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1 Introduction.

A critical incident can be defined as an incident, which overwhelms or overcomes the coping strategies and strengths of those involved. (Gibson 1999).

In Cambridgeshire schools, this has included:

· Arson attacks on schools;

· Pupil suicides;

· Major fire;

· Violent attack on a fellow pupil and a member of staff;

· Road traffic accidents involving fatalities within a school community.

It is important to have a structured and staged approach in response. This is a key factor in successfully supporting those involved in school readiness and emergency planning. (Yule and Gold, 1993).

The aim of the Critical Incident Plan (CIP) is that in the event of a crisis the staff has already been trained to deal with such a situation. The school’s activities and scope have been risk assessed before hand to identify potential crises and to impose controls. If the school is shut off from access, back up documents exist so that the school as a body can continue to function in some form. Pupil/ staff details and emergency contact details will be available. Members of staff are aware of their responsibilities during and after an emergency.
1.1 Description of School

Hemingford Grey Primary School (HGPS) is located in the village of Hemingford Grey, approximately 1.5 miles from the market town of St. Ives. It is a single storey building constructed in four main phases. The first building was erected in 1903 and is brick built with a tiled roof. It was extended in the next phase to construct the hall and infant block with a flat roof. The third phase was in the late ‘90s when a further classroom block was added using materials similar to the original. Finally, the fourth phase was completed during 2014 when a further three rooms were added using materials similar to the original and giving playgroup a base within the main body of the school. The school has approximately 240 pupils, aged 4-11 years, in eight classes. This number is set to increase over the next four years to 315. The number of full time equivalent teaching staff is 10 with the number of non-teaching staff (including admin, teaching assistants, catering staff etc.) being 27. 

 In addition the site is used by Skools Out, which is an out of hours club, a dance class and the PTA. The PTA, in addition to holding their meetings at the school also hold various events that are open to the public.

HGPS is situated in a rural area and is bounded on two sides by farmland; the other sides being residential.

The school is not designated as a rest centre by Huntingdonshire District Council and would only feature in Cambridgeshire County Council’s Emergency Plan if the use of other buildings, including secondary schools, is insufficient. 

It is sited approximately one mile away from the A14, which is a major transport link, and County has confirmed that, in the event of a major incident on this road, it may be possible that the school be used.  

The nearest full time emergency services are based at Huntingdon, which is approximately 10 minutes drive away. In addition there is a retained fire station at St Ives, which is approximately 7 minutes drive away.

A plan of the site is attached (available as hard copy only, not in electronic version).
2 Potential Critical Incidents

There are two types of school critical incidents that may affect Hemingford Grey Primary School:

1. In school/ on site crises. These would include death through accident or illness, fire, flood or violence.

At HGPS factors to be considered are:

a) Accidents occurring in the playground. The hazards are injury through collision with structure or other pupils, structure failure, inappropriate use of play equipment. The controls in place include the use of playground supervisors who collate information on incidents and act as a deterrent, the safety checks of the play equipment, which are recorded. Children are encouraged to reflect on safe play and to report to the office any circumstances that may cause risk.
b) Illness such as Meningitis. Guidelines are given in the Health and Safety Management in Schools how to deal with such a crises. The guidance includes guidelines on how to tell the children and contains proforma letters.

c) Violence. The hazards are injury/ death to a pupil or member of staff/ public from a violent act by either a pupil, or an outsider to the school who is there either by invitation or an intruder. The school has a security lock on the front entrance. The rear doors to classes 1 and 2 can only be opened from the inside. The other doors to the outside are fire doors that are closed during lesson time. Playground supervisors or staff are always present when the children are outside. Procedures are followed where invited people to the school are regarded as possibly dangerous such as seeing people with more than one member of staff. There is also the hazard of violence from staff or authorised helpers. The control in this case would be the use of staff/ helpers etc. who have been DBS checked so that people with previous relevant convictions will not be used. 

d) Fire. The hazards are injury/ death to pupil(s) or member(s) of staff/ public. The controls in place to ensure that the risk remains low are: a comprehensive fire risk assessment; ongoing staff inspection; termly health and safety inspections, annual inspection of fire fighting equipment; weekly inspection/ test of the school’s fire alarm system which is logged; emergency lighting systems tested half yearly by the school and annually by a maintenance engineer and recorded. Fire drills are carried out at termly intervals. All actions relating to fire safety are listed in the fire logbook, appended to the Fire and Risk Manual. In case of a major fire where the site has to be evacuated, arrangements are in place to hold the registration at the far end of the playing field and then to escort the children to the emergency off site building. Permission has been given to use the Parish Centre, which is manned during school hours and has phone facilities.

e) Bomb Scare/ Threat of Terrorism. This can be considered unlikely however procedures are in place for evacuation to an offsite building.  Registers are to be taken at the end of the school field prior to the children being escorted to the Parish centre as above. 

f) Road Traffic Accidents. The hazard relates to both cars on the road outside which becomes very congested and also from unauthorised use of the school car park, particularly by parents who use the loop to turn around. Cambridgeshire County Council has put traffic calming measures in place, which have included speed cushions. The speed limit is an advisory 20 mph whilst in the times when the school is heavily trafficked and a fence has been erected by the side of the road.  Parents are advised periodically by use of the school newsletter not to drive into the school car park with reminders about safe driving practices being sent both to parents and displayed in the village shop and parish room.  Parents are encouraged to report and incidents involving careless driving to the community police via 101. Where there are vehicle movements and pedestrians, particularly young children, there is always a high risk of injury. 

2. Out of school/ off site crises. These would include death/ serious injury on a school trip or tragedies involving several schools such as the Hillsborough football disaster.

The school undertakes several off site activities during the course of the school year. These include residential trips.

All activities undergo a risk assessment and full details of pupils and staff on the trip, including relevant medical details, are retained at the school   for the duration of the visit.

The risk assessment should cover in detail all aspects of the trip from the pick up at the start of the trip to the point when the pupils are delivered back to their parents. It should include such matters as: 

a) The coach company should be assessed by looking at the road worthiness of the vehicle; safety features such as seat belts; suitability of the drivers i.e. how long will the journey take, will more than one driver be necessary to prevent fatigue? Has the driver had sufficient rest period prior to taking the children? Reputable coach companies will not mind answering such questions.

b) Are any stops necessary on the journey? Toilet breaks etc. What are the facilities like in terms of health and safety?

c) Accommodation. Is it secure? What arrangements are in place to ensure that no one can break into the premises? Is accommodation staff on the premises at all times? Have these been CRB checked if necessary?

d) Activities. These are risk assessed prior to the trip. All possible hazards on the trip must be assessed including travel to and from the main activity. For example, if children are going on a hike, will they come into conflict with road users or is the route all off road? If it is off road, is the route sufficiently marked or do the adults need to read maps and compasses? What if the weather turns inclement? What if a pupil becomes ill? Etc.

