Emergency Plan

Definition of a Critical Incident

On many occasions, incidents that involve property damage, bereavement, loss and/or trauma can be effectively managed by a school through the implementation of a well constructed School Emergency Plan. This may involve the school accessing education and/or other outside services as required.

An incident becomes a critical incident when it constitutes a serious disruption arising with little or no warning on a scale beyond the coping capacity of the school operating under normal conditions, and requiring the assistance of the Emergency Services.
Examples of incidents impacting on schools could include:

• Death or serious injury as a result of violence, accident, self harm and/or

sudden/traumatic illness.

• Major fire.

• Building collapse.

• Riot and/or civil disorder.

• Natural and/or man-made disaster.

• Terrorism.

• Missing person(s)/abductions.

Incidents can occur:

• On the school site during school hours.

• On school transport.

• Whilst the pupils are taking part in activities away from the school site.

• On school premises as part of extended school activities.

• Within the local community involving pupils from the school.

Administrative Practice

In the event of a disaster good administrative and back-up systems assist effective management and ensure a fast response. Practical measures should include:

• A list of all pupils and staff, with next of kin contact details held centrally at the school   both on computer and hard copy, with back up discs and additional hard copy at an alternative site e.g. at a designated member of staff’s home.

• Registers should be completed promptly at the beginning of each morning and afternoon session. Names of pupils who are late or leave school early should be recorded.

• An inventory of equipment should be held on site and a second copy retained at an alternative site. The inventory should be regularly updated.

• An effective signing in and out procedure for all visitors and volunteers in school.

Planning for Trips and Visits

• It is essential that schools follow the DfES guidance.

• All staff carryout risk assessments on every trip/activity.
· All staff carry mobile telephone with school, Headteacher and LA crisisline numbers.
Action Plan

ACTION : IMMEDIATELY

· Obtain as much factual information at start of crisis.

· Alert Headteacher; Headteacher to alert the Director of Education and other authorities as appropriate.

· Establish an Incident Management Team using key personnel information. Start the incident log.
· Make arrangements for handling the media
	Action
	Named Personnel, contact information

	· Head/Deputy to contact Chair, Crisis Team and press representative at the LA

· No other member of staff or Governor to speak to press 


	Chair –Bernie Walker

Crisis Team

LA press representative

SMT


ACTION : WITHIN FIRST HOUR
Carry out quick appreciation of immediate response required.

· Select and set up control arrangements
	Action
	Named Personnel, contact information

	· Head, Deputy and Chair and Crisis Team if available to review emergency plan and script for staff informing parents directly involved. 

	Chair –Bernie Walker

Crisis Team

LA press representative



	· Hall/Library to be set up for parents with tea/coffee

· ICT suite to be used as press room. 

· Temporary telephone line set up within school 

· School to be kept open if possible.

· Library/meeting room to be used as police incident room.

· Head or deputy to liaise with police


	Staff volunteers

Business Manager to consult telephone operator.


ACTION : WITHIN HOURS IF PRACTICABLE

· Call a staff meeting to give information.

· Inform pupils in a sensitive way - small groups if appropriate.

· Arrange a debriefing meeting for staff involved in the incident.

· Arrange a debriefing meeting for pupils involved in the incident.
	Action
	Named Personnel, contact information

	Contact parents of pupils directly involved
	Office staff

	· Meet with teaching staff to inform of incident if in school time (LSAs to cover) or through group text if out of school time.

· to meet with other staff.

· If out of school time, request to staff to volunteer time if appropriate.

Meeting agenda

· detail of event and up-to-date information 

· Need to remain silent and not speak to the press or public. 

· Discuss how/what pupils will be told, respecting that friends and siblings could be involved. 

· Distribute roles if necessary.
	Head/Deputy

Deputy

	Informing the children. 

Within school time by the head/deputy/class teacher as soon as possible.

Out of school time.

Children return to school at normal school time as soon as possible after the event. Inform as above.
	

	Informing the Parents of pupils not involved. 

· Letter explaining incident and impact.

· Parenst meeting arranged at New Parks Community Centre or school (if appropriate).
	


ACTION : NEXT FEW DAYS, COULD GO ON LONGER

· Facilitate support for high risk pupils and staff.

· Funerals, rituals and memorials.
	Action
	Named Personnel, contact information

	· Liaise with LA to arrange for counselling services for pupils and staff.
· 
	Chair of Governors

	· Memorial book set up for parents, friends and pupils. To be given to parents.

· Flowers given to be taken away at appropriate time in consultation with parents. To be undertaken at night time and deposed of away from the school. Cards to be saved and added to memorial book.
· Gifts/toys to be donated to child’s charity and parents thanked and informed.

· Any money to be used to create an area of remembrance.(parents involved to discuss usage of the funds)
	


ACTION : AS SOON AS POSSIBLE FOR AS LONG AS NECESSARY

· Decide and agree a range of response and support measures, these have the potential to run for many weeks/months.
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