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This Plan will be reviewed regularly in order to ensure that it is fit for purpose, as suggested 

by HM Emergency Preparedness Guidance document. The Plan will complete a full review 

annually. 

The updating and maintaining of this document is the responsibility of the Emergency 

Planning Officer. 

Amendments will be made in consultation with members of Sutton’s Emergency Planning 

Implementation Group, and the Plan- when significant amendments have been made- will 

be circulated to members of the Corporate Management Team. 

Distribution List  
 
This plan will be circulated to all relevant officers who would have a role in responding to a 

major incident. This includes, but is not limited to: 

 Chief Executive 

 Strategic Directors 

 Assistant Directors 

 Service Group Link Officers 

 Emergency Planning Duty Officers 

 Local Authority Liaison Officers 

The plan will be stored on the shared folder and on Google Drive. Should officers require 

access to the shared folder or the Google Drive folder, they must request access from the 

EPO or send their request to emergency.planning@sutton.gov.uk.  

Hard copies of the plan will be stored in both the Primary BECC and Secondary BECC, and 

with the Emergency Planning Duty Officer.  

Security Classification 
 
This document is not protectively marked and can be made public.  
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Glossary of Abbreviations and Acronyms 
 
BECC Borough Emergency Control Centre 
 
BRF   Borough Resilience Forum 
 
CCA Civil Contingencies Act 2004 
 
CED Chief Executive’s Directorate 
 
CMT    Corporate Management Team 
 
EHR   Environment, Housing and Regeneration  
 
EPO Emergency Planning Officer 
 
EPDO Emergency Planning Duty Officer 
 
GIS   Geographic Information System 
 
JESIP  Joint Emergency Services Interoperability Programme 
 
LALO Local Authority Liaison Officer 
 
LLACC London Local Authority Coordination Centre 
 
LLAG London Local Authority Gold  
 
LA GOLD Local Authority Gold 
 
SCG Strategic Coordinating Group 
 
SGLO   Service Group Link Officer 
 
SLT   Senior Leadership Team 
 
SSPS Safer Sutton Partnership Service 
 
TCG Tactical Coordinating Group 
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Aim 
 
The aim of the Sutton Major Emergency Response Plan (MERP) is to provide robust 

procedures and arrangements to enable the Council’s staff and service providers to 

effectively respond to a major incident in the London Borough of Sutton, working closely 

with partner agencies where appropriate. 

Scope 
 
The MERP is a generic emergency plan and can be used in order for the London Borough 

of Sutton (LBS) to manage any emergency response. It is designed to be scalable and will 

guide officers through the procedures that need to be followed during an emergency 

response. It will detail the role of directorates and of officers within the Council, and detail 

the tiers of emergency management and how these interact during an incident.  

The MERP will not include: 

 The specific responsibilities the Council has to various types of risk in the borough; 

e.g. flooding, pandemic influenza outbreaks, chemical releases, etc. 

 The role of partner agencies and other category 1 and 2 responders before, during 

and after an incident. 

 Directorate specific arrangements for implementing their responsibilities during an 

incident. 

The above information is included in plans listed below in the ‘Associated Plans’ section. 

Introduction and Context 
 
The Civil Contingencies Act, 2004 (the “Act”) provides a coherent and single framework for 

emergency planning, response and civil protection within the UK. The Act is split into two 

parts, with Part 1: Local Arrangements for Civil Protection, defining the Council as a 

‘Category 1 responder’. As such the Council has seven statutory duties: 

 Conduct risk assessments: The Council’s Emergency Planning (EP) team 

collaborates quarterly with other category 1 and 2 responders- such as the 

emergency services, health agencies and utilities- within the Borough Resilience 

Forum (BRF) to identify new and evolving risks. Any member of the forum can raise 

a new risk or change to risk in the borough, which will then be delegated to the 

appropriate agency to review. The process is supported by the regional London Risk 

Advisory Group (LRAG) who maintains the London Risk Register. Changes to risk 

proposed by LRAG are reviewed at the local level within the BRF for relevance to 

the borough, and accepted changes are incorporated into the Borough Risk Register 

(Annex H provides a summary of risks in the borough). 

 

 Develop and maintain emergency plans: LBS EP team, Service Group Link 

Officers (SGLOs) and other external category 1 and 2 partner agencies develop, 

maintain and update plans that ensure if an emergency occurs, the Council is 

capable of delivering its function so far as necessary or desirable for the purpose of 
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preventing the incident, mitigating or alleviating the impacts, and supporting the 

emergency services and impacted community. 

 

 Develop and maintain business continuity plans: The Council must ensure the 

delivery of services can be maintained during internal/external incidents that disrupt 

normal service provision, and have disaster recovery strategies to re-establish 

services disrupted. 

 

 Warn, inform and advise: The Council must maintain arrangements to warn the 

public and to provide information and advice to the public, if an emergency is likely to 

occur or has occurred. 

 

 Share information: The Council must ensure information is shared with partner 

agencies before, during and after an incident has occurred. 

 

 Agency coordination: It is imperative arrangements are in place between category 

1 and 2 organisations to minimise the impacts of the incident and support the 

community, businesses and other agencies.  

 

 Business continuity advice: Local authorities have the responsibility to provide 

business continuity advice to local businesses. This is provided through the 

Council’s website and requests for support from businesses. 

This plan, as well as other plans, has been produced with reference to HM Emergency 

Preparedness guidance as well as HM Emergency Response and Recovery.  

Associated Plans 

Associated internal plans which may also need to be activated in order to aid in the 

Council’s response to an emergency include: 

 Emergency Planning Pocket Contact List (contains contact details of Council officers 
and external agencies) 

 Directorate Emergency Plans 

 Borough Emergency Control Centre (BECC) activation plan 

 Crisis Communications Plan 

 Corporate Business Continuity Plans 

 Service Business Continuity Plans  

 Multi Agency Flood Plan 

 Multi Agency Pandemic Influenza Plan 

 Multi Agency Major Incident Recovery Plan 

 Scenario specific aide memories (e.g. CBRN, RIPPIR, Pipeline). 
 
The London Emergency Services Liaison Panel’s (LESLP): Major Incident Procedure 

manual should be referred to in order to clarify the roles and interactions of agencies in the 

event of a major incident in London. There are also a number of pan-London plans which 

should be referred to when this plan is activated by London Local Authority Gold (LLAG), 

including the London Strategic Emergency Plan.   
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Definition of a Major Emergency 
The Civil Contingencies Act, 2004 defines an emergency as:- 
 
“Any event or situation, which threatens serious damage to human welfare, threatens 
serious damage to the environment and war or terrorism, which threatens serious 
damage to security.” 

Civil Contingencies Act 2004 
 

 
For the purpose of this plan, and for a more practical definition, the Joint Emergency 
Services Interoperability Panel (JESIP) defines a major incident as: 
 
“An event or situation with a range of serious consequences which requires special 
arrangements to be implemented by one or more emergency responder agency”  

JESIP Joint Doctrine: The Interoperability Framework, Edition 2, July 2016 

 
A major incident can be declared by any member of the emergency services and in certain 
circumstances, such as flooding, the local authority may also declare a major incident.  
 