3 Critical Incident Management Team 

See Critical Incident Management Plan attached.
3 Critical Incident Room

In the event of a critical incident off site or where the school buildings are usable, the critical incident room has been identified as the Headteacher’s office. This room has telephone facilities with fax facilities adjacent.

4 Visitors During a Critical Incident

In general, visitors should be discouraged from entering the school grounds during a critical incident situation. This is particularly obvious if there is a risk to life such as fire, etc. It is also prudent if there has been other incidents due, for example, to violence in one part of the school or indeed if the incident happened outside the school. This is to prevent further strain on resources and to ensure that the visitors do not come into danger or pose a hazard by their presence.

In the event of an emergency either off site or on however, it must be considered that worried parents may turn up at the school requesting news. These should be seen briefly by the relevant KS co-ordinator and, if appropriate, be requested to leave with the promise that regular bulletins will be issued by the press officer. The lack of available space for them to wait and the fact that their presence will tie up a member of staff should be stressed. If it is not appropriate for the parent to leave or if the parent refuses then, if possible, either a classroom, which has been vacated due to the teacher being in the CIMT, or possibly the staff room, could be used as a waiting room. If possible the press officer may be able to update these parents regularly but in any case they will need supervision and be told that any unaccompanied walking around the school will result in removal from the premises.

The County Council press officer should brief members of the press. If the press officer is not yet on the scene, depending on circumstances, it may be prudent to advise that the school is dealing with an incident however all details are not clear and further information will be provided in due course.

5 Evacuation Procedures

Evacuation routes from each area are via the closest outside door Signs show the way to exit from corridors. If there is no alternative evacuation route due to, say fire, then all classrooms have access to the outside via windows.

Assembly is on the junior playground or, if the threat is larger, to the far end of the school field. Registers are taken at the start of the school day and after lunch. These registers are kept at the school office and the school secretary would be responsible for bringing these out of the school to the assembly point. The secretary will also remove the school’s CIP and grab pack if possible. Registers will be kept close to the CIP grab pack.

All visitors to the school have to sign in the visitor book. The member of staff who they have come to see should escort them to the assembly point. The school secretary is also responsible for bringing out the visitor book so that all persons can be accounted for.

Evacuation signs, stating that the school has been closed and where to collect the children, have been prepared and are kept in the school office. These will be removed by the office staff on evacuation and, if safe to do so, will be placed on the fence adjacent to St Ives Road. A sign will also be placed in the village store.
Following registration the children will be escorted to the Parish Centre, if necessary via the gates into the field to the side of the school.   

The class teacher will be responsible briefing of the children and their continued support.

Regular briefings will be undertaken in order that all members are up to date.

Office staff will contact parents with a request to collect their children. They should be seen at the porch and the relevant children collected calmly by staff. The space will be tight and the sight of the parents may cause emotional outbursts and possible unrest.

Playgroup and the class currently in the mobile (until July 2014), will be informed by a member of staff that the school is evacuated. The playgroup should be advised when the school is holding a drill. They  will evacuate into the playing field; it is unlikely that the two groups will conflict. 

6 Post-Disaster Management – Recovery

The Headteacher is identified as having responsibility for ensuring continued support.

Likely continuing needs should be discussed with relevant professional staff.

Contact numbers for all support agencies are listed under Section 9.

7 Checklist for Responding to a Critical Incident – issues requiring immediate action

The checklists, issued by the County council, for guidance in the event of a critical incident

	Action Point
	Guidance Note
	CIMT Action
	Personnel Involved
	Done
	Who by
	Time
	Comment

	1. Gather information 
	· What happened/where/when.

· Call the emergency services if necessary.

· How many involved; who are they?

· Name and contact numbers of adults at location of incident.

· Details and location of injured (severity, name of injured and supervising adult(s) names(s) / contact number).

· Details and location of non-injured names, and supervising adult(s) name(s) /contact number.

· Has anyone else been informed e.g. emergency services (what were they told?)

· Ensure Education Officer for school and Chair of Governors are informed.
	
	
	
	
	
	

	2. Call a meeting of the Critical Incident Management Team (CIMT) for briefing
	· Assign tasks and ensure each individual knows what is expected and logs their action on a central log of events record sheet.

· Consider whether you may need to close the school.

· Identify a member of CIMT as the person to co-ordinate information.


	
	
	
	
	
	

	3. Establish a base for CIMT to operate with dedicated phone use
	· CIMT to agree a statement for all incoming calls, which can be managed by properly briefed staff or via informative answer phone messages where not all school lines can be operated personally (e.g. after school hours).

· CIMT to brief personnel having direct links with public/media (factual brief statements only).  (Discourage any speculative discussion; route all press enquiries to County Press Office in the case of a serious incident.).

· Establish press release in conjunction with the County Council Press Office.

· Ensure telephone line(s) or mobile phones for outgoing calls available.

· Action the ‘telephone cascade’ for staff and governors [where appropriate] to keep information flow fast and accurate.
	
	
	
	
	
	


	4. Contact families whose relatives (children and adults) are or may be involved
	· Should be done quickly and with great sensitivity, preferably by a CIMT member – but remember it is the responsibility of the police to notify next of kin in the event of a death.

· Consistency of information is essential, therefore use agreed statement and most up-to-date information from your contact adult on the site.

· Try not to leave messages or use extended chains of communication.

· Establish a reception base for concerned relatives coming to the school.

· Ensure people who can comfort and inform relatives staff this.

· Maintain direct contact with this base.
	
	
	
	
	
	

	5. Prepare general information for all parents/staff/ governors.
	· If you have concerns about issues of legal liability or the likelihood of police action, any further information should be drafted with the help of the appropriate Education Officer.  S/he can check with relevant agencies before letters are issued to the wider school community.

· Information should be simple, factual, express sympathy, concern, and should indicate when further information may be offered.
	
	
	
	
	
	

	6. Briefing school staff and governors.
	· Ensure CIMT have a schedule to brief staff on a regular basis.

· Ensure all staff (teaching and non-teaching) and governors are discouraged from speaking to the media.  This responsibility should be referred to a named person in the team and/or the County Press Office.
	
	
	
	
	
	

	7. Briefing pupils
	· Usually best managed in class or tutor groups by adults best known to the pupils.  The agreed statement can then be delivered in a way that is age-appropriate to the group.

· A large gathering can generate hysteria, which can become a management problem in itself.


	
	
	
	
	
	

	8. Briefing the media
	· By contacting the County Press Office at the earliest opportunity colleagues can liaise swiftly to direct press interest away from the school and CIMT, who have enough to arrange initially.

· The County Press Officer can act as the local agent for media enquiries and can enable you to continue to manage the internal situation.  Keep the Press Officer well briefed at all times.

· Even if you have good links with local media, it is advisable for any enquiries to be directed to the County Press Officer.

· If you have training sessions for CIMT on a regular basis, you may wish to invite a member of the County Council Press Office.
	
