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1. Rationale
A critical incident policy is essential if the school is ever faced with a serious

incident which requires a swift and effective reaction to meet the needs of all

stakeholders in a rapidly developing situation. This policy sets out the

responsibilities of each member of the response team.
2. Aims 
· to ensure that swift and appropriate action is taken the moment the school is made aware that a critical incident has occurred.

· to provide accurate information effectively to staff; students; parents;

governors and the LEA.

· to offer sensitive, non-intrusive support in the short and medium term to all those affected directly or indirectly by what has happened.

· to maintain as far as possible the normal routines of school life so as to offer a secure framework of continuities to all students
3. Definition – what is a critical incident?

“An event or events, usually sudden, which involve the experience of

significant personal distress to a level which potentially overwhelms normal

responses, procedures, and coping strategies and which is likely to have

emotional and organisational consequences”

3.1 Critical incidents & Major Emergencies may include: 

· bomb threat/alert 

· collapse/major damage to building or equipment 

· disappearance or abduction of student 

· fatality/serious injury within school, or on an educational visit/serious assault/sexual assault

· fire in school building 

· flood/wind storm or other natural event 

· fumes/spill/leak/contamination by hazardous material 

· outbreak of disease 

· siege/hostage/firearms 

· interruption to power or water supply 

3.2 The Difference between Critical Incident and Major Emergency
It is important to recognise that the impact of such events upon the school community will vary. A distinction is made between Critical Incidents and Major Emergencies and each could require a different type and scale of response. 

Critical Incidents entail an involvement in or direct witnessing of a tragic or shocking event and will be managed at the school by the Headteacher, together with support from the Critical Incident Management Team and professionals at the LEA and other outside agencies. Debriefing is a key part of the process in order to prevent the development of distressing reactions and post traumatic stress disorder. 

Major Emergencies in which children are involved (e.g. airplane crashes and train crashes) are handled by the emergency services in conjunction with the CIMT. 
A school emergency situation may involve Fire, bomb threat etc and involve a response to minimize injury and evacuate to a safe environment.
4. Effects

The effects of a critical or traumatic incident can be wide ranging and can impinge upon family, other children [particularly those close to the child or the incident, or who may be emotionally vulnerable themselves] and upon the staff of the school.
4.1 On children

The potential effects of a traumatic incident upon children are significant. They might include:
recurrent dreams of the event; feeling as if the event is recurring;

sleep disturbance; guilt about surviving; diminished interest in significant

activities; feelings of detachment; exaggerated startle response; memory

impairment; trouble concentrating; disturbing images and memories of the

event; avoidance of activities which recall the event.The reactions of the child will be influenced by his or her developmental stage,and may range from separation anxiety in the very young, apparent indifference

in young children, to feelings of guilt or revenge in older children.

4.2 On the School Community

The effects upon the school community of a traumatic event, whether occurring at the school, or involving students away from the school environment, can be profound, disruptive and long lasting. The immediate impact may involve shock, particularly to those who witnessed the event, disruption of the timetable, new responsibilities for staff in supporting children and informing their parents, and communication difficulties. After the event there may be continuing need to support and monitor students who have been affected and to support staff. The consequences for a school may last for a year or more and involve the students, staff and governors
5. The Critical Incident Management Team 
The CIMT for Llantwit Major School 2008/09 is: 

1. Dr Vince Browne,  Headteacher 

2. Mrs Debra Thomas,  Deputy Headteacher 

3. Mrs F Greville Assistant Headteacher 

4. Mrs Leanne Pownall, Assistant Headteacher 

5. Mr Matthew Rees Acting Assistant Headteacher 

6. Mrs Sandra Lambert, Business Manager

7. Mr Wil Jones, Site Manager 
The contact governor is Mr Derek Mutlow, Chair of Governors 

6. Receiving the Alert
The alert may come from:


-  a staff member


-  a pupil


-  the police


-  parents


-  the media


-  or other sources
7. Immediate Action by Staff at the Scene 
1. Assess the risk

