
Critical Incident Plan 

Last Reviewed September 2015 

Review due January 2016 

 

 

Critical Incident Plan 

These procedures serve as a list of possible reactions designed to respond to any 
incident of any size. Scale your response according to the nature of the emergency.  
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Definitions 

 
The definition of a critical incident is any event, series of events or occurrences which 
arise without warning and present an immediate and significant risk to the security, 
safety or reputation of the School, its staff, students and/or visitors on to its 
premises. 
It is not necessary for an incident (as considered in this document) to be some 
catastrophic event. An emergency in the School could well be an event that anyone 
outside the premises might not even be aware had happened. 

Aims 

The purpose of this Plan is to establish a framework within which the School would 
manage a critical incident, however caused, to mitigate the consequences and return 
the School to normality within the shortest possible time. The scale and nature of the 
response will be dictated by the type of incident to be addressed but the plan is 
designed to: 

 reduce confusion during any chaotic period, by having a clearly defined course 
of action to follow 

 identify the likely tasks that will confront those managing the situation 

 nominate individuals to undertake specific roles 

 serve as an ‘aide memoire’ in respect of the issues to be addressed 

 identify the resources that may be required to assist in controlling the situation 

 facilitate the activities of the emergency services and others charged with 
responsibility for investigating the cause(s) of the incident 

 identify those actions that will help to mitigate potential loss to the School 

 identify those actions that will ensure full recovery of the School’s normal 
operations in as short a time as possible, consonant with good judgement and 
proper sensitivity to the critical incident. 

Objectives 

In dealing with any Critical Incident the objectives, in order of priority, will be to: 
 Ensure the safety of personnel 

 Minimise loss 

 Preserve evidence appropriate to any subsequent enquiry. 

Activation 

Immediate Reactions 
Any member of School staff (or pupil) might be the first to become aware of a 
potential Critical Incident. A pupil might be expected to alert the nearest member of 
staff, but any member of staff becoming aware of such an incident should follow the 
check list at Annex A. 
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Critical Incident Management Team (CIMT) 

Activation  

Once a Critical Incident is notified, it will be for the Headteacher or the Deputy Head 
to activate the CIMT as considered appropriate. Annex B provides details of the type 
of occurrences which are in themselves, or have the potential to develop into an 
incident with sufficiently serious consequences justifying the activation of the CIMT.  

 

Headteacher 

In an emergency, the Headteacher will notify the Chairman of Trustees and may 
delegate the detailed management of the incident to the CIMT to be able to retain an 
overview.  

 

CIMT 

The CIMT will normally comprise according to availability: 
Headteacher 
Deputy Head 
HR and Facilities Manager 
School Business Manager (Finance) 
Heads of Schools 
Marketing Consultant 
Bursary Staff and School Administrators as required 
Other staff might be called according to availability and the needs of the incident. 

 

Location and resources 

The CIMT will be located in School office which has telephone, fax and computer 
facilities (Annex H refers). The ICT room in Swires  is an alternative location. 

 

 

School Holidays 

During School holidays, it might be necessary for the HR and Facilities Manager or 
appointed deputy to take control of the incident, co-opting senior academic 
assistance as available and appropriate.  Contact with senior staff during holiday 
period should be done through details at Annex C. 

 

 

Telephone numbers  

Telephone numbers of essential personnel are at Annex C. 
 

Media management 

In conjunction with the Chairman of Trustees, the Head will have primary 
responsibility for the management of the media: 
Instructions for dealing with the media are at Annex D. 
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CIMT meeting/ briefing agenda 

A Meeting/Briefing Agenda for the CIMT is at Annex E. 
 
Allocation of tasks 

As far as is possible at the time, tasks should be allocated in accordance with Annex F.  
 

Diary/Log Book 

A diary or log book of events/actions should be kept from the start of the incident by 
the person controlling the incident or any delegated responsible person. 

 

Forward management 

Set up briefings/meetings, including times and locations, for staff, pupils, parents and 
media. Set up 24-hour staff roster if required. 

 

Instructions for delegated tasks 

Instructions for delegated tasks are at the relevant Annexes: 
 

PRO/Media Manager     Annex D 
Emergency Services Liaison    Annex G 
Communications     Annex H 
Briefing and Controlling of Pupils    Annex J 
Parent Liaison     Annex K 
Staff Liaison     Annex L 
Guidelines for Help-Line Staff   Annex M 
Counselling Staff or Pupils     Annex N 

 

Transport requirements 

The Estates Manager or Bursary Staff are to make School minibuses available on 
request of the CIMT. They will also co-ordinate requirements for additional transport 
from external sources, as required. 