	
	
	
	
	


8 Checklist for Responding to a Critical Incident – Issues to be dealt with as soon as possible

	Action Point
	Guidance Note
	CIMT Action
	Personnel Involved
	Done
	Who by
	Time
	Comment

	1. Ensure continuing support for needs of pupils, staff and relatives of those involved in the incident is planned.
	· A member of CIMT is identified as having responsibility for ensuring continuing support.

· Your Education Officer may have mobilised help from a variety of agencies able to offer support and counselling to those immediately affected:

· Educational psychologists

· Experienced counsellors

· Social Services

· Child protection staff

· You need to discuss likely continuing needs with relevant professional staff. Local religious communities may be able to contribute or take a lead in providing a longer-term focus for support.

· You may want to make a detailed plan of who can offer types of support and for how long this can be continued.

	
	
	
	
	
	

	2. Provide a focus for expressions of sympathy if appropriate.
	· You may wish to place a table in the foyer or a vase of flowers, with a book for tributes/condolences.  Sufficient space for items of remembrance may be helpful – the public and the school community may wish to place flowers or other tributes which can block fire exits or emergency service access points if not managed.

· It may be more appropriate to negotiate a location away from school, i.e. church or public building.
	
	
	
	
	
	

	3. Further information Bulletin.
	· In your statements to the press and letters to the wider school community, you should indicate when you expect to be able to give more information.  Try to honour this even if the update is very limited.  You will create tension or possibly aggravate recipients of your information if your timescales are not adhered to.

· Clear your letters and statements with the County Press Officer and Police if necessary.
	
	
	
	
	
	


Checklist for Responding to a Critical Incident – Supporting the people involved.  Action extending over time
	Action Point
	Guidance Note
	CIMT Action
	Personnel Involved
	Done
	Who by
	Time
	Comment

	1. Share information and advice about what has happened (this will apply immediately but will continue).
	· All staff will need information about what has happened.

· Staff should be advised about how to talk to and support children.

· Information should be provided for staff on counselling available to pupils and to themselves.

· Parents may need information and advice on supporting and getting help for their children.

	
	
	
	
	
	

	2. Acknowledge the consequences of the event on the school's community, their reactions and feelings..
	· The incident may cause stress throughout the school.

· Acknowledge openly that the incident may affect people (children and adults) emotionally in different ways and at different times.

· Recognise that the behaviour, concentration and performance of children and adults may change.

· Recognise that not all staff will feel able to support others. 

· Be aware of staff that is taking the brunt of supporting others, and ensure that they, too, receive support.


	
	
	
	
	
	

	3. Provide opportunities for pupils and staff to express personal reactions (immediate and continuing need).
	· Pupils should be encouraged to talk about their feelings in class, smaller groups, or individually, with active listening.

· Some pupils may show signs of needing support beyond the staff’s competence or confidence.  Extended counselling should be identified (with parental permission).

· Staff closely affected by the event should have opportunities for debriefing and counselling if they require it.

· Staff responsible for managing the critical incident should be offered supervision and relief.

· Some adults and children may need therapeutic help for an extended period after the event.
	
	
	
	
	
	


	4. Consider the overall response of the school.
	· The CIMT may need to consider:


· Attendance at a funeral.  (It will not normally be appropriate to close the school – check with Chair of Governors and Education Officer.)

· Visit(s) of staff/children to hospital.

· Expressions of sympathy to families affected.

· An assembly or service to mark the event.

· A memorial in the school or school grounds.  It is advisable to consider this carefully and ensure full consultation with all parties.


	
	
	
	
	
	

	5. Re-establishing normal routines.
	· Normal routines should be established as soon as possible as these provide security and stability at a time of stress and/or emotional upheaval.

· Bear in mind the need to create time and space for thinking and grieving about the event.

· Pupils should be encouraged to resume normal attendance.

· Children who cannot attend school due to injury or distress may need other ways of maintaining the contact with the school and school personnel.

· Consider how/when personal effects of deceased pupils should be removed.

	
	
	
	
	
	


9 The Role Of Support Services:

9.1 The Education Officer

The relevant Education Officer will in most instances be the first point of contact for the school.  An emergency contact card containing senior Officers' home telephone numbers is available in school.  These numbers are confidential and should be used only in an emergency.

The Education Officer, in conjunction with the school, will determine whether an incident is critical.  The Education Officer for the school will act as a key contact between the school and internal and external support agencies, mobilising and co-ordinating resources as required.  Specific support services involved may include:

Educational Psychology Service

Education Welfare Service

PSHE Service

Primary/Secondary Support Service

Press and Public Relations

Social Services

Civil Protection Unit

Contact for further information:

	
	Chris Meddle (Education Support Officer)

Box ELH 1506
School Effectiveness
Castle Court
Castle Hill
Cambridge  CB3 OAP

Tel:  01223 703564 / Mob: 0779 8571179
Fax: 01223 475954
Email: chris.meddle@cambridgeshire.gov.uk


The Education Officer provides a key-supporting role to a school dealing with a critical incident.

9.2 The Education Psychology Service

Schools facing a critical incident will invariably find themselves inundated by external agencies offering support and advice in the immediate aftermath of an incident. The school community, e.g. teachers, governors, parents and children will, on some occasions, quite naturally request that they be allowed to mobilise and organise their own support networks.

However, there are also some circumstances where schools will require extra support in dealing with a critical incident. The Educational Psychology Service (EPS) can provide specific information, moral support, advice and a trusted sounding board at this most difficult of times. For example:

· They can provide specialist support to assist staff and children through the planned response to a critical incident.

· Psychologists could work with staff groups to plan responses with affected groups of children.

· Information and resources could be provided about possible reactions to traumatic events.

· Referrals for specialist counselling services could be provided.

· Critical incident stress debriefing techniques could be explored with staff and children.

All types of support are initially negotiated between staff and the educational psychologist concerned. In some cases this will be the school educational psychologist, in other instances other educational psychologists may offer support with specialist interests in this type of supportive work.

Contacts for further information: 

	The Hunts Team

7 The Meadow

Meadow Lane

St Ives

PE27 4LG

Tel: 01480 373780
Fax: 01480 376010
	The South Cambs Team

18-20 Signet Court

Swanns Road

Cambridge

 CB5  8LA
Tel: 01223 717666
Fax: 01480 373811
	East Cambs & Fenland
Box IC17B
Noble House

St. Thomas Place

Cambridge Business Park

Ely

Cambridge  CB7 4EX

Tel: 01480 612803
Fax: 01480 612801


9.3 Education Welfare Service

Following a critical incident some children may be apprehensive or reluctant about attending school.  School staff will obviously be sensitive to this and will endeavour to reassure and support children.  It may, however, be necessary in some instances to involve the Education Welfare Service.  Each school has an allocated Education Welfare Officer who will be able to offer help and advice.  Individual cases may be referred to the Education Welfare Officer who will be able to undertake home visits and to involve other services or agencies as necessary.