2. Safeguard the welfare of the students and adults present at the scene as a priority
3. Contact the appropriate emergency services 

4. Ensure that any immediate action taken to protect people or property does not give rise to further risk 

5. Control the flow of information from the students (by means of mobile phones etc) 

8. Brief the Critical Incident Management Team by: (see Appendix 2)
1. Contact the CIMT as soon as possible 

2. Share information about the incident

3. Allocate responsibility for immediate and short term tasks 
4. Find out what has happened

5. Where and when the incident occurred 

6. Names of those injured. How many people. Extent of injuries

7. Current location of those injured; name and contact number of an adult with them 

8. Current location of those NOT injured, name and contact number of an adult with them 

9. Who was involved in or observed the incident 
10.  Further assistance required 

9. Immediate Action by The CIMT 
Collecting Information (appendix 2)
Upon receiving the alert the by the Headteacher , Deputy or the most senior member of the SLT present. The information required will be: 
1. what has happened?

2. where and when ? action taken so far?

3. have the emergency services been informed/have they arrived?
4. name and contact number of an adult at the incident site

5. extent of injuries, number and names

6. location and number of injured, name and contact number of adult present (any access problems at the scene if not on site?)
7. location of uninjured, name and contact number of adult present

8. what immediate help if any is required from the school ?

9. who has been informed ?

10. what has been said ? what has happened?

The Headteacher or Deputy must initially decide on the level of response needed:


-  can the school cope alone?


-  if not, alert the  LEA through single point of contact


   (Lead Officer   );

-  inform staff on site.

10. Next Steps
    1. Ensure there is no immediate risk to the community 

2. Locate the CIMT team and brief the team. 

3. Nominate team members to key tasks 

4. Arrange telephone communications and agree information to be released 

5. If the incident has occurred on a planned school trip, obtain the file from the Mrs D Thomas, Deputy Headteacher. This will detail contact numbers and details of students and staff on the trip. 

6. Contact the families of those involved 

7. Inform school staff 

8. Inform students 

9. Manage the media 

10. Inform Governors/LEA etc. 

11. Contacting  the Families of those involved 
Note:

In the event of death, the police will take responsibility for informing relatives in person. Nominate a member of staff to accompany the Police if appropriate. In the event of serious injury, CIMT would make contact, so do so quickly and sensitively. If the person cannot be reached directly, then 

(a) Leave a brief message asking them to call a particular number, making the message simple 

(b) Use a reliable neighbour or another parent to put a note through the door asking them to telephone the given number 

• Prepare what to say with care. Give the facts and express sympathy and concern. Inform parents of the action being taken and, if possible, indicate when further information will be made available. Do not mention fatalities specifically. Avoid references to blame and liability. Remember the Media are likely to elaborate this statement. 

• It may be appropriate to invite parents into the school in readiness for further information. Some people may need immediate emotional support at this stage. 

• Parents will need to know whether to go to the scene of the incident, come into school, or to travel to another location 
With Families Not Directly Involved
The CIMT should consider preparing a letter to all parents of students in the

school. This letter should explain what has happened and let parents know that

their children may be distressed.
12. Informing  School Staff 
• Provide staff with factual information about the incident, so that they can feel confident about handling questions from students 

• Tell them when the information will be updated e.g. break-time 

• Encourage staff to refer to the CIMT when in doubt (using an agreed internal line) 

• Be aware that staff may also be overwhelmed by the information about the event 

With Students and Staff Directly Affected

Students and staff who were involved in or witnessed the incident should be

identified quickly as they may require higher levels of support. The CIMT to

decide on appropriate support – this could involve staff who have had

counselling training or LEA similarly trained staff.
With Staff Not Directly Involved

Staff should be informed as soon as possible. Preferably, this will be at

specially convened staff meeting. Advice should be given on managing the

students and on media enquiries.

Staff are most likely to be asked if they will brief other students in the school.

Staff should be able to decline this task if they feel unable to do so. The CIMT

should be sensitive to the problem particular staff may have with the incident

and should ensure that support is available for these staff.