 

Procedures and guidelines for incidents away from School  

Procedures and guidelines for responding to incidents away from School are at the 
following annexes: 
 
For Staff Response at St Nicholas School and For Staff Member i/c Trip at Site of 
Incident        Annex O 
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Allocation of rooms and areas 

Rooms and areas allocated for the control of emergency situations are at Annex P.  
 

Emergency catering requirements 

An emergency plan for catering provision will be provided by Harrisons. 
 

RIDDOR Requirements 

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations require 
the reporting of all accidents to the Health & Safety Executive, by e-mail, depending 
on the nature of the incident.  
These reports should be cleared both from a legal perspective and from a School 
perspective, in order that minimum damage results as a result of their submission 
and any liability can be avoided if at all possible. The HR and Facilities Manager will 
advise on this requirement. 
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ANNEX A – Critical Incident, immediate response checklist 
 
If you are the first to come across, or be informed of a Critical Incident, take the 
following immediate actions: 
 
Assess the nature of the incident with as much detail as possible in the 

circumstances. 
 

Alert if appropriate, Police/Fire Brigade/Ambulance Services on 999, giving the 
precise location of the incident and a meeting point (normally Highfield). 
 

Evacuate Personnel from the scene of the incident where appropriate. 
 

Inform the first available of the following:  

Position Home Work Mobile 

Headteacher  01279429910 07826028584 

Deputy Head  07824154906 07970666063 

Estates 
Manager 

 01279429910 07775437731 

Chairman of 
Trustees 

  07775942108 

Bursar 01279654450 07966094854 07966094854 
 

School 
Switchboard 

 01279429910  

 

 
Stay 

 
near the scene until relieved, if safe to do so. 
 

Note details of eye witnesses for future reference. 
 

Media refer any approach from the media to the Head or Bursar. 
 

Parents/ 
Public 

If contacted by parents, relatives or the public, take a contact number and 
say they will be contacted as soon as reliable information is available, 
then refer to the Headteacher or Deputy Head. 

Headteacher/Deputy Head to inform: 

Headteacher/ Deputy Head 
Estates Manager 
Heads of School 
Bursar 
Chairman of Trustees 

Estates Manager to inform: 

Bursar 
School Administrators/Site Staff 
Catering Manager
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ANNEX B– Emergency planning guide, possible scenarios 
 
This list is not intended to be exhaustive. 
 

Occurrence Action required 

Major fire/explosion Evacuation 
Emergency services 
Probable activation of Critical Incident Plan 
Alternative accommodations/catering/classroom 
arrangements 

Major utility failure Possible evacuation 
Emergency Services possible/Maintenance Department 
Alternative accommodation/catering/classroom 
arrangements possible 
Possible activation of Critical Incident Plan 

Severe weather flood Possible evacuation 
Emergency services/Maintenance Department 
Alternative accommodation/catering/classroom 
arrangements 
Possible activation of Critical Incident Plan 

Chemical 
contamination 

Evacuation 
Emergency Services 
Possible activation of Critical Incident Plan 
HSE 
Possible alternative classroom/laboratory equipment 

Major gas leak Evacuation 
Emergency Services/Maintenance Department 
Alternative accommodation/catering/classroom 
arrangements 
Likely to be localised 
Activation of Critical Incident Plan only likely if casualties 

Major food poisoning Probable activation of Critical Incident Plan to take all 
steps possible to mitigate adverse publicity and reassure 
parents. 
Alternative catering arrangements 
Possible evacuation of School 
Environmental Health/HSE advice 

Major infection Probable activation of Critical Incident Plan 
Medical advice 
Notify Public Health Authority 

Bomb threat/terrorist 
activity 

Probable activation of Critical Incident Plan 
Evacuation 

Adventurous 
activities/Field trip 
major incident/Major 
minibus accident  

Probable activation of Critical Incident Plan 
Emergency Services Liaison 
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Annex C – Contact telephone numbers 
 

Name Home Telephone Mobile Number 

Headteacher – Mr D Bown  07826028584 

Deputy Head -  Mrs H Hopkins 07970666063 07824154906 

Estates Manager – Mr P Jackson 07775437731 07775437731 

Head of Lower School – Mrs L Thomas   

Head of Middle School – Mrs A Castro   07792147026 

Head of Upper School – Mr P Wilson 01279777277 07533940269 

Heads PA -  Mrs J Bradley  01279731033  07977227115 

Bursar – Mrs Y Mardel 01279654450 07966094854 

Chair of Trustees – Mr R Ellice  07775942108 

Accounts – Mrs P Jones 01279876517 07943027719 

Administration – Mrs C Wheatley 01279771833 07910970773 

Secretary – Mrs B Brooks  07753838879 

Catering Manager – Mr C West  07802503929 

Counsellor    
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Annex D – Headmaster’s instructions 

 At all times remain composed 

 Do not allow yourself to be bullied into making rash statements 

 Keep diary of all Media contact 

 

Ascertain from CIMT details of incident and base yourself in the English rooms 
Hillingdon House. 