Contacts for further information:

Education Welfare Service
James Burgess
Locality Manager

Broad Leas Centre

Broad Leas

St. Ives

Cambs

PE27 5QB

Tel::
01480 376589
9.4 Personal, Social and Health Education Service

The Personal, Social and Health Education Service provides the framework for a number of key initiatives and services relating to the personal development of young people in school, community and youth service settings.

This includes support for schools in delivering the PSHE and Citizenship curriculum in primary, special and secondary schools, leadership in drug education and important partnership projects, including the Cambridgeshire and Peterborough Health Promoting Schools Initiative.

An important component of their work is helping schools prepare for when critical incidents may arise.  This can happen, for example, through advising on appropriate policies, working within the curriculum, and involving parents, carers and the community.  This work includes guidance on managing drug-related incidents through an ICT CD Rom resource and important areas such as addressing issues of loss and bereavement with children of different ages.  Many schools, as part of the development work towards becoming a Health Promoting School, choose to address these issues.

They also stand ready to advise and support schools in the context of an incident, particularly in terms of appropriate responses with the whole school community – for example, how staff may choose to talk to and with children after the death of a pupil or adult.  They can also advise on or confirm appropriate steps to be taken in the event of incidents such as pupils being found in possession or under the influence of illegal drugs.  This would include outlining the options for schools and also directing them towards other specialist sources of advice and support.

The Personal, Social and Health Education Service has produced bereavement guidance (Managing Bereavement in Cambridgeshire Schools) a copy of which can be found in all schools.

Contacts for further information:

PSHE Service

Box No DRY2102
Dryden House

St. Johns Street

Huntingdon

PE29 3NU
Tel:
01480 376257
Fax:
01480 376258
9.5 Cambridgeshire Access and Inclusion Service

The Primary Support Service would work in close liaison with other services involved, in particular the Educational Psychology Service and Child and Adolescent Mental Health Services (CAMHS) in order to negotiate a level of support with which the schools would feel both comfortable and appropriate.

A significant number of the Specialist Social Emotional Behaviour Support teachers within the Service are fully trained counsellors and so they can provide counselling at an individual pupil/student level or in small groups.  It is always necessary to obtain parent/carer permission before counselling commences but counsellors are always willing to help schools approach this topic with parents and carers.  The duration of the counselling period will be determined on the basis of individual needs.

Two of the counsellors are also able to work with adults.

For further information contact:

Specialist Teaching Team – Hunts
7 The Meadow

Meadow Lane

St Ives

PE27 4LG

Tel:
01480 373750
Fax:
01480 376373
9.6 Press And Public Relations

IN THE EVENT OF AN EMERGENCY OR CRITICAL INCIDENT, ALWAYS INFORM THE COUNTY PRESS OFFICER ON 01223 699280/1
Briefing the media

Hopefully you will have already been working effectively with your local paper and possibly Radio Cambridgeshire to publicise good news events. A positive relationship will be helpful in the event of bad news since your contacts will know that you will share information when you have it and be direct in the messages you need to get across.  Your immediate call to your Education Officer at the outset of the critical incident will enable the LEA to mobilise the Press Office on your behalf.  Your Education Officer may be able to handle much of the press interest to leave you free to manage the situation; however, there may be occasions where a radio or TV interview may be required.

Key Points

Agree all press statements with the County Press Office.

Ensure that all information to the media comes through a single reliable source, keeping the Press Office briefed at all times.
Demonstrate control and reassure in a factual way that everything is being done to control the situation and minimise its consequences.
Set minds at rest where possible and counter dangerous rumours.  In an interview, present as caring, responsible and competent.
Provide as much information as reasonable; better the truth is published than rumour/gossip from a third party, but always stick to providing confirmed facts rather than offering observations and opinions.

Agree timing of press releases to avoid continuous pressure.  In certain situations it may be helpful to set up a dedicated media response room.

Contacts for further information:

Press and Public Relations           


Tel:  01223 699280 (use first)
RES 1101


     

                     
Tel:  01223 699281 (use second)
Shire Hall








Castle Hill








Cambridge

CB3 0AP 

9.7 The Civil Protection Unit

In serious emergencies, especially those relating to extreme weather or serious accidents/incidents, the Civil Protection Unit is able to mobilise a range of resources both from within the County Council and from other organisations.  The Unit works closely with the emergency services, district councils, the voluntary sector, Military and Health.

The Unit has access to a communication Centre / Incident Control Room with a range of useful databases and facilities.

Where an incident requires the public to be evacuated from an area the Unit may well request the use of school premises to provide a Rest Centre.  Separate advice is available on the use of schools as rest centres.
Contact:

Emergency Management Team

Cambridgeshire County Council

PO Box RES 1403

Civil Protection Unit

Shire Hall

Castle Hill

Cambridge CB3 OAP

Out of Hours Duty Officer:  01223 718639
Tel:  01223 727944
9.8 Social Services

Children’s Social Services are able to support families in crisis by working in partnership with parents and liaising with other involved and relevant services.   An important component of social work is a holistic approach that considers the needs of a child and his/her family within the community.  Social workers aim to involve young people and children fully in decisions that affect them.   Social workers have particular experience in managing risk and responding to crisis.  Children’s Social Services are delivered through local area teams and schools are encouraged to develop good links with their area team in the normal cause of events.

Contact:

Hunts Area Social Care Team
Amunsden House
Shire Hall

Castle Hill

Cambs CB3 0AP

Tel:
0345 045 0180
Fax:
01480 376748
10 Contact Numbers - School and local contacts

	SCHOOL CONTACT
	NAME/ADDRESS
	Phone                Mobile
	Fax

	Chair of Governors


	Helen Peat  
	01480                      

391095                    07521367702
	

	   Governor’s 

   cascade contact
	Helen Peat
	01480                      

391095                    07521367702
	

	   Headteacher


	Kate Fox
	01223                      07742604191
873265
	

	   Deputy 

   Headteacher
	Tanya Grisby
	01480                      07956853904

812785
	

	  Staff contact 

   cascade
	Rita Adams
	01480
                      07762781524

462244
	

	   Caretaker


	Jeremy Birkin
	01480                      07917770701
389565
	

	   Playgroup leader

  
	Sharon Howse
	01480                      07854669815
352503
	

	   Keyholder


	Kate Fox, Jeremy Birkin

	As above
	

	
	
	
	


· It is essential to establish a list of staff and governor contact numbers.  These should include next of kin for staff (home and work telephone numbers) and home and work telephone numbers for governors – this list should be regularly updated.  A cascade system can then be established as a means of contacting people in emergencies.  Arrangements should be provided for some people not being readily contactable, i.e. no single point of failure.