13.Informing  Students 
• Decide whether it is better to talk to the school in class groups, year groups, or individuals 

• Consider asking members of staff who are well known to the students and who feel confident in handling their reactions to do this 

• Tell students what has happened and allow them to ask questions 

With Students Not Directly Involved

This should be done in the smallest groups possible - classes, tutor groups.

Students’ questions should be answered as straightforwardly as possible. Staff

who undertake this task should be told to pass on facts only and never to

speculate on the causes of the crisis or its consequences. Where questions

cannot be answered at the time, that should be said.

14. Managing the Media 
• Contact the LEA’s Press Office for assistance in managing any contact with the media 

• The Headteacher should agree with the Press Office the most appropriate spokesperson for the incident 
• Prepare a text 

• Control all access points to the school, but designate an area to brief the media that allows you some control of them 

• Keep the press area separate from the gathering place for students/staff 

15. Arrange Telephone Communications 
• Dedicate a particular line to outgoing calls. People wanting to contact the school for details will quickly jam the main telephone line. To avoid this situation consider using one of the following lines: 

- A telephone plugged into an existing fax line 

- School Caretaker’s home telephone line 

- Mobile telephone 

- School payphone number
16. The Next Step for the CIMT 
1. Seek support for handling feelings and reactions 

2. Inform the wider community 

3. Identify contentious curriculum issues

     4. Release a more detailed press statement it. 

5. Prepare information for parents 

17. Seeking Support for Handling Feelings and Reactions 
• The Educational Psychology Service can provide support and they have specialist training in critical incident debriefing 

18. Inform the Wider Community 
• The School may wish to contact neighboring schools and community groups if there are siblings of children involved in the incident 

19.Identify Contentious Curriculum Issues 
There may be aspects of the curriculum immediately following the incident that could trigger unpleasant reactions. Such sources of reminder could be: 

• Literature 

• Items in assemblies 

• Episodes within the Curriculum 

It is important to anticipate these sources and possible reactions. 

20 The Press Release

The CIMT Spokesperson (Headteacher) should consider informing the press not only of the details of what happened but of the actions taken to manage the situation. Avoid jargon, acronyms etc and use simple everyday language. 

Check it for spelling, grammar and general comprehension before releasing 

If comments are to be made on positive qualities of the School, quotes might be taken from the most recent ESTYN inspection report. 

General Media

In facing the media: 

TRY TO 

• Respond to “what” and “when” questions 

• Tell your story concisely, accurately and get the school’s key message across 

• Consider, when possible, the needs of the audience 

• Choose your own time to report to the Media 

• Prepare and rehearse so that everybody is given the same information 

TRY NOT TO 

• Reply to “how” and “why” questions 

• Speculate 

• Make off the record comments 

• Make promises you may not be able to keep 

• Make excuses or blame others 

• Respond to unattributed quotes (“one of your staff tells me that……”) 

• Say “no comment” – explain why you cannot comment 

• Allow words to be put into your mouth. 

21. Prepare Information for Parents 
It may be sufficient to inform parents by sending a letter with their children. Alternatively the news may be circulated by means of the Llantwit Gem News. In some circumstances it may be appropriate to call a meeting to the school, especially if the incident is one that will generate concern about an aspect of the school’s organisation. 
22. Support After the Event
Consideration needs to be given to the following: 

• Contacts for support and advice 

• Debriefing and support for teachers and staff 

• Debriefing sessions for students 

• Longer Term Support 

• Advice to Parents 
23. Re-establishing Normal Routines
Continuity is important for both staff and students. The normal day and

routines should be re-established as quickly as possible. School closure

should be avoided if at all possible.

Return to School by Students/staff Directly Affected

The school should consider how re-entry should be managed. The

staff/students are likely to need significant support to reintegrate back into

school life 

24. Critical Incident Management Strategy – When the School is not in

session

When the school is not in session, different arrangements to those described

above will apply.

During Term Time

The Headteacher or the most senior member of the SLT available should

arrange for the SLT to meet as soon as notified of the critical incident. The

strategy will then follow the steps outlined above as if the school was in

session.

