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INTRODUCTION

A critical incident can be defined as a more serious event than those that are dealt with by staff on their own or together with parents or for which there are prescribed procedures.  They are likely to involve:

· the death of a pupil or staff

· serious accident involving injury to a group of staff and pupils here or abroad

· involvement of a group of staff and pupils in a widely reported accident or emergency here or abroad

· any calamity that draws public attention to the school.

If an incident occurs at a school site then the Head Teacher or Local Education Authority is in charge of the site, but the Police would be responsible for the co-ordination of the emergency response.  The exception is where there is a fire, then the Fire and Rescue Service would be responsible for matters relating to the fire.

The first thing to remember that is in the event of a serious incident we will not be alone.  There will be support from the Emergency Services and from Bromley Council.

This document is in two parts – the first part is the Action Plan to be implemented in an emergency situation.  It is purposely short and to the point and provides a framework within which to operate.  Every emergency is going to bring with it unique circumstances, so the Plan will need to be adapted accordingly.  Ideally at the point at which we implement the Plan we will be so familiar with it that we will be acting on ‘automatic pilot’.  This will only be achieved if the necessary thought and planning in how to handle an emergency has been undertaken by the Critical Incident Management Team (CIMT).  Part two of the document provides the prompts which we will need to help us to achieve this.  In undertaking this process, our CIMT will, undoubtedly, consider additional facets either omitted from this document or only touched upon.  This will be governed by unique circumstances about our school and the people in it that cannot be catered for in a ‘standard’ document. 

PART ONE

PURPOSE OF THIS PLAN

It is not a statutory requirement for a school to have an Emergency Management Plan, but in order to be prepared for the unexpected, it is generally regarded as good practice to draw up a Plan, regularly review its content and train staff.

This Plan provides a framework within which to operate to deal with an emergency situation.  Every emergency is going to bring with it unique circumstances so the Plan will need to be adapted accordingly.

Activating the Plan

	
	Contact the Emergency Services immediately, if the situation warrants it.
	

	
	Gather the Critical Incident Management Team (CIMT).
	

	
	Obtain and Collate information about the incident.
	

	
	Contact Bromley Council for support and assistance.
	

	
	Establish incident room and dedicated telephone line.
	

	
	Communicate with parents, staff, Governors and pupils.
	

	
	Prepare to deal with the media.
	

	
	Return the school to normal operation as soon as possible after the event.
	

	
	Consider the use of counselling services for pupils, staff, Governors and parents.
	


PART TWO

THINKING AHEAD – PREPARING FOR AN EMERGENCY

1.
Awareness of the Plan


We need to ensure that all staff, Governors, pupils and parents are aware of the Plan.  The level of detailed knowledge about the Plan will obviously vary with each group but all individuals should be aware of its existence and those in school need to know how to react in the event of a fire or security alarm being activated.  (A quick reference action list to cope with different emergencies is provided at Appendix 4.)

2. Critical Incident Management Team (CIMT)

The CIMT consists of the following staff with responsibility for the following areas.  The Team will be responsible for leading the school through the emergency.
	Dr. Viv Hinchcliffe, Head Teacher
	Incident Manager
	lead responsibilities and point of contact for emergency services, media, insurance and outside agencies

	Mr. John Prior, Deputy Head Teacher
	Parent Liason Officer & Information Co-ordinator
	responsibility for contacting parents and families of those involved; responsibility for obtaining information and briefing and liaising with staff, pupils, and parents; scribe to log of events.

	Mrs Sue Crane, School Business Manager
	Operations Manager
	maintaining normal running of the school (human resources).

	Mrs Jane Rumsey, Full-time Admin officer
	Administrative Officer
	maintaining a record of contacts and actions, managing telephone contacts and individuals coming into school;

	Mrs Jane Brett, Lead Nurse
	Pupils and Staff Support Officer
	making arrangements for pupil and staff support.

	Mrs Julie James, Risk Assessment Co-ordinator
	Pupils and Staff Support Officer
	making arrangements for pupil and staff support.

