
 

 
 

 
                             

Meeting: SCRUTINY COMMITTEE 
Date:  THURSDAY 23 NOVEMBER 2017  
Time: 5.00 PM 
Venue: COMMITTEE ROOM  
To: Councillors Mrs W Nichols (Chair), Mrs S Duckett (Vice 

Chair), D Buckle, Mrs E Casling, I Chilvers, D Mackay and  
Mrs D White. 

 

Agenda 
1. Apologies for absence 

 
2. Minutes  

 
To confirm as a correct record the minutes of the meetings of the 
Scrutiny Committee held on 28 September 2017 and 17 October 2017 
(pages 3 to 14 attached). 

 
3. Disclosures of Interest  

 
A copy of the Register of Interest for each Selby District Councillor is 
available for inspection at www.selby.gov.uk. 
 
Councillors should declare to the meeting any disclosable pecuniary 
interest in any item of business on this agenda which is not already 
entered in their Register of Interests. 
 
Councillors should leave the meeting and take no part in the 
consideration, discussion or vote on any matter in which they have a 
disclosable pecuniary interest. 
 
Councillors should also declare any other interests. Having made the 
declaration, provided the other interest is not a disclosable pecuniary 
interest, the Councillor may stay in the meeting, speak and vote on that 
item of business. 
 
If in doubt, Councillors are advised to seek advice from the Monitoring 
Officer. 

 
4. Chair’s Address to the Scrutiny Committee 
 
 
 
 



 

5. Emergency Planning – SC/17/7  
 
The Scrutiny Committee is asked to note the Council’s arrangements for 
emergency planning and consider any aspect of emergency planning 
that it wishes to explore further (report at pages 15 to 82 attached).  

 
6. Scrutiny Committee Work Programme 
 

To review the Scrutiny Committee Work Programme 2017/18. Copies of 
the current Work Programme and the Executive Forward Plan are 
included for information (pages 83 to 92 attached). 

 
 
 
Gillian Marshall 
Solicitor to the Council 
 

Dates of next meeting 
Thursday 21 December 2017 (provisional) 

Thursday 25 January 2018 
Thursday 22 March 2018 

 
Enquiries relating to this agenda, please contact Vicky Foreman on: 
Tel:  01757 292351, Email: vforeman@selby.gov.uk. 
 
Recording at Council Meetings 
 
Recording is allowed at Council, Committee and Sub-Committee meetings 
which are open to the public, subject to:- (i) the recording being conducted 
with the full knowledge of the Chairman of the meeting; and (ii) compliance 
with the Council’s protocol on audio/visual recording and photography at 
meetings, a copy of which is available on request. Anyone wishing to record 
must contact the Democratic Services Officer on the above details prior to the 
start of the meeting. Any recording must be conducted openly and not in 
secret.    



Scrutiny Committee - Minutes 
28 September 2017 

 
 

Minutes                                  
Scrutiny Committee 
 

 
Venue:  Committee Room 
 
Date:   Thursday 28 September 2017 
 
Time:   5.00 pm 
 
Present: Councillors Mrs W Nichols (Chair), Mrs S Duckett (Vice 

Chair), D Buckle, I Chilvers, D Mackay and Mrs D White 
 
 Executive Member for Finance and Resources, Councillor 

C Lunn   
 
Apologies: None received.  
 
Officers present: Karen Iveson, Chief Finance Officer, Keith Cadman, Head 

of Commissioning, Contracts and Procurement, James 
Cokeham, Head of Economic Development and 
Regeneration, Michelle Dinsdale, Senior Policy and 
Performance Officer, Alex Dochery, Economic 
Development Officer and Victoria Foreman, Democratic 
Services Officer 

 
Public: 0 
 
Press: 0 
 

 
9. APOLOGIES FOR ABSENCE 
 
There were no apologies for absence.  
 
10.  MINUTES 
 
The Committee considered the minutes of the Scrutiny Committee held on 6 
July 2017. 
 
RESOLVED: 

To approve the minutes of the Scrutiny Committee meeting 
held on 6 July 2017 for signing by the Chair. 
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11.  DISCLOSURES OF INTEREST 
 
Councillor D Buckle declared a non-pecuniary interest in Agenda Item 5 – 
Programme for Growth 3: Establishment and Update, as he was the Chairman 
of the Sherburn Food and Craft Festival, but was not required to withdraw from 
the meeting during consideration thereof. 
 
12.  CHAIR’S ADDRESS TO THE SCRUTINY COMMITTEE 
 
The Chair informed Members that she had been given notice of a key decision 
relating to the tender for the Council’s insurance contract, which was to be 
taken under Executive Procedure Rule 5.5. 
 
13. PROGRAMME FOR GROWTH  
 
The Economic Development Officer presented the report which asked the 
Committee to note the content and provide comments on the progress with 
Programme for Growth 3 (P4G3) projects. 
 
The Committee discussed the following issues: 
 

• There was concern expressed that labour market challenges in the area 
would result in businesses leaving the Sherburn Enterprise Park site 
because they could not find staff. It was feared that Phase 2 would 
become unsellable if the matter was not tackled. 
 

• Public transport availability in order for people to get to work was not 
good enough and schemes to address this should be explored, such as 
the Wheels to Work Scheme, which had been used in the past. A safer 
cycle path to Sherburn would also be beneficial. It was felt that labour 
issues highlighted an imbalance between employment, transport and 
housing in the area. 
 

• Councillors requested more detail on labour market challenges in the 
next P4G update to the Committee in January 2018, in order to facilitate 
further discussions on how to address the issue. 
 

• Other ideas suggested by the Committee to improve employment 
numbers on the site included nursery provision and shorter split-shifts in 
order to encourage employees who may not be able to do a longer shift 
due to family commitments.  
 

• It was requested that clearer targets and outcomes be included in the 
P4G guidance note in order for Councillors to be able to understand the 
outputs delivered by the programme. 
 

• The Committee asked officers about the expansion of Church Fenton 
Studios and the Council’s prospective involvement. Officers explained 
that the development of the studios was an exciting opportunity for the 
District, and that investment by the Council should be kept open as an 
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option. The work taking place at Church Fenton required highly skilled 
workers, and an influx of people for months at a time when television 
shows and films were in production. This would benefit the local 
economy in a number of ways.  

 
RESOLVED: 
 

To note the content of the report. 
 
14. OLYMPIA PARK DEVELOPMENT  
 
The Head of Economic Development and Regeneration presented the report 
which asked the Committee to note the work carried out to date, and proposed 
next steps, to enable the delivery of Olympia Park. 
 
The Committee noted that unlocking the site for development was proving to be 
difficult, and that other options were being considered in order to make it viable 
for developers. A bid for Housing Infrastructure Funding (HIF) was being 
submitted by the Council to the Homes and Communities Agency (HCA) in 
order to access monies to open up the site and bring the development forward. 
 
The following further discussion took place in relation to the report: 
 

• There was some concern amongst Committee Members that 
farmland would be lost to housing on some parts of the site, that there 
were known flooding, ground condition and contaminated land issues, 
that brownfield sections would be left as they were and that the 
number of homes that could be built would be reduced. Officers 
advised that they were taking an integrated approach but what could 
be achieved was tied in to the local policy framework. 
 

• Officers emphasised the importance of improving cycle and 
pedestrian access from the Olympia Park site into Selby town centre; 
it was essential that the site felt like part of the town. A bid for HIF 
funding was to be submitted that evening, in a hope that this could go 
some way to ameliorating issues that were holding development back 
on the site as a whole. 

 

• Councillors mentioned a past evaluation which stated that industrial 
use would be a more efficient and appropriate use of the land. 
Officers acknowledged that current policy identified the land for 
industrial use, but that if housing could be offered on part of the site, 
this would be beneficial.  

 

• The Chairman enquired as to whether any bids for contaminated land 
were being submitted by North Yorkshire County Council ; Officers 
were not aware of other bids but would notify the Committee if they 
were informed of any. 
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Lastly, the Committee suggested that a further update on Olympia Park be 
brought back to the Committee in six months’ time and added to the 
Committee’s work plan. 
 
RESOLVED:  
 

i) To note the work carried out to date, and proposed next 
steps, to enable the delivery of Olympia Park. 
 

ii) To instruct officers to bring an update on Olympia Park back 
to Committee in six months’ time, and that this update be 
added to the Committee’s work plan. 

 
15.  CORPORATE PERFORMANCE REPORT FOR Q1 2017/18  
 

 The Senior Policy and Performance Officer presented the report that had been 
considered by the Executive on 7 September 2017, and asked the Committee 
to receive and note its content. 

 
 The officer explained that the layout of the report had been amended following 

feedback from both Executive and Scrutiny. The officer gave a progress update 
on the delivery of the Council’s Corporate Plan 2015-20, measured by a 
combination of progress against priority projects/high level actions and 
performance against KPIs.  
 
The Committee agreed that the new format of the report was better and easier 
to read. Some concerns were raised regarding the number of reported missed 
bins as it was felt by some Members that this should be higher than stated, as 
they had been made aware of problems in some areas such as Barlby. 
 
The processing of new benefit claims and changes to details were highlighted 
as areas where there needed to be improvements, as residents in receipt of 
these services were in a great deal of need. The Committee felt that should this 
not improve, it would need to be looked at in detail by Scrutiny. 
 
A query was raised regarding the reason that scaffolding that had been put up 
at new affordable homes on St Joseph’s Street in Tadcaster; officers confirmed 
that they would make enquiries and forward the answer to the Committee after 
the meeting. 
 
RESOLVED:  
 
  To receive and note the report. 
 
16. LEISURE ANNUAL REVIEW 
 
The Committee received a verbal update from the Head of Commissioning, 
Contracts and Procurement on issues raised by the Committee at their last 
meeting and the annual review. Hard copies of the Inspiring Healthy Lifestyles 
Selby Annual Review 2016-17 were circulated at the meeting, and had been 
circulated via email beforehand. The Committee noted the following: 
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• The issues relating to cleanliness in the changing rooms had been 
addressed and as a result the cleaning plan had been reviewed. The 
subsequent feedback from customers was that cleanliness had 
improved. Officers explained that the changing rooms were a high traffic 
area, and that unfortunately some users did not remove outdoor shoes 
before entering the area, which contributed to the problem. 
 

• Members were informed that whilst there was a complaints procedure at 
each site, it was not well communicated to service users. It had been 
raised with Inspiring Healthy Lifestyles (IHL) to actively promote the 
complaints procedure.  
 

• The highlights from the Selby Annual Review 2016-17 were reported to 
the Committee. Footfall had started to improve in Selby and Tadcaster. 
1000 swimmers were now in the Learn To Swim programme, 24 schools 
were using the pool at Selby and there had been enthusiastic support for 
recent cycle events such as the Tour de Yorkshire. 
 

• Throughout the year 23 student work placements from a range of local 
and regional schools, colleges and universities had been hosted. The 
Wellbeing Team also worked with local volunteers, with 15 volunteers 
supporting various activities. The Committee were pleased to note that 
the adult weight management programme was having a positive impact 
for those involved. 
 

• The Committee asked if a reported leak near the entrance of Selby 
Leisure Centre had been resolved; the officer confirmed that he would 
look into this and come back to the Committee with some information 
after the meeting. 

 
RESOLVED: 
 

To receive the verbal update. 
 
17. FINANCIAL RESULTS AND BUDGET EXCEPTIONS TO 30 JUNE 

2017 
 
The Chief Financial Officer presented the report which had been considered by 
the Executive on 7 September 2017, and asked the Committee to receive and 
note its contents. The Executive Lead Member for Finance and Resources, 
Councillor C Lunn, was also in attendance for this item. 
 
Members noted that the report before them was for Quarter 1, and whilst the 
year had started well, the Committee would get a clearer idea of the forecasted 
variances and outturn for the year from the Quarter 2 report which would be 
considered by the Executive in November.  
 
Good progress on savings had already been made this year, but there was 
more to do. The capital programme was proceeding well, and the Committee 
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noted the key issues on the general fund and housing revenue account as set 
out at page 49 of the agenda. 
 
The Committee discussed the report in further detail and raised the following 
points: 
 

• With regards to the Market Cross lease mentioned at page 65 of the 
agenda, Members asked whether sub-letting was allowed under the 
lease, and concerns were expressed regarding the potential move of the 
contact centre from Market Cross to the Civic Centre.  
 

• The Committee felt that parking was already under pressure at the Civic 
Centre, and that with the Police moving into the building in the near 
future, this could be exacerbated. The added pressure on parking from 
staff originally based at Market Cross needed to be given serious 
thought, should the move go ahead. The officer confirmed that detailed 
discussions needed to be had and a business case developed for such a 
move.  
 

• The Executive Lead Member for Finance and Resources confirmed that 
41 extra spaces were planned as part of the Police move to the Civic 
Centre. 
 

• A query was raised regarding the detail of the bus station refurbishment 
mentioned at page 69 of the agenda; the officer undertook to send more 
information to the Committee after the meeting. 
 

• Lastly, Members asked about Selby Town Enterprise Partnership (STEP) 
funding; the officer confirmed that it would as it was a separate fund for 
the town, but that there were alternative schemes for other areas in the 
District. 

 
RESOLVED: 
 
  To receive and note the report.  
 
18. TREASURY MANAGEMENT MONITORING REPORT FOR Q1 
 
The Chief Financial Officer presented the report which had been considered by 
the Executive on 7 September 2017, and asked the Committee to receive and 
note its contents. The Executive Lead Member for Finance and Resources was 
in attendance for this item. 
 
The Committee noted that the report set out the progress against borrowing in 
Quarter 1.  There continued to be low returns on investments and a challenging 
economic environment. However, high balances were still achieving income for 
the Council and it was hoped that loans could be agreed in order for the 
Housing Trust to develop more affordable homes.  
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A query was raised regarding the use of £8m of affordable housing funds, and 
whether this could be used anywhere in the Selby District; it was confirmed by 
the officer that this was the case, but that it could only be used for affordable 
housing. 
 
RESOLVED: 
 
  To receive and note the report.  
 
19. SCRUTINY COMMITTEE WORK PROGRAMME 
 
The Committee considered the Work Programme and Executive Forward Plan. 
The following points were discussed: 
 

• The Committee asked that the Council’s approach to emergency 
planning be considered at a future meeting; the provisional date on 23 
November was recommended and agreed. This would be a ‘single issue’ 
meeting dedicated to discussing emergency planning. 
 

• The Committee also requested that Council funded community centres 
be looked at again; officers were asked to find previous reports, some of 
which had been produced by Committee Members, and add the matter to 
the work programme for consideration in March 2018.  
 

• Members suggested that the scheduling of Scrutiny Committee meetings 
for 2018-19 be looked at so that ordinary meetings of the Committee be 
more evenly spaced throughout the municipal year. 

 
RESOLVED:  
 

To update the Work Programme to include the above 
comments. 

