENDIX B
Key Contacts
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The Town Council’s physical resources are limited. However, they could be of
assistance as a first response or to deal with isolated incidents:
Resource

Location

Contact of Keyholder

Town Council premises /
identify initial place(s) of safety
if evacuation of properties is
necessary
Emergency rest centres

Younghayes Centre

Cllr Kim Bloxham
Janine Gardner
Tracy Simmons

(01404 514552)
No fixed locations – set up as
and where required
Cllr. K. Blakey home address

Contact via East Devon District
Council

Organisation

Contact Details

Availability

Devon County Council

Social services: 0845 600
0388 or 0345 600 0388

24 hours

Sand bags (No sand)

Local Contacts

Highways: 01392 383329
Animal welfare, petrol and
explosives: 01392 499499
County Hall
Topsham Road
Exeter EX2 4QD
East Devon District Council

Tel: 01395 516854

24 hours

Knowle
Sidmouth EX10 8HL
Cranbrook Town Council

Tel: 07746 909933

24 hours

Younghayes Centre
169 Younghayes Road
Cranbrook EX5 7DR
Devon & Cornwall Police

Tel: 999 or 101

24 hours

Middlemoor HQ
Exeter
EX2 7HQ
British Transport Police

Devon & Somerset Fire &
Rescue Service

Tel: 999 or 0800 40 50 40

24 hours

St David’s Railway Station
Exeter EX4 4NT
Tel: 01392 431 593

Sun-Thu 7:00am-midnight
Fri-Sat 7:00am-1:00am

Tel: 999 or 01392 872200

24 hours
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South Western Ambulance
Service NHS Foundation Trust

Service Headquarters
Clyst St George
Exeter EX3 0NW
Tel: 999 or 01392 261500

24 hours

Abbey Court
Eagle Way
Exeter EX2 7HY
Gypsy Traveller Liaison
Officers

sabrina.thomas@devon.gov.uk

24 Hours

simon.milner@devon.gov.uk
travellersmailbox@devon.gov.uk>

Cranbrook Medical Centre

Tel: 01404 819207
Out of hours: 111 (Devon
Doctors)

Mon-Fri 8:30am-12:00noon
and 2:00pm-6:00pm
24 hours

169 Younghayes Road
Cranbrook EX5 7DR
Royal Devon & Exeter NHS
Foundation Trust (Wonford
and Heavitree Hospitals)

Tel: 01392 411611

Torbay and South Devon NHS
Foundation Trust (Torbay
Hospital)

Tel: 01803 614567

Taunton and Somerset NHS
Foundation Trust (Musgrove
Park Hospital)

Tel: 01823 333444

NEW Devon Clinical
Commissioning Group

Tel: 01392 267833

Office hours

Barrack Road
Exeter
EX2 5DW
Office hours

Lowes Bridge
Torquay
TQ2 7AA
Office hours

Parkfield Drive
Taunton, Somerset TA1 5DA
Office hours

Topsham Road
Exeter EX2 4QL
NHS Non-Emergency

Tel: 111

Public Health England

Emergency contact via health
professionals only

Environment Agency

Environmental incidents
Tel: 0800 80 70 60

24 hours

Flood line
Tel: 0345 988 1188
Type talk: 0345 602 6340

24 hours

Hazardous waste registration
Tel: 03708 502 858

Monday-Friday
8:00am-6:00pm

Tel: 0345 302 4312

24 hours

E.ON
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Western Power Distribution

Clyst Honiton
Exeter EX5 2DX
Tel: 0800 6783 105

24 hours

Avonbank
Feeder Road
Bristol BS2 0TB

South West Water

Tel: 0344 346 2020

24 hours

Peninsula House
Rydon Lane
Exeter EX2 7HR
National Rail

Tel: 03457 114141

24 hours

1 Eversholt Street
London
NW1 2DN
South West Trains

No dedicated emergency
number – dial 999

24 hours

Overline House
Southampton SO15 1GW
Health & Safety Executive

Tel: 0151 922 9235

24 hours

Redgrave Court
Merton Road
Bootle
Merseyside L20 7HS
BBC Devon

Main switchboard 01752 260323
News desk: 01752 234511
Studio: 0345 3011034
Travel: 0345 3002829
Email: radio.devon@bbc.co.uk

Broadclyst Parish Council

Clerk Tel. 07532 286713
Chairman 01392 460032
(diverts to mobile)
Chairman of Community
Emergency Plan Committee
07779 614436
Parish Road Warden and
Handyman 07882 042047

Clyst Honiton Parish Council

Clerk, Alice Gent, 07732
760616
Cllr Mike Muir 01392 446183

32

24 hours

Community Volunteers (not to be made public)
Simon England

Elite Ambulance Rentals
07495261398

Location of Vulnerable Individuals (not to be made public)
St Martin’s CofE Primary
School
Cranbrook Education Campus

Tel: 01404 515409
Younghayes Road
Cranbrook EX5 7DT
Tel: 01404 823293
Tillhouse Road
Cranbrook EX5 3EE
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Term Time
Monday-Friday
8:30am-3:30pm
Term Time
Monday-Friday
8:30am-3:30pm

APPENDIX C
Geographical Maps

34

35

36

37

38

39

40

41