	Mr. Maurice Perry , Site Manager
	Facilities Manager
	maintaining normal running of the school (premises resources).

	Mr. Charlie Adams, SMT
	Stand - In
	To stand in for the absence of any of the above.

	Mr. Carl Edwards, SMT
	Stand - In
	To stand in for the absence of any of the above.


For incidents taking place out of school hours a ‘call out’ procedure will need to be agreed.  A ‘school emergency contacts’ sheet has been provided at Appendix 1.
3.
Critical Incident Room


The Critical Incident Room will be the Secretaries Office. CIR is equipped with the following facilities:

· a telephone(s) to receive incoming calls

· a separate dedicated telephone line for outgoing calls 

· computer(s)

· a portable television (taken from ICT room).

· radio

· fax machine

· map of the Borough

The school hall will be the parents' meeting/greeting point, media gathering point.  The school kitchen or nurses area will be for staff and pupil welfare facilities.

4.
Information


The deputy head teacher, Mr John Prior will take responsibility for maintaining a log of events, giving the time and brief details of the event and action taken.  The log will be an essential item in any subsequent enquiry.  A sample log sheet is provided at Appendix 2 for schools to use. In the Deputy Head teacher’s absence the Assistant Head Teacher, Steve Solomons will be responsible.

There should be ready access to school records and other data, eg a list of all pupils and staff, with next of kin details.  This information needs to be held centrally at the school both on computer and on paper, with back‑up discs being held at an alternative site, i.e., at the head teacher’s home.


A list of ‘external emergency contacts’ should be made readily available – it is important that this is kept up to date.  (See Appendix 3.)

5.
Bromley Council


Bromley Council can be contacted for support and assistance:

	Time
	Contact
	Telephone Number

	Office Hours
9.00 am – 5.00 pm
	Director of Children and Young People
	020 8313 4060

	
	Emergency Planning Officer
	020 8313 4388

	Out of Office Hours
	Council’s Emergency Duty Officer
	020 8464 4848



Bromley Council maintains an Emergency Plan at the strategic level and has an important role to play in supporting schools during an incident:

· Liaison with the Emergency Services

· Assistance at the scene of the incident

· Provision of professional support of Council Officers

· Dealing with the media

· Making arrangements for the following school day:  school closure, partial closure, change of times, changes to transport and school meals

· Arranging supply teachers, if required, for the following day(s)

· Provision of additional telephones

· Arranging additional administrative support for the following day(s), for example to assist with telephone enquiries

· Provision of post incident counselling

· Advice about insurance matters from the Head of Insurance

· Supporting schools in the aftermath of the incident, facilitating a swift return to normality for pupils, staff and parents

· Certain critical incidents, such as death or major injury as a result of an accident, will require immediate reporting to the Health and Safety Executive.  The Council's Health and Safety team is able to carry out this reporting on the school's behalf.  Additionally, the team can assist with investigations to determine causes of incidents and make recommendations to prevent recurrence.

6.
Communications

· The school will contact families directly affected.  This has to be implemented quickly and sensitively.  Consistency of information is vital.  Any message should relay known information and assurances of appropriate action being taken.  Note:  The school should not confirm details of injuries/fatalities - this is always done by the relevant emergency service.

· The school will inform families not directly affected.  It may be sufficient to inform parents by sending a letter home with children.  In some cases, it may be appropriate to call a meeting at the school.

· The school will inform teaching and support staff.  It is vital that all adults who are in contact with pupils are kept well informed and feel secure in handling questions and comments.  The schedule for giving information updates would need to be arranged eg during breaks, at the end of the day or first thing in the morning.  This ensures that knowledge is shared and questions are answered in an informed manner.

· The school will inform pupils as far as is practicable and in consideration of their developmental abilities and allowing for differences in their ability to understand.

· The school will inform School Governors through a previously agreed cascade initiated by a CIMT member (see Appendix 1).