 

 
The meeting closed at 6.25pm. 
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Minutes                                  
Scrutiny Committee 
 

 
Venue:  Committee Room 
 
Date:   Tuesday 17 October 2017 
 
Time:   5.00 pm 
 
Present: Councillors Mrs W Nichols (Chair), Mrs S Duckett (Vice 

Chair), D Buckle, I Chilvers, Mrs E Casling, D Mackay and 
Mrs D White 

 
 Councillor C Lunn, Executive Lead Member for Finance 

and Resources and Councillor R Packham 
 
Officers present: Dave Caulfield, Director of Economic Regeneration and 

Place, Gill Marshall, Solicitor to the Council, June Rothwell, 
Head of Operational Services, James Cokeham, Head of 
Economic Development and Regeneration, Michelle 
Dinsdale, Senior Policy and Performance Officer, Chris 
Watson, Policy and Performance Officer and Victoria 
Foreman, Democratic Services Officer 

 
Public: 0 
 
Press: 0 
 

 
20. APOLOGIES FOR ABSENCE 
 
There were no apologies for absence 
 
21.  DISCLOSURES OF INTEREST 
 
There were no disclosures of interest. 
 
22.  CHAIR’S ADDRESS TO THE SCRUTINY COMMITTEE 
 
The Chair informed Members that two letters of representation relating to the 
Car Parking Strategy and Tariff Review decision had been received. The Chair 
gave the Committee time to read the letters following a brief explanation of the 
content by the Solicitor to the Council. 
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23. Call-In: Car Parking Strategy and Tariff Review 
  
The Solicitor to the Council introduced the report which asked the Committee to 
consider the call-in of the decision made in respect of report E/17/26, which had 
been taken by the Executive on 19 September 2017. The Committee was asked 
to either: 
 

• refer the decision back to the Executive for reconsideration; 

• agree with the decision made by the Executive and take no further 
action; or 

• refer the decision to Council. 
 
The Director of Economic Regeneration and Place explained that the report 
presented to the Executive on 19 September 2017 had contained options that 
had been considered previously by the Executive at its meeting on 3 August 
2017.  
 
It was noted that five Councillors had called-in the decision because they had 
felt that it was contrary to the decision making principles as set out at Article 
13.1 (b) and (i) of the Constitution, namely that all the relevant matters had not 
been fully taken into account in reaching the decision, and it had not been clear 
in terms of its aims and desired outcomes. Of particular concern had been the 
lack of clarity regarding the financial effects of changes discussed the Council 
meeting immediately before the Executive. In particular, these were the £10,000 
reduction in income in increasing the free parking in Tadcaster from one to two 
hours, and the £100,000 reduction in making the same change in Selby. 
 
The Committee were asked to note that the District’s towns had varying needs 
when it came to car parking, and that significant improvements were proposed 
in the Car Parking Strategy that had accompanied the tariff review. 
 
Members debated the call-in and considered the following matters: 
 

• The Committee discussed the weight given to additional representations 
regarding free parking in Tadcaster that were made following the 
Executive’s decision on 3 August 2017. It was noted that officers had 
modelled eight options for consideration by the Executive, and the 
preferred option had been cost neutral. 
 

• The enforcement of the extra free hour in Tadcaster and the impact of 
the loss of income on the Council in its implementation were debated. 
Officers confirmed that if it were apparent that people were overstaying 
the two free hours, the contract for enforcement would be reviewed.  
 

• The Committee questioned the rationale behind the level of increases to 
parking charges in Selby (from £1.20 to £1.50 an hour), and raised this 
as a matter of concern due to the potential impact on the local economy 
and deprived areas of the town.  
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• It was noted that the impact on the loss of income to the Council in 
moving from one to two hours’ free parking in Tadcaster was in the 
region of £10,000. For Selby, the figure would be between £97,000 (best 
case scenario) to £183,000 (worst case scenario). It was explained that 
data had been collected from the ticket machines in Selby and had given 
a picture of varying levels of use in different car parks across the town. It 
was also noted that there had been two separate usage surveys in 
Tadcaster. 
 

• The Executive Lead Member for Finance and Resources explained that 
the two hours free parking in Selby, as mentioned at the meeting of the 
full Council, would have had a detrimental effect on the Council’s 
revenue. The Committee was also informed that, as set out in the 
strategy, there would be a twelve month post implementation review of 
any changes to the District’s car parks. 
 

• The Committee noted that for the Council to include Tadcaster car parks 
within the charging and enforcement regime, a new order would be 
required under Section 35 of the Road Traffic Regulation Act 1984. It 
was noted that the process was likely to take three months to complete 
due to consultation and publication. 

 

• Members emphasised the importance of scrutiny in the decision making 
process of the Council, and felt that more time and consideration should 
be given to scrutiny as it was the essential there was a check and 
balance to the roles of the Leader and the Executive.  
 

• The Committee were disappointed that the tariff review and strategy had 
not been through pre-decision scrutiny prior to being presented to the 
Executive, and felt that had this been done, the matters being examined 
at the meeting could have been resolved earlier. 
 

• The Committee were of the opinion that the appropriate course of action 
with regards to the called-in decision was to refer it back to the Executive 
for reconsideration. 

 
It was proposed and seconded that the decision be referred back to the 
Executive. 
 
RESOLVED: 

To refer the decision back to the Executive for 
reconsideration for the following reasons: 
 

i. The decision of the Executive had been taken without 
the full financial information and costings being 
presented to all Members at the Council meeting; 
 

ii. The modelling information relating to the impact of not 
having two hours free parking in Selby, as well as an 
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increase in tariffs in the town, was not fully taken into 
account; 

 
iii. There were concerns regarding the increase in parking 

charges in Selby town from £1.20 to £1.50 and the 
potential impact on the local economy; 

 
iv. There were concerns regarding scheme piloting and 

enforcement; 
 

v. Press releases had been published prior to the expiry of 
the five day call-in period  that is required following an 
Executive decision; and 
 

vi. The decision was taken in five minutes at a meeting of 
the Executive convened immediately after the Council 
meeting. 

 

 
The meeting closed at 6.27pm. 
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Public Session 
 
Report Reference Number: SC/17/7            Agenda Item No: 4      
 

 
To:     Scrutiny Committee  
Date:     23 November 2017 
Author: Wayne Palmer (Environmental Health Team Leader) 
Lead Officer: June Rothwell (Head of Operational Services) 
 

 
Title:  Emergency Planning 
 
Summary:  
 
This report seeks to summarise the Council’s arrangements in respect of emergency 
planning. The report explains the Council’s arrangements, including partnership with 
North Yorkshire County Council Emergency Planning and assesses risk associated 
with the Council’s statutory obligations regarding civil contingencies.  
 
Recommendations: 
 

i. It is recommended that Scrutiny Committee note the Council’s 
arrangements for emergency planning.  

ii. The Scrutiny Committee consider any aspect of Emergency Planning they 
might wish to explore further. 

  
Reasons for recommendation 
 
Selby District Council is a category 1 responder for civil emergences and the report 
identifies its responsibilities in direct response to such emergencies.  This is 
managed through a partnership with NYCC formalised in a SLA. 

1.  Introduction and background 
 
1.2  The Civil Contingencies Act 2004 places a statutory duty on local authorities, 

as a category 1 responder. Selby District Council is therefore a category 1 
responder for civil emergences (the same category as the emergency 
services) and as such required to: 
 
• assess the risk of emergencies occurring and use this to inform 

contingency planning 
• put in place emergency plans 
• put in place business continuity management arrangements 
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• put in place arrangements to make information available to the public 
about civil protection matters and maintain arrangements to warn, 
inform and advise the public in the event of an emergency 

• share information with other local responders to enhance co-ordination 
• co-operate with other local responders to enhance co-ordination and 

efficiency 
• provide advice and assistance to businesses and voluntary 

organisations about business continuity management (local authorities 
only) 
 

1.3 In North Yorkshire this is delivered in a two-tier local government structure 
which we choose to manage through a partnership with North Yorkshire 
County Council. A long-standing partnership exists, formalised in a service 
level agreement, with a strong track record of effective and successful delivery 
of the service. Examples include effective response and recovery to: 

• Sherburn-in-Elmet tyre Fire in 2014 

• Great Heck waste recycling fire in 2015 

• Christmas floods in 2015 

• Suspect explosives at a property in Barlow 2016  

• Thorpe Willoughby Fire (Former mushroom farm) 2017  

• Local response to the raised national terrorist threat in 2017  

1.4 All of the above major incidents have been completed or controlled with multi-
agency strategic and tactical plan objectives achieved (and formally signed 
off) and positive multi-agency debriefs undertaken. 

1.5 In addition to the major incidents that occurred or had the potential to occur in 
Selby District the authority will routinely receive notification of other major 
incidents through the North Yorkshire Local Resilience Forum (NYLRF) along 
with Severe Weather Warnings and Flood Advisory Telecoms via the 
Environment Agency. 

2 The Report 
 
2.1       The following provision is made for the service of Emergency Planning: 
 

Assess the risk of emergencies occurring and use this to inform contingency 
planning 

2.2 The North Yorkshire Local Resilience Forum (NYLRF), this being a formal 
body comprising North Yorkshire County Council and all District Councils and 
other category 1 partners, has a County-wide risk assessment (reviewed 
annually) to fulfill this requirement. The District Council engages with this 
through attendance at NYLRF task groups and through partnership with 
NYCC. 

2.3 It is worth highlighting the significant risk of flooding given the geography of 
our District and historical flooding incidents.  

 

Put in place emergency plans 
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2.4 These have been in place for a substantial number of years. Selby’s local 
plans (formerly the major incident plan, communications plan and emergency 
control centre plan) have been amalgamated into one plan – Selby District 
Council Emergency Plan (Annex A). There are no significant changes to the 
content.  

2.5 There are a range of plans produced by North Yorkshire Local Resilience 
Forum, notably the Response to Major & Critical Incidents (Annex B). This 
sets out a framework for multi-agency command and control of civil 
emergencies and appropriate triggers to determine when incidents should be 
escalated to multi-agency response. 

2.6 The key documents for Strategic (Gold) and Tactical (Silver) Commanders 
are: 

• Selby District Council Emergency Plan (Annex A) 

• Selby District Council Command Contacts Directory  

• North Yorkshire Local Resilience Forum - Response to Major & Critical 
Incidents (Annex B) 

Put in place arrangements to make information available to the public about 
civil protection matters and maintain arrangements to warn, inform and advise 
the public in the event of an emergency 

2.7 The North Yorkshire Local Resilience Forum Communications Plan covers the 
above (principally) and the Communications & Marketing Manager represents 
the Council on the relevant North Yorkshire Local Resilience Forum Sub 
Group. 

Share information with other local responders to enhance co-ordination 

2.8 This is achieved through the North Yorkshire Local Resilience Forum - 
Response to Major & Critical Incidents framework (Annex B), and other plans 
(Communications plan), and the Council’s Emergency Plan, our partnership 
arrangements with NYCC and engagement with North Yorkshire Local 
Resilience Forum.  

2.9 The North Yorkshire Local Resilience Forum - Response to Major & Critical 
Incidents (Annex B) sets out specific structures (Strategic, Tactical and 
Operational) to ensure dynamic situational co-ordination during incident and 
response. 

Co-operate with other local responders to enhance co-ordination and 
efficiency 

2.10 This is achieved through the above arrangements. It is also worthy of note 
that North Yorkshire Local Resilience Forum have a training sub group and 
arrange regular multi-agency training. Selby hosted a multi-agency Tactical 
Command (Silver) event on the 25th May 2016. This one day event covered 
multi-agency command arrangements and principles, followed by a desk-top 
scenario exercise. It is an excellent way of networking with key partners 
relevant to civil emergencies. This training involved some of our Heads of 
Service, along with the Solicitor and Chief Finance Officer. 
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2.11 Gold symposiums (Strategic Command) took place in June 2016 and 
September 2016 which afforded new Directors a training opportunity. 

2.12 A live Silver exercise is planned to take place on 20th February 2018, which 
will involve key agencies and partners with the intention to test and challenge 
Selby DC’s response to major local incident. 

Provide advice and assistance to businesses and voluntary organisations 
about business continuity management (local authorities only) 

2.13 Principally provided by NYCC, but supported by the Council. A particular 
current focus is the development of community resilience plans, building upon 
the success of effective community resilience, for example seen in Tadcaster 
during the recent floods and momentum arising from that flood incident across 
the District. 

Responding to a Civil Emergency 

2.14 Following recent organisational review the approved job specifications confirm 
the command roles of Chief Executive, Directors and Heads of Service. This 
has the potential to provide significantly increased capacity & resilience for the 
organisation to respond to civil emergencies. The following was put in place to 
support the new Leadership Team: 

• Briefing Heads of Service, Solicitor and Chief Finance Officer (13 May 16).   

• Multi-Agency Tactical Command Exercise (25 May 2016) 

• Strategic Gold Symposium (16 June and September 2016) 

• Local Exercise, including set up of our Emergency Control Centre. (23 

November 2016). 
 

2.15 On a day to day basis Wayne Palmer – Environment Health Team Leader 
manages the partnership with NYCC, our nominated NYCC Officer being 
Wendy Muldoon – Senior Emergency Planning Officer. 

2.16 The Council currently has a twenty-four hour, seven days per week, stand-by 
facility provided by Selby DC Officers and Ryecare call centre, which includes 
civil emergency response. When benchmarked with other Districts this 
exceeds typical provision which relies, in many other authorities, on ad-hoc 
availability of officers with no formal arrangements in place.  

2.17 Even further resilience is provided by virtue of NYCC’s twenty-four hour, 
seven days per week, Emergency Planning Duty Officer.  

2.18 Operational response (Bronze) is provided in the first instance by Officers, 
Team Leaders and the Managers within Operational Services some of who 
have significant experience of Operational (Bronze) Command.    

2.19 The Communications & Marketing Manager has significant expertise and 
experience in emergency response communications but the Communications’ 
team is small. Mitigation includes partnership and mutual aid through the 
North Yorkshire Local Resilience Forum Plans but this does not address 
internal communications and communications with key local stakeholders and 
the community. NYLRF focus on basic media external communications. 
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2.10 Therefore, capacity and resilience, in particular over a sustained period, 
remains a risk requiring active management.  

2.21 The Head of Operational Services has lead responsibility for emergency 
planning and all Heads of Service are required, by virtue of the new job 
specifications, to act as Tactical Commanders (Silver) and Directors to 
support the Chief Executive in Strategic (Gold) Command. This has the 
potential to mitigate significant risks, for the Council, in terms of its capacity to 
command sustained major incidents, which typically (as we saw during the 
Christmas floods of 2015) require Tactical Command, for three eight hour 
shifts per twenty-four hours, for a number of days. (Historically, this has been 
at Fulford Police Station). 

 Risk Analysis 

2.22 In accord with the corporate risk framework the risk of failure to fulfil statutory 
duties regarding civil contingencies (previously risk number 16 in the 
corporate register) is assessed as 15 (likelihood 3, impact 5) with a target of 
10 (by reducing likelihood to 2 (low). The impact score is unlikely to change.  

2.23 This should be distinguished from the risk of civil emergency occurrence, 
which it is recommended also requires active management, principally due to 
the risk of floods. Risk assessment of various civil emergencies is dynamic 
and reviewed as a minimum annually by North Yorkshire Local Resilience 
Forum (of which we are a member). The Council is required to dynamically 
risk assess potential incidents and emerging incidents, on an ongoing basis, 
in light of intelligence from partners (including but not limited to weather 
warnings and flood warnings).  

2.24 The Council receives a range of warnings, principally from the Environment 
Agency and Meteorological Office. These are administered by NYCC and 
have been amended, in terms of recipients, in accord with the rationale below.  

