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                                           Holly Park School                                         
Critical Incident Policy

1
Definition
1.1
A critical incident may be defined as any unexpected occurrence which has a major impact upon the school, which is likely to cause serious disruption to the running of the establishment and/or which is likely to result in significant public or media attention.

1.2
The risks for the school are to:
· The pupils and the staff

· The buildings, premises and grounds

· The systems and services without which the school cannot function effectively.
1.3
Links with the UN Rights of the Child

Article 3

The best interests of the child must be a top priority in all things that affect children

Article 33

Governments must protect children from the use of illegal drugs.

2
List of Possible Incidents that Can Affect the School
· The death/suicide of a pupil or member of staff

· A serious accident to a pupil/parent or member of staff on the premises or in the immediate vicinity or on a school visit or journey.

· An outbreak of a serious communicable disease e.g. meningitis or E-coli

· Asbestos contamination

· Major fire, flood or explosion

· A bomb threat

· Release of hazardous substances near or on the premises.

· A significant physical threat to pupils or staff by a parent/pupil or member of the public

· Hostage taking or abduction.

· Power failure – e.g. water, electricity

· Extreme weather condition e.g. snow.

3
Major Elements for Dealing with Critical Incidents
3.1
It is impossible to predict the exact form or effect of an emergency. Therefore we will focus on the following:

· The essential roles that need to be allocated and carried out.

· The procedures that need to be in place

· The relevant information about the school, pupils, staff and school contacts that must be accurate and up to date and

· having a plan that is sufficiently flexible to address a range of ‘unusual’ events which include the worst case scenario.

3.2
The plan will be displayed in key areas with a duplicate copy kept off site by The Head,

           The Deputy, The Site Manager and the Chair of Premises.   
· Office

· Headteacher’s room
· Deputy Head’s Office

· Site Manager’s Office

· Staffroom

3.3
In the event of a critical incident follow Critical Incident Checklist in our plan for:
A
Death of pupil or member of staff

B
Serious accidents or illness

C
Incidents during Educational Visits
D
Assaults on staff by parents or members of the public

E
Bomb Threats
F 
Emergency school closure     

G
Damage to Asbestos
H
CHEMICAL / TOXIC / HAZARDOUS MATERIAL SPILL
I
FLOODING IN BUILDING:

J
FIRE:

K
GAS LEAK:
L
HOSTAGE SITUATION IN SCHOOL:

M
INDUSTRIAL INCIDENT NEAR SCHOOL:

N
PHYSICAL OR SEXUAL ASSAULT OF A CHILD OR ADULT
O
SHOOTINGS:

P
THREATENING PERSON IN THE SCHOOL BUILDING:

Q
THREATENING PERSON IN SCHOOL GROUNDS:
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Managing information

4.1
Liaise with the Communication Unit (media) – Barnet Emergency number.

4.2
Staff to record all conversations.

4.3
School Mobile Phone  to be used for outgoing calls.

4.4
In the immediate aftermath of an incident or crisis it is possible that the school will be inundated with incoming calls from anxious parents and others – including the media.  The Head Teacher should prepare for the eventuality.  Staff dealing with these calls should liaise with the Communications Unit and provide an agreed, factual statement along with a reassurance that appropriate actions are being undertaken.  Staff should keep a note of all conversations.  A separate dedicated line(s) may be needed for outgoing calls – mobile phones are clearly very suitable.
4.5
Where appropriate, the Senior Management Team will authorize the use of the school website, or the text messaging service to communicate with parents and/or other stakeholders
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Working with the media
· School to advise LA Communication Unit and Barnet Press Office. 

· Lead staff to refer any issues back to Communication Unit.

5.1
In the case of a major incident, The media will become involved very quickly.  In many situations where the Emergency Services are involved the Police will take the lead on dealing with The media.  Nevertheless reporters may press the school/centre for information, views and comments.

5.2
The media will not go away if you totally ignore them.  They will be a bigger problem as they will seek out information themselves, distract staff and disrupt the work or the school.  Accordingly, you should refer all enquiries to the Communications Unit within the Chief Executive’s Office.  This unit operates 24 hours a day, seven days a week and they will deal with any enquiries from the media.