The effects of a major incident in the London Borough of Sutton are likely to result in a strain 

on Council services with an increase in demand as well as potential difficulties in continuing 

normal Council operations. 

Phases of an Emergency 
 
Major incidents are commonly made up of four key phases, and the level of local authority 

involvement will vary during each phase. 

The Initial Response 

This is the period of maximum involvement for the emergency services whilst they deal with 

the immediate task of saving lives, protecting the public and protecting property. The local 

authority will be supporting the emergency services during this time. 

The Consolidation Phase 

This is the period during which the emergency services take stock of the situation, minimise 

the potential for further harm and deal with the non-critical aspects of the response. The 

local authority will continue to support the emergency services during this time. 

The Recovery Phase 

At this stage the emergency services will consider a formal handover to the local authority 

as their role diminishes. The local authority role moves away from supporting the 

emergency services to that of taking a leading role to facilitate the rehabilitation of the 

community and restoration of the environment impacted. 

The Restoration of Normality 

The period after which the emergency has passed, this is when Services continue to deal 

with its effect as part of their routine duties. 
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Data & information Sharing 
 
Under the CCA, Regulations 45 to 54 empower the Council to share personal data and 
information with appropriate partner agencies in the event of an incident. The initial 
presumption is that all information should be shared, but the release of some information, 
and of information to some audiences, may need to be controlled. The data and information 
must only be provided to appropriate persons with security clearance and conditions apply.  
 
In times of emergency, where there is a greater risk of harm to individuals if information is 

not shared, it is acceptable to circulate information to appropriate organisations to safeguard 

the welfare of the individual. The key principles for sharing information during an incident 

are as follows: 

 Data protection legislation does not prohibit the collection and sharing of personal 

data- it provides a framework where personal data can be used with confidence that 

individuals’ privacy rights are respected.  

 

 Emergency responders’ starting point should be to consider the risks and the 

potential harm that may arise if they do not share information. 

 

 Emergency responders should balance the potential damage to the individual (and 

where appropriate the public interest of keeping the information confidential) against 

the public interest is sharing the information. 

 

 In emergencies, the public interest consideration will generally be more significant 

than during day-to-day business. 

 

 Always check whether the objective can still be achieved by passing less personal 

data. 

 

 Category 1 and 2 responders should be robust in asserting their power to share 

personal data lawfully in emergency planning, response and recovery situations.  

 

 The consent of the data subject is not always a necessary pre-condition to lawful 

data sharing. 

 

 You should seek advice where you are in doubt, though prepare on the basis that 

you will need to make a decision without formal advice during an emergency. 

Training and Exercising Arrangements 
 
All staff involved in emergency planning either as part of their daily duty or as a volunteer 

will receive training related to the role they undertake.  

Staff will be involved in at least one BECC exercise annually that will activate this plan. They 

will also be invited to specific exercises which take place throughout the year either at the 

Borough Resilience Forum, the South West Sub Regional Resilience Forum or Pan London 
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Training and Exercises organised through London Resilience. The emergency planning 

team will also facilitate training for directorate specific response, SGLO refreshers, rest 

centre manager training, and BECC incident management software training. 

Aide memoires and distance learning modules are all available from the Emergency 

Planning Team upon request.   

A schedule of training events and exercises are prepared annually by the Emergency 

Planning Team and can be found in Annex G. 

Warning and Informing 
 
Under the CCA, local authorities have a duty of maintaining a function by which they can 

communicate to the public to warn and inform them before, during and after an incident. The 

aim of any communication is to enable the public to respond effectively to an incident to 

minimise the impacts upon themselves, and to communicate the actions of the Council and, 

where relevant, other responding agencies.  

In the event of a major emergency this communication would initially be through the 

emergency duty press officer and the corporate communications team who have access to 

edit the Council’s website and social media feeds, and to can issue press statements.   

There is a need to ensure that any information given is accurate, as confused messages in 

an incident can result in incorrect actions being taken by the public, as well as cause 

reputational damage to the Council. 

Full details of internal and external communication procedures during emergency response 

can be found in the Crisis Communication Plan. 
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Activation Procedures 
 
The Trigger for an Emergency Call Out 
 
Notification of an incident will typically be reported to the Council by: 

 Other responding agencies such as the emergency services; 

 Council officers when they become aware of an incident within the borough; 

 Members of the public- communicated through the Council’s contact centre; or 

 Media reports- news broadcasts, social media feeds, etc. 

In office hours- 0900-1700hrs- notification will be provided to the Emergency Planning 

Officer (EPO). [REDACTED] 

Out of hours- 1700-0900hrs- notification will be provided to Civic Security, who will then 

contact the Emergency Planning Duty Officer (EPDO). [REDACTED]. 

Any information that has been received from an informal source, such as a member of the 

public or media, MUST be validated with the Metropolitan Police Service or lead responding 

agency. 

An emergency response will be initiated based on the following: 

 Nature of the incident; 

 Scale of the incident and number of people affected; 

 Severity and impacts of the incident; and 

 Requests from responding agencies for support. 

The EPO/EPDO will triage all information received and will then make an assessment as to 

whether the appropriate response is to: 

 Monitor the situation 

 Place appropriate officers on stand-by in anticipation of the incident escalating 

 Call-out specific Service Group Link Officers to respond to the incident  

 Declare a major incident and request the Borough Emergency Control Centre 

(BECC) is activated to coordinate the response.  

Initial Alert 

When a council officer receives a call for assistance they should ensure that they note all of 
the information provided. Where possible this information should be recorded in an Incident 
form, which can be found in Annex A. The officer will then immediately contact the EPO or 
EPDO using the contact information above. 

   

Standby 

If the EPO or EPDO decides that an immediate response is not needed, but a response 
may be required in the future as the situation develops, they will notify key officers to be on 
standby. All actions must be logged in the emergency log sheet (see Annex B). Once an 
officer is placed on stand-by, they must ensure they are available to respond to the 
incident should the situation escalate.  
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Major Emergency Response 

If the EPO or EPDO decides that an immediate response is required they will contact key 
officers to respond from the EP Pocket Contact List. At this point, directorate emergency 
plans will be activated and Service Group Link Officers (SGLOs) will provide a response on 
behalf of their directorate. 

 
Should the incident require the activation of the BECC, the Emergency Planning Manager 
will liaise with the Chief Executive or their nominated deputy as necessary to seek 
authorisation to activate the BECC (please see BECC Activation Plan for further information 
and role of the BECC). 

Stand Down 

If staff have been placed on standby, the relevant person will stand them down when 
appropriate if the potential incident does not materialise. Upon notification of stand down, all 
logs / documentation relating to the incident should be collated and passed to the EPO 
before finishing the shift. An incident debrief should be held within days of the incident to 
ensure all lessons are captured and plans/procedures amended appropriately, if required. 

Roles and Responsibilities 

Role of the Local Authority 

The local authority acts in support and in partnership with the emergency services. 

The role of the local authority is to: 

 provide support to the emergency services 

 provide support and care for the local and wider community 

 use resources to mitigate the effects of an emergency 

 lead the recovery stage 

 continue to provide their normal day-to-day services to the local community 

The Emergency Planning Response Team   

The emergency planning response team is coordinated by the emergency planning team 

and forms the core team to be activated in the event of a major emergency. The response 

team is made up as follows: 

 Emergency Planning Officer (EPO) – This is a full time role in the Council. The 
EPO reports to the SSPS Community Safety Manager who will deputise in the 
absence of the EPO. The officer coordinates the response to incidents in office 
hours. 
 