• Alerts for action to be initially restricted to Operational Services (Officers 
within Operational Services (including those who undertake call out 
duties)/ key Team Leaders and Managers in Operations 
(Assets/Community Support/Housing/Environmental Health) the Head of 
Operational Services 

• Operations will escalate, within our organisation, where appropriate. 

• Head of Contracts & Commissioning also added for resilience and due to 
the key role supporting Operations through contractors (sand bags etc.). 

• The list of recipients and notifications of alerts has recently been reviewed 
and amended.  
 

3 Legal/Financial Controls and other Policy matters 
 

Legal Issues  
 
3.1 There are no legal issues arising from the report   

 
Financial Implications 
 

3.2 The service level agreement, with North Yorkshire County Council, in respect 
of emergency planning, costs £14,039 per annum (2017/18 cost) and an 
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additional £1,444 per annum, (2017/18 cost) contribution to the North 
Yorkshire Local Resilience Forum Secretariat (undertaken by NYCC). This is 
within existing base-budget held by Environmental Health. 

3.3 A modest budget of £4,920 is held for practical resource costs (predominantly 
sand-bags) within the Environmental Health base-budget. This is normally 
sufficient, with the caveat that major incidents are extremely likely to trigger 
the need for additional funding.  

3.4 The cost of response and recovery to specific incidents is more complex and 
dependent upon the circumstances. Major incidents are normally either 
subject to specific funding from contingency or they can be subject to 
Government support, through the Bellwin scheme, where the relevant criteria 
and thresholds are triggered. An example would be the Christmas floods of 
2015. 

3.5 The Council also responds, as a single agency, to a variety of more localised 
incidents (for example flooding). These can be significant for the community 
and require expedient and significant resource, from Operational Services 
(normally Environmental Health and Housing) and this is normally met from 
existing budget and by being flexible with resource deployment and 
prioritisation of work. The cumulative impact upon resources can be significant 
and requires active management.  

3.6 In summary, due to the nature of civil contingencies funding demand is 
dynamic and requires active management throughout the year.   

 4. Conclusion 

4.1 Selby District Council is a category 1 responder for civil emergences and the 
report identifies its responsibilities in direct response to such emergencies.  
The Scrutiny Committee’s interest and input into how this is managed is 
welcomed. 

 
5. Background Documents 
 

Contact Officers:  
Wayne Palmer  
Environmental Health Team Leader 
Selby District Council 
wpalmer@selby.gov.uk 
 
June Rothwell 
Head of Operational Services 
Selby District Council 
jrothwell@selby.gov.uk 

 
Appendices: 
Annex A - Selby District Council Emergency Plan  

Annex B - North Yorkshire Local Resilience Forum - Response to Major & 
Critical Incidents 
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SELBY DISTRICT COUNCIL 
 

 
EMERGENCY PLAN 

 
 
 

Before reading this plan, officers must ensure they have read the North Yorkshire Local Resilience 
Forum (NYLRF) Response to Major & Critical Incident (RMCI) Plan.  Most of the Emergency Plan is 
made up of action cards and relies on users being knowledgeable in emergency planning terminology 
and agreed multi-agency response procedures. 

 
 
 
 

 

 

This plan is: Version 2 
It was signed off by   
Any contact details contained within it, will be reviewed: June 2017 
The next major review will take place June 2019 

Document Owner Chief Executive 
Document Maintainer NYCC EPU and SDC EP 
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1 GENERAL INFORMATION 

1.1 Introduction 
 
Selby District Council’s (SDC) Emergency Plan has been written to ensure that the 
Council can execute an effective response to an emergency or during a declared major 
incident.  The response may be implemented separately or in conjunction with other 
plans such as the NYLRF RMCI Plan.   

1.2 Aim 
 
The aim of this plan is to provide an effective and efficient framework to allow SDC to 
respond to an emergency or major incident in a co-ordinated and timely manner. 

1.3 Objectives 
 

• The staged response used within SDC and how this is escalated 
• The activation procedures for a response 
• The communication strategy that will be used whilst responding 
• Identification of appropriate officers within SDC to ensure a response can be 

achieved at all command and control levels 365 days a year 24/7 
• The setting up & operating of the Emergency Control Centre 
• Actions cards that will assist officers whilst responding to an incident. 

1.4 Purpose and scope 
 
Generic action cards for identified SDC officers that have responsibilities within the 
Emergency Plan are detailed within this document.  These include key considerations 
and direction for officers / services in responding and considerations for resource 
deployment. 
 
SDC staff may also have agreed responsibilities within multi-agency response plans, 
produced in accordance with the Council’s responsibilities under the Civil Contingencies 
Act 2004 (CCA 2004).   
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2 ACTIVATION OF THE SDC RESPONSE 
 

2.1.1 Stand By (Green sections on plan) 
 

After being alerted of an incident / potential incident the SDC Silver Commander (See contacts list) will notify 
Silver Officers (See contacts list) and place them on standby.  They will also consider deploying a Bronze 
Commander(s) (See contacts list) to the scene. 

 

                  
 

2.1 Declared SDC response 
Once any member of SDC becomes aware of an incident a SDC Silver Commander (See contacts list) should be 

informed at the earliest opportunity. 

2.1.2 Emergency (Amber sections of plan) 
 

If, due to the scale of the incident, the Silver Commander requires supporting command structures to be 
established, such as single agency silver or single agency gold, the Silver and Gold Commander (See contacts 
list) will discuss declaring an emergency.  If an emergency is declared then Silver Officers who are required to 
assist with the incident will ensure there is cover for their day to day business and attend to support the 
council response. 

 

             If, due to the nature of the emergency, a Tactical Co-ordinating Group (TCG) (Multi-agency Silver) is established 
the Silver Commander will deploy a Tactical Liaison Officer (See contacts list) and declare an emergency.  In 
some circumstances the TCG may be convened by teleconference, in this situation the Silver Commander will 
dial in to represent SDC, supported by other Silver Officers who are silent within the room. 

 

n.b. there may be incidents where the Silver Commander physically deploys themselves as the Tactical Liaison 
Officer   If this is the case the  m st ens re that the  appoint a Dep t  Sil er Commander  if req ired  to remain 

  
If a Strategic Co-ordinating Group (SCG) (Multi-agency Gold) is established the Silver or Gold Commander will 
deploy a Strategic Liaison Officer (See contacts list) to represent SDC at the Group and declare an emergency.  
In the majority of circumstances the SCG will be convened by teleconference, in this situation the Gold 
Commander will dial in to represent SDC, supported by the Silver Commander and other Gold Officers who are 
silent within the room 

 

b  h   b  d  h  h  ld d  h ll  d l  h l   h    
                     

  2.1.3 Major Incident (Red section of plan) 
 

If the size and scale of the emergency is likely to hinder SDC in performing either its day to day critical functions 
or its ability to response to the incident the Gold Commander or Stategic Liaison Officer will declare a major 
incident.   
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2.2 Communication Strategy within SDC 
 

 

SDC Bronze 

 

 

 

 

SDC Silver 

 

 

 

 

SDC Gold 

SDC Single Agency 

Located at scene of incident 

 

Attended by: 

Depending on the size of the incident will be 
located: 

Virtually by email or telephone, 

Committee Room 

Council Chamber 

 

Attended by: 

  

Depending on the size of the incident will be 
located: 

Virtually by email of telephone, 

Chief Executives Room 

 

Attended by: 

Multi agency response 

Operational Co-
ordinating Group 

(Rendezvous Point) 

 

 

 

Tactical Co-
ordinating Group 

(Multi-agency 
Silver) 

 

 

 

Strategic Co-
ordinating Group 

(Multi-agency Gold) 

Located at scene of incident 

 

Attended by: 

Location determined by Police on the day 

 

 

 

 

Attended by: 

Tactical Liaison Officer(s) 

Located at Police Head Quarters Newby Wiske, 
or via teleconference 

 

 

Attended by: 

Strategic Liaison Officer 
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3 EMERGENCY CONTROL CENTRE (ECC)  
 

3.1 Location of ECC 
 
The ECC will initially be situated in the Committee Room at the Civic Centre with the 
Briefing / Press room in Meeting Room 1, which has a landline.  There are also a 
number of other meeting rooms along the same corridor which can be used for break-out 
rooms etc. 
 

3.2 Access to the ECC 
 
Access to the Civic Centre in office hours is straight forward.  Out of hours - initial 
contact will come through Ryecare who will contact the Duty Community Officer.  They 
will contact a relevant Lead Officer, who will contact a Head of Service, to determine 
whether or not to open up the ECC.    Access will then be gained using the procedures 
found in the call out kit. 
 
Access arrangements for partner agencies (if multi-agency) can be controlled from the 
SDC reception desk where a receptionist can unlock the access door to the committee 
rooms on demand.  There are also a number of programmed cards that can be given to 
partner agency staff if necessary. 
 

3.3 Set up of the ECC 
 
The set up of the ECC would be managed by Business Support in liaison with the Silver 
Commander.  They would obtain appropriate equipment from the Archive and liaise with 
NYCC ICT, who would set up IT & telecoms 
 

3.4 Set up of ECC Equipment 
 
The ECC room has at least 10 power points for laptop connection.  There are 6 
telephone points and wireless network facilities.  
 
3.4.1 I.T. Equipment 
  

• It will be the responsibility of each member of the ECC to provide their own IT 
equipment i.e. laptops 

• It is the responsibility of NYCC ICT to ensure that all connections within the ECC are 
in working order. 

 
3.4.2 Set up of Wireless 
 

SDC works on a wireless network for its internet connection.   Laminated procedures for 
connecting to the wireless connection can be found in the emergency box located in 
Archive 1.  These will be put on desks when the ECC is operational. 
 
3.4.3 Public Wireless 
 

Users can connect to the SSID ‘sdc-guest’ with the password of sandh!ll. This provides 
internet access only and no access to the corporate LAN. 
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3.4.4 Telecommunications 
 

• A number of telephones (obtained from Archive 1) will be set up within the room for 
each service unit / agency involved.  This will enable each ECC officer (generally 
from the various partner agencies and SDC) to have a dedicated phone number.   

• It is the responsibility of NYCC ICT to ensure that the extension lines within the room 
remain connected. 

• It is the responsibility of NYCC ICT to set up a telephone hunt system within the 
room, or adjacent room if requested, particularly if a Helpline has been established. 

• A number of telephones can be obtained from transient desks for use during an 
emergency.  Ports and extension numbers can be found in the diagram below. 

• If the nature of the incident has led to a loss of communications systems, the Council 
possesses a Satellite Telephone.  The Satellite Telephone requires line of sight with 
the sky in order to operate, and so will not work within the room.  The Satellite 
Telephone and instructions on how to use it are located within Archive 1.   
 

3.4.5 Set up of Telephone Conferencing Equipment 
 

• There is a wireless conference telephone set up in the Boardroom (Meeting Room 8 
– First Floor) 

• Instructions for use can be found in the Boardroom & Archive 1. 
 
3.4.6 Set up of Media 
 

It may be decided by the Silver Commander to operate the TV news channels within the 
reception area and café to enable officers to take note on how the emergency is 
developing in the eyes of the media organisations. 
 
• It is the responsibility of the Silver Commander to set up any media systems 

required. 
 

3.4.7 Maps and GIS 
 

• Hard copy AO maps of the following locations are located within Archive 1: 
 

o Selby District   
o Selby Town 

o Sherburn in Elmet 
o Tadcaster 

 
Access to GIS can be obtained through the NYCC Website. 
 

3.4.8 Set up of Smart Board 
 

SDC maintain a projector in the Committee Room.  A rolling log of events / actions etc 
can be projected onto these. 
 
• If there are any issues, the Silver Commander should contact NYCC ICT 

Manager. 
 

3.4.9 Emergency Box 
 

There is an emergency box located in Archive 1 which contains a number of emergency 
equipment including: 
 
• Laminated wifi instructions 
• Laminated Conference Call instructions 
• Log Books (for Loggist) 
• Stationary 

 
Other things that may be needed are: 

 
• Flipcharts & Pads   
• Photocopier Access 
 

29



 

3.5 Room Layout Plan 
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3.6 Emergency Telephone Numbers 
 
3.6.1 Putting VoIP Phone system into emergency mode 
 
When an emergency occurs and a dedicated team is ready to take calls specific to the 
emergency, we need to the put the phone system into emergency mode. Putting the 
system into emergency mode can be initiated from any networked phone. 
 
An emergency occurring In hours (0830 – 1700) 
 
The diagram below shows the structure of the IVR. 
 

705101
Welcome message 
and if you know the 

extension you 
require

Councillor line – 
Different message – 

Hello Councillor/
extension if you 

know it

Emergency Message

Press 1 -
Emergency

Press 2 -
All other council 

business

Normal IVR

Prioritised

 
To set SDC to Emergency Mode 
 

• Dial 9*61 
• Enter 1234 as password 
• Press 2 for Operations mode 
• Press 2 mode of operation for a device 
• Enter SDC Hunt Group Number (e.g. 42950) 
• Press 1 to confirm this is correct 
• Press 2 to place into emergency mode 

 
You will need to enable emergency mode for the main number (hunt group 42950).  This 
will push all calls from 01757 705101 to the emergency menu/call flow.  The others could 
be left to follow normal routes, or also be redirected via the emergency option. 
 
If changing the status of multiple numbers then each one needs to be done using the 
instructions below. 
 
42949 – SDC Payment queue  
42950 -  SDC Customer Service (Main number 01757 705101) 
42951 -  SDC Council Tax queue 
42952 -  SDC Councillors queue  
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Once the system is in emergency mode, the emergency contact centre should log into 
the following extensions: 
 

Extension 
 

42690 
42691 
42692 
42693 
42694 
42695 
42696 
42697 
42698 
42699 

 
 
Once the emergency is over, the phone system needs to be put back to normal mode, 
this can be done using the following instructions: 
 
To set SDC to Normal Mode 
 

• Dial 9*61 
• Enter 1234 as password 
• Press 2 for Operations mode 
• Press 2 mode of operation for a device 
• Enter SDC Hunt Group Number (e.g.42950) 
• Press 1 to confirm this is correct 
• Press 2 to place into emergency mode 

 
If one or more hunt groups have been put into emergency mode these need to be 
changed back to normal also. 
 
An Emergency occurring Out of hours (1701 – 0829) 
 
The IVR will follow this route when put into emergency mode out of hours 
 

705101
Welcome message 
and if you know the 

extension you 
require

Councillor line – 
Different message – 

Hello Councillor/
extension if you 

know it

Emergency Message

Press 1 -
Emergency

Press 2 -
All other council 

business

Offices are now 
closed but if it’s a 

different emergency 
please ring Ryecare 

on x  
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To set the phone system to emergency mode follow the instructions under the In-Hours 
procedures on page 7. 
 
Once the emergency is over the phone system needs to be put back to normal mode, 
this can be done using the instructions under the In-Hours procedures on Page 8. 
 
3.6.2   VoIP System (landlines) 
 
There are six dedicated phones which Business Support can use for emergency 
planning.  If further phones are needed, they will be taken from transient desks. 
 
Below are listed the phone ports and corresponding phone numbers for the Committee 
Room.  With regard to computer access, wi-fi access only is available. 
 