Contact numbers  - 9:00am – 5.15pm          020 8359 7795






     - (Out of hours service)   020 8359 2000

5.3
The Communications Unit will allocate a named and dedicated press officer to:

· Advise the Incident Manager on news and information management

· Field and respond to media enquiries

· Draft press statements and releases

· Supervise and manage journalists on site where the situation arises.

5.4
If the media attempt to seek information from staff and/or parents, contact the Communications Unit at the earliest opportunity for advice and support  and the journalist should be politely and firmly referred to the Communications Unit.

6

Recovery planning
6.1
Once an immediate crisis has been addressed, the school will need to activate a recovery programme to start the process of returning to some sort of equilibrium as soon as possible.  Schools are recommended to set up a recovery team, which will be assisted by the Local Authority and the Council.  Depending on the nature of the incident, the LA may take the lead role in this process.
6.2
Recovery team to consider following issues

· Ways of communicating to staff, parents and children

· Formal and informal recognition and rituals

· Support for staff and pupils, which may include therapeutic help

· Support for the Incident Managers and the recovery team

· The curriculum implications – timetabling, staffing etc

· Buildings issues (perhaps in the case of a major fire)

· Policies and procedures implications.
6.3
Carry out an impact assessment with support of Recovery Team.

6.4
Recovery Team draws up recovery programme and carries out necessary risk assessment.
7
Roles
7.1
The person responsible for completing and monitoring the Critical Incident Plan is the Headteacher, supported by the Senior Management Team and Site Manager.

7.2
The Plan should be reviewed annually by the Headteacher, Senior Management Team,  Site Manager and governors premises committee
7.3 
The Role of the School is to:

· To contact Education and Skills/Head of School Improvement (for all critical incidents) before communicating the incident to parents, the local community or the press.

· To work with the Local Authority (LA)

· To seek to reduce the risk of incidents escalating or actual situation(s) deteriorating further.

· To maintain a school emergency plan and procedures and, to implement and follow these in the event of an incident.

· To ensure all staff are aware of and follow the school’s emergency plan and procedures.

· To contact and liaise with the Emergency Services where required, both during and post

· incident.

· Where the Emergency Services take over control of any school-based or related incident, the School’s Emergency Management Team is to ensure that all school staff and pupils follow the directions of the Emergency Services.

· In the case of smaller incidents, wherever possible the School should try to maintain the

normal routine of staff and students not directly involved.

· Bring about a swift return to normality.

· To support staff, pupils, and parents in the aftermath of an accident. 

7.4
Incident Managers:
· The Headteacher will take the lead responsibility for managing all aspects at the relevant incident in the event of a crisis.

· Incident managers will consist of Headteacher, Deputy Headteacher, Site Manager and Business Manager and Chair of Governors or in the absence of Headteacher the Senior Management Team.  .

· The Headteacher (Incident Manager) will be the initial or main point of contact with LA during a critical incident.

7.4
The team of managers to deal with a critical incident would be:
· Headteacher: Ann Pelham
· Deputy Headteacher: Maria Michael
· Site Manager: Simon Reid
· School Business Manager: Janis Hassan
· Chair of Governors: Tim Graveney
            Jobs for the EMT will be:

· Head / EMT lead

· Welfare officer lead

· Communication officer lead 

· Facilities officer/Logistics lead
Head of EMT             Overall command of the school EMT
Welfare                      Responsible for issues relating to the welfare of staff 

                                    And students both their physical and psychological 

                                     Welfare during and post event

Communications      Responsible for compiling, clearing and delivering

                                   information on / communications re: the concerned

                                   incident and required actions, etc to pupils, parents and

                                  staff. This person should liaise with the Council’s

                                  Corporate Communications Team to ensure effective

                                  media liaison
Facilities                   Responsible for issues relating to school premises

                                   and buildings. Responsible for all logistical operations

                                   relating to the concerned incident. For example, finding

                                   emergency contractors (e.g. plumbers, electricians) or 

                                   arranging alternative staff/pupil transport.