	LEA SERVICES
	SUPPORT PROVIDED
	Phone
	Fax

	Education Officer
	The Education Officer, in conjunction with the school, will determine whether an incident is critical, and will act as a key contact between the school and internal and external support agencies, mobilising and co-ordinating resources as required.  Specific support services involved may include:
	Jo Pallet
Work:   01223 703562
Mobile: 07768 099930 
	

	School Assigned Inspector
	Helps to assist in maintaining normal routines and recovery and provides help and support to headteachers and governors on the management of conflict and critical incidents.
	Joan Beale
Work:    01480 377675
Mobile:  
	

	Education Psychology
	Can provide immediate support and counselling to pupils.
	Hunts Team: 01480 373780
South Cambs Team: 01480 373811
East Cambs & Fenland: 01353 612803
	01480 376010
01353 612801

	Counselling Service
	Can provide limited medium-term support for staff – accessed via HR Operations Team.
	Joyce Fenton: 01223 699232 

	


If the Education Officer is not available ensure that a senior officer is informed
	LEA SERVICES cont’d
	SUPPORT PROVIDED
	Phone
	Fax

	PSHE


	Can advise and support schools in the context of an incident, particularly in terms of appropriate responses with the whole school community.
	01480 376257
	01480 376258

	Education Property


	Emergency support in the case of major emergencies, i.e. fire, floods, etc.                    
	01223 699794 

	01223 699001

	Strictly Education

	Emergency support for schools subscribing to their service.  When schools use other providers it will be important to have emergency contact numbers readily available.    
	Helpdesk: - Kim Fuller
Kim.fuller@strictlyeducation.co.uk
01908 208282
	

	Child Protection Team


	Provides support, training and guidance on child protection issues.
	0345 045 5203

	01480 376748


	Emergency Management Team

	Emergency planning, staff training, emergency exercises, control and co-ordination centres.
	01223 727944

	01223 717623

	Education Welfare Team


	As well as a school attendance brief the service has other responsibilities in relation to school-age employment, children in entertainment, home education and child protection.
	01480 376589                                                   
	01223 566719

	Health and Safety Team


	Telephone helpline on Health & Safety matters.

Accident reporting and recording service (liaise with Property). Management Insurance – Risk Management:
	01223 699122
Stuart Wood : 07789397291
	01223 717865

	Legal Services


	Provide comprehensive legal advice
	01223 699649
	01223 717074

	Press and Public Relations
	In the event of a major incident the Press and PR team are available to come to the school to manage excessive media attention on behalf of the school’s headteacher.  The Press Officer will also help in less serious incidents in the drafting of press releases and liaising with media.
	01223 699280
01223 699281


	

	Property Services
	Provides technical advice and support on all property-related matters including Health and Safety.
	Jim Harris

(Maintenance Manager)
Tel:  01223 715506
Mob: 07876 790958

Paul Welbourn

(Schools Maintenance Adviser)
Mob:  07818 455837

	01223 717224

	Insurance and Risk Management Group
	This service is part of the Audit and Risk Management Division within Cambridgeshire County Council.  Provides advice on claim handling and settlement, insurance cover etc.
	01223 699113

Louise Torrence

	


	SUPPORT SERVICES
	
	Phone
	Fax

	Social Services
	Children’s Professional Line (all Cambridgeshire)
Emergency Duty Team
	0345 045 0180
01733 234724 (out of hours)
	

	Police Headquarters


	Hinchingbrooke Park, Huntingdon, PE18 8NP
	0345 456 4564
	

	Hospital


	Hinchingbrooke Health Care NHS Trust, Huntingdon:

Addenbrookes Hospital, Cambridge:

Peterborough District Hospital:

Queen Elizabeth Hospital, Kings Lynn:
	01480 416416

01223 245151
01733 678000
01553 613613
	01480 416561

01733 874001

01553 613700

	CAMHS
	Mental health/training in bereavement support
	01480 415300/331 
	01480 415393

	Health Protection Unit
	Kingfisher House, Huntingdon, PE29 6FH
	01480 398607
	01480 398684

	Education Personnel Management Ltd
	Will be able to advise on pay and pension issues in the event of bereavement for schools subscribing to their service.  Other personnel providers should be able to assist for those schools not using EPM Ltd.
	01480 431993 

(Need to check individual personnel provider’s number)
	01480 431992

	Diocesan Office:


	Church of England   - Rev’d Canon Tim Elbourne 

Roman Catholic       - Mrs Julie O'Connor 
	01353 652711 

01508 495509
	01353 652700

01508 495358


11 Critical Incident Checklist

The following checklist may assist you in preparing for a critical incident.  

Suggested coding:
A  - In place

B  - Still needs to be done

C  - Not relevant

	Up-to-date information about:
	Code

	Pupil/staff, Governor, Key Holder emergency contact details


	A

	LEA emergency contact numbers
	A

	Bus/coach lists
	A

	Emergency supply/support list
	A

	Information sheet about the school providing basic details
	A

	Up-to-date site plan
	B

	Pupil/staff movement data (timetables/registration – who is where and when) (include sickness/day-leave rota + staff list of who is where and when during holidays)
	A

	People, groups or organisations that visit or use the school and would need to be informed.
	A

	People and groups used by the school, e.g. suppliers and contractors.
	A

	Students:  reports, exam records, schemes of work, policies etc.
	A

	Premises and sites plan of the school including critical locations, e.g. chemical storage, key salvage priorities, gas, electric and water mains control positions.
	B

	School bank details, account number and sort code.
	A

	Location of keys to minibus, school safe etc.
	A

	Copy of Asbestos log.
	A

	Back-up disks for all accounts.
	A

	Details of names, location, significant medical information and contact details relating to all pupils and staff off-site on educational visits at any time.
	A (Grab pack)


A plan for communication:

	Evacuation procedures – visible and practised
	On-site A
Off-site B

	Telephone lines – private, mobile, emergency access
	A

	Small room/quiet area for Police statements, counselling or interviews
	DH Office,
Group Room

	Alternative location
	Parish Centre


Management support:

	Access to qualified first-aiders 
	A

	Screening of entrances/exits – siting of school/ emergency office
	A

	Closure of blinds/curtains on the ground floor to protect from media interest
	A

	Instant assemblies to release teaching staff
	A

	Knowledge of resources available to deal with the aftermath
	A

	Familiarisation with 'Managing Bereavement in Cambridgeshire Schools' document
	A 


12 Managing Critical Incidents Time Plan – use with checklists in sections 9–11 

	Task
	Time Scale

	Obtain as much factual information as possible at start of crisis.
	Immediate

	Alert Headteacher; Headteacher to alert the LEA.


	Immediate

	Activate the Critical Incident Management Team.  


	Immediate

	Start the incident log.


	Immediate

	Make arrangements for handling the media.


	Immediate

	Carry out quick appreciation of immediate response required.
	Within first hour

	Select and set up control arrangements.


	Within first hour

	Call a staff meeting to give information.