Port Number 
SDC/01 119 
SDC/01 120 
SDC/01 123 
SDC/01 124 
SDC/01 135 
SDC/01 136 

 
 
The following direct line numbers (and extensions to log into the phone) can be given out 
to partner agencies (e.g. Police, Fire & Rescue, Environment Agency) in an emergency 
situation: 
 

Extension Direct Line 
42240 01757 292240 
42241 01757 292241 
42242 01757 292242 
42243 01757 292243 
42244 01757 292244 
42301 01757 292301 
42302 01757 292302 
42303 01757 292303 
42305 01757 292305 
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4. ACTION CARDS: 

4.1 Stand by  
4.1.1 SDC Silver Commander – Emergency Control Centre Manager 
Action Tick 
Your role is to co-ordinate the tactical decision making for SDC within the Civic Centre.   You will need to 
appoint the SDC Silver officers that are required to support the response.  You will act as the link to SDC 
Bronze Commanders / Forward Liaison Officers at the Scene. 
  
You will update SDC Gold and Elected Members of incident. 
 

1. Alerted of incident (usually by the Blue Light Services, Contact Centre, NYCC EPU), inc. 
• Locations (s) of incident 
• Nature of incident 
• Log number 
• Response so far 
• Specific support / resources required from local authority 

 

2. If you are the first agency to be aware of the incident contact NYCC EPU to agree course of 
action.  Discuss with NYCC EPU sending a North Yorkshire Local Resilience Form (NYLRF) 
Response to Major and Critical Incident (RMCI) email. 

 

3. Start log (do you require a loggist)  
After discussion with NYCC EPU consider the scale of SDC response.   

Think big, it is far easier to stand people down then try to play catch up when it is too late! 
4 Do you need to appoint / contact any of the following support officer: 

• Runners 
• Telephone / email monitor (or own phone, emergency phone / email and Customer First) 
• Information Officer (To update white boards for you) 
• Business Support (To set up Emergency Control Centre) 

o To request the teleconference equipment. 
• Communication and Social Media Officer 
• Elected Members Liaison 

 

5. Consider using the Joint Decision Making Model (See 4.1.1.1) Consider utilising the METHANE 
report structure (See 4.1.1,2) when discussing with internal and external partners. 

 

6. If required, appoint SDC Forward Liaison Officer / Bronze Commander(s) to attend scene: 
• Provide them with all known details of incident. 
• Overview of SDC response (inc. SDC and Multi-agency Command and Control) 
• Any outstanding actions that they will be required to complete. 

Do they have access to Major Incident Plan?  If not direct them to a copy. 

 

7. Inform appropriate SDC Silver Officers of incident and place on stand-by.  If primary Silver 
Officers are unavailable locate secondary Officer. 
Do they have access to Major Incident Plan?  If not direct them to a copy. 

 

8. If Tactical Co-ordinating Group (Multi-agency Silver) has been established appoint a Tactical 
Liaison Officer (TLO) if it is someone different than you. 

• Will it be a physical or teleconference meeting. 
o Do you know the dial in details?  If not contact NYCC EPU. 

• Provide the TLO with all known details of incident. 
• Over view of SDC response (inc. SDC and Multi-agency Command and Control) 
• Any outstanding actions that they will be required to complete. 

Do they have access to Major Incident Plan?  If not direct them to a copy. 

 

9. Consider updating Chief Executive or other SDC Gold Officer. 
Do they have access to Major Incident Plan?  If not direct them to a copy. 

 

10. If Strategic Co-ordinating Group (Multi-agency Gold) has been established discuss with Gold 
Commander about appointing a Strategic Liaison Officer. 

• Will it be a physical or teleconference meeting. 
o Do you know the dial in details?  If not contact NYCC EPU. 

• Provide them with all known details of incidents. 
• Over view of SDC response (inc. SDC and Multi-agency Command and Control) 
• Do they require you to attend meeting. 

Do they have access to Major Incident Plan?  If not direct them to a copy. 

 

11. Contact NYCC EPU to discuss who will inform County Council Elected Members  
12. Update white boards within Initial Emergency Control Centre (Environmental, Regulations and 

Resilience Officer) 
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4.1.1.1 Joint Decision Model (JDM) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.1.1.2 METHANE 
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4.1.2 SDC Bronze Commander / Forward Liaison Officer 
Action Tick 
Your role is to act as the single point of contact for SDC at the scene of the incident.  You will be there to be 
the link back to SDC for the Emergency Services and SDC Silver Commander.   
 
If agreed with Silver Commander, you will co-ordinate the operational decision making for SDC at the scene. 
 
1. Alerted of incident (usually by the Silver Commander, blue light services), inc. 

• Locations (s) of incident 
• Nature of incident 
• Log number 
• Response so far 
• Specific support / resources required from local authority 

 

2. Start log  
3. Ensure that you have relevant contact details for other responding agencies, if available: 

• Police 
• Fire 
• Ambulance 
• EA 
• Etc 

 

4. Ensure that you have relevant contact details for SDC: 
• Silver Commander 
• Silver officers 
• Etc 

 

5. If necessary ensure that your day to day work is covered by another officer  
6. Collect any equipment / resources you require to attend scene: 

• PPE Mobile phone 
• Phone charger Lap top + cables 
• Log, paper and pens, Identification 
• Maps Camera 
• Money Plans, documentation 

 
Available from the Silver Commander. 

 

7 Agree with Silver Commander: 
• Feedback times 
• Time when you will be relived 

 

8 Are you happy with want is expected of you?  If so, attend the scene of incident to represent 
SDC as a FLO or Bronze Officer.  If not contact the silver commander to discuss any additional 
issues. 

 

9 Control and co-ordinate SDC operations actions during the response  
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4.1.3 SDC Silver Officer / Tactical Liaison Officer 
Action Tick 
As SDC Silver Officer your role is to act as the single point of contact for your Service Area for the SDC Silver 
Commander. You will be there to be the link back to your service area with any actions that they are required 
to carry out. 
 
You may be asked to undertake the role of SDC Tactical Liaison Officer.  As such you will act as the single 
point of contact for SDC at Tactical Co-ordinating Group (TCG).  You will be the link back to SDC for the 
Emergency Services and SDC Gold Commander.  You will co-ordinate the tactical decision making for SDC 
at the multi-agency group. 
 
1. Alerted of incident by Silver Commander and placed on standby. 

• Locations (s) of incident 
• Nature of incident 
• Log number 
• Response so far 
• Specific support / resources required from local authority 

 

2. If you will be unable to support SDC during the incident appoint a suitable deputy and notify 
Silver Commander. 

 

3. Consider how this incident may impact on your day to day business and consider what 
continuity arrangements may need to be put in place in order to maintain these services. 

 

4. Consider what resources you may require if the incident escalates: 
• Plans, documentation Mobile phone 
• Phone charger Lap top + cables 
• Log, paper and pens, Identification 
• Maps money 
• Camera 

 

5. Ensure you have the contact details of Silver Commander and arrange appropriate times for 
further updates in case the incident escalates. 
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4.1.4 SDC Gold Commander / Strategic Liaison Officer 
Action Tick 
As SDC Gold Commander, your role is to co-ordinate the strategic decision making for SDC within the Civic 
Centre.   You will create strategic priorities for the Silver Commander to follow.  These should include you 
horizon scanning future risks so that you can set priorities for the forthcoming days / weeks / months. 
 
You may be asked to be the SDC Strategic Liaison Officer.  As such you will be the single point of contact for 
SDC at Strategic Co-ordinating Group (SCG).  You will be the link back to SDC for the Emergency Services.  
You will provide the SDC Silver Commander with the strategic priorities so they can create a tactical plan.  You 
will co-ordinate the strategic decision making for SDC at the multi-agency group. 
  
1. Alerted of incident by Silver Commander and placed on standby. 

• Locations (s) of incident 
• Nature of incident 
• Log number 
• Response so far 
• Specific support / resources required from local authority 

 

2. If you will be unable to support SDC during the incident discuss with Silver Commander and agree 
a suitable deputy. 

 

3. Consider how this incident may impact on your day to day business and consider what continuity 
arrangements may need to be put in place in order to maintain these services. 

 

4. Consider what resources you may require if the incident escalates: 
• Plans, documentation Mobile phone 
• Phone charger Lap top + cables 
• Log, paper and pens, Identification 
• Maps Money 
• Camera 

 

5. Ensure you have the contact details of Silver Commander and await further updates in case the 
incident escalates. 
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4.2 Emergency 
4.2.1 SDC Silver Commander – Emergency Control Centre Manager 
Action Tick 
Your role is to co-ordinate the tactical decision making for SDC within the Civic Centre.   You will need to 
appoint the SDC emergency team and all the officers that are required to support the response.  You will act 
as the link to SDC Bronze Commanders / Forward Liaison Officers at the Scene. 
  
You will update SDC Gold and Elected Members of incident. 
 

The following sections are for incidents where the Silver Commander wishes to convene a group of Silver 
Officers to assist in co-ordinating the response from the Emergency Control Centre (ECC)  

1. Consider using the Joint Decision Making Model throughout the incident.  
2. Ensure you have a loggist  
3. Where do you wish for Silver Officers to convene.   

• Virtually by email 
• Virtually by telephone calls 
• Physically within Silver Commanders Office (Initial Single Agency Silver) 
• Physically within Committee Room (Single Agency Silver) 

• Is the Emergency Control Centre available; 
• Does any meetings need to be cancelled / informed 

You may wish to discuss with other Silver Officers on the best course of action: 

 

2. Gather updates from various officers / responding agencies: 
• Incident scene 
• FLO / Bronze Commander (They may wish to phone into ECC  
• NYCC EPU 
• Partner Agencies 

 

3. Do you need to appoint / contact any of the following support office:: 
• Runners 
• Telephone / email monitor (For your own phone, the emergency phone / email and 

Customer First) 
• Information Officer (To update white boards for you) 
• ICT Manager (To set up Emergency Control Centre) 

o To request the teleconference equipment. 
o Expect room set up to take 30 minutes 
o Once the room is set up do you wish to manage the technical side of the room 

or would you wish for an ICT staff member to act as Emergency Control Centre 
Manager. 

• Business Support (To help set up Emergency Control Centre) 
• Communication and Social media officer 
• Elected members liaison 

 

4. Once an agreement has been made activate Emergency Control Centre Plan and inform: 
• FLO / Bronze Commanders,  
• Silver Officers,  
• Tactical Co-ordinating Officer (if appointed) 
• Gold Commander 
• Gold Officers 
• Strategic Co-ordinating Officer (if appointed) 

 

Don’t underestimate how time-consuming it will be to contact all of the following officers.  You 
will want to get a runner(s) to help 
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4.2.2 SDC Silver Commander - Briefing Note 
 
Write this information on the White Boards or flip charts in the Emergency 

Control Centre 
Appoint an information officer to check information up to date. 

White board / flip chart 1 
M Major incident declared include Police log number 
E Exact location 
T Type of incident 
H Hazards present 
A Access to the location 
N Number and type of Casualties 
E Emergency services present and those required. 

 
White board / flip chart 2 
Estimated duration and important timings for events/meetings (Battle Rhythm / Time 
Line) 
 
White board / flip chart 3 
SDC Silver Command membership (and contact numbers) 
SDC Services Involved (inc. contacts & summary of response) 
NYCC Involved (inc. contacts & summary of response) 
Other Agencies Involved (inc. contacts & summary of response) 
 
White board / flip chart 4 
Actions / issues outstanding (use a Red, Amber, Green RAG risk rating for importance) 
 
4.2.3 SDC Silver Commander – Meeting check list 
 

 Introductions  
1. Actions / issues outstanding  Silver Cmdr 
2. Overview of current situation Silver Cmdr 
3. Update from SDC Silver Officers All 
4. Update from Other Agencies All 
5. Contact Centre - Consider calls received for review  Contact 

Centre 
6. Media - Agree Media Statement Media Rep 
7. Elected Members - Agree update for Elected Members All 
8. Recovery Issues 

• Reports from Silver Officers 
• Assign Recovery Officer / Updates from Recovery Officer 

Recovery 
Officer / All 

9. Business Continuity Issues 
• Reports from Silver Officers 
• Convene / Report from Business Continuity Group Rep 

BC Rep / All 

10. Review membership of Silver Silver Cmdr 
11. Summary & agreement of key actions & decisions Silver Cmdr 
12. Sitrep to Gold / other agencies Silver Cmdr 
13. Time of next Timeout All 

42



 
4.2.4 SDC Bronze Commander / Forward Liaison Officer 
Action Tick 
You role is to act as the single point of contact for SDC at the scene of the incident.  You will be there to 
be the link back to SDC for the Emergency Services and SDC Silver Commander.   
 
If agreed with Silver Commander, you will co-ordinate the operational decision making for SBC at the 
scene. 
 
1. Assess the risks of the scene to ensure you are aware with your situation.  

      M- 
      E- 
      T- 
      H- 
      A- 
      N- 
      E- 

Major Incident declared 
Exact Location 
Type of incident 
Hazards present or suspected 
Access – routes that are safe to use 
Number, type, severity of casualties 
Emergency services required  

2. Gather updates from various officers / responding agencies: 
• Incident scene 
• NYCC EPU 
• Partner Agencies 

 

3. Update Silver Commander on situation: 
• Update on locations (s) of incident 
• Nature of incident 
• Response so far 
• Specific support / resources required from local authority 
• Consider using a METHANE report. 

 

4. Request any additional tactical support required: 
• Equipment / Resources 
• Staff Resources 

 

5. Ensure that you have relevant contact details for other responding agencies, if available: 
• Police 
• Fire 
• Ambulance 
• EA 
• Etc. 

 

6. Ensure that you have relevant contact details for SDC: 
• Silver Commander 
• Silver officers 
• Etc. 

 

7. If necessary ensure that your day to day work is covered by another officer  

8 Agree with Silver Commander: 
• Feedback times 
• Time when you will be relived 

 

9 Are you happy with want is expected of you?  If so, continue to attend the scene of 
incident to represent SDC as a FLO / Bronze Officer.  If not contact the silver 
commander to discuss any additional issues. 
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4.2.5 SDC Silver Officer / Tactical Liaison Officer 
Action Tick 
As SDC Silver Officer your role is to act as the single point of contact for your Service Area for the SDC 
Silver Commander. You will be there to be the link back your service area with any actions that they are 
required to carry out. 
 
As SDC Tactical Liaison Officer you will be the single point of contact for SDC at any Tactical Co-
ordinating Group (TCG).  You will be the link back to SDC for the Emergency Services and SDC Gold 
Commander.  You will co-ordinate the tactical decision making for SDC. 
 
1. Before attending Single Agency Silver / Tactical Co-ordinating Group (multi-agency 

silver), receive update from officers within your own service area / SDC on the incident. 
 

2. Attend the virtual or physical Single Agency Silver meeting / Tactical Co-ordinating 
Group to represent your service area / SDC. 

 

3. Receive briefing from Silver Commander on situation: 
• Update on locations (s) of incident 
• Nature of incident 
• Response so far 
• Specific support / resources required from local authority 

 

4. If you will be unable to support SDC during the incident appoint a suitable deputy and 
notify Silver Commander. 

 

5. Consider how this incident may impact on your day to day business and consider what 
continuity arrangements may need to be put in place in order to maintain these services. 

