CILFFRIW PRIMARY SCHOOL : CRITICAL INCIDENT POLICY – DEALING WITH A CRISIS

CRITICAL INCIDENT POLICY

Contingency Plan in Case of a Crisis/Disaster

The staff and Governors of Cilffriw Primary are always conscious that an emergency, crisis or disaster, affecting the school community, could happen at any time, either in school, on a school visit or in the local community. No one can predict, when or if, a disaster might occur. This policy and contingency plan were formulated to assist staff and Governors to deal with the immediate aftermath of a traumatic incident and with the distress and long-term effects on the pupils, families and staff. It is a policy that we hope we never have to use.

Copies of this policy are kept in the offices, Site Supervisor’s room and staffroom. Every member of staff, the Governors and the LEA has a copy.

If a critical incident occurs during the school day, or while pupils are on a visit, the school emergency procedures should be activated by the members of staff present, who should:

1. Assess the situation.

2. Safeguard the uninjured members of the group.

3. If there are injuries, establish immediately the names of the injured people and the extent of their injuries.

4. Attend to the casualty/ies.

5. Inform the emergency services, and everyone who needs to know, about the accident

6. Notify the police if necessary.

7. Share the problem; advise all other group staff that the accident/emergency procedure is in operation.

8. Make sure every member of the group is accounted for.

9. Ensure that the injured are accompanied to hospital (preferably by an adult whom they know).

10. Ensure that the rest of the group understands what has happened, is adequately supervised and kept together.

11. Inform the Headteacher and pass on all the details, including names of casualties, their injuries, action taken and names of others involved. She will initiate this policy, if the accident/emergency warrants.

12. Ascertain telephone numbers for future calls.

13. As soon as possible, write down accurately relevant facts and witness details. Preserve any vital evidence.

14. Keep a written account of subsequent events, times and contacts after the incident.

15. Complete accident report forms, contacting the LEA and HSE if necessary.

16. No one in the group should speak to the media. Media enquiries should be referred to Neath Port Talbot LEA.

17. No one in the group should discuss legal liabilities with other parties.

The following incidents set the policy/contingency plan in motion:

· death or serious injury of pupils or members of staff during school hours, on a visit or in tragic circumstances out of school time

· violent assault

· accident to a school party, or a member thereof, on a visit

· fire

· major vandalism

· any incident that attracts intense media coverage.

Contingency Plan for Critical Incidents

Staff and Governors activate the Contingency Plan:

· The Head Teacher, with the assistance of the <Deputy Head Teacher and named person> should liaise with the emergency services, visit the site of the incident (if out of school), and communicate with parents of the pupil(s) involved and the critical incident team in school.

· All parents and family members of pupils involved in the incident should be treated with sensitivity. A room will be provided in the school, where the family can wait for news or receive counselling.

· Administration staff will respond to all telephone calls, make contacts and arrange media interviews. The <Chair of Governors/Head Teacher/authorised person> nominated as Press Officer is the only person who should give information to the media.

· The senior management team should contact the parents of children not affected. The children not affected should be kept well away from the scene of the incident and sent home as soon as it is safe.

· Parents should be asked to wait off the school site if it is not practical for them to collect their children in the school grounds. They will be kept informed of the situation.

· The Incident Team should decide how the media relations are to be managed. This will depend on the incident and the recommendation from the <LEA/Advisory Body>, which might send an officer to help. Options are:

· keep the media out of the school premises, with the authorised person giving an interview outside the school, only when ready;

· invite a small group of press/TV into the school (in one room well away from the incident) for a general interview by the authorised person;

· say very little/nothing.

· The person briefing the media should be well prepared, having agreed beforehand the questions to be asked. A member of the school crisis team should be present to take notes or even tape the interview. If the answers given are taken out of context or the media reports untruths about the school, a complaint should go to the Press Complaints Commission or Broadcasting Standards Authority.

· If the media interest is related to the alleged misconduct of a member of staff – for example, if a member of staff is accused of abusing a child – the authorised Press Officer will give a short general interview to the press/TV, once the facts are established. This interview might be essential to show <school name> is taking the matter seriously and responding. Parents should be informed about any action being taken through the school <newsletter>.

Communications

Should a critical incident occur, pupils should <never/not> speak to the media; staff and Governors should not speak to the media, unless authorised to do so as the designated Press Officer.

Please note the following:

· misleading rumours should not be allowed to spread. The <designated staff> should make sure accurate and confirmed facts are available to the relevant people as soon as possible

· the <Press Officer/Chair of Governors/Head Teacher/named person> should give statements and regular briefings to the media

· work in partnership with journalists

· do not discuss the incident with the rest of the children or parents. Do not gossip!

A full report of the incident must be written and collated as soon as possible, for submission and future reference.

Crisis Team

All staff and Governors not immediately affected by the incident should report to the school to help with management and support.