During School Holidays

The Headteacher will arrange an SLT duty rota ahead of all school holidays.

This will be published to all staff and to the Chair and Vice Chair of Governors.

The member of the SLT who is on call does not need to be on site but should ideally be within 1 hour’s driving distance of the school. Their responsibility will be to respond appropriately following the strategy outlined above. They would most probably call together all available members of the SLT to assist.

The SLT Administrator is responsible for the maintenance of the data record

that allows the school to contact staff, parents and students. This will be

available to the duty member of the SLT  responding to the incident.

The School Site Manager retains overall site responsibility. The Site

Manager will ensure that members of the SLT are trained and equipped so that

they can:

· Open the school building

· Access data

· Communicate with parents and staff by telephone and/or letter post

The School Business Manager will publish and update the contact directory for

the school to manage a critical incident to all members of the SLT.

The SLT Administrator will maintain the CIMS hard and electronic copy of data

that allows contact with members of the school community and  will also

ensure that the school has the capacity to contact all members of the school

community by letter post.
Section 2: SCHOOL EMERGENCY MANAGEMENT PLAN

Procedures to secure the immediate safety of individuals and groups in an Emergency Situation 
In any emergency the aim is to get the students, staff, visitors and any other members of the public out of the building in the quickest, most orderly fashion and to assemble them so that they may be counted.   No attempt should be made to tackle a fire after a decision has been made to evacuate the premises. The staff's first reaction on hearing the signal must be to get their students to the assembly points.

General Procedures
1. Warning
 - The continuous Fire Alarm Bell will be the signal to evacuate 
the school premises.

2. Evacuation Procedure  - On the signal to evacuate, teachers will assemble their students and leave their teaching area in a quiet, orderly manner. Windows and classroom doors should be closed.
Staff and students will leave by the nearest exit and proceed to the following assembly points where students will line up alphabetically in their registration units.

3. Assembly Points - a) Years 7, 8, 9 & 10:  The  area of the main




playing field at the rear of D Block and the Canteen 




b) Years  Eleven, Twelve, Thirteen:  Along the field 

boundary at the rear of the community centre, behind the RS and Drama Studio.

4. Staff Instructions
All Staff will go to the Assembly Points. Staff not designated to Form Tutor groups/Pastoral Teams will assemble at the area of the main field at the rear of the Leisure Centre as for Upper School students

The Admin Staff will take the registers, staff diary and list, late book and 'signing out' book to the assembly areas where the registers will be distributed by Heads of School.   Once the students are in their units the Form Tutors will check the registers and maintain order and identify any missing students.  This information must be passed to the appropriate Head of School who will inform the Head or Deputy for a decision on the action to be taken.

The names of staff absent from school because of illness, attendance at courses etc., will be communicated to the Heateacher by the Mr Draper or in his absence Mrs Lambert

Detailed Procedures 

FIRE BELL :    CONTINUOUS RINGING OF BELL

A.
GENERAL

1.
Staff should know the location of Fire Alarm Points, Fire Stations.

2.
To facilitate Roll Call it is essential that Electronic Registers are completed with care in all lessons. 

3.
Staff should familiarise themselves with the location of Fire Exits and Form Teachers should ensure that their room's Fire Notice is in place near the door and that pupils know the general procedure. 

4.
The School must assemble in the pre-determined positions on the Playing Fields at the back of the Leisure Centre.   Pupils must line up in REGISTER ORDER to facilitate the Register Check.  It is vital that pupils line up in an orderly manner and are silent during the check.

5.
There will be Fire Check Boards controlled by Leaders of School. 


1.
LOWER SCHOOL - Years 7 & 8 – Miss Jo Wlliams

2. Middle School Years 9 & 10  – Miss Tracy Rees

3. Upper School Years 11, 12, 13 – Mrs Karen Winstone-Cooper

Non teaching staff, supply teachers, unallocated staff  - led by  Mrs Sandra Lambert & Mr Peter Draper


FORM TEACHERS SHOULD REPORT TO THE Leader of School AS SOON AS THEY HAVE CHECKED THAT ALL OF THEIR PUPILS ARE ACCOUNTED FOR.