 

6. Once at the Single Agency Silver, control and co-ordinate the silver actions of your 
service area during the response phase of the incident. 
 
If at Tactical Co-ordinating Group, control and co-ordinate the tactical actions of SDC 
during the response phase.  The Tactical Liaison Officer will take charge of the 
Command, Control and Co-ordination of the incident from the Silver Commander as this 
officer will be privy to the most up to date information. 

 

7. Consider what resources you may require if the incident escalates: 
• Plans, documentation Mobile phone 
• Phone charger Lap top + cables 
• Log, paper and pens, Identification 
• Maps  

 

8. Do you require a loggist, if so discuss with Silver Commander.  
9. Do you require a runner, if so discuss with Silver Commander.  
10. Keep a record of available / unavailable resources to maintain operational duties.  
11. Ensure that you have relevant contact details for other responding agencies, if available: 

• Police 
• Fire 
• Ambulance 
• EA 
• Etc 

 

12. Ensure that you have relevant contact details for SDC: 
• FLO / Bronze Commanders,  
• Silver Officers,  
• Tactical Co-ordinating Officer (if appointed) 
• Gold Commander 
• Gold Officers 
• Strategic Co-ordinating Officer (if appointed) 

 

13. Endeavour to carry out the strategic actions from Single Agency Gold, if established / 
Strategic Liaison Officers (if TLO). 

 

14 Inform FLO / Bronze Commander with tactical decisions, this is expected to be through 
the Silver Commander, with tactical decisions to enable them to carry out their 
operational duties 

 

15. Ensure effective communications are maintained between all incident personnel and 
command structures.  If TLO, maintain links with Council Single Agency Silver & Council 
Liaison Officers. 

 

16. Ensures records, logs and all pertinent information is collated, regularly updated, 
retained and available to relevant agencies when requested. 
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4.2.6 SDC Gold Commander  
Action Tick 
Your role is to co-ordinate the strategic decision making for SDC within the Civic Centre.   You will create 
strategic priorities for the Silver Commander to follow.  These should include you horizon scanning future 
risks so that you can set priorities for the forthcoming days / weeks / months. 
  
1. Gather updates from various officers / responding agencies: 

• Silver Commander 
• Tactical Liaison Officer 

 

2. If additional strategic support is required to assist your response discuss with the Silver 
Commander how best this can be achieved,  

• Virtually by email 
• Virtually by telephone calls 
• Physical within Chief Executives Room (Single Agency Gold) 

 
You may wish to discuss with Gold Officers on the best course of action: 

 

3. Once an agreement has been made inform: 
• Silver Commander 
• Silver Officers,  
• Tactical Co-ordinating Officer (if appointed) 
• Gold Officers 
• Strategic Co-ordinating Officer (if appointed) 

 

 

4. Do you require a loggist / action taker  
5. Do you require runners to assist with response  
6. Familiarise yourself with SDC Gold Terms of Reference and Gold Agenda.  Ensure copies 

are available for Gold Officers on their arrival. 
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4.2.7 SDC Gold Terms of Reference 
 

Aim 
The aim of the SDC Gold is to establish and maintain an effective strategic policy and 
framework for Selby District Council’s response to a major incident. 
Objectives 
The objectives of SDC Gold are to: 
 
• provide strategic direction, oversight and forward planning for the Council’s response to, 

and recovery from, a major emergency incident;  
• ensure that the necessary resources and facilities required by the SDC Silver Command 

are available;  
• facilitate the continuity of the Council’s critical services;  
• ensure appropriate liaison arrangements are in place with the County Council, and 

appropriate support and assistance is provided; 
• ensure appropriate liaison arrangements are in place with the emergency services, 

partner agencies and government departments;  
• consider any potential liability issues for the Council;  
• authorise expenditure required to facilitate the response;  
• ensure that elected members are kept informed of the Council’s actions;  
• oversee media relations and determine who should represent the Council in interviews; 

and  
• ensure that requests for information from the public and the media are responded to; 
• co-ordinate any V.I.P visits 
• consider requesting Military Assistance (MACA); 
• consider requesting mutual aid from neighbouring authorities.. 
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4.2.8 SDC Gold Agenda 
 

1. Welcome and Introductions  

2. Actions from last meeting (if appropriate) Chair 

3. Update of Situation and Strategic Issues Silver Cmdr 

4. 

Strategic aims : 
 
What should be achieved in next  24 hours, 
     48 hours 
     7 days 

 

Chair 

Check List 
• Liaison arrangements with:   

• County Council 
• Partner Agencies 
• Elected Members 

 

• Continuity of Council’s key services  
• Resources to support the tactical and 

operational response including emergency 
financial arrangements 

 

• Council spokesperson and media policy  
• Legal/liability issues  
• VIP visits  
• Cost tracking arrangements  
• Recovery strategy and structures  

5. Agreement of key strategic actions and responsibility  All 

6. Next steps. Chair 
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4.2.9 SDC Gold Officers / SDC Strategic Liaison Officer 
Action Yes 
As SDC Gold Officer, your role is to act as the single point of contact for your Directorate for the 
SDC Gold Commander. You will be there to be the link back your Directorate with any actions that 
they are required to carry out. 
 
As SDC Strategic Liaison Officer, you will be the single point of contact for SDC at Strategic Co-
ordinating Group (SCG).  You will be the link back to SDC for the Emergency Services and 
provide the SDC Silver Commander with the strategic priorities so they can create a tactical plan.  
You will co-ordinate the strategic  decision making for SDC. 
1. Attend the virtual or physical Single Agency Gold meeting to represent your 

directorate area or the Strategic Co-ordinating Group (multi-agency gold) to 
represent SDC. 

 

2. Receive briefing from Gold Commander on situation: 
• Update on locations (s) of incident 
• Nature of incident 
• Response so far 
• Specific support / resources required from local authority 

 

3. If you will be unable to support SDC during the incident appoint a suitable 
deputy and notify Silver & Gold Commander. 

 

4. Consider how this incident may impact on your day to day business and 
consider what continuity arrangements may need to be put in place in order to 
maintain these services. 

 

5. Once at the Single Agency Gold assist the Gold Commander in achieving 
strategic objectives.  
If you’re at the Strategic Co-ordinating Group, control and co-ordinate the 
strategic actions of SDC. 

 

6. Consider what resources you may require if the incident escalates: 
• Plans, documentation Mobile phone 
• Phone charger Lap top + cables 
• Log, paper and pens, Identification 
• Maps  

 

7. Do you require a loggist, if so discuss with Gold Commander.  
8. Do you require a runner, if so discuss with Gold Commander.  
9. Keep a record of available / unavailable resources to maintain tactical duties.  
10. Before a single agency Gold meeting, familiarise yourself with SDC Gold 

Terms of Reference and Gold Agenda.  Ensure copies are available for Gold 
Officers on their arrival. 
Before a multi-agency Gold meeting, familiarise yourself with the North 
Yorkshire Local Resilience Forum (NYLRF) Response to Major and Critical 
Incidents (RMCI). 

 

11. If at Strategic Co-ordinating Group, ensure you have relevant contact details 
for responding agencies, if available: 

• Police 
• Fire 
• Ambulance 
• EA 
• Etc. 

 

12. If at Strategic Co-ordinating Group ensure you have relevant contact details for 
SDC: 

• Silver Officers 
• Tactical Liaison Officer 
• Gold Commander 
• Gold Officers 

 

13. Ensure effective communications are maintained between all incident 
personnel and command structures. 

 

14. Ensures records, logs and all pertinent information is collated, regularly 
updated, retained and available to relevant agencies when requested. 
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5. Major Incident 
 
The Gold Commander is the only officer who is able to declare a Major Incident for Selby 
District Council. 
 
During a major incident all responding officers will continue to follow actions cards 
detailed within the Emergency Section of this plan.  
 
The difference between declared emergency or major incident is that a major incident is 
likely to be a prolonged event where the Councils ability to both respond to the incident 
and maintain its day to day services are drastically affected.  During a major incident 
Single Agency Gold will have to ensure it prioritises how SDC will continue to work 
through the incident.  This could mean that non-critical day to day services are stopped 
and resources are moved to assist with the response to the incident. 
 
It is likely during a declared major incident that Single Agency Gold will be contacting a 
number of neighbouring authorities to request mutual aid and will have to ensure 
systems are in place to co-ordinate these resources. 
 
The decision to declare a major incident should not be taken lightly and most incidents 
should be able to remain as a declared emergency.  
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JESIP 2013 
“Working Together – Saving Lives, Reducing Harm” 
Joint decisions must be made with reference to the over-arching or primary aim of any response to an emergency: to save lives and 
reduce harm.   This is achieved through a co-ordinated, multi-agency response.   Decision makers should have this uppermost in their 
minds throughout the decision making process”. 
 
“Gather & share information and intelligence” 
“… it is a simple fact that no one service can initially appreciate all relevant dimensions of an emergency…”    
 

If you are responding to an incident now and wish 
to:- 
 

• Inform other agencies         – see page   6 
• Convene a TCG                  – see page 18 
• Convene a SCG                  - see page  24 
• Convene a RCG                  - see page  32 

 

Response to 
Major & 
Critical 

Incidents 
(RMCI) 
Version 4 
May 2017 

ANNEX B 
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Definitions 
 
 
 
 
 

Major Incident:  
Revised (2016) Cabinet Office definition:  
 
An event or situation, with a range of serious consequences, which 
requires special arrangements to be implemented by one or more 
emergency responder agencies. (2016) 

 
Addendum from JESIP 2013 
“A major incident may be declared by a single blue light service or 
jointly. It is feasible that only one service may determine an 
emergency as a major incident based on the type of incident and 
scale of their resources required. This may not necessarily mean it is 
a major incident for all other services”. 
 
Critical Incident 
 
LESLP 2012 
“Any incident where the effectiveness of the police response is likely 
to have significant impact on the confidence of the victim; their family; 
and/or the community” 
 
 
Lead Agency 
 
Police will host the initial TCG, unless a lead is already identified.    
 
The lead agency will provide: 

• teleconference dial in, chair,  
• minute taker and action loggist 
• post incident documents filed on NYLRF site of Resilience 

Direct 

 
  
 
 
 
 
 

 
Principles for Joint 
Working 
(JESIP) 
 
 
Co-locate 
Co-locate with 
commanders as 
soon as practicable,  
at a single, safe and 
easily identified 
location near to the 
scene. 
 
 
Communicate 
Communicate 
clearly using plain 
English 
 
 
Co-ordinate 
Coordinate by 
agreeing the lead 
service.  Identify 
priorities, resources 
and capabilities for 
an effective 
response, including 
the timing of further 
meetings. 
 
 
Jointly Understand 
Risk 
Jointly understand 
risk by sharing 
information about 
the likelihood and 
potential impact of 
threats and hazards 
to agree potential 
control measures. 
 
 
Shared Situational 
Awareness 
Shared situational 
awareness 
established by using 
METHANE and the 
Joint Decision 
Model.  
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Response to Major & Critical Incidents 
 
 

AIM 
 
The aim of the North Yorkshire Local Resilience Forum (NYLRF) 
Response to Major and Critical Incidents (RMCI) is to promote a 
consistent multi-agency approach to response, a common reporting 
structure, and a joint approach to information management, to achieve 
a shared situational awareness across North Yorkshire and the City of 
York. 
 
 
 
OBJECTIVES 
 
The objectives are to: 
 

• Explain how to convene, conduct and close or handover, 
Tactical, Strategic and Recovery Co-ordination Groups; 
 

• Clarify the role of Operational Co-ordination Group  
 

• Outline the resources required for Strategic Co-ordination Group 
(SCG) and Tactical Co-ordination Group (TCG) to fulfill their 
responsibilities; 
 

• Provide generic response arrangements applicable to all 
hazards and threats; 
 

• Provide procedures to facilitate an effective response to serious 
incidents in or affecting North Yorkshire and the City of York; 
 

• Provide appropriate documentation and checklists to aid multi-
agency response. 
 

• To set out the escalation process for a major/critical incident, 
using RMCI protocol 
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Part 1 
 
 

 
 
 

Alerting partner agencies 
&  

Calling Notice TCG & SCG 
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Does the responding agency need to inform other 
agencies of an incident? 

 

 
 

Major Incident been 
declared? 

 
 
 

 
 
If LOW probability – monitor 
the situation. 

 
If HIGH probability or YES 

 
Will an agency need  

to invoke special 
arrangements? 

 
 
 
 
If LOW probability – monitor 
the situation. 
 

If HIGH probability or YES 

 
Critical incident?  

Is a community or the 
public at risk of 

serious disruption? 
 
 

 
If LOW probability – monitor 
the situation. 
 

If HIGH probability or YES 
 
  

 
 
 
 
 
 
 
 
 
                               Either                                                                 Or 
 
 
 
 
 

 
 
 
 
 
 
 

*N.B. All situations requiring an SCG will automatically warrant a TCG.   Not all situations requiring a 
TCG warrant an SCG. 

Core agencies should be informed for 
impact assessment even if their 

involvement is not immediately apparent. 

FOR INFO ONLY 
 

Responding agency 
to inform others via 
RMCI Notification 

(See overleaf). 

 
FOR ACTION 

 
Responding agency 

to call a TCG / SCG * 
teleconference  
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How to access and send the RMCI Notification 
 

 

 
• Use to ALERT AGENCIES, TCG/SCG CALLING, UPDATE & 

CLOSURE OF INCIDENT. 
• Use the flowchart on previous page to decide if incident 

needs to be shared 
• Use of this template has been agreed by all agencies.   

An agency responding to the incident will continue to 
contact required agencies as normal 

• If not a blue light service, receivers may not see the 
email until the next working day 

• Receivers of the RMCI Notification must not reply unless 
required 

• Receivers must not ring for further information unless 
there is very good reason. 

 
 

RMCI 
Notification  

 
• Email NYLRFIncident@northyorks.gov.uk and put 

“Template” in the subject box.   The template will be 
sent automatically to you. 
 

• Click reply  
 

• Fill in the empty white boxes with incident details, 
 

• Subject title will initially read “Re: Notification of a 
NYLRF Incident (**ADD INCIDENT TITLE HERE**)” 

• Amend (**ADD INCIDENT TITLE HERE**) to reflect 
current incident e.g. (Landslip at Skipton Castle) 
 

• Click “send” 
 

• The email will be forwarded automatically to an agreed 
email group, 24/7/365. 
 
Use template with colour change to green, to close an 
incident.  
 

Where to find 
the RMCI 

Notification  
& 

 how to send 
it 
 
 

In or out of 
hours 
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RMCI NOTIFICATION 
Incident with serious public or community impact 

  
This email template can be used to notify, update and stand down responding and other agencies to: 

•         A declared major or critical incident  
•         Special measures invoked by responders; or 
•         The public at risk of serious disruption 

If sent outside working hours, not all agencies will see it until next working day 
How to complete an initial template: 
•          Click “reply”.  Fill in the empty white boxes with incident details, 
•          Subject title will initially read “Re: Notification of a NYLRF Incident (**ADD INCIDENT TITLE HERE**)” 
•          Amend (**ADD INCIDENT TITLE HERE**) to reflect current incident e.g. (Landslip at Skipton Castle) 
•          Click “send” 
•         If you wish to provide subsequent updates or close down the incident please read instructions below. 