 Emergency Planning Duty Officer (EPDO) – The EPDO is one of a number of 
experienced Council officers who are included on the SSPS EP rota to cover out 
of office hours (5pm to 9:00am) emergency response. They are contactable via 
Civic Security (please see section above). 

 

 Local Authority Liaison Officers (LALOs) – LALOs are trained Council officers 
who are included on the SSPS EP rota. They are responsible for representing the 
Council at the scene of the incident, providing situational reports from the scene 
and requests from the emergency services. They report directly to the EPO / 
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EPDO and attend the scene if requested by the emergency services or EPO/ 
EPDO.  

 

 Service Group Link Officers (SGLOs) – These are experienced Council officers 
who provide the link into their directorate in the event of an incident. They are 
responsible for coordinating their Directorate’s response to the incident, directing 
services as necessary. 

Business Continuity- Response Structure  

Major emergencies that primarily impact externally on the community and environment can 

have internal impacts on the Council’s ability to provide services. Ensuring the Council can 

continue to provide our critical services during an emergency is known as Business 

Continuity Planning; putting procedures, processes and recovery strategies in place to 

overcome impacts generated from the incident. 

The Assistant Directors for Resources Directorate are responsible for coordinating the 
corporate response to major business continuity incidents, in liaison with the Strategic 
Director of Resources.  
 
Full details of the business continuity response structure can be found in the Corporate 
Business Continuity Plan. 

Directorate Responsibilities 
Below details the responsibilities each directorate has during an incident to support the 

impacted and wider community, and to alleviate the impacts generated. 

Chief Executive’s Directorate (CEX) 

 Provision of staff within the BECC to manage CEX response. 

 Providing a SITREP lead and deputy for situational reporting during an 
emergency. 

 Collection and collation of data relevant to the emergency. 

 Provision of a public relations service. 

 Provision of the GIS service and map information 

 Coordination of information to the public, media, etc. 

 Liaison with Council Members, MPs, etc. 

 Maintain the function of the emergency contact centres, the Council’s website and 
social media channels in order to provide information to the public over the 
duration of the emergency. 

 Voluntary sector liaison and coordination of support from this sector. 

 Interpreter/translation services. 

People Directorate 

 
Adult Services:  

 Provision of staff within the BECC to manage People Directorate response. 

 Providing a SITREP lead and deputy for situational reporting during an 
emergency. 

 Collection and collation of data relevant to the emergency. 

 Identifying the location of known vulnerable adults and children. 
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 Provision of buildings for use as emergency rest centres using British Red Cross 
and Salvation Army links where appropriate. 

 Lead service group for the management and staffing of rest centres. 

 Provision and coordination of rest centre facilities.  

 Provision of accessible transport. 

 Health services liaison (in conjunction with Environment, Housing & Regeneration, 
where appropriate). 

 The Director of Public Health will be informed of health incidents and outbreaks by 
the South London Health Protection Team and will inform the Emergency Planning 
Team if there is anything significant requiring wider communication to staff and 
partners. (PHE will lead on the communication to public, health professionals and 
the media). See Public Health responsibilities below.  

 
Children Services: 

 Provision of staff within the BECC to manage People Directorate response. 

 Providing a SITREP lead and deputy for situational reporting during an 
emergency. 

 Collection and collation of data relevant to the emergency. 

 Coordination and support to schools and other children’s services institutions 
where the incident is based on school premises or involves persons connected 
with the school or institution. 

 Identification of a rest centre(s) and provision of emergency childcare for 
uncollected children.  

 Emergency contact arrangements for education establishments and dissemination 
of emergency planning information to schools. 

 
Public Health: 

 To ensure plans are in place to protect the health of the Sutton Population from 
threats ranging from relatively minor outbreaks to full-scale emergencies. 

 Implementing Emergency Planning Response and Recovery (EPRR) direction 
from Public Health England (PHE) as public health EPRR lead.  

 Liaison between NHS England and PHE to prepare for and contribute responses 
to emergency situations.  

 In the event of a larger or more serious incident or outbreak in Sutton, requiring 
PHE to convene an outbreak control team meeting, the DPH or nominated 
representative will be invited to attend. 

 If incidents or outbreaks affect regions bordering with London then the DPH will be 
responsible for making the appropriate links with their relevant counterparts and 
agreeing whether a DPH would act on behalf of others. 

 Ensure the Emergency Planning Team is made aware of any public health incident 
which is reported to the DPH which may have an impact on Council business or to 
local communities. 

 Be involved and contribute towards the response to public health incidents at the 
local level.  

Environment, Housing & Regeneration Directorate (EHR) 

 Activation of the Council-wide call-out system both during and outside normal 
office hours. 

 Coordination of the Councils Emergency Planning Response Team. 

 Coordination of the Council’s overall response. 

 Activation, set-up and management of the Borough Emergency Control Centre 
(BECC). 
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 Provision of staff within the BECC to manage EHR directorate response. 

 Collection and collation of data relevant to the emergency. 

 Emergency services liaison. 

 Providing a SITREP lead and deputy for situational reporting during an 
emergency. 

 Re-housing and temporary accommodation. 

 Refreshments/catering for the BECC. 

 Maintenance and clearance of highways (including street lighting). 

 Route and diversion marking in association with the police. 

 Maintenance of health and hygiene (e.g. water/food contamination, radiation 
hazards, rabies), including liaison with health authorities (in conjunction with Adults 
Services, where appropriate). 

 Identification of buildings for provision of temporary mortuaries/body holding 
centres and liaison with the Coroner’s Office. 

 Hazardous chemical and waste clearance  

 Co-ordination of care and supervision of animals following an evacuation 
(including liaison with voluntary sector). 

 Transport: central co-ordination for access to all Council fleet vehicles. 

 Securing additional resources during an incident e.g. specialist plant, other 
equipment and stores. 

 Provision of Building Control Surveyors to assess structures impacted by 
incidents; e.g. property fires, RTCs, etc. 

 Structural engineering, responsible for checking all major constructions, including 
bridges and embankments. 

 Provision of a back-up BECC, located at 24 Denmark Road, Carshalton. 

Resources 

 Provision of staff within the BECC to manage Resources directorate response. 

 Collection and collation of data relevant to the emergency. 

 Providing a SITREP lead and deputy for situational reporting during an 
emergency. 

 Relocation of Civic Offices functions. 

 Health and Safety advisory service. 

 IT Services: Business systems - access to Directorate IT systems and data. 

 Coordination of staff welfare needs within the BECC and the Council overall. 

 Coordination of additional staff support to the BECC and the Council overall. 

 Financial management. 

 Setting-up of a disaster trust fund (in conjunction with Legal Services). 

 Building services: maintenance, surveying, mechanical and electrical works. 

 Premises repairs (in conjunction with construction & property, who manage the 
Council's maintenance contractors and consultants). 

 Coordination and advice on insurance issues. 

 Change functions of environmental and revenues, and benefits contact centres for 
emergency enquiries only. 