	Within hours if practicable

	Inform pupils in a sensitive way – small groups if appropriate.
	Within hours if practicable

	Arrange a debriefing meeting for staff involved in incident.
	Before leaving school

	Arrange a debriefing for pupils involved in the incident.
	Before leaving school


Even when the incident has ended, arrangements to return the school to normal could go on for some time.

	Facilitate support for high-risk pupils.
	Next few days, could go on longer

	Funerals, rituals and memorials.


	Next few days

	Decide/agree a range of response and support measures. These have potential to run for many weeks/months.
	As soon as possible

	Suggested reading and other resources.


	As soon as possible

	Review and revise plans in light of experience.
	As soon as possible


     APPENDIX 1: Critical Incident Log

   Incident …………………….

   Date ………………………….
 Page no……

	Time
	Details of Incident
	Action Taken
	By Whom

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Critical Incidents – Staff Cascade Telephone List   (Primary Example)

                   LEA                                                                  HEADTEACHER                       

         Chair of Governors



















Governing Body
	
	
Cook            Office Manager            Senior Midday

                                                              Supervisor


Kitchen           Office Staff                  Lunchtime staff 

Staff  

	Caretaker


Cleaning Staff
	
                             DEPUTY HEAD



             Key Stage Co-ords              TAs/LSAs 

                          

               Teaching Staff


	


APPENDIX 2: Press Releases/Studio/TV Interviews

IN THE EVENT OF AN EMERGENCY OR CRITICAL INCIDENT, ALWAYS INFORM THE COUNTY PRESS OFFICER IMMEDIATELY ON 01223 717627
Key points in writing news release for newspapers
· Keep it simple and with a clear message

· Follow a sequence which addresses

· What?

· Where?

· Who?

· When?

· How?

· Why?


· Write in short clear sentences and keep it active (not passive).  For example Peterbridge School had a glowing report for English and Maths from School Inspectors, rather than A glowing report for numeracy and literacy skills was given by OFSTED to Peterbridge School.

· Try to include some direct quotations from people involved (short and informative).

· Don’t worry unduly about headlines; the sub-editors will do that for you (they have space problems to resolve as well as eye-catching phrases).

· Ensure that relevant ages of children are given rather than school year groupings that will mean little to the public at large.

· Try to restrict your item to one side of A4, or maximum two, with line spacing at 1.5 or double.  Produce it on headed paper and check it for spelling and grammar!  Get someone else to read through it to ensure it projects clearly the message you want.  Make sure an appropriate person approves it before release (Head, Chair of Governors, Education Officer).

Key points in managing direct approaches from journalists on the telephone


· Ensure that all staff know who is the media contact in the school – Deputy Head or Chair of Governors – and request that all contact be made through that person.

· Never say “no comment”; listen to what is required, say you’ll check some details and give a time when you will get back to the journalist.  Find out if they have a deadline.  Prepare material with a facts/figures slant, based on accessible evidence.  Always give some response, even if it’s bland.

· Do get back and don’t delay too long.   If you exceed the deadline, the story may be printed without any of your input, giving an unfortunate slant and maybe creating further problems to unpick later.  For example, it may be reported that you were “unavailable for comment” or “refused to comment” giving a bad impression.

· Make a note of what is asked and what you say.

· Don’t answer “yes” or “no” to a long question which may then be interpreted in an unhelpful way; clarify the issue and reply with a short statement giving your message.

· If you need to put a time-scale on the interview, do so politely.

· If you cannot answer a question it may be helpful to sidestep it politely; say something like “I cannot comment further as I have not discussed this with my colleagues”.  Then offer a point you can make with confidence.

· If you need help contact the County Press Office (01223 717627); in any event keep them informed with updates.  If you are aware of a problem before it becomes difficult inform the Press Office, who can manage more easily if they are fully briefed beforehand.

Studio or TV interviews

If you are invited to a local TV or Radio Station to do an interview, it is helpful to find out something about the kind of programme it is so that you can match the approach you will take and the messages you have to the likely audience.  Key points to consider are:

· Is there anyone better able to manage the interview – depending on the context?  You may wish to discuss this with your Education Officer and Chair of Governors.

· Who will interview you?  Are they likely to be sympathetic or aggressive towards you?

· How long will you have to speak?  Will there be anyone else being interviewed – could it be adversarial?

· Will it be live or edited later?  If it is edited, you should not hesitate to ask for parts of the interview to be re-run if you are unhappy with the responses or any incorrect impressions you may have given.

· Decide on your key points (few in number) in advance and write them down (bullet points).

· Try to memorise, or have easily to hand, key facts, figures and names.

· Get to the station early to give yourself time to acclimatise.

· Keep a clear head; wear comfortable appropriate clothes (you won’t need any additional distractions!)

· Confirm the length of your slot.

· In the interview, speak clearly (if you need water nearby, ask for it when you arrive); don’t get rushed, and try not to get flustered – give yourself space to think.

· Be firm, polite and courteous.

· Try to use images that may be familiar to people to bring alive what you have to say.

· Try to offer positive statements at the beginning and end of the interview

· If you feel questioning is unreasonable you may say so, but explain why and put in a positive statement to reinforce your point(s).

· Keep a clear, calm focus for the interview (presenter for TV and microphone – usually opposite the presenter - for radio).

· Advice on handling the media is drawn from their own experience and the document published by the Association of Metropolitan Authorities, Schools, Crises and the Media [£5.00, ED030 © AMA 1997 ISBN 185677 159 8]
APPENDIX 3 Critical Incident Evaluation Form

	School Name
	  Date of Incident



	Brief Description of Incident

LEA contacted:            Yes / No                            Incident deemed critical:     Yes / No

Name of Education Officer: …………………………………………..



	Action taken by school



	Description of any external support accessed

 

	What worked well



	What worked less well



	How could things have been done better



	Comment on the usefulness of responding to Critical Incidents Guidance procedures for schools




Person completing form:   ………………………………………

Send to Education Officer (Secondary & Special)

Box ELH 1506, Castle Court, Castle Hill, Cambridge, CB3 OAP.

APPENDIX 4: Sample letter for amendment in the light of local circumstances

Dear Parents/Carers,

You may have heard/or

It is with sadness and regret that I have to inform you …….

(Known facts of the incident)

As a school community, we are all deeply affected by this tragedy/

I am sure that you will wish to join me and my staff in offering our condolences and sympathy to those affected/to ……….

(Refer to individuals/families affected only where it is appropriate to release this information)

I have now spoken to all pupils and staff in school about what has happened and you will need to be aware of the following arrangements that we have now made:

Details about

School closure

Changes to timings of school day

Transport

Lunch time arrangements

Changes to staffing

Arrangements for specific classes/year groups

Counselling 

(If appropriate, advice about media contacts)

I think it is very important that we all take the time to talk with and reassure children about what has happened.  This is likely to be a very difficult time for us as a school community and we will all need to support each other.

We appreciate the expressions of concern we have received: however, it would be helpful if parents did not telephone in to the school during this time so we can keep phones and staff free to manage the situation.