Ensure you remain in communication with CIMT via telephone and messengers. 

2.1   Remain up to date with management of the incident through CIMT. 

2.2   CIMT and telephonist will direct all media enquiries to you on your mobile or 
other numbers that may be allocated. 

2.3   Support. The under-mentioned members of staff can be called upon in support 
as appropriate: Deputy Head, Bursar and Estates Manager. 
 

Police Press Officer will be directed to join you to assist in formulating statements for 
release.  

Refreshment facility will be set up by the Catering Manager.  

Media Enquiries and Press Release  

5.1 In conjunction with the incident Controller, prepare pro forma press     release: 

i. plan and rehearse your message 

ii. do not use words like 'crisis'. Instead use 'situation' or 'incident' 

iii. deal only in facts and focus on key points 

iv. if the facts are unclear or not known, do not speculate 

v. never lie to the media 

vi. as a general rule, do not admit responsibility or attribute blame 

vii. outline action currently being taken by Emergency Services and 
School, as appropriate 

viii. outline immediate safety implications 

ix. outline corrective actions, highlight positive aspects. 

5.2 Telephone Enquiries. Establish to whom you are speaking. Obtain their 
telephone number and call back before releasing information. Keep a note of their 
details. 

5.3 In answering media questions do not conjecture and do not admit liability on 
behalf of the School. 

5.4 Do not agree to speak "off the record". 

 
 

Media Briefings and Television Interviews 
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6.1 Arrange timings for media briefings. 

6.2 Television interviews will involve the Headteacher or Deputy Head.
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Annex E – Critical Incident Management Control Team (CIMT) 

Meeting/briefing agenda 

Preliminaries: Introduce and confirm the responsibilities and location of the CIMT. 
1. Situation Assessment 

1.1   What happened - where, when, why? 

1.2    Details of actions currently being undertaken by the Emergency 
Services and others 

1.3 Numbers, names, locations and injuries of all casualties 

1.4 Numbers and suspected locations of those unaccounted for 

1.5 Total number of people, vehicles, third parties etc involved and 
locations thereof. Witnesses must be gathered centrally and 
isolated for statements 

1.6 Details of any visitors or contractors involved 

1.7 Estimate the immediate effect on the School - prioritise actions 

1.8 Estimate the obvious weaknesses in the response 

1.9 Details of support immediately required, including visit 
to/representation at site of accident away from School 

1.10 Communications brief (availability of lines, help lines, lines to be 
kept clear, extension numbers, numbers to refer media to etc) 

1.11 Travel arrangements 

2  Immediate Action 

2.1 Decision on immediate statement for release to the public and 
media 

2.2 Initiate a diary of actions or log book which must be kept 
throughout the incident by one of the Bursary Staff or School 
Administrators.   

3. Liaison Requirements 

3.1 Responsibilities for maintaining logs and compiling them (individual 
to be appointed to work with the police Liaison Team) 

3.2 Liaison requirements: confirm arrangements for liaison with: 

 Scene of the incident 

 Emergency Services 

 Hospitals (Emergency Services Liaison) 

 Parents 

 Trustees 

 Media  

 Regulatory Authorities 

 Neighbouring Premises 



Critical Incident Plan 

Last Reviewed September 2015 

Review Due January 2016 

 

 Suppliers/Contractors 

 Associated Schools 

4. Pupils and Staff 

4.1 Locate all personnel records 

4.2 Flow and content of approved information and recipients 

4.3 Account for missing persons and request Police to inform next of kin 
of deceased 

4.4 Inform parents of unhurt/safe pupils and any collection policy 

4.5 Reception, welfare and rehabilitation requirements 

4.6 Advice on enquires from the media 

4.7 Advice on release of evidence 

4.8 School closure, curtailment of lessons, collection of pupils 

5. Contact with Next of Kin 

5.1 Guidelines for responses to NOK 

5.2 Prepare statements and responses 

6. Media 

6.1 Appoint a spokesperson(s) and assistants 

6.2 Formulate statements with Police Press Officer (if available) 

6.3 Monitor Press and media broadcasts 

6.4 Policy for staff and pupils when meeting the media 

6.5 Host visits from the media 

6.6 Rehearsal of spokesperson 

6.7 Audio recordings of press media meetings 

7. Insurance 

7.1 Inform insurers and third party insurers 

7.2 Assessor to the scene 

7.3 Photographic evidence and written inventory of the damage 

7.4 Secure storage of salvaged equipment 

7.5 Disposal of waste 

8. Legal 

8.1 Beware of admission of liability and blame 

8.2 Obtain copies of relevant documents and regulations 

8.3 Inquiry considerations 

8.4 Preservation of evidence 

8.5 Legal record of proceedings 

8.6 Interviewing of witnesses 
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8.7 Statutory reporting requirements under Health & Safety at Work 
Act 