 Provision of legal advice (including setting up of a disaster trust fund). 

 Security (including at rest/reception centres). 

 Provision of telecommunications and IT support services. 
 

Please note this list is not exhaustive. Additional services could potentially be required 
depending on the nature of the incident. Individual directorate emergency plans contain 
information on how responsibilities are to be implemented during emergencies. 
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Capabilities 

Situational Reporting 

The SITREP protocol is designed for directorates to monitor and report pressure on services 

during disruptions, so that timely action can be taken to maintain services, especially for 

critical services identified through each service’s Business Impact Analysis (BIA). A 

template explaining the SITREP structure, which is completed by each Head of Service or 

their deputy, and then collated by Directorate SITREP coordinators, is detailed in Annex E. 

A version of this will be contained within each directorate’s emergency plan. 

The SITREP protocol will usually be activated by the Executive Head of Safer and Stronger 

Communities or the EPO/EPDO during an incident that impacts on service delivery. The 

SITREPs will be delivered by email; however, in the event of loss of voice and/ or data 

services the results will be delivered by mobile telephone to the same teams. 

Borough Emergency Control Centre (BECC) 

In order for the Council to coordinate its response to a major incident, it may be required to 

open the BECC. This designated room provides a workspace for tactical level coordination 

and management of any incident for responding personnel. Details on the BECC activation 

procedures are contained within the BECC Activation Plan.  The decision to open the BECC 

rests with the Chief Executive or in his absence the on duty Emergency Planning Manager. 

This decision is made in liaison with the EPO or EPDO (see Annex F for details of the 

BECC Activation Process). 

The BECC is currently situated [REDACTED].  

 

[REDACTED MAP LOCATION] 

 

Should the primary BECC be unavailable, the secondary BECC will be activated and is 

located [REDACTED] 

 

[REDACTED MAP LOCATION] 

 

Should staff be required at the BECC, they will be contacted via a member of the Safer 

Sutton Partnership Service (in office hours) or the on-duty Emergency Planning Manager. 

All officers called to assist should ensure that they bring their Council ID and their 

authentication device for ICT access. Contact details for staff are contained within each 

directorate emergency plan and the EP Pocket Contact List held by the Emergency 

Planning Duty Officer as well as by Service Group Link Officers.  
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Emergency Management, Control and Coordination 
 
In the event of an incident requiring a response from the Council, normal line management 
becomes suspended and the Council activity is managed and coordinated through the 
emergency response management structure and Chief Executive. This management 
structure is broken down into three separate tiers; Strategic (Gold), Tactical (Silver), 
Operational (Bronze). These levels of management should not overlap into each other’s 
areas of work and should operate from alternative locations.  

Strategic Level Management 

Strategic management will be sought in the event of a major emergency within the borough 

or at the request of the Chief Executive. The Chief Executive and the Corporate 

Management Team (CMT) subsequently form the Crisis Management Team that provides 

corporate strategic objectives and oversight to resolve the incident and support the 

impacted community.  

Please see Annex D for details of the role of CMT during an incident and agenda template. 

Tactical Level Management 

Tactical level management formulates the tactics for how the strategies set by strategic 
management will be implemented, and will delegate tasks to operational level management 
as necessary. All information relating to the incident will be collated by tactical level 
management and disseminated via incident updates and the corporate SITREP to SLT and 
responding officers. 
 
The default tactical level management during office hours is the Emergency Planning Officer 
(EPO) or a nominated deputy. Out of office hours the default tactical level management is 
the Emergency Planning Duty Officer (EPDO). Should the BECC be activated, the default 
tactical level management comes from the Incident Controller. 
 

Operational Level Management 

Operational level management ensures that services, as directed by tactical management, 
are implemented. Operational management will be the deployed resources at the scene to 
support residents and the emergency services, such as rest centres, street cleansing, Meals 
on Wheels, etc.   

 
 

 

 

 

Emergency Management Structure  

Once the BECC has been activated, the following emergency management structure 

applies: 

 
Strategic: 

LA Gold and CMT 

 
Tactical: 

BECC, EPO/EPDO, 

SGLOs 

Operational: 
Individual 

Services; e.g. Rest 
Centre, Building 

Control, etc 
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External Assistance 

Regional Emergencies 

In the event of a pan-London major incident, pre-determined procedures apply and are 

detailed in the London Strategic Emergency Plan and Strategic Coordination Protocol. A 

‘Strategic Coordinating Group’ (SCG) will be convened where an incident requires an 

exceptional response and multi-agency collaboration from across London. It is recognised 

that full Government involvement may be required and that London’s Strategic Emergency 

Plan will be activated in whole or in part. 

Gold Level Management Regionally 
In this event, the members of the SCG will act as ‘London Gold’. This multi agency group 
will coordinate activity across London, generating the pan-London response strategy and 
allocating resources as needed.  The on-duty Local Authority Chief Executive will act as 
London Local Authority Gold (LLAG) and will sit on the Gold group representing all 33 
London boroughs.  The London Local Authority Control Centre (LLACC) will be activated to 
coordinate Local Authority activity across London to support the strategy developed by 
LLAG. Individual Boroughs will be tasked by LLAG via the LLACC which could include 

LA Gold/ Crisis 
Management 

Team

Business 
Continuity 

Coordinating 
Group

Press Officer
(BECC)

Incident 
Controller

(BECC)

BECC Link 
Officer
(BECC)

Business 
Continuity 

Coordinator 
(BECC)

Media

Service Group 
Link Officer

(BECC)

BECC Manager 
(BECC)

Local Authority 
Liaison Officer

London Local 
Authority 

Coordination 
Centre

Operational 
Services

Corporate 
Support Services 

(ICT, Facilities, 
HR, etc)
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BECC activation, responding to mutual aid requests, and making resource available to 
support the London Resilience Partnership’s response to the incident.  
 

Mutual aid  
Sutton is party to the official agreement in place to share resources between the London 
local authorities, making mutual aid available to all. The initial request has to be submitted 
via the mutual aid request template (See BECC Activation Plan- Annex G). The LLACC also 
needs to be informed of any mutual aid requests, regardless of incident scale, as this may 
impact on the ability for a Pan-London wide response to an incident.  
 

Local Partners 
The Council has close working relationships with a number of organisations listed as 
Category 1 and 2 responders within the Civil Contingencies Act 2004. Prior to incidents, 
partner agencies meet within the Borough Resilience Forum (BRF) to identify risks, make 
preparations to respond, and exercise arrangements to ensure a coordinated response is 
provided. 
 
During an incident, these organisations will respond as per their responsibilities, and will 
coordinate and share information with the Council to resolve the incident and support the 
impacted and wider community.  
 
Information will be passed from partner agencies to the EPO/EPDO or BECC Link Officer, if 
the BECC is activated. Information could also be provided to SGLOs where they have made 
contact with agencies to support the mobilisation of services. 
 
Where multi-agency coordination is necessary, a Tactical (Silver) Coordinating Group (TCG) 
will be held on scene between the emergency services and LALO; setting out response 
priorities, actions of agencies and relevant considerations for the incident response such as 
on-scene media liaison, resourcing, health and safety, etc. in line with the JESIP principals. 
Should a rising tide situation (such as flooding or pandemic influenza) occur, then a 
partnership teleconference will be convened to discuss and plan the response to the 
incident.  
 