Note:
Consideration should be given to taking children who can’t be sent home to a neighbouring school where they can be kept safe, warm and supervised, perhaps in the school hall.  Riverside has a plan for such a contingency; it has a reciprocal arrangement with Grays Farm School for the pupils at the St. Paul’s site. Options for alternative arrangements for pupils at the Beckenham site are being investigated.
7.
Media

· Support and assistance will be provided by the Council’s Head of Communications on how to deal with the media. 

· Staff will be cautioned not to talk to the media or respond to questions from reporters.

· The schools key objectives are:

· to show that it is controlling the incident and doing all that can be done to minimise the consequences;

· to set minds at rest as far as possible and counter dangerous rumours;

· to establish itself as caring, responsible and competent.

· The school is prepared to provide answers to the following questions:

· what happened, where, when and why?

· are there any injuries or fatalities?  (Note:  Confirmation always to be given by the relevant emergency service.)

· how many were on site when the incident happened?

· has everyone been accounted for?

· what action is being taken?

· what advice do you have for local residents/next of kin?

· when will normality be restored?

8.
Returning the School to Normality

· Every attempt will be made to provide as much continuity as possible for children.

· Maintain the normal school day so children will be less likely to feel unsettled.

· Bromley Council will assist in facilitating a swift return to normality.

· Make arrangements for expressions of sympathy and/or acknowledgement of what has happened.

· Plan for return of those involved in the incident.

· Plan memorials and commemorations.

9.
Use of Counselling Services

· The Council will provide counselling services for those affected by the incident through its Educational Psychologists and Social Workers.

· People will react very differently to a major incident.  Some will readily give vent to their feelings while others will find it more difficult.  Pupils’ ages and development will affect their understanding and feelings.  The nature of the incident itself has a major bearing on the feelings generated.  The most common reactions include:

· denial

· distress

· guilt

· anger

· helplessness.

· Consent of a parent/carer is required for a pupil to receive counselling or other individual attention from non-school staff.

· It is important to remember that those dealing with the incident and providing support to others need support.  CIMT staff should be properly scheduled for relief periods (this might entail expanding the team if the incident is prolonged) and will receive support through the duration of the incident from the Council.

10.
After Action Review


After any incident, the school will perform an after action review at a school, to . consider:

· What happened?

· How did you respond?

· What worked well?

· What didn’t work?

· What made the situation worse or hampered your response?

· How would you respond next time?

· What could be done to minimise the chance of such an incident occurring again in the future?

· What changes need to be made to plans, procedures, environment, etc?

· What materials or equipment do you need?

· How does this impact on your response and preparedness for other incidents?

· What things could you do to minimise the chance of other incidents occurring in the future?

· Who is going to be responsible for making any changes?

· How are you going to monitor that these changes have taken place?

pc/ip/emergency

APPENDIX 1

	SCHOOL EMERGENCY CONTACTS

	Critical Incident Management Team
	Phone 1
	Phone 2

	Dr. Viv Hinchcliffe - Incident Manager


	
	

	Mr. John Prior- Parent Liaison Officer
	
	

	Mrs. Sue Crane - Operations Manager
	
	

	Mrs Jane Rumsey - Administrative Officer
	
	

	Mrs Jane Brett - Pupils & Staff Support Officer
	
	

	Mr. Maurice Perry  - Facilities Manager
	
	

	Charlie Adams - Stand-in
	
	

	Carl Edwards - Stand-in
	
	

	
	
	

	Governor’s Contact Cascade Details 

Viv Hinchcliffe – John Prior – Deirdre Brockhouse - Brian James – Jasmine Berry – Janet Ettridge  – Linda Keeble – Irving Radnor – Katrina O’Leary – John Love – Sarah Mays – Annette Andrew - Andrew Henery – Nicola Freestone – Scott Jarred – Katie Connell -Tara Howarth 

	Staff & Parent Contact Cascade Details

Each class teacher informs his/her staff team and parent unless Parent Liaison Officer has informed parent.