7.5
The Role of the Local Authority is to:
· Give immediate support, guidance and advice to the Manager.

· Supply relevant technical expertise and advice.

· Manage the press and the media

· Provide information.

· Seek to reduce, through the exercise of its powers and functions, the risk of a major
emergency arising.

· Seek to reduce the risk of live incidents escalating / situations deteriorating further.

· Act as point of communication in accessing support services e.g. Barnet press office, health and safety, Educational Welfare Team, HR, legal etc.

· Provide support in the event of a critical incident, for example Psychological support ect.

· Alert schools to a potential or emerging local emergency situation. For example: flooding

following heavy rain / major water leak; pollution and/or transport disruption resulting from a chemical spill or fuel spill; extreme weather conditions (heavy winds, rain, snowfall,freezing temperatures); major train or road crash; major incident at Heathrow Airport; terrorist bomb threat/incident; etc.

· Subsequently, support the school to recover after the incident.Support schools, in the aftermath of an incident facilitating a swift return to normality, and providing support and counselling for the victims and their families. This support would be delivered by the educational psychologists in association with social services and other external groups.
7.6 The Role of the Emergency Services is:

· To prevent and minimise loss of life and personal injury.

· Seek to reduce, through the exercise of its powers and functions, the risk of a major

· emergency arising.

· To seek to reduce the risk of live incidents escalating/situations deteriorating further.

· If contacted and deployed the Emergency Services will first carry out a risk assessment of all reported incidents and/or emerging threats. Depending upon the situation they will either take over control of the management of the situation or provide advice. Where they are advisory it will be the schools responsibility to manage the incident, with support from the LA

· The police will deal with the collection and distribution of casualty information
8
Monitoring and Review
8.1
It is the responsibility of the Governing Body to monitor the effective implementation of this policy through the School Improvement Plan and to assess its impact. This responsibility has been delegated to the Premises Committee.
8.2 
This plan will be monitored on an annual basis and necessary amendments will be made.  
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The Emergency plan template checklist
	Planning Action
	Completed      Yes
	Completed       No
	Comments

	Decide which members of staff will form the EMT (consider whether deputies need to be identified to cover leave / other absence)
	X
	
	

	Are they familiar with the Role of EMT? (Do any members of the team have particular / specialist

training needs?)
	
	
	Discuss at SMT September

	Are the other members of staff aware as to who form the School EMT?
	
	
	Through staff Inset in September

	Is there a system in place for updating the plan?
	X
	
	Annually at govs premises every Autumn term or as necessary

	Has the school got Grab Bags? (i.e. bags containing things that would be useful during an

evacuation)
	X
	
	Yes and in position

	Have you found a buddy school and made arrangements with them? Has consideration been

given as to how you would get your school there?
	X
	
	Yes

	Have extra assembly points been established 200m and 400m away from site?
	X
	
	

	Has it been considered how the whole school would move safely to this site? This will need to be

risk assessed. Do you need keys for second site?
	X
	
	Have done a drill and will do annually

	Have you decided how you would activate a shelter in place procedure/Lockdown? 
	X
	
	Yes all in place

	Is there/has there been an activation test to see how easily EMT can be established?
	X
	
	

	Make sure all of the emergency (i.e. utility companies etc) phone numbers are up-to-date
	X
	
	

	Have EMT and Governors discussed Dynamic lockdown in relation Firearms/Knife attacks, and actions agreed?
	X
	
	Yes 

	Has the plan been tested or is there a plan to test it?
	X
	
	Drills done termly

	Does someone have the responsibility for keeping the records up to date?
	X
	
	


CRITICAL INCIDENT FORM

	WHAT WAS THE INCIDENT?



	LOCATION OF INCIDENT



	TIME AND DATE OF INCIDENT



	LIST PEOPLE INVOLVED IN INCIDENT



	REASONS WHY INCIDENT HAPPENED




Completed by:_________________________
 Position: __________________ 

DATE: __________________