Partner agency contact information can be found on the EP Pocket Contact List. 
 

Voluntary Sector  
 
The Council can request support from a number of voluntary organisations. 
 

 British Red Cross who provide: 
o A robust 24/7 on-call structure that enables deployment  
o Provision of personnel to rest centres, humanitarian assistance centres, 

survivor reception centres, and family & friends reception centres. 
o Provision of practical and emotional support to people affected by an incident 

(including multi-lingual phrasebooks, registration forms and equipment, 
inflatable beds, blankets, hygiene packs, refreshments, and psychological 
care) 

o Welfare checks, advice and relevant humanitarian assistance for individual 
households identified as vulnerable, and with specific needs during an 
incident. 

o Logistical support (e.g. distribution of sandbags or water) during an incident. 
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o Wider services: medical provisions, telephone support lines, communication 
services and surge capacity personnel can be requested (subject to 
capacity). 

 

 Sutton Salvation Army 
 

Military Aid to Civil Authorities (MACA) 
In extreme circumstances, where the local authority is overwhelmed by the incident (and 
where mutual aid from other boroughs is unavailable), local authorities can seek military 
assistance.  
 
The MOD provides this support from spare capacity, so it is subject to the availability of 
resources, without affecting core MOD objectives. The MOD does not generate and 
maintain forces specifically for civil authority tasks and the cost of requesting MOD 
assistance is charged to the authority requesting. 
 
All requests for military aid by civil authorities are made through the MOD Operations 
Directorate and will require ministerial approval. Should this option be required or requested 
by the incident controller, the Chief Executive will need to contact London Local Authority 
Gold to initiate the request.  
 

Vulnerable people/ Victims 
 
It is essential that vulnerable people are identified and cared for during an incident as there 
may be pre existing circumstances which require them to have additional assistance. 
 

[REDACTED] 
 
Collation of data from some organisations may take time, particularly during out of office 
hours, and therefore during sudden onset incidents, consideration should be given to 
undertaking door-to-door knocking to ascertain whether vulnerable residents are being 
impacted.  
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Section 3: Annexes 
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ANNEX A: Incident Form – Basic Information 
 

Date and time of call 

 

Phone call from (name / organisation): 

 

Contact details (phone / mobile phone / e-mail): 

 

Location of the incident, including postcode if available  

 

Time Incident occurred and likely duration 

 

Nature of the incident and situation overview 

 

Number of people involved (known fatalities, injuries, properties) 

 

 

 

Details of immediate Council Assistance Required  

 

 

 

 

Is a LALO required to attend incident site? Are there cordons, closed roads? 

 

 

The Police CAD reference number (if applicable): 
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ANNEX B: London Borough of Sutton Emergency Log Sheet 
 

Incident _______________ Officer Name________________ Date _______________ Sheet No __________ 
 
 

Log 
no 

Message 
from 

Details Time Action Taken 
Time 

completed 
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ANNEX C: Call Out List Showing Escalation of Emergency 
 

List Stage Actions Call  Inform 

A 
 

 
Initial Alert 
(any council officer 
can do this) 
 

 
Log all 
information 
and then pass 
to relevant 
person 

 
- EPO (During office 
hours) 
- EPDO (out of office 
hours via civic 
security) 

 

B 

 
Standby 
(only EPDO or EPO 
can do this) 

 
Log all 
decisions 

 
- LALO 
- Relevant SGLOs 
- EP Manager 

 

C 

 
Emergency 
response required 
(only EPDO or EPO 
can do this) 

 
As above 

 
As above. Notify EP 
Manager if support 
required. 
 

 
 

D 

 
Major Emergency 
response required 
(only EPDO or EPO 
can do this) 
 

 
As above 

 
As above plus:  
Contact EP Manager 
for BECC Activation 

 
- Chief Executive 
- Communications 
Office 
- SGLOs 
- SSPS officers 

E 

 
Major Emergency 
response activated, 
with BECC open 
and LA Gold 
activated. 

 
As above 

 
As above plus:  
GOLD Commander 
(Chief Executive) 
 

 
As above 
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ANNEX D: Crisis Management Team Responsibilities 
 
LA Gold (Chief Executive) and members of the Corporate Management Team will form the 

Crisis Management Team during major emergencies, and will maintain a strategic overview 

of all Council operations whilst responding.  

The responsibilities of CMT are to: 

 Maintain awareness of the situation as it develops, reviewing SITREP reports and 

briefings when circulated from the BECC; 

 

 Develop and continually review the response strategy for the Council, ensuring the 

BECC is kept updated of the strategy, with objectives and priorities that considers: 

o Human welfare and community support 

o Incident mitigation (where possible) 

o Business continuity and service operation 

o Communication- internal and external 

 

 Identify a spokesperson for the Council and where appropriate, develop a media 

strategy for enquiries and statements, considering the content and dissemination of 

messaging; 

 

 Ensure resources are available and allocated to the incident response, authorising 

mutual aid requests from the BECC as necessary; 

 

 Establish a Recovery Management Group to coordinate the restoration and 

rehabilitation of communities and environments impacted by the incident; and 

 

 Liaise with the on-call London Local Authority Gold (LLAG), if necessary. 

Crisis Management Team members: 

 Chief Executive (LA Gold) (Chair) 

 Strategic Directors for EH&R, Resources and People directorates 

 Executive Head of Customers Commissioning and Governance 

 BECC Incident Controller (upon request) 

 Head of Communications (if OOH, BECC Press Officer) 

 Management Support Officer (Minutes)  

Meeting location: 

[REDACTED] 
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Crisis Management Team Meeting Agenda Template: 

Item Owner 

1. Any urgent business Chair 

2. Introductions, previous minutes and actions Chair 

3. Situation update: 

 Briefing: current situation of incident 

 Impacts on community and environment 

 Impacts on services 

 Current response provided 

 Horizon scan: future considerations 

Incident 
Controller 

4. Key issues and strategic decisions: 

 Set and/or review strategy and priorities  

 Issues to be resolved 

 Tasking and resourcing 

 Finance   

Chair 

5. Key messages and communication 

 Internal Council communication 

 External communication- media strategy and spokesperson(s) 

Chair 

6. Update from Business Continuity Coordinating Group 

 Note, the BCCG will only be set up if the incident is generating a major BC 
incident for the Council. Otherwise a briefing from the Incident Controller 
should be provided on impacts to services. 

Strategic 
Director of 
Resources 

7. Recovery Management Group 

 Establish chair and attendance  

 Priorities 

 Resourcing  

 Longer term impacts 

Chair 

8. AOB Chair 

9. Date/time of next meeting Chair 
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ANNEX E: Situational Reporting (SITREP) Protocol 
 
Situation Reports (SITREPs) are used to assess pressure on services when there is 

disruption to normal operations. The information is used to advise senior management 

where urgent issues need to be addressed. 

Under normal circumstances, SITREPs are requested and submitted electronically. When 

ICT systems are not available alternative means of submitting the SITREP are required, and 

may include submitting outside of the Sutton network (i.e. a non LBS email address), via 

mobile phone or written hand copies.  