	INCIDENT LOG PROFORMA

	Name of School:
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APPENDIX 3

	EXTERNAL EMERGENCY CONTACTS

	Contact
	Name
	Telephone Number

	Director of Children and Young People
	Gillian Pearson
	020 8313 4060

	Emergency Planning Officer
	Stephen Lewis
	020 8313 4388

	Emergency Duty Officer (out of office hours)
	The Duty Officer
	020 8464 4848

	Head of Communications
	Sheila Bennett
	020 8313 4484

	Chair of Governors
	Deirdre Brockhouse
	

	Vice-Chair of Governors
	Brian James
Jasmine Berry
	

	Police
	The Duty Officer
	020 8313 1212

	Fire Brigade
	The Duty Officer
	020 7587 4601

	Hospital Emergency Department
	The Princess Royal University Hospital
	01689 863000

	Principal Educational Psychologist
	Diana Farrelly
	020 8313 4169

	Education Welfare Manager
	Jennie Clark
	020 8313 4152

	Child Protection Team
	The Duty Officer - Children and Families Team
	020 8464 3333

	Social Services Team Leader
	The Duty Officer - Children and Families Team
	020 8464 3333

	Health and Safety Officer
	Elaine Pilkington
	

	Insurance Manager
	Andrew Rooke
	

	
	
	

	Press and Media Contacts – Local Radio
	BBC Radio Kent 96.7 and 104.2FM
	

	
	BBC London Live 94.9FM
	

	
	Capital Radio 95.8FM
	020 7766 6000

	
	
	

	
	
	

	
	
	


APPENDIX 4

OUTLINE EMERGENCY ACTIONS

	EVENT
	ACTION

	Serious Accident or Illness
	1.
Call an ambulance on 999.

2.
Meet ambulance at entrance.

3.
Detail adult to accompany casualty.

4.
Tell parents which hospital.

5.
If parents unavailable, be prepared to act “in loco parentis”.

6.
Report to HSE.

7.
Report to LA.

8.    Complete entry in the Accident Book (staff only).

	Asthma Attack
	1.
Keep calm.

2.
Sit victim and listen to what they want.

3.
If extremely breathless – call ambulance on 999.

4.
Give victim inhaler

5.
If no relief in 5-10 minutes – repeat.

6.    If wheezing continues get medical help.

	Drug/Solvent Abuse
	1.
Avoid moving the victim.

2.
Lay face down, head to one side.

3.
Help breathing – loosen clothing – fresh air.

4.
Remove false teeth.

5.
Call ambulance on 999.

6.
Collect any evidence of what was taken.

7.    Collect any vomit, give nothing by mouth.

	Emergency School Closure
	1.
Seek advice from LEA and Chair of Governors.

2.
Ensure adults are available at home if not, pupils to remain at school.

3.
Accompany home those pupils who are usually brought to school.

4.    Give written reasons for closure to parents.

	Assaults on Staff by Members of the Public
	1.
Try to identify assailant (do not detain by force).

2.
Call Police.

3.
Collect and retain witnesses.

4.
Record details.

5.
Contact LA and Chair of Governors.

6.
Prepare witness statements.

7.    Complete accident report. 

	Bomb Scare
	1.
Decide whether or not to evacuate based on:


(a)
callers manner/age;

(b)
recent history/political situation;


(c)
potential pitfalls of evacuation.

2.
If evacuate, do so quickly and completely – everybody AND their bags and packages to a place 100 yards from the buildings or 150 yards if a car bomb is suspected. Use your public address system if available.

3.
Call the police on 999.

4.
Call the roll.

5.
Organise search under police supervision.

6.
If nothing found return but encourage reporting of suspicious objects.

7.    Submit reports

	Burglaries
	1.
Ensure safety of affected area.

2.
Call the Police.

3.
Avoid disturbing evidence but identify what is missing.

4.
Inform the LEA and Chair of Governors.

5.    Submit a report and insurance claim.

	Fire
	Follow separate instructions which must cover:


(a)
Sounding the alarm and calling 999.


(b)
Evacuation routes and assembly.


(c)
Fire drills and records.

       (d)
   Maintenance and use of extinguishers.
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