Yours sincerely

APPENDIX 5:  References and Support Agencies

If you have difficulty accessing any of the following reference materials, please contact the Educational Psychology Service who may be able to assist.

· School-based responses to critical incidents: forewarned is forearmed (1997) Education, Libraries and Information. Flintshire County Council.

· Loss, bereavement and critical incident resource pack (2000) The Scottish Educational Psychology Development Programme. 

· Giving sorrow words: managing bereavement in schools a resource manual (1998) S.Killick & S.Lindeman. INSET pack – has an accompanying video.

· Safety and disaster management in schools and colleges (1998) D. Kibble

· Dealing with disaster (1994) HMSO Publications.

· Wise before the Event (1993) W.Yule & A.Gold. Calouste Gulbenkian Foundation.

· Helping children cope with grief (1998) R. Wells. Sheldon Press.

· Death and loss: compassionate approaches in the classroom (1995) O.Leaman. Cassell: studies in personal and social education.

· Helping children to manage loss: positive strategies for renewal and growth (1998) B. Mallon. Jessica Kingsley Publishers.

· Coping with unhappy children (1993). Ved Varma (Ed). Cassell: studies in personal and social education.

· Children and bereavement, death & loss: what can the school do? (1993) P. Wagner. National Association for Pastoral Care in Education.

· Grief in children (1990) A. Dyregrov. Jessica Kingsley Publishers.

· The forgotten mourners (1995) M.Pennells & M. and S. Smith. Jessica Kingsley Publishers.

· Interventions with bereaved children (1995) M.Pennells & M. and S. Smith (Ed). Jessica Kingsley Publishers.

· Coping with disastrous events: Kent County Council.

· Critical incidents, a support framework for schools. Norfolk Education Dept.

Children and bereavement: useful help-lines, support groups and agencies.

· The compassionate friends. National support group for families who experience bereavement. Will also offer resources ‘on loan’ to schools. Helpline 0117 953 9639 www.tcf.org.uk

· Cruse. National organisation that supports the bereaved. Cambridge helpline 01223 302662. www.crusebereavementcare.org.uk
· Centre 33. Voluntary organisation aimed specifically at ‘young adults’, defined as those under 26. Can provide information, counselling and support with bereavement & loss. 01223 316488. 

· CAMHS. Child and Adolescent Mental Health Services. Brookside Clinic Cambridge 01223 746001. Hinchingbrooke Hospital, Huntingdon 01480 415300.

· Childline. National helpline for children and young people experiencing distress. London office 020 7650 3200. Emergency Helpline 0800 1111.
· Child death helpline. Telephone helpline for anyone affected by the death of a child. 0800 282986.

· The children’s hospice for the eastern region, Milton, Cambridge 01223 860306.

· The Samaritans. 01223 364455 www.samaritans.org.uk
· Winston’s Wish. Provides support for bereaved children up to 18, plus their parents and carers. Family line 0845 2030405. www.winstonswish.org.uk.  9.00a.m .- 5.00p.m, Monday – Friday.
· National Children’s Bureau. 020 7843 6000

· The child bereavement trust. Support and counselling for grieving families. 01494 446648. www.childbereavement.org.uk

· The Childhood Bereavement Network, 8 Wakley Street, London, EC1V 7QE cbn@ncb.org.uk

IN THE EVENT OF A CRITICAL INCIDENT

Lead Officer/Co-ordinator:




Kate Fox

Emergency Services and Access Co-ordinator:
Rita Adams

Communication to classes and Co-ordinator 

For Release of Key Staff 



Jonathan Clarke
Overview Co-ordinator and Log-Keeper

For department


Foundation Stage:



Sarah Askew


Key Stage 1:




Karen Bowtell


Key Stage 2:




Kathryn Honey
Site Manager:




Jeremy Birkin 








(07917770701)

EMERGENCY NUMBERS:
LEA – Chris Meddle:




01223 703564









07798571179
School Mobile (residential):



07508 969346
Chair of Governors – Helen Peat:


01480 391095









07521 367702
Corporate Communications Team:


01223 699281

IN CASE OF EMERGENCY EVACUATION

· In the event of the fire alarm sounding , assemble on playing field as for fire drill.

· In the event of the Whistles sounding all children and staff must go directly to their classrooms unless otherwise directed.  If children are not in their own classroom they should make their way to the nearest classroom as should members of staff and volunteers. Kitchen staff should remain in the kitchen away from windows and lock doors where possible.  If people are on the playground they should get to a classroom as soon as possible.
· All blinds must be pulled down, children away from windows and doors locked shut.  Staff to continue as normal until advised situation is safe.   Staff to liaise with the office via internal phones. Refer to detailed Critical Incident Form. 
· If advised by co-ordinator to leave site, assemble at Parish Rooms, High Street, Hemingford Grey.  Exit school grounds by route deemed safe.

MAJOR INCIDENT OCCURRING ON AN OUT OF SCHOOL ACTIVITY
GUIDANCE ACTION SHEET FOR GROUP LEADERS

A log of decisions made and actions taken should be kept

In the event of a major incident occurring on an out of school activity  the actions below should be considered and implemented as appropriate.

1. Ascertain details of incident.

2. Alert relevant emergency services (Police, Fire, Ambulance, Coastguard) via 999 system.

3. Call for assistance if available (staff, passers by).

4. Administer first aid where possible.

5. Account for all members of the party and ensure that all persons uninjured stay together.

6. Allocate staff member(s) to stay at incident site to liaise with the emergency services.

7. Ascertain if there are any witnesses.

8. Allocate staff member(s) to stay at incident site to liaise with the emergency services.

9. Arrange for all non-casualties to return to base (accompanied by a member of staff) and that all members of the group are informed of the incident as soon as possible.

10. Inform Headteacher/member of the senior management team (at school) as soon as possible.  Give as much of the following information as possible:

· Date, time, location and nature of incident

· Names of those involved

· Details of any injuries

· Actions taken

· Contact point to be used

11. Consider requesting additional assistance.  Keep Headteacher/member of senior management team regularly updated.

12. Consider whether activity should be abandoned. If so, arrange for non-casualties to return to school.  Liaise with Headteacher/senior management team over transport arrangements.

13. Do not discuss legal liability.

14. Prepare to deal with the media – this should be done in consultation with the Police (see memoire attached).

15. School phone number:
01480 375040

School mobile number:
07513 379649
Emergency county number:
01223 703562 Jo Pallet


MAJOR INCIDENT OCCURRING ON AN OUT OF SCHOOL ACTIVITY
GUIDANCE SHEET FOR HEADTEACHER/MEMBER OF SENIOR MANAGEMENT TEAM

A log of decisions made and actions taken should be kept

In the event of a major incident occurring on an out of school activity the actions below should be considered and implemented as appropriate.