The methodology for submitting Service Level SITREPs, if access to normal 

electronic submissions is unavailable, is via FAX or TELEPHONE communication. 

The Directorate SITREP Coordinator will advise on the exact method for submission 

when making the initial request for the SITREP. 

The SITREP Coordinator or deputy will be notified, normally by telephone, by the Executive 

Head of Safer and Stronger Communities / Corporate Lead for Business Continuity (or 

deputy) or the Emergency Planning Officer or Emergency Planning Duty Officer when the 

SITREP process is activated, so that they can prompt and coordinate reporting across the 

directorate’s services. 

The Directorate SITREP Coordinators are: 

Directorate SITREP Coordinator Deputy 

EH&R REDACTED REDACTED 

People REDACTED REDACTED 

CEX REDACTED REDACTED 

Resources REDACTED REDACTED 

Service level reportees must monitor and report pressure on services by assessing capacity 

(taking account of the impact of the disruption), demand (taking account of surges in 

demand due to the disruption) and the risk of the disruption escalating. The following 

assessment categories are used: 

RED: Service provision is suspended or below the minimum acceptable level 

AMBER: Service provision issues exist and are being managed adequately 

GREEN: Service provision is as usual 

Unit reportees must keep the assessment and reporting lean and prioritised by focusing 

primarily on the directorate’s critical services. These are the directorate’s services that need 

to be maintained or restored promptly. They are listed in the directorate’s Business Impact 

Assessment, which is an embedded file in the SITREP template. 

Where the assessment is RED or AMBER, details must be provided of the individual 

services - service name and overall criticality and recovery priority. If possible, state when 

normal service is likely to be resumed.  

SITREP templates, in addition to the service’s Business Impact Analysis (BIA) and service 

Business Continuity Plan (BCP), need to be stored electronically and as hardcopy. 
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Directorate and service level SITREP coordinators and deputies must ensure they can 

access all service business continuity documentation. This can include storage of hardcopy 

documents at alternative locations, service cupboards, lockers or residence, and electronic 

copies stored on the shared folders or Google Drive, as appropriate.  

Maintenance and review 

The directorate SITREP Coordinator or deputy and Unit reportees must ensure that lists of 

key contacts are up to date and undertake a brief discussion based exercise annually to 

identify problems and solutions and ensure that the SITREP arrangements are embedded. 

SITREP reporting will also be tested annually as part of an Emergency Planning or 

Business Continuity exercise. 

The SITREP process communications flowchart is located on the next page (34).  
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SITREP process communication flowchart: 

 

 

 

 

[REDACTION OF PROCESS] 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CORPORATE SITREP TEMPLATE 
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TIME  DATE  

SERIAL NUMBER (sequential numbering from 
activation) 

 

1 Response level  1: Monitoring 2: Information Sharing 
and Communications 

3: Incident Response 
and Coordination 

   

2 OVERVIEW OF CURRENT BOROUGH SITUATION 

General Situation (Information to include status of incident in borough, summary of arrangements 
including deployment of resources) 

  

Overall Assessment  (Summary of impact on Services and Community)  

 

 

 

 

 

Key Points to Note (Relevant issues for LA Gold and CMT, local priorities and issues, and update on 
actions) 

 

 

 

 

 

3 HORIZON SCAN (Issues/consequences which could require strategic involvement or direction from LA 
Gold) 

 

 

 

 

IMPACT ASSESSMENT OF THE ABILITY TO DELIVER THE FOLLOWING SERVICES 
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RED Incident having significant impact on this service 

AMBER Incident having moderate impact on services but managing within current resources 

GREEN Limited or no impact 

UNKNOWN Unknown at this time 

SERVICE AREA RAG COMMENTS (Please provide details to support the 

assessment of council services which have been 
identified as AMBER or RED including issues 
around supply chains and contractors where 
appropriate. For any unknown entries please provide 
timeframe for collation of information) 

4 Environment, Housing and Regeneration 

4.1 Safer and Stronger Communities 

(Safer Sutton Partnership Service, 
Parking, Highways, Transport, 
Programme Management, and Regulatory 
Services) 

  

 

 

4.2 
Housing and Regeneration 
(Housing services and regeneration) 

  

4.3 Environment Commissioning 

(Waste, Streets, Parks, Fleet, 
Commissioning and Local Engagement) 

 

 

 

4.4 Economic Development, Planning 
and Sustainability 

(Planning, Building Control, Economic 
Development, Environmental 
Sustainability) 

 

 

 

5 People Services  

5.1 Adults Social Care 

Adult Social Care, Mental Health, Health 
Partner Liaison, Adult Safeguarding) 

 

 

5.2 Public Health 

(Substance misuse, sexual health, family 
planning, health visiting, school nursing, 
family nurse partnership) 

  

 

5.3 Wellbeing 

(Libraries, Heritage, Arts, Leisure, 
Transports, MoW, Social Inclusion 
Centre,) 

  

5.4 Children’s Social Care and 
Safeguarding 
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(MASH, Adoption, Fostering, Family 
Support and Care Planning, Corporate 
Parenting and Disabled Children) 

5.5 Education and Early Intervention 

(School Admissions, Integrated Services 
for Young Children, Safeguarding and 
PSHE, Support Services, Integrated 
Services for Young People, SEN) 

  

6 Resources 

6.1 Asset Planning, Management and 
Capital Delivery 

(Maintenance and Asset Management, 
Facilities, Programmes and Projects, Data 
and Systems) 

  

6.2 Finance 

(Financial strategy and planning, revenue 
and capital budgeting and monitoring, 
financial reporting, financial processes, 
systems and advice, auditing) 

  

6.3 Business Services 

(Pensions Administration, Income 
Management, Payments, Insurance, 
Council Tax, Revenue Collection, Housing 
Benefits, Committee Services, and 
Internal Business Administration) 

  

6.4 ICT 

(ICT Support, Business Applications, 
Infrastructure, Business Partnerships, 
Technology Project, Commercial 
Management) 

 

 

6.5 HR 

(HR Business Partnership, Health & 
Safety, Recruitment, Employee Support 
and Wellbeing) 

 

 

6.6 Electoral Services   

7 Chief Executives 

7.1 Customer Services, 
Commissioning and Governance 

(Corporate Strategy, Commissioning and 
Procurement, Research and Intelligence, 
Customer Service, Community 
Engagement, Voluntary and Community 
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Sector, Communications, Contact Centre) 

COMMUNITY IMPACT ASSESSMENT (Impact of incident on the borough residents & environment) 

RED Incident having significant impact with possible long term consequences 

AMBER Incident having a moderate impact with possible short to long term consequences 

GREEN Limited or no impact 

COMMUNITY IMPACT AREA RAG COMMENTS (Please provide details to support the 
assessment of areas which have been identified as 
AMBER or RED) 

8 Social 

(Encompassing the social consequences 
of an event and effect on residents) 

  

9 Health 

(Encompassing the direct health impacts 
on your borough) 

  

10 Environment 

(Encompassing the impact of the 
contamination or pollution on your 
borough) 

  

11 Economic 

(Encompassing the economic cost or 
losses to businesses)  

  

12 Infrastructure 

(Encompassing the impact on local 
transport, buildings and services) 

  

13 OTHER PERTINENT INFORMATION (Details that do not sit elsewhere in the report) 

 

14 Sitrep completed by  

15 Authorised by  
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ANNEX F: BECC Activation Process 
 

 

 

 

 

[REDACTED] 
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ANNEX G: Corporate EP Training Schedule 2016/17 
 

Officers Training 
Event 

Frequency Training objectives Facilitation Resourcing Priority 

 

 
SLT 

Strategic 
emergency 
management 
training 

At least 
annually 

To ensure all members of SLT are aware of the 
Council’s responsibility under the CCA 2004, the 
corporate structure for responding to incidents, and 
what their role will be during incidents. 