6.
In the event of the Fire Alarm sounding THE FIRST PRIORITY IS TO EVACUATE THE BUILDING.  Generally, teaching staff should not attempt to fight a fire if this in any way impedes the evacuation of pupils, a search of the building or the register check. 

7.
Teaching staff (not immediately concerned with evacuating pupils, a search or a register check),  Kitchen Staff, Technicians, Site Supervision and Admin Staff, SMT may attempt to tackle a fire with the nearest equipment.  THIS MUST BE DONE WITHOUT ENDANGERING LIFE.  It will be apparent in a very short time whether a fire can be extinguished and if this proves impossible, staff should evacuate the building immediately and report to the appropriate Senior Manager. 


Full-time and part-time teaching staff - Report to their Leader of School (see 5 above).

B.
SOUNDING THE ALARM

1.  
On discovering an outbreak of fire staff should, without hesitation, sound the nearest alarm. 


2.
The fire brigade will be summoned automatically. 

C.
ON HEARING THE ALARM DURING LESSON TIME 


Admin Staff

a)
The School Business Manager will:

(i)
Ensure Fire Bell is ringing.

(ii)
Ensure that registers, signing out books, visitors' book, list of absent staff and Fire Check Boards are taken to the Playing Fields. 

b)
Admin Staff will:

(i)
Report to general office immediately on hearing alarm and take Years 7-13 Registers, signing out book, to Playing Fields without delay.           


(ii)
 Report to Leaders of School Y7 -13 at the Playing Fields.

c)   
Deputy Head/Assistant Headteachers:

      
Will proceed immediately to Playing Fields and guide staff and students

e) Heads of School:

Will proceed immediately to Playing Fields and will collect the register wallets for their year from Office Staff.  They will also collect up all register wallets for their year and return to Office Staff once registration complete.

f) 
Teaching Staff:

i)
On hearing the Fire Alarm staff must evacuate immediately.  Electrical and gas apparatus should be switched off before leaving the room. 

ii) In evacuating the building staff must make sure that all windows and doors are closed behind them (but doors must not be locked).

g) Form Tutors:

Should collect their register from Heads of School and return when register has been called.

h)
Pupils:

i)
On hearing the alarm pupils must be instructed to leave the room quietly and in an orderly manner, leaving bags etc. behind.
 
 


ii)
Pupils not under the immediate supervision of a member of staff when the alarm sounds must immediately make their way to the Playing Fields by the nearest safe exit. 

i)
Kitchen Staff:


On hearing the alarm members of the Kitchen Staff must first ensure that all ovens, cookers and other machinery are switched off.  They must then leave the building immediately, closing all windows and doors behind them (but doors must not be locked).  The Kitchen Supervisor must report the safety of the kitchen staff to Mrs Sandra Lambert

j)   
Technicians:


On hearing the alarm turn off all gas and electrical equipment.   Leave the building, closing all windows and doors (but doors must not be locked) and report to Mrs Sandra Lambert

D.
ROLL CALL

i)
At the Playing Fields, Form Tutors must check the Registers of their Forms and then report to the appropriate Leader of School, who in turn will report any absentees to the designated SMT/ Headteacher.  Immediate notification must be made of any children missing, together with any information as to their likely whereabouts.   When registers have been called they should be returned to HOS who will return to Office Staff.

ii)
In the event of pupils/staff being reported missing, the Headteacher will order a further search of the building and/or inform the Fire Officer. 

E.
ALARM DURING DINNER BREAK

ALL STAFF ON-SITE AT THIS TIME MUST PARTICIPATE IN THE DRILL WHETHER OR NOT THEY ARE OFFICIALLY 'ON DUTY'.

It will not be possible to have a full Register Check.  Nevertheless all pupils and staff should proceed to the Playing Fields.  Pupils should assemble in their pre-determined positions as indicated on the evacuation procedure notice. 