1. Ascertain the following:

· Date, time, location and nature of incident

· Names of those involved

· Actions taken

· Who is in charge at the scene

· If additional assistance is needed at the site

2. Inform:

· School Support Contact Officer

· Other staff – if out of school hours, ensure that the caretaker/premises officer is included in list of staff to be contacted.

· Chair of Governors and arrange for other governors to be informed.

3. Inform Chief Emergency Planning Officer who can arrange other support as appropriate:

· Transport (under mutual aid arrangements with other counties/districts).

· Insurers

· Religious support

· Translators

· Social services support

· Public relations support

· premises

4. Initiate Critical Incident Management Plan.

5. Ensure that staff are fully briefed on facts and are aware of what information can be released.

6. Arrange for parents of uninjured to come to the school to meet the children on their return.

7. Arrange for parents/relatives of injured to be informed – this to be done in conjunction with the Police.

8. Notify HSE and Education Department and Safety Officer if incident involves a reportable accident or  specified dangerous occurrence.  Complete accident forms as necessary.

9. Prepare to deal with the media – this should be done in consultation with the Police and County Council’s Public Relations Officer (see aide memoir attached).

Hemingford Grey Primary School

Critical Incident Management Plan

	Role and named Person
	Responsibilities
	Guidance on Action

	Sarah Symons, Jonathan Clarke and Karen Bowtell– co-ordinate all teaching and non-teaching staff

Holly Lilley  (Lunchtime incident)
	Be ready to respond to any potential hazard in and about the site

Contact the school office/Headteacher in the event of any emergency, giving information about the –

Nature of the incident;

Type of help required;

Emergency service(s) required;

Exact location of the incident;

Number of casualties and nature of injuries

Ensure cover for members of SLT who need to be away from class

If necessary, evacuate the building, according to procedures set out in the Fire Procedures Document

Maintain a calm atmosphere

Respond to instructions given by members of the Critical Incident Management Team

Do not speak directly to the media but refer all enquiries to the Headteacher or other person designated as being responsible for contact with the media
	Be aware of Critical Management Plan, roles and named persons

	Kate Fox – person in charge of the critical management team
	To take charge of events

To draw up an action plan for the specific incident

Where appropriate, to liaise with County Council/Education department staff

To delegate responsibilities and give task sheets to the chosen person

To provide a flexible response, based on the Critical Incident log and support the person in charge

To appoint a secretary who will keep a comprehensive incident log and support the person in charge

To consult with the Police and the person responsible for liaison with the media about the release of information to student, parents, general enquiries and the media 

To establish a crisis team meeting place, close to the incident control point
	Keep Comprehensive log of actions and decisions

Allocate staff as necessary to cover First Aid, visitor control, witness or victim support.

Inform staff and pupils

Inform parents as appropriate

Inform Chair of Governors

Consider school closure/relocation

	Rita Adams – person to contact Cambridgeshire County Council
	During Office hours 01223 703564 – Chris Meddle
Out of office hours – 07798571179 – Chris meddle - Confidential for emergency contact only

Give the following information:-

Name, Telephone Number, School’s name, Address, Details of the incident, Nature of assistance required, who is dealing with media, details of our need in following areas: transport, catering, communications, admin support

Support the person in charge

Clarify who else to contact and ask who will do that

Keep a comprehensive incident log, as directed by the person in Charge


	Have up to date staff and pupil details

Keep Critical Incident file update

	Rita Adams – person to contact emergency services
	Contact as appropriate Police, Fire, Ambulance 999

Be prepared to give the following information:

Emergency services required. Exact location of the incident, number of casualties, nature of injuries, Location and telephone number where call is being made from, hazards which may be encountered by the emergency services at the site. To respond to the directions from the person in charge of the Critical Incident Management Team or other personnel in control.

Contact Cambridgeshire County Council and seek advice


	Notify service as appropriate

	Jonathan Clarke  – person responsible for liaison with the media
To provide basic information about the school


	Early establishment of central media point – in consultation with the Head teacher.

To liaise with and co-operate with the media and to answer their queries

To provide press statements – check with Press Office /Corporate Communications Team – 01223 699281

To liaise with the emergency services including Police Press Officer and County Council over the setting up of a Media Centre

To show concern not panic

To liaise between the press and those affected about press interviews – seeking permission from parents/guardians of any students involved in interviews

Asking the interviewer the questions to be asked in advance of the interview

To respond to the directions from the person in charge of the Critical Incident Management Team or other personnel in control
	Where possible ensure that the Head teacher is appraised and satisfied with all the negotiations with the media

Check all statements with Press Office prior to release (and Legal Dept if necessary)

Have up to date school information (enclosed)

	Sarah Symons, Jonathan Clarke, Karen Bowtell  – person responsible for immediate actions to safeguard students and staff
	To evacuate the building in accordance with the School Fire Procedures – in the event of needing to evacuate the school site please note that everyone should be directed to the Parish rooms 

If necessary, to use an alternative assembly point. To operation lockdown procedures in the event that children and staff need to be isolated in classrooms.  Register to be taken and roll call.

 To liaise with the Critical Incident management Team Leader and Emergency Fire Services, once the names of those present have been checked against attendance list

The responsibility for rescue rests with the Fire Service

To Liaise with staff to ensure that immediate reassurance and support is given for anyone who is distressed

To ensure that parents do not take students away unless directed to do so. No children released until cleared by Head Teacher.
To respond to the directions from the person in charge of the Critical Incident Management Team or other personnel in control
	To activate fire alarm

To monitor evacuation under Fire Drill Procedure

If necessary to use an alternative assembly point

To inform CIMT all are present and staff accounted for

To ensure parents do not take pupils unless directed

	Rita Adams & other office staff – persons responsible for checking channels of communication
	Check that all available communications and office equipment are working (phones, fax, copiers) in:

School Office

CIMT Base (Offices)

CIMT Alternative Base

Be ready to give information to Cambridgeshire’s Emergency Planning Officer  - during office hours Chris Meddle 01223 703564, Out of office hours emergency planning team 01223 718631. To respond to directions from the person in charge of the CIMT or other personnel in control e.g. Police, Cambridgeshire’s Emergency Planning Officers
	Check equipment

	Rita Adams/Jeremy Birkin to open appropriate buildings
	Open the appropriate parts of the school

Ensure the gates are opened to allow access for the Emergency Services

To respond to directions from the person in charge of the CIMT or other personnel in control e.g. Police, Cambridgeshire’s Emergency Planning Officers
	Open gates where and when appropriate and necessary

	Jonathan C/Kate Fox
	Inform pupils in a sensitive way, small groups if appropriate.  Communicate details of the incident to staff, pupils, governors and parents as appropriate.  Arrange a debriefing meeting for staff and pupils involved.
	

	Out of school activities guidance sheet for out of school activities (all Teachers and Senior Management Team)
	See attached – 

Guidance Action Sheet for Group leaders

Guidance Action Sheet for Headteacher/Member of Senior Management Team 
	Need to make up file with lists and copies of policy and action sheets, evacuation procedures, etc.
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