Facilitated by an external 
consultancy, providing 
expertise on strategic 
emergency management. 

Corporate training 
budget/ SSPS 
budget; 6 months of 
planning for EP 
Team 
 

Essential 

Strategic 
emergency 
management 
exercise 

At least 
annually 

To provide SLT members with a realistic scenario to 
discuss the Council’s response and strategic 
emergency management of an incident. This will 
include setting strategic aims, media liaison, member 
engagement, resourcing, local partners, etc. 

Facilitated by an external 
consultancy, providing 
expertise on strategic 
emergency management. 

Corporate training 
budget/ SSPS 
budget; 6 months of 
planning for EP 
Team 
 

Essential 

LLAG 
Training (CE, 
Director of 
EHR, 
Management 
support 
officers) 

Once every 
2 years 

To provide London Local Authority Gold (LLAG) and 
support team members with necessary training to 
undertake the role (modules 1-3). 

e-learning module (Mod. 1), 
desktop training (Mod. 2) 
and live exercise simulation 
(Mod. 3). 
 

Provided by LFB-EP 
through pan-London 
LA SLA contract. 

Essential 

Emergency 
Planning 
College 
(EPC): 
Strategic 
Emergency 
and Crisis 
Management 
course 
 

Ad-hoc 
(when 
officers 
require 
additional 
training) 

The course aims to provide attendees with the ability 
to: 

 Identify strategic issues from case studies 

 Analyse local strategic level function 

 Develop strategic aims and priorities 

 Make strategic decision making in a crisis. 

Provided by EPC at 
Easingwold, York. Course 
is 2 days long and 
accommodation is provided 
at the facility.  

Officers seeking 
Learning and 
Development funding 
for external training. 

Desirable 
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EP/BC 
Exec Head 
Leads 
 
 
 
 
 
 
 
 
 
 
 

1-2-1 
induction 

Once 
appointed 
or on 
request 

To provide EP/BC Exec Head leads with an 
introduction to emergency planning and business 
continuity, the roles and responsibilities for both as a 
local authority, and the responsibilities of the officer 
to steer the development of EP/BC for their 
directorate. 
 

1-2-1 with EP Team where 
relevant induction 
documents are provided 
and opportunity for Exec 
Head to ask questions of 
their role.  

EP Team maintains 
relevant 
documentation and 
provides meeting for 
1-2 hours per officer 

Essential 

BECC 
Exercise 

At least 
annually 

EP/BC Exec head leads during a major emergency 
response will fulfill the role as BECC Incident 
Controller. The objective is to ensure officers are 
prepared to undertake the role and are familiar with 
the function of the BECC and roles of officer within it. 
 

External consultancy in 
liaison with EP Team will 
provide ‘live’ simulation of 
the BECC. LFB-EP 
provides pan-London ‘Safer 
City’ BECC exercises every 
18 months. 
 

Corporate training 
budget/ SSPS 
budget; 6 months of 
planning for EP 
Team 

Essential  

EPC: 
Strategic 
Emergency 
and Crisis 
Management  

Ad-hoc 
(when 
training 
required) 

The course aims to provide attendees with the ability 
to: 

 Identify strategic issues from case studies 

 Analyse local strategic level function 

 Develop strategic aims and priorities 

 Make strategic decision making in a crisis. 
 

Provided by EPC at 
Easingwold, York. Course 
is 2 days long and 
accommodation is provided 
at the facility.  

Officers seeking 
Learning and 
Development funding 
for external training. 

Desirable 

EPC: 
Emergency 
Control 
Centre 
Operations  

Ad-hoc 
(when 
training is 
required) 

Provide attendees with knowledge of: 

 Key requirements of control centres 

 Best practice of information management 

 Shared situational awareness 

 Record keeping and lessons from operations 

 Situational reporting 

 Media challenges within a control centre 
 

Provided by EPC at 
Easingwold, York. Course 
is 2 days long and 
accommodation is provided 
at the facility. 

Officers seeking 
Learning and 
Development funding 
for external training. 

Desirable 

EPC: 
Business 
Continuity 
Foundation 

Ad-hoc 
(when 
training is 
required 

Provides attendees with knowledge of how to 
manage an new and/or existing business continuity 
management system 

Provided by EPC at 
Easingwold, York. Course 
is 2 days long and 
accommodation is provided 
at the facility. 
 

Officers seeking 
Learning and 
Development funding 
for external training 

Desirable  
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EPDO/ 
LALOs 
 
 
 
 
 
 
 
 
 
 

LALO Mod. 
1-2 

At least 
once every 
2 years 

To ensure LALOs are provided with pan-London 
LALO training available to all London boroughs. 
Training includes JESIP principals and liaising with 
emergency services, equipment, notification, health 
and safety, etc. 

Full day training 
presentation and 
workshops provided by 
LFB-EP and guest 
speakers. 

Provided by LFB-EP 
through pan-London 
LA SLA contract. 

Essential 

EPDO/LALO 
refresher 
training 

Quarterly  To ensure EPDOs and LALOs are aware of their 
responsibilities and the call out procedures, and how 
these will be implemented in an incident scenario. 

Training presentation and 
workshop delivered by EP 
Team 

SSPS budget. EP 
Team ensures 
training relevance 
and that content 
remains up-to-date. 

Essential 

BECC 
exercises 

At least 
annually 

-To exercise the functionality of a fully operational 
BECC in response to an incident scenario. 
 
-To assess the effectiveness of emergency response 
plans and procedures 
 
-To evaluate the co-ordination of emergency 
management 

External consultancy in 
liaison with EP Team will 
provide ‘live’ simulation of 
the BECC. LFB-EP 
provides pan-London ‘Safer 
City’ BECC exercises every 
18 months. 

Corporate training 
budget/ SSPS 
budget; 6 months of 
planning for EP 
Team 

Essential  

BECC Link 
Training 

Every 6 
months 

To ensure officers who undertake the role of BECC 
Link Officer are prepared for the role and aware of 
the function of the BECC and their responsibilities 
during an incident. 

Training presentation and 
workshop delivered by EP 
Team 

SSPS budget. BECC 
equipment, 
procedures, incident 
management 
systems and training 
slides kept up-to-
date by EP Team. 

Essential 

EPC: 
Emergency 
Control 
Centre 
Operations  

Ad-hoc 
(when 
training 
required) 

Provide attendees with knowledge of: 

 Key requirements of control centres 

 Best practice of information management 

 Shared situational awareness 

 Record keeping and lessons from operations 

 Situational reporting 

 Media challenges within a control centre 

Provided by EPC at 
Easingwold, York. Course 
is 2 days long and 
accommodation is provided 
at the facility. 