If you receive a completed template NO REPLY IS REQUIRED.   
Please only reply if you wish ALL agencies to receive your email. 
Organisation sending notification:  Incident number (including date/time):  Version number   Situation report on expected or potential impact for the public / community: 
Major (or critical) incident declared?  Exact location:  Type of incident: If considered a sensitive 
incident, use “On-going Police incident”  
Hazards present or suspected:  Access- routes safe to use:  Number, type and severity of casualties:  
Emergency services present? Required?  
Lead agency and information sharing 
Lead agency?  
Lead media agency?  
Will information be shared via Resilience 
Direct  

ACTION REQUIRED BY SENDER: 
•          Provide enough information to allow individual agencies to consider potential impact on their own organisation. 
•          Continue to contact any agencies required to assist 
•         If incident develops, provide an update RMCI Notification or call a TCG via Police.  (see below) 
•         All incidents are required to be closed via a RMCI Notification if no further updates are required.  (see below) 
ACTION REQUIRED BY RECEIVER: 
•          Do not reply or request further information from sender 
•          Your agency will be contacted directly if a response is required 
•          Decide if own staff should be informed 
•          Check Twitter, news or sending agency website for updates 
•         This email does not supersede any existing arrangements. 

HOW TO UPDATE PARTNERS ON AN INCIDENT 
•          Click “reply” to previous NYLRFincident@northyorks.gov.uk email and update, OR request a new template. 
•          Update the white boxes, include new version number. 
•          Amend subject title so it reads “UPDATE on a NYLRF Incident” 
•          Include incident title and version number at the end of the subject title e.g. “UPDATE on a NYLRF Incident (Landslip at Skipton Castle 

Version 2)”   •         Click “send” 
HOW TO CLOSE DOWN AN INCIDENT 

•          Click “reply” to previous NYLRFincident@northyorks.gov.uk email and update, OR request a new template. 
•          If able, right click on top red box and change shading to green. 
•          Update the white boxes, include new version number. 
•          Amend subject title so it reads “CLOSURE of a NYLRF Incident” 
•          Include incident title and version number at the end of the subject title e.g. “CLOSURE of a NYLRF Incident (Landslip at Skipton Castle 

Version 3)”      •         Click “send” 
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          Agencies alerted by RMCI  

 
 

 Each agency is responsible for keeping their contact 
details up to date on receipt of quarterly email  “RMCI 
Contact Review”  

• NY Police 
• NY Fire & Rescue Service 
• Ambulance (YAS are gateway to Health out of hours) 
• Health - NHS England (link to NYH Providers) 
• Health - Public Health England 
• Director of Public Health 
• North Yorkshire County Council (Resilience & 

Emergencies Team are gateway to NYCC services) 
• City/District/Borough Councils (according to location 

and potential impact) 
• RED North (DCLG) 
• Media / Communications staff for key agencies 
• Environment Agency 
• Yorkshire Water / Northumbrian Water 
• Northern Gas Networks 
• Northern Powergrid 
• Military 
• British Transport Police 
• Maritime & Coastguard Agency 
• Highways England 
• Network Rail (will advise on railway operators) 
• Met Office  
• BT Openreach (link to fixed and mobile providers) 

Core 
agencies 

• Airport operators 
• Health & Safety Executive 
• Waterways 
• Voluntary Sector 
• Animal Health & Veterinary Laboratories Agency 
• Cross border neighbouring agencies 
• Airwave (via Police) 

Other 
agencies who 
may need to 
be contacted 
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Structure of Command & Control 
 

Each agency will have its own single agency Bronze, Silver or Gold internal meetings.  
 
When multi-agency levels meet (physically or virtually) they become Operational Co-
ordination, Tactical Co-ordination and Strategic Co-ordination. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 

 
  

Operational 
Co-ordination 

Tactical 
Co-ordination 

Strategic 
Co-ordination 

Single 
Agency 
Bronze  

BRONZE:- Single agency 
operational tier of 
command and control. 
Management of hands on 
work is undertaken at the 
incident site. 

OPERATIONAL CO-ORDINATION:  
Multi-agency Bronze officers 
meeting probably at the Forward 
Command Post(s) 

Single 
Agency 
Silver 

TACTICAL CO-ORDINATION: 
multi-agency silver officers 
meeting physically or virtually 
(teleconference). 

 
SILVER: Single agency 
tactical tier of command 
and control of an 
incident.    

GOLD: Single agency 
strategic command and 
control. Policy, strategy 
and overall response 
framework is established 
and managed  

Single 
Agency 
Gold 

STRATEGIC CO-ORDINATION:  
multi-agency gold officers meeting 
physically or virtually 
(teleconference) 
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NYLRF Media Communications Strategy 
 
 
 

 
 

  

• Confirm incident lead agency & Lead 
Media Agency (LMA) 

• LMA to liaise with NYLRF Comms chair 
• LMA to agree clear comms. strategy and 

method of delivery 
• Media must be managed both proactively 

& reactively 
• NYLRF partners must adopt consistent, 

accurate top-line messages 
• TCG must consider convening the NYLRF 

Communications Group 
• If an OCG is active but does not warrant a 

TCG or SCG, ensure there is a proactive 
social media strategy by the lead agency  

From the 
point of  

receiving 
RMCI 

Notification 
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Access to incident documentation 
All gold & silver level agency officers must have their own access to the Resilience 

Direct website and be familiar with it ahead of an incident, as Incident documentation 
will only be accessed from here, it will not be emailed automatically 

 
 

 

 
 
 

•https://www.resilience.gov.uk   - Click "register for an account" 
•Access will be screened by your organisation's administrator 
•Once approved apply to multi-agency site 

https://www.resilience.gov.uk/RDService/home/1373/North-
Yorkshire-Local-Resilience-Forum  
•Screened by NYLRF Secretariat 
•Ensure that any agency admin staff who will upload information 

during an incident, has the correct access 
•To pin this Resilience Direct page to home screen, click 

"favourite" at the top of the page. 

Resilience Direct 
website/ 

NYLRF area 
Initial access 

• Incident documentation and templates 
•NYLRF plans and Risk Register 
•NYLRF Strategic & Co-ordination Group documentation 

What is kept on NYLRF 
area of RD website 

•Lead agency of an incident (they should have editing rights 
ahead of an incident - contact NYCC RET 

•Upload to dedicated Incident Section of the website 

Who uploads incident 
information to ResD? 

•Decide whether or not to upload incident documentation on to the 
website  

If no TCG convened, the 
lead agency will : 

•Documents will be stored on Resilience Direct in accordance with 
legislation.   The lead agency will ensure that documentation is 
kept also on their own systems for resilience. 
•For 7 years for an incident and for 99 years for incidents involving 
serious offences involving threat to life, fatalities or murder – 
TCG/SCG to agree how long records should be kept.    

Document retention 
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Part 2 
 

 
 
 
 

Operational Co-ordination Group 
A physical meeting of partner agency Bronze officers  

at the scene of the incident, using the JDM 

 
 

* Purpose of OCG / Bronze Command 

* Agenda (if reporting to TCG) 
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What is Bronze Command / Operational Co-ordination Group? 
• Agencies in command and control at the scene of an incident 
• There may be more than one Bronze Command e.g. serious flooding 

 
What is its purpose? 
• Use the JDM (Joint Decision Model on next page) to bring order to the incident 
• Update and request resources from Silver Commander  
• Report to TCG if required 
 
Which are the core agencies most likely to attend? 
• Police 
• Fire & Rescue Services 
• Ambulance 
• Local authorities, utilities or other agency as required 

 
A Bronze Commander must also consider:- 
• Should this be escalated to TCG level?  

(Is community at risk of serious disruption or significant media attention?) 
• The Bronze Commander may be called upon to report to TCG 
• Provision of Airwaves Interoperability radio handsets for other agencies 
• FRS stations can be used to co-ordinate all Water Incident Management teams 
• Inner and outer cordons 
• Access / exit routes 
• RV Point 
• Marshalling Area 
• Casualty Clearing Station 
• Ambulance Loading Point 
• Body Holding Area 
• Media Vantage Points 
• Rest Centre 

 

Purpose of Bronze Command / Operational  
Co-ordination Group? 

If a community or the public are at risk of serious disruption - escalate to TCG 
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Operational Co-ordinating Group 
AGENDA 

Time:                                                                   Date:                                                   Location: 

If a Bronze Commander needs to report to TCG, use this format and agenda  
  
Dial in before start of teleconference 
-   Find quiet venue to reduce noise and ensure confidentiality  
-   Before comment, say name and agency.   Keep answers brief. 
-   Have teleconference handset (if using) on mute unless speaking 
-   Do not dial out of teleconference before the end 
-   It is the chair's responsibility to ensure an appropriate record. 
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AGENDA  
1 Housekeeping 
Meeting Protocols – introduction, telephone procedure and audio recording status. 

a) Attendance register and apologies 
 

Joint Decision Model process 
2 Information and Intelligence 
a) Overview of current information using METHANE. OCG Chair  
b) Summary of OCG meeting and strategy/actions set if previously completed OCG Chair 
c) Review of previous Actions and Time scales  Loggist 
d) Met Office Met 
e) Environment Agency EA 
f) Round table by exception - any other relevant agency to incident   All 
3 Assess risk (dynamic and future) and develop working strategy 
a) Working Strategy and objectives:   

• Agree OCG objectives at initial meeting and review at subsequent 
meetings with participants   

• Review OCG Objectives set at previous meeting                                

OCG Chair 

Risk 1   
Risk 2   
4 Powers,  Policies and Procedures 
a) European Code of Human Rights Article 2 Right to Life 
b)  
5 Identify Options & Contingencies 
Identify lead agency 
for response 

a) Sectors/Zones to be identified  if required OCG Chair 

Review resource 
and equipment 
availability to 
mitigate Risk  

Agencies to identify available:    
a)   Resources 
b) Equipment 
c) National assets 

All 

Communication 
strategy 

a) Airwaves 
b) Resilience Direct 
c) Other Comms 

OCG Chair 
for review 
by TCG 

Media Strategy a) Should be set by TCG  
b) Nominate necessary Comms personnel at scene 
c) Warning & Informing strategy (proactive use of social 

media) 
d) Lead agency for media contact details for updates 

OCG Chair 
verify 
current 
strategy in 
place 

Community Impact 
Assessment 

 Police 

6 Take action and Review what happened 
Review Actions and 
decisions 

Action loggist update Action log 

Review OCG Chair 
and agencies 
present 

a) Confirm attendees present  
b) Any additional services or specialist teams required  
c) Confirm Contact details 

All 

Additional 
requirements 

a) E.g. Evacuation /Rest Centres /Transport OCG Chair 

7 Battle Rythm 
Agree next meeting Physical meeting – time and location All 
8 Any Other Business 
a) Resource requirements and stand down relief of current staff  
b)   
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Part 3 

 

 
 
 

Tactical Co-ordination Group (TCG) 
A physical or virtual meeting of partner agency Silver officers 

 
• Triggers to convene 
• Agenda 
• Stand down 

 
Lead agency - upload incident documents to Resilience Direct website 
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Triggers to convene Tactical Co-ordination 
Group 

•Casualties 
•Potential Casualties 

Risk to life / human 
welfare? 

•Serious disruption to the public? 
•Involves vulnerable people? 
•Evacuation of or impact on, a large number of people? 

Potential to impact large 
numbers of people? 

•More than day to day arrangements? 
•Media and/or social media? (Consider invoking NYLRF 

Communications Plan) 

Additional resources / 
special arrangements? 

•Pollution / contamination? 
•Business / utility / transport assets at risk? 
•Significant transport issues? 

Risk to environment / 
infrastructure? 

•Multi-agency assets / advice required? 
•NYLRF Plans required? (e.g. Flood Plan) 
•Statutory obligations of responding agencies? 

Multi-agency response 
(more than Blue Lights) 

•What are the risks 
•Likely impacts 
•Information sharing 
•Capacity to escalate 

Other considerations 
 

How to convene Tactical Co-ordination Group 

0800 ****** ********# 
 •In hours: contact Police Emergency Planning or Force Incident 

Manager 
•Out of hours: Ring 101 and ask for Forse Incident Manager 
•Police send RMCI Notification email confirming details, time and 

number to ring 
•In hours, if required NYCC Resilience & Emergencies Team will 

assist NYP Emergency Planning 

IN & OUT of hours 
Dial 101 

(ask for Force Control) 

•Police usually host and chair initial teleconference unless 
otherwise arranged 
•At initial teleconference the lead agency will be agreed 
•Lead agency will provide teleconference dial in, chair, minute 

taker and action loggist. 

Other considerations 
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Tactical Co-ordination Group 
AGENDA   

Time:                                       Date:                                  Location: 
Chair to confirm that the level of authority required is Silver  

Teleconference Protocol (chair to remind) 
 

-   Dial in 5 minutes before start of teleconference 
-   Find a suitable quiet venue, put mobiles on silent 
-   Before commenting, state name and agency.   Keep answers brief 
-   Have teleconference handset on mute unless speaking 
-   Do NOT dial out of teleconference before the end, unless agreed with chair 
-   TCG chair will inform participants if teleconference to be recorded  
 

NYP - TCG - Tel. 0800 - 917 1956 
Passcode 17395428# 
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AGENDA 
Template available on Resilience Direct website 

1 Housekeeping 
Meeting Protocols – introduction, telephone procedure and audio recording status. 

- Attendance register and apologies 
Joint Decision Model process 

2 Information and Intelligence 
a) Overview of current information using METHANE TCG Chair  
b) Summary of SCG meeting and strategy set if previously completed TCG Chair 
c) Review of previous Actions and Timescales  Loggist 
d) Met Office Met 
e) Environment Agency EA 
f) Round table by exception - other agencies relevant to incident   All 
3 Assess risk (dynamic & future) and develop working strategy  
a) Working Strategy and objectives:   

• Agree overall TCG aim and identify objectives at initial meeting 
and review at subsequent meetings  

• Agree working strategy to identify priorities and immediate 
actions  

TCG Chair 

Risk 1 e.g. what is at risk or vulnerable now  
Risk 2 e.g. what may be at risk or vulnerable later  
Risk 3   
4 Powers,  Policies and Procedures 
a) European Code of Human Rights Article 2 Right to Life 
b)  
5 Identify Options & Contingencies 
Identify lead agency   TCG Chair 
Review of resource and 
equipment availability 
to mitigate Risk  

Agencies to identify available: 
- Resources 
- Equipment 
- National assets 

All 

Communication 
strategy 

- Airwaves 
- Resilience Direct 

TCG Chair /  
SCG review 

Media Strategy - Activate NYLRF Comms. Group  
- Warning/Informing strategy inc. social media 
- Lead agency for media 

TCG Chair 
/for review by 
SCG 

SCG Is there a need to convene SCG? All 
Community Impact 
Assessment 

 Police 

Recovery Strategy and 
Structure 

Consider recovery group process TCG Chair 
LA 

Resilience Direct Remind that documentation on Resilience Direct Chair 
Neighbouring LRFs For impact information / request for mutual aid All 
6 Take action and Review what happened 
Review Actions and 
decisions 

Action loggist update Action log 

Review TCG Chair 
and membership 

d) Confirm members and any required additional 
e) Confirm contact details 

All 

7 Battle Rhythm (be aware of timing for SCG and other structures) 
Next meeting Physical / teleconference meeting – location, date, time All 
8 Any Other Business 
a) e.g. date of incident debrief  
b)   
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• Save lives, reduce harm to public and environment 
• Establish potential parameters of incident, to 

contain and minimise effects 
• Agree agencies required to maintain critical 

services and share information 
• Safeguard community, responders and 

environment 
• Promote, monitor, agree public information across 

all agencies 
• Horizon scan and work towards restoring 

normality 
• Plan, co-ordinate, monitor tasks to be undertaken 
• Consider need for SCG 
• Manage bronze response, be link between Bronze 

(OCG) and Gold (SCG) 
• To co-ordinate any concurrent 

District/Borough/City Flood Groups 
• Retention of appropriate, accurate records of 

procedures. 