F.
AT THE END OF THE DRILL

Once all staff on the checklists are accounted for, Heads of School should report to the Headteacher (or Deputy in his absence) who will give permission to return to class

MONITOR & REVIEW THE POLICY 
The Critical Incident Policy must be reviewed by the Premises committee annually. 

All contact details must be updated regularly and changes to the CIMT must be recorded and circulated when an alteration to the team occurs. 

The CIMT must carry out a simulation exercise annually to experience how a critical incident might unfold. 
SNOW PROCEDURES

The School’s policy is to remain open where at all possible, unless doing so poses a threat to the health and safety of pupils or staff.

In the event of serious weather the procedure is:

1. Caretaker to advise:

Dr VM Browne and Mrs D Thomas

and
Mrs S M Lambert




2. Mrs Lambert to liaise with coaches and inform Police Operations at RAF St Athan, Red Dragon FM and BBC Radio Wales.

3.
Staff may ring the school or any of the above after 7.30am for information.  It is essential that staff repeat the exercise each school day or check on the previous evening.

4.
It is the responsibility of the HOD to contact other members of their Department.

Appendix 1: CHECKLIST EMERGENCY MANAGEMENT PLAN – CHECKLIST
	Have emergency contact numbers been confirmed with relevant emergency services? 



	Are the emergency contact numbers prominently displayed on the front cover of the plan? 

	 Does the plan clearly specify procedures for reporting emergencies to the emergency services ? 

	 Are potential risks within and up to a kilometer from the school identified? 

	Does the plan include procedures for issues specific to your school or community? 



	Are alternative evacuation assembly areas listed including one at least a kilometer from the school? 

	Does the plan identify how food, shelter, toilets will be provided during an extended evacuation? 

	 Is a site plan included which displays emergency exits, access roads, water, gas and electricity supply points? 

	Does the site plan show the location of fire extinguishers, hose reels, hydrants, alarms? 

	Does the plan included procedures for lockdown of the school when a situation requires isolation rather than evacuation? 

	Are the roles and responsibilities of key personnel clearly defined – principal as emergency coordinator, school leadership team, classroom teachers, office and support staff, students? 

	Are staff responsibilities to account for and supervise students during and following the emergency clearly described?

	Does the plan describe how individuals will receive counselling or other specialist support? 

	Does the plan describe minor works or repairs required for fire prevention purposes and propose a timetable for their completion? 

	Does the plan describe how staff will be trained and when exercises will be conducted? 



	Has the plan been endorsed by the police, fire brigade or Emergency Services? 



	Are arrangements for reviewing the plan described? 



	Has the plan been endorsed by the schools GB? 




Llantwit Major School Critical Incident Pro forma 

INCIDENT INFORMATION FORM
INFORMATION REQUIRED TO ESTABLISH SCHOOL NEEDS
Initial contact to the School 

The following information may be asked for dependant on the nature of the incident.

· SITE OF INCIDENT  .........................................................................…..

· CONTACT NAME  ......................................................................….……

· CONTACT NUMBER
...........................................

· MOBILE NUMBER...........................................

· TIME OF NCIDENT..........................................
· NATURE OF INCIDENT………………………………………………………………………………….

………………………………………………………………………………….…………………………………
· NUMBERS INVOLVED - ages

.............................................

· ARE ANY PEOPLE INJURED?

……………………………
· EXTENT OF INJURIES - low; serious..........................................

· WHAT ACTION HAS BEEN TAKEN SO FAR?.......................................
· HAVE EMERGENCY SERVICES BEEN INFORMED?





Y
   N




- are they on site 
Y
   N


· WHAT HELP DO YOU NEED?


......................................................................................... 
.........................................................................................
......................................................................................... 
.........................................................................................


· ARE THERE ANY ACCESS DIFFICULTIES?

.................................................................................

.................................................................................

Date and Time received:
Date: .....................Time: ..................

Senior Manager receiving information :
...............................................
Additional Relevant Notes/Information
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