Officers seeking 
Learning and 
Development funding 
for external training. 

Desirable 
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EPC: 
Tactical 
Emergency 
Management 

Ad-hoc 
(when 
training 
required) 

Provide attendees with knowledge of: 

 Challenges of multi-agency working & solutions 

 Role of tactical level emergency management 

 Tactical issues in emergencies  

 Shared situational awareness 

 Tactical decision making  

Provided by EPC at 
Easingwold, York. Course 
is 2 days long and 
accommodation is provided 
at the facility. 

Officers seeking 
Learning and 
Development funding 
for external training 

Desirable 

   

 
SGLOs 
 
 
 
 
 
 
 
 
 
 

SGLO 
induction 
training 

Once 
SGLOs 
appointed 

To ensure all SGLOs undertaking the role are aware 
of how they fit within the corporate response 
structure, how they will be notified and what their 
responsibilities are during an incident. 

e-learning modules 
provided to all SGLOs.  

PowerPoint 
presentation kept up-
to-date by EP Team 
that monitor best 
practice changes 
from resilience 
community. 

Essential 

1-2-1 
induction 

Once 
SGLOs 
appointed 

To ensure SGLOs are provided with an opportunity to 
have queries answered following completion of the 
SGLO e-learning slides. Officers can also attend 
BECC and have a walkthrough of procedures, plans 
and any other relevant content. 

1-2-1 with EP Team at 
Sutton Police Station 
(primary BECC location) 

EP Team maintains 
relevant 
documentation and 
provides meeting for 
1-2 hours per officer 

Essential 

Emergency 
Planning 
Implementati
on Group 
exercises 

Every 6 
months 

To provide SGLOs with the opportunity to practice 
responding to incidents, discussing a range of 
incidents possible in the borough and enabling the 
testing of Directorate Emergency Plans. 

Tabletop exercises 
delivered by EP Team 
following the conclusion of 
EPIG meeting. 

SSPS budget. EP 
Team chairs, 
secretariats, 
prepares papers, 
exercises and 
training events for 
meeting. 

Essential 

BECC 
Training 

Annually To ensure all SGLOs are familiar with BECC 
operating procedures and their role within the BECC 
during major incidents 

Facilitated through an 
external consultancy and 
the EP Team. The e-
learning version of the 
training presentation will be 
made available to SGLOs 
following delivery. 

Corporate training 
budget/ SSPS 
budget; 6 months of 
planning for EP 
Team 

Essential 

BECC 
exercises 

At least 
annually 

To ensure all SGLOs are familiar with BECC 
operating procedures and their role within the BECC 
during major incidents. 

Facilitated either through 
an external consultancy or 
LFB-EP pan-London BECC 
exercises. 

Corporate training 
budget/ SSPS 
budget; 6 months of 
planning for EP 
Team 

Essential 
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EPC: 
Emergency 
Control 
Centre 
Operations  

Ad-hoc 
(when 
training 
required) 

Provide attendees with knowledge of: 

 Key requirements of control centres 

 Best practice of information management 

 Shared situational awareness 

 Record keeping and lessons from operations 

 Situational reporting 

 Media challenges within a control centre 

Provided by EPC at 
Easingwold, York. Course 
is 2 days long and 
accommodation is provided 
at the facility. 

Officers seeking 
Learning and 
Development funding 
for external training. 

Desirable 

EPC: 
Introduction 
to Civil 
Protection 

Ad-hoc 
(when 
training 
required) 

To provide officers with an introduction to the Civil 
Contingencies Act and responsibilities of local 
authorities, planning and response arrangements, 
and emergency risk management, response and joint 
working. 

Provided by EPC at 
Easingwold, York. Course 
is 2 days long and 
accommodation is provided 
at the facility. 

Officers seeking 
Learning and 
Development funding 
for external training 

Desirable 

 
Press 
Officer 
(comms 
SGLO) 

EPC: Media 
and comms 
strategies for 
effective 
emergency 
response 

Ad-hoc 
(when 
SGLOs 
require 
additional 
training) 

To provide officers with the knowledge to: 

 Create and scrutinise emergency comms plans 

 Identify good practice in working with media 

 Prepare interview briefings for senior officers 

 Effective use of social media during crisis and 
monitoring for shared situational awareness.  

Provided by EPC at 
Easingwold, York. Course 
is 2 days long and 
accommodation is provided 
at the facility. 

Officers seeking 
Learning and 
Development funding 
for external training 

Desirable 

   

Rest 
centre 
managers 

Rest centre 
managers 
training 

Bi-annually  To ensure all rest centre managers are aware of their 
role, expectations and responsibilities during an 
incident, including who to report to and the structure 
of the corporate response to incidents. 

Facilitated by British Red 
Cross in collaboration with 
the EP Team. 

SSPS Budget- MoU 
with British Red 
Cross to jointly 
prepare content with 
EP Team 

Essential 

   

SITREP 
coords 

SITREP 
Training 

At least 
annually 

To ensure all SITREP coordinators are familiar with 
the SITREP protocol, when this will be activated and 
what their role is within the process; ensuring that 
SITREP templates are circulated appropriately. 

Training presentation and 
workshop delivered by EP 
Team. 

SSPS Budget. EP 
Team prepares 
SITREP process and 
training for officers. 

Essential 
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ANNEX H: Summary of Borough Risks 
Im

p
a
c
t 

C
a
ta

s
tr

o
p

h
ic

  

(5
) 

Toxic Chemical Release;  

National Electricity 
Failure; Unconventional 
Attack 

Severe Inland Flooding  

 
  

S
ig

n
if
ic

a
n

t 
 

(4
) 

Radioactive material 
release  

 

Oil/Gas Upstream Failure;   

Regional Electricity 
Failure; Drought; 

Hazardous Goods 

Accident  

Fluvial/Surface Water; 
Flooding  

 

Pandemic Disease  

 
 

M
o
d
e
ra

te
 

(3
) 

Pipeline Fire or Explosion;  

Maritime transport 
incident; 

Land Movement; 

Bridge Collapse;  

Aviation Incident; Road 
explosives accident;  

Large Building Collapse; 
Fuel distribution site fire;  

Cyber Security;  

Complex Built 

Environments 

Emerging Infectious 
Diseases; Storms and 
Gales; Low Temperatures 
and Snow;  Attacks on 
Infrastructure;  Severe 
Space Weather  

Local Fluvial Flooding;  

Non availability of piped 
water supply; Essential 
Service Strike;  

Attack on Crowded 
Places; Heatwave; 
Railway Accident  

Fire and Rescue Strike;  

Attack on Transport 

System  

M
in

o
r 

(2
) Maritime Pollution;  

Wildfire  

Industrial Explosions and 
Fires; Transport Industrial 
Action; Animal Disease;  

Fuel Supply Constraint  

Food Chain 
Contamination; Non-
Zoonotic notifiable animal 
diseases; Zoonotic 
Notifiable animal diseases 

 

Loss of 
Telecommunications; 
Building Collapse 

 

L
im

it
e

d
 

(1
) 

   
Large road accident  

 
 

  Low 

(1) 

Medium Low  

(2) 

Medium 

(3) 

Medium High 

(4) 

High 

(5) 

  Likelihood 
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