Purpose of TCG 

• When TCG stood down, media messages are clear, 
e.g. "next tide will still pose a risk to the public" 

• Co-location of media near (not in) the TCG works 
well, allows timely updates 

• District Council premises are now alternative TCG 
venues 

• Consider local FRS stations for Forward Control 
Points to co-locate all Water Incident Management 
teams  

• Military - JRLO, or rep, dials in to TCG and SCG.  
Request assistance early.   INFO ON RESILIENCE 
DIRECT 

• Severe Flood Warning declaration is agreed by all 
agencies.   CHECKLIST ON RESILIENCE DIRECT. 

• EA Air Quality in incidents - 24/7 capability, takes 3 
to 4 hours to get to North Yorks.  INFO ON 
RESILIENCE DIRECT 

Learning from 
previous 
incidents 

(other points included 
elsewhere) 
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• Incident under control, blue light response ceased 
(services may still be in situ for e.g. investigation, recovery 
etc.) 

• TCG aims and objectives complete 
• Significant multi-agency response phase no longer 

required 
• All required non blue light response resources are in place 

or have been/being reduced  
• All critical services being delivered and no further threat 

anticipated 
• The community affected is no longer at risk and normality 

is being restored 
• Joint agency media and communications are working well 

or have been handed over to a single agency   
• All agencies are content that there is no further need for 

a TCG, therefore: 
• All agencies are stood down from response, and 

incident closed/or 
• Handover to Recovery lead is agreed and signed over to 

lead local authority 

Triggers to 
stand 

down TCG 
or hand 
over to 

Recovery 
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Part 4 

 

 
 

Strategic Co-ordination Group (SCG) 
A physical or virtual meeting of partner agency Gold officers 

 
• Triggers to convene 
• Agenda 
• Stand down 

 
 

Lead agency – upload incident documents to Resilience Direct website 
 
 

72



 

 

 

Triggers to convene Strategic Co-ordination 
Group 

• Significant deployment of staff 
• Significant deployment of assets Asset deployment 

• Significant financial considerations 
• Bellwin Scheme potential Finance 

• Large scale community support 
• Humanitarian Assistance Centre 
• Requirement for Recovery Group 
• Considerable long term implications 

Long term recovery 

• Large scale local/national media and/or social 
media interest Media 

• Major political impact 
• Reputational considerations 
• Ministerial interest - brief COBR 
• Require assistance from neighbouring LRFs 

Political 

• Recommendation at TCG 
• Follow as for TCG, page 18 
• consider teleconference or physical 
• consider which venue is most appropriate  

Convening SCG 
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Strategic Co-ordination Group 
Agenda 

Time ...... Date ......Location ...... 
Chair to confirm that  level of authority required is Gold 

Police will host initial meeting, where lead agency will be decided  

Teleconference Protocol 
 
*   Dial in 5 minutes before start of teleconference 
*   Find suitable quiet venue and put mobiles on silent 
*   Before commenting, state name and agency.   Keep answers brief 
*   Have teleconference handset on mute unless speaking 
*   Do not dial out of teleconference before the end unless agreed with chair 
*   The chair will inform participants if teleconference is to be recorded. 
      

NYP  SCG  Tel 0800 ... 917 1956 
Passcode 18605930# 

74



AGENDA 
Template available on Resilience Direct website 

1 Housekeeping 
Meeting Protocols – introduction, telephone procedure and audio recording status. 

a) Attendance register and apologies 
b) Documents are on Resilience Direct  
c) Chair to ensure concise meeting of limited duration, reporting by exception  

Joint Decision Model process 
2 Information and Intelligence 
a) Overview of current information using METHANE. SCG Chair 
b) TCG Chair update and requests into SCG TCG Chair 
c) Actions log update Loggist 
d) Met Office & Environment Agency Met & EA 
f)   
3 Assess risk (dynamic and future) and develop working strategy  
a) Working Strategy and objectives:   

• Agree overall TCG aim and identify objectives at initial meeting 
and review at subsequent meetings  

• Agree working strategy to identify priorities & immediate 
actions  

Chair 

Risk 1 Risk 1. Identified as…  
Risk 2   
4 Powers,  Policies and Procedures 
a) European Code of Human Rights Article 2 Right to life 
b)  
5 Identify Options & Contingencies 
Lead agency  Identify or confirm lead agency for response Chair/All 
Comms strategy Airwaves 

Resilience Direct 
 

Media Strategy a) Activate NYLRF Comms Group  
b) Warning and Informing strategy 
c) Lead agency for media and social media 

 

Community Impact 
Assessment 

 Police 

Assistance Military support / mutual agencies / Bellwin Scheme  
Recovery Strategy Humanitarian Assistance Centre 

Recovery Group (decide chair and required agencies) 
Chair 
LA 

6 Take action and Review what happened 
Review Actions  Action loggist update on actions and decisions.  Ensure 

each has owner and timescale. 
Action log 

Review SCG  Confirm or change chair (agency) and membership Chair/All 
7 Battle Rhythm  
Next Meeting Agree time & date, location if physical meeting/telecon. 

Take other command meetings into consideration 
All 

8 Any Other Business 
a) Briefing COBR (CRIP on Resilience Direct)  
b) e.g. incident debrief  
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ACTION CARDS SCG CHAIR, MEMBERS & LOGGIST  
 

(Full Action Cards for these and other roles are on Resilience Direct) 
 

 

•In consultation decide on membership of SCG 
•All members should be designated gold and able to commit their 
agency's resources at the meeting 
•ensure appropriate support is provided from your agency (action 
loggist, minute taker 
•ensure you are familiar with SCG agenda 
•Identify discussions not appropriate for open forum and arrange 
confidential discussions 
•confirm documents are uploaded to Resilience Direct 
•Approve content of action log and minutes 
•Consider a Science & Technical Advisory Cell (STAC) 
•Be prepared to brief COBR on behalf of all agencies if required (CRIP 
template on Resilience Direct) 

Requirements of 
SCG chair 

(Action Card) 
 
 

Full action card 
on Resilience 

Direct 

•Must be gold level, able to make strategic decisions without 
consultation 
•If Cat 2 agency, a trained liaison is acceptable 
•Should have attended NYLRF gold training 
•Lead media officer should take part and abide by NYLRF Media Plan 
•All relevant stakeholder agencies should be included in SCG 
•SCG members responsible for cascading strategic overview and 
issues, to their own staff. 
•Ensure you have suitable briefing, covering summary of incident, 
key impacts, key elements of your response, BCP impacts 
•Ensure your log is taken (meeting's log is chair's responsibility) 
•Take all plans, laptop, mobile, chargers, ID etc. 
•Take login details to Resilience Direct 
•Agree relief and changeover times 

Requirements of 
SCG members 
(Action Card) 

 
 

Full action card 
on Resilience 

Direct 

• Record, number, time and date the actions agreed by SCG 
• Ensure accorate record is kept, both the decision/action and 

the rationale behind it should be recorded once agreed. 
• SCG chair responsible for approving and signing off action 

logs at end of each meeting. Chair is responsible for content. 
• Action log should be available to all SCG during the incident 

via Resilience Direct 
• Lead agency responsible for providing Action Loggist and 

posting on Resilience Direct  
• Action Log to be posted on Resilience Direct as soon as 

possible after SCG meeting. 

Requirements of 
SCG Action 

Loggist 
(Action Card) 

 
 

Full action card 
on Resilience 

Direct 
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Consider support to a physical SCG  

 
 

The lead agency of the incident will provide (unless specific arrangements are 
made):  

• SCG chair 
• Minute taker 
• Action Loggist (critical role) 

 
The host will provide (see Resilience Direct for Action Cards): 

• SCG runner  
• SCG Facility Manager 

 
Supporting a SCG member (these may be remotely, depending on space. (See 
Resilience Direct for Action Cards): 

• Admin support (each agency is responsible for maintaining own notes/logs) 
• Support Officer 
• Subject matter experts 
• Communications officer  

 
SCIENCE AND TECHNICAL ADVISORY CELL (STAC) 

Health, scientific and technical advice to SCG is provided through the STAC. 
 
STAC brings together experts from all relevant agencies to provide: 

• A common source of science and technical advice to the SCG chair and members and responder 
agencies’ Strategic Commanders; 

• Monitor and corral the responding scientific and technical community to delivery on SCG’s high 
level objectives and immediate priorities; 

• Agree any divergence from agreed arrangements for providing scientific and technical input. 
• Pool available information and arrive as far as possible at a common view on the scientific and 

technical merits of different courses of action; 
• Provide a common brief to the technical lead from each agency represented in the cell on the 

extent of the evidence base available and how the situation might develop, what this means and 
the likely effect of various mitigation strategies; 

• Identify other agencies / individuals with specialist advice who should be invited to join the cell in 
order to inform the response; 

• Liaise with national specialist advisors from agencies represented and where warranted the wider 
scientific and technical community to ensure the best possible advice is provided; 

To ensure the provision of scientific and technical advice to the SCG, the SCG Chair may require 
a STAC to be established.  This will be requested by the chair. 
The decision to establish an SCG and a subsequent request for a STAC from SCG chair; or 
a recommendation from a senior public health professional, i.e. CCDC (Consultant in 
Communicable Disease Control) or DPHE (Director of Public Health England). 
The route of activation for STAC will be via the Yorkshire Ambulance Service control room via 
telephone number.    
The STAC group will :- 

• Nominate a representative to report to SCG meetings, and feedback to the STAC group; 
• provide a written update / report to SCG meetings. 

STAC should be sequential to a SCG meeting. 
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SCG Response Strategy 

(EXAMPLE of Aim and Objectives – each incident will differ) 
 

 
 
NYLRF SCG Aim 
To take overall responsibility for the multi-agency management of an emergency in or affecting 
the county and city, and to establish the policy and strategic framework within which lower tier 
command and co-ordinating groups will work. “Emergency Response and Recovery 2013” 
 
 
NYLRF SCG Objectives 
 
• Facilitate saving life, reduction of harm to public and environment. 

• Provide strategic direction, tactical parameters, oversight and forward planning for the 
response to and recovery from a significant incident.    

• Ensure necessary resources and facilities, including long term/larger scale, required by TCG 
are available, or prioritise using risk assessments from tactical tier.    

• Protect infrastructure and facilitate critical services continuity (business continuity planning)  

• Ensure appropriate liaison arrangements are in place with all agencies and politicians 

• Oversee media relations in accordance with NYLRF agreement, and field media 
representation 

• Approve a Humanitarian Assistance Centre or Disaster Appeal Fund if necessary 

• Direct planning and operations beyond the immediate response in order to facilitate the 
recovery process to restore normality as soon as possible.    

• Oversee financial, reputational, political, liability issues 

• Evaluating the response and identifying lessons to be learned. 
 

 
Terms of Reference 

 
1 Officers attending SCG will have full authority and take responsibility for making strategic decisions 

regarding the commitment of their agency’s resources to actions agreed by the group. 
 

2 All of those agencies which normally attend NYLRF Strategic Group meetings have the right to be 
represented at SCG, whether or not they are directly involved in a particular incident. 
 

3 Other agencies may be invited to attend SCG where their input could be useful (subject matter 
experts).  To prevent SCG from becoming unmanageably large, once any decision has been taken 
which has necessitated their advice, that agency should normally leave the SCG meeting. 
 

4 Decisions of the group will be recorded, numbered, timed and dated by a designated SCG Action 
Loggist.   The chair is responsible for this 
 

5 Where a cost(s) is associated with a decision of the SCG that cost will, unless agreed otherwise, fall to 
the agency / agencies carrying out the actions associated with that decision. 
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Considerations for SCG Stand Down 

 
1 The decision to stand-down the SCG will be agreed by all agencies as part of a SCG meeting. 

 
2 SCG Aims and Objectives set at the initial meeting have been achieved. 

 
3 There is no further need for strategic level decisions and the control of the incident or event 

can be handed to TCG and/or the Recovery Group. 
 

4 The chair of the SCG must ensure that any decision to stand-down is recorded by the Action 
Loggist and the SCG minute-taker, including time, date and reason for stand-down. 
 

5 When the decision is made to stand-down a SCG, the chair of the SCG must ensure a process 
is in place to subsequently monitor, record and close any outstanding actions in the Action 
Log. 
 

6 It is the responsibility of the lead agency to convene and chair any subsequent debriefs, 
unless agreed otherwise by the SCG. 
 

7 The lead agency will keep all documentation created and associated with the SCG and also 
load it up on NYLRF pages of Resilience Direct.  Such documentation may be evidential.  Each 
participating agency will keep its own documentation. 
 

8 All agencies have the right to request access to documentation created and associated with 
the SCG, where relevant and documentation from participating agencies. 
 

9 SCG members to ensure sufficient support to any ongoing Recovery Group. 
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Part 5 
 
 

 
 

 

Recovery Group 
 
 

This section is an excerpt from the 
NYLRF Community Recovery Framework 2016 

See Resilience Direct for full version 
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What is a Recovery Group ? 

• A Recovery group or groups are normally led by a Local Authority, supplemented 
by Subject Matter Experts from other Cat 1 /Cat 2 organisations as well as 
voluntary and community groups. 

• It will cover the four key areas of: 
I. Humanitarian, Including Health 
II. Economical 

III. Infrastructure 
IV. Environment 

• Aim : “Restore normality to the community following a disruptive incident” 

The objectives of the Recovery group(s) are: 

• To ensure an integrated approach to recovery 
• To minimise the period of time between disruption and restoration 
• To ensure a seamless handover of leadership from response to recovery 
• To engage with and utilise all practical avenues for recovery 
• To provide a plan for recovery in the short, medium and long term 

 
When should it be convened? 

 
• The recovery process must begin once it is understood that special measures are 

required to restore the community to normality.  

• The Strategic Co-ordination Group (SCG) will establish a Recovery Co-ordination 
Group (RCG) at the earliest opportunity to run alongside the response process, 
once it is identified that significant recovery efforts will be required. 

 
How to convene a Recovery Group 

• This group will only be convened “in hours” 
• The chair of the group (gold level local authority) will consult with colleagues and 

compile an initial invitation list based on the tasks to be achieved  

 
Recovery Activation Process 

• The SCG will agree the lead agency, decide the chair and membership of the 
group, as well as the supporting structures and resources/funding The RCG is to 
develop a dynamic recovery strategy to complement the SCG response. The 
strategy will evolve with the situation. 

• The Chair of the RCG will sit on the SCG to ensure effective cooperation, report 
progress, and prepare for the eventual transition from Response to Recovery. 