8.8 Contact third party legal advisers with details of pupils/staff and 
dependants who may be affected 

 

9. Administration check list 

9.1 Catering 

9.2 Security/safety of the site 

9.3 Emergency power and lighting 

9.4 Cleaning up 

9.5 Alternative accommodation, classrooms 

9.6 Transport, traffic systems, guides 

9.7 Relief systems 

9.8 Counselling 

10. The following will need to be considered in the wake of any incident: 

10.1 Hospital visits 

10.2 VIP visits 

10.3 Legal issues - Bursary 

10.4 Insurance issues - Bursary 

10.5 Funds/flowers 

10.6 Funerals and condolence letters 

10.7 Memorial Services 

10.8 Teaching and discussion policies 

11. Loss Mitigation (in conjunction with School's Insurers and designated Loss 
Adjuster) 

11.1 Salvage 

 books 

 valuable and attractive items 

 computers 

11.2 Identify special needs  

11.3 Special resources 

11.4 Consult with Loss Adjusters 

11.5 Record location of equipment 

  



Critical Incident Plan 

Last Reviewed September 2015 

Review Due January 2016 

 

 

12. Business Recovery 

12.1 Consultation 

12.2 Identify major exposures 

12.3 Review alternatives 

12.4 Mutual aid (eg other schools) 

12.5 Use of loss adjuster’s experience 

12.6 Communicate decisions 
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Annex F – Allocation of tasks 
 
In the event, tasks may have to be allocated to other than the primary appointments 
listed in which case copies of the relevant annexes must be made available to those 
carrying out the tasks in question. 

 

Task 

 

Prime responsibility 

 

Annex 

Catering Arrangements Catering Manager Q 

Counselling School Counsellor N 

Emergency Services - Liaison with 
Police/Fire/Ambulance  

Bursar and Estates Manager 
 

G 

Forward Control at Scene of Incident Bursar and Estates Manager 
 

G 

Trustees (Liaison) Briefings Bursar 
 

 

Helicopter Landing Arrangements 
 

Bursar and Estates Manager 
 

 

IT Back Up IT Consultant  

Help Lines - Telephonists School Administrators M 

Legal/Insurance/Finance Bursar 
 

 

Liaison with other Schools and ICSS Headteacher  

Local Authority/HSE Liaison Estates Manager 
 

 

Manpower Resources - Create Pool of 
messengers etc 

Estates Manager  

Media Management Headteacher / Deputy Head D 

Parent Liaison Headteacher K 

Pupils - Briefing and Control  Heads of Schools J 

Reception of Parents and the Public 
(Notification /Liaison/Briefings) 

Heads PA  

RIDDOR Bursar and Estates Manager  

School Staff - Briefing/Co-ordination Headteacher/ Deputy Head L 

Survivors - Control of  As directed by CIMT  

Transport Provision Estates Manager 
 

 

Works/Security/Safety Bursar and Estates Manager 
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Annex G – Emergency services (ES) and Liaison staff (LS) instructions 
 
The ES will generally want to have one point of contact with the School and this 
essentially is the job of the LS. 
Remember the ES do this all the time – take their advice and pass it on. 
 

Fully acquaint yourself with the situation. 

ES - introduce yourself to the senior member of each respective ES. A Police Officer 
has diamonds on his shoulder tabs. A Senior Fireman has a white helmet and a 
yellow coat with black bands. 

2.1 Help keep bystanders away from the incident and help establish the 
perimeters.  

2.2 Help ES establish communication with their Headquarters. A 
telephone link may be requested (due to jammed mobile networks, 
jammed School switchboard due to incoming calls and the press 
monitoring ES radios). If necessary, reserve an outgoing telephone 
line for ES communications. Ensure that it is monitored at all times 
by an ES operator. Contact can then be made at any time. If 
monitoring is not possible, ask ES Headquarters to radio through a 
message for the School to call them by telephone on a reserved 
outgoing line. 

2.3 Verbally brief ES on cordon, building layout, gas point