Senior Teaching Staff


Head Teacher
<name>


Deputy Head Teacher
<name>


Assistant Head Teacher
<name>


Key Stage Co-ordinators
<names>

Senior Admin/Non Teaching Staff


School Administrator
<name>


Site Supervisor
<name>

Governors


Chair of Governors
<name>


Vice-Chair
<name>


All Governors
<names>

Senior LEA / Advisory Body Officers


School Adviser/Improvement Officer
<name>


School Personnel Officer
<name>


LEA/ other Advisory Body Critical Incident Response Team Members


<names>
< contact details>

School Network

Key Holders


Site Supervisor
<name>
<phone number>


Head Teacher
<name>
<phone number>


Deputy Head Teacher
<name>
<phone number>

Vital Telephone Numbers


<School name>

Mobile Phone
<phone number>

Line 1
<phone number>


Line 2
<phone number>

Fax
<phone number>

Kitchen
<phone number>

Web site
<web site address>

e-mail
<e-mail address>


Chair and Vice-Chair of Governors
<phone numbers>


LEA Critical Incident Response Team
<phone number>


Staff Numbers attached


LEA/other Advisory Body Personnel Officer
<name>
<phone number>


School Adviser
<name>
<phone number>
Crisis Team: Roles and Responsibilities


Head Teacher

· Visit site of incident/accident.

· Work with parents, staff and pupils directly involved.

· Liaise with emergency services.

· Liaise with media if appropriate.


Deputy Head Teacher

· In school to co-ordinate operations.

· Contact and liaise with LEA Officers, Governors,

· Parents, etc.


Key Stage Co-ordinators

· Keep the school running as normally as possible.

· Look after teaching staff.

· Devise strategies to keep children away from the scene of the incident, media,
and so forth.

· Meet parents when children collected.


Teaching Staff

· Keep the school functioning, teaching classes, etc.


Chair of Governors

· Talk to the media after collating information.

· Liaise with the Head Teacher and give support.


Vice-Chair of Governors

· Attend site of incident if necessary.

· Support staff in school on return.


Governors

· Give support to staff and parents where applicable.


School Administrator/Bursar/Clerk

· Contact with the media, arrange press conferences, etc.

Clerical Assistant/NTA

· Answer the telephones, after conferring with Chair, head or deputy for correct information.


School Adviser

· In school to give support.


County Officer

· Assists with media and gives support.

Site Supervisor

· As key holder, remain on site.

· Assist with any building matters.

· Assist with parking, moving furniture, etc.


Kitchen Staff

· Supply Drinks, food etc., where appropriate.

Plan of Action

Head Teacher

1.
Assess the situation in school/by telephone.

2.
Contact emergency services if necessary.

3.
Notify:


Deputy Head Teacher


School Administrator/Bursar


Chair/Vice-Chair of Governors


Head of School and Agency Services


Parents, if appropriate


All staff on premises


Site Supervisor


Governors


Kitchen staff.

4.
Visit site of incident if out of school.

5.
Give support to and gain information from those directly involved.

6.
Assist emergency services with information.

7.
Keep Deputy Head Teacher and Chair of Governors fully informed.

Deputy Head Teacher: Stay Near a Phone!!

1.
Assist Head Teacher in informing relevant staff and team members.

2.
Take charge if Head Teacher has left the premises.

3.
Collate information for Chair of Governors.

4.
Liaise with the Head Teacher at site of incident.

5.
Direct staff in their duties.

Chair of Governors

1.
Visit school as soon as possible to act as Press Officer.

2.
Collate information from Head Teacher, Deputy Head Teacher and School Administrator.

3.
Prepare press release after discussing incident with the Police and/or <LEA/other Advisory Body> Critical Incident Response Team.

Vice-Chair of Governors
1.
Meet the Head Teacher at the site of the incident.

2.
Assist in collating information, contacting school etc.

3.
Give support to the Head Teacher at the site of the incident.

School Administrator/Clerical Assistant
Stay in your offices!

1. Ensure telephones are kept free.

2. Collate all phone numbers, including all mobile phone numbers.

3. Set up fax line and e-mail.

4. Take telephone calls.

5. Liaise with press for facilitating meeting with Press Officer.

Post-Traumatic Support

At <school name>, we realise that some pupils and staff might suffer from post-traumatic stress disorder, especially if they have been involved in the tragic incident. This can affect children and staff immediately or a long time after the event. The whole school community should be aware of this and provide support.

The following personnel should be able to assist with post-traumatic stress:

· Head Teacher

· Senior Management Team

· Teachers and staff not directly involved

· Governors

· LEA/other Advisory Body Stress Support Team

· Educational Psychologists

· LEA/other Advisory Body Critical Incident Response Team

· School Adviser/LEA/other Advisory Body officer

· School Doctor

Further Information

Useful Resource

Calouste Gulbenkian Foundation
Wise Before the Event: Coping with Crises in School

(order through distributor Turnaround)