• Separate RCG’s may be formed where identified politically or strategically. 
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PART 6 
 

Further Information held on  
Resilience Direct to assist TCG/SCG 

 
 
 
 

 
Documents available on Resilience Direct 

 
1 RMCI 
2 ACTION CARD SCG Chair Responsibilities 
3 ACTION CARD SCG Member Responsibilities 
4 ACTION CARD SCG Action Loggist and Minute Taker 
5 ACTION CARD SCG Facilities Manager 
6 ACTION CARD SCG Member Support 
7 ACTION CARD SCG Science & Technical Advisory Cell 
8 TEMPLATE SCG Chair & Members Agenda Notes Template 
9 TEMPLATE TCG Chair & Members Agenda Notes Template 
10 TEMPLATE OCG Chair to report to TCG 
11 TEMPLATE CRIP – report to COBR 
12 INFO SCG Venue Information 
13 INFO Air Quality Testing – EA 
14 INFO Met Office National Severe Weather Warning Service 
15 INFO Military Support to civil Emergencies 
16 INFO Northern Powergrid 
17 INFO Severe Flood Warning – Joint Agency Decision 
18 SCG Considerations and quotes from Gold Symposium 2015 
 

 
Document Control 

May 2015 Document approved for use by NYLRF Strategic Group 
April 2016 Updates following December 2015/16 flooding 

Supplementary information to be kept on Resilience Direct 
X 300 A5 copies printed 

Jan 2017 Due to the number of suggested updates. 
April 2017 Complete review. 
April 2018 To be reviewed unless an incident or training signals it should be earlier 
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Scrutiny Committee Work Programme 2017/18 
 

Date of Meeting Topic Action Required 
 

6 July 2017 Annual Report For the Committee to agree the Scrutiny Annual Report 2016/17. 

Performance   

Work Programme To agree the Scrutiny Committee Annual Work Programme. 

28 September 2017 Programme For Growth 
 

To receive an update on the Programme for Growth 

Olympia Park Development 
 

To receive an update on the Olympia Park Development 

Corporate Performance Report - Q1  
 

To provide a progress update on delivery of the Council’s 
Corporate Plan 2015-20 as measured by a combination of progress 
against priority projects/high level actions and performance against 
key performance indicators.  
 

Leisure Annual Review (verbal) 
 

To discuss the concerns raised by the Committee at the last 
meeting.  
 

Financial Results and Budget Exceptions to 
30 June 2017  

To consider the financial results and budget exceptions report to 30 
June 2017 
 

Treasury Management - Monitoring Report 
for Q1.  
 

To consider the Council’s Treasury Management Activity for Q1 
and the performance against the prudential indicators.  
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17 October 2017 Call In: Car Parking Strategy and Tariff 
Review 

To consider the call-in of the Car Parking Strategy and Tariff 
Review 
 

23 November 2017 
(Provisional date) 
 

Emergency Planning  To discuss the Council’s preparedness for emergencies. 

25 January 2018 Economic Development Strategy Action Plan To receive an update on the Economic Development Strategy 
Action Plan 
 

Programme For Growth 
 

To receive an update on the Programme for Growth 

Housing Development Programme 
 

To receive an update on the Housing Development Programme.  

Financial Results and Budget Exceptions Q2  To consider the financial results and budget exceptions report for 
Q2 
 

Treasury Management - Monitoring Report 
for Q2.  
 

To consider the Council’s Treasury Management Activity for Q2 
and the performance against the prudential indicators.  

Corporate Performance Report – Q2 
 

To provide a progress update on delivery of the Council’s 
Corporate Plan 2015-20 as measured by a combination of progress 
against priority projects/high level actions and performance against 
key performance indicators.  
 

 Scrutiny Committee Work Programme 
Planning for 2018/19 

To consider and plan the Committee’s work plan for the 2018/19 
municipal year 
 

22 March 2018 
 

Financial Results and Budget Exceptions Q2  To consider the financial results and budget exceptions report for 
Q3 
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Please note that any items ‘called in’ will be considered at the next available meeting.  
 
Councillor Call for Action will also be considered at the next available meeting.  
 
Provisional meeting dates: 
 

• 23 November 2017 
• 21 December 2017 
• 22 February 2018 
• 25 April 2018 

 
 

Treasury Management - Monitoring Report 
for Q3 
 

To consider the Council’s Treasury Management Activity for Q2 
and the performance against the prudential indicators.  

Programme For Growth 
 

To receive an update on the Programme for Growth 

Olympia Park Development  To receive an update on the Olympia Park Development 

Corporate Performance Report – Q3 
 

To provide a progress update on delivery of the Council’s 
Corporate Plan 2015-20 as measured by a combination of progress 
against priority projects/high level actions and performance against 
key performance indicators.  
 

 Community Centres To consider a report on Council Funded Community Centres  
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Selby District Council 
 

 
Forward Plan of Key Decisions December 2017 to 

March 2018. 
 

This Forward Plan gives notice as requested by the Local Authorities (Executive Arrangements 
(Meetings and Access to Information) (England) Regulations 2012, of key decisions proposed to be 

made by the Council’s Executive over the next four months and which decisions contain confidential 
or exempt information as defined in the Local Government Act 1972 

 
Contact Information: 
 
Democratic Services 
Selby District Council 
Civic Centre 
Doncaster Road 
Selby District Council 
YO8 9FT 
 
Email: democraticservices@selby.gov.uk 
Tel: 01757 292207 

Published on 8 November 2017  
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Selby District Council Executive 
 

 Name  Role Contact Details 

Councillor Mark Crane Leader of the Council and Lead 
Member for Strategic Matters, 
External Relations and Partnerships 

mcrane@selby.gov.uk 

 
Councillor John Mackman  

Deputy Leader of the Council and  
Lead Member for Place Shaping 
 

jmackman@selby.gov.uk 

Councillor Cliff Lunn Lead Member for Finance and 
Resources 

clunn@selby.gov.uk 
 

Councillor Richard Musgrave Lead Member for Housing, Leisure, 
Health and Culture 

rmusgrave@selby.gov.uk 

Councillor Chris Metcalfe Lead Member for Communities and 
Economic Development 

cmetcalfe@selby.gov.uk 

 
 
Selby District Council Leadership Team 

 

 Name  Role Contact Details 

Janet Waggott Chief Executive 01757 292001 / jwaggott@selby.gov.uk  

 
Dave Caulfield 
 

Director of Economic Regeneration 
and Place 

01757 292073 / dcaulfield@selby.gov.uk 

Julie Slatter Director of Corporate Services and 
Commissioning 

01757 292071 / jslatter@selby.gov.uk  

Karen Iveson Chief Finance Officer 01757 292056 / kiveson@selby.gov.uk 

Gillian Marshall Solicitor to the Council 01757 292095 / gmarshall@selby.gov.uk 
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Definition of Key Decisions 
 
In accordance with The Local Authorities (Executive Arrangements) (Meetings and Access to Information) (England) 
Regulations 2012, this document serves as Selby District Council’s notification of key decisions and private items. 
There is a legal requirement for local authorities to publish a notice setting out the key decisions and decisions which may be 
taken in private 28 clear days before such decisions are taken.   
 
It contains details of decisions for the next four months and is supplemented by the publication of the agenda 5 clear working 
days before the meeting.  It will be updated and published at the end of each month.  All items listed on the attached Plan are 
key decisions and those which are private items are outlined as such.  
 
 
A Key Decision is any decision which is financially significant for the service or function concerned because it relates to 
expenditure or savings of more than £150,000 or which will have a significant impact on people who live and work in an area 
covering two or more district wards. 
 

  
If you would like further information on any of the items shown in this forward plan please contact the respective officer(s) for 
each item. Copies of, or extracts from the documents to be submitted to the decision maker may be obtained from the 
relevant Contact Officer listed in the table below or from Democratic Services, Selby District Council, Civic Centre, Doncaster 
Road, Selby, YO8 9FT following their publication. Other documents relevant to the matters to be considered may also be 
submitted to the decision maker and these can be obtained via the same process as mentioned above.  
 
To make your views known on any of the items you may contact the Councillors shown; alternatively you may contact the 
officer(s) shown and he/she will ensure that a written note of your views is presented to the decision-maker before a decision 
is taken. 
 
All meetings at which key decisions will be considered are open to the public, unless the subject matter is such that Schedule 
12A of the Local Government Act 1972 as amended by the Local Government (Access to Information) (Variation) Order 2006 
allows the matter to be considered in private.  For information about attending meetings or for a copy of the  
Forward Plan, please contact Palbinder Mann, Democratic Services Manager on 01757 292207 or pmann@selby.gov.uk.  
A copy is also available at the Council’s website, www.selby.gov.uk 
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In relation to private meetings, the reason an item is expected to be covered in private will be identified in accordance with 
the exempt information categories which are set out in Part 1 of Schedule 12A of the Local Government Act 1972 as 
amended):   
 
Paragraph  Category/explanation  
1 Information relating to any individual.  
2 Information which is likely to reveal the identity of an individual. 
3  Information relating to the financial or business affairs of any particular person.  

(Including the authority holding that information)  
4 Information relating to any consultations or negotiations or contemplated consultations or negotiations, in 

connection with any labour relations matter arising between the authority or a Minister of the Crown and 
employees of, or office holders under, the authority.  

5 Information in respect of which a claim to legal professional privilege could be maintained in legal proceedings.  
6 Information which reveals that the authority proposes –  

a) to give under any enactment a notice under or by virtue of which requirements are imposed on a person; 
or  

b) to make an order or direction under any enactment.    
7 Information relating to any action taken or to be taken in connection with the prevention, investigation of 

prosecution of crime.  

 
The document sets out the items which are to be covered in private at the below meetings. Any representations as to why 
the item should not be covered in private should be sent to Palbinder Mann, Democratic Services Manager on 01757 292207 
or pmann@selby.gov.uk. 
 
The Council will publish a further notice 5 clear days before the relevant meeting which will give the Council’s response to 
any such representations.  

 
 
 
  

Important Note  
 
This document sets out the Council’s intentions as to future decisions as at the date of publication. However, if 
circumstances change, the Council reserves the right to publish an updated version of this document and/or rely 
on the provisions in the regulations as to urgent decisions. 
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Likely Date of 

Decision Decision Maker Title of Decision/Item

Description of 

Decision

Documents to be 

Submitted to the 

Decision Maker Public/Private Lead Councillor Lead Officer/Report Author

07-Dec-17 Executive Loan to Selby District 

Housing Trust to 

acquire new build 

s106 properties

To enable the 

purchase of s106 

affordable homes by 

the Selby & District 

Housing Trust

Report of the Housing 

and Regeneration 

Manager

Private  -The report 

will deal with the 

terms and conditions 

of the loan between 

the Council and the 

Trust and the price 

that the Trust will pay 

the developer 

(paragraph 3 of 

Schedule 12A). The 

transactions are 

currently the subject 

of commercial 

negotiations which 

would be impacted if 

the report were 

considered in public.

Cllr Richard Musgrave                                            

E-mail: rmusgrave@selby.gov.uk

Chris Kwasniewski, 

Housing & Regeneration Manager 

ckwasniewski@selby.gov.uk 

ext 01757 292299

Laura Peacock, Development Surveyor 

lpeacock@selby.gov.uk 

ext 01757 292298

07-Dec-17 Executive Housing Development 

Programme

Adoption of revised 

Housing Development 

Programme

Report of the Director 

of Economic 

Regeneration and 

Place

Public Cllr Richard Musgrave                                            

E-mail: rmusgrave@selby.gov.uk

Dave Caulfield, Director of Economic 

Regeneration and Place              

E-mail: dcaulfield.selby.gov.uk                                       

Tel: 01757 292073

James Cokeham, Head of Strategic 

Planning, Policy and Economic 

Development

E-mail: jcokeham@selby.gov.uk                                       

Tel: 01757 292118 

Chris Kwasniewski, Housing Development 

Consultant

E-mail: ckwasniewski@selby.gov.uk

Tel: 01757 292299
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Likely Date of 

Decision Decision Maker Title of Decision/Item

Description of 

Decision

Documents to be 

Submitted to the 

Decision Maker Public/Private Lead Councillor Lead Officer/Report Author

07-Dec-17 Executive Draft Revenue Budget 

and Capital 

Programme and 

Medium Term 

Financial Plan

To consider the draft 

revenue budget, 

capital programmes 

and Programme for 

Growth for 2018/19 to 

2020/2021 prior to 

public consultation.

Report of the Chief 

Finance Officer

Public Cllr Cliff Lunn        

E-mail: clunn@selby.gov.uk

Karen Iveson Chief Finance Officer

Email: kiveson@selby.gov.uk

Tel: 01757 292056

04-Jan-18 Executive Housing Rents 

2018/19

To present proposals 

for Housing Revenue 

rent levels in 

accordance with 

Central Government's 

current policy on rent 

setting.

Report of the Chief 

Finance Officer

Public Cllr Cliff Lunn        

E-mail: clunn@selby.gov.uk

Karen Iveson Chief Finance Officer

Email: kiveson@selby.gov.uk

Tel: 01757 292056

01-Feb-18 Executive Treasury 

Management Strategy 

Statement 2018/19, 

Minimum Revenue 

Provision Policy 

Statement 2018/19, 

Annual Investment 

Strategy 2018/19 and 

Prudential Indicators 

2018/19

To consider the 

proposed Treasury 

Management Strategy 

prior to submission to 

Council.

Report of the Chief 

Finance Officer

Public Cllr Cliff Lunn        

E-mail: clunn@selby.gov.uk

Karen Iveson Chief Finance Officer

Email: kiveson@selby.gov.uk

Tel: 01757 292056

01-Feb-18 Executive Financial Results and 

Budget Exceptions 

Report Quarter 3

To provide the 

Executive with details 

of major variations 

between budgeted and 

actual expeniture and 

income for quarter 

three of 2017/18.

Report of the Chief 

Finance Officer

Public Cllr Cliff Lunn        

E-mail: clunn@selby.gov.uk

Karen Iveson Chief Finance Officer

Email: kiveson@selby.gov.uk

Tel: 01757 292056
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Likely Date of 

Decision Decision Maker Title of Decision/Item

Description of 

Decision

Documents to be 

Submitted to the 

Decision Maker Public/Private Lead Councillor Lead Officer/Report Author

01-Feb-18 Executive Tresury Management 

Monitoring Report 

Quarter 3

To review the Council's 

borrowing and 

investment activity  

(Treasury 

Management) for 

quarter three of 

2017/18.

Report of the Chief 

Finance Officer

Public Cllr Cliff Lunn        

E-mail: clunn@selby.gov.uk

Karen Iveson Chief Finance Officer

Email: kiveson@selby.gov.uk

Tel: 01757 292056

01-Feb-18 Executive Draft Revenue Budget 

and Capital 

Programme and 

Medium Term 

Financial Plan

To consider the draft 

revenue budget, 

capital programmes 

and Programme for 

Growth for 2018/19 to 

2020/2021 following 

public consultation 

and prior to 

submission to Council.

Report of the Chief 

Finance Officer

Public Cllr Cliff Lunn        

E-mail: clunn@selby.gov.uk

Karen Iveson Chief Finance Officer

Email: kiveson@selby.gov.uk

Tel: 01757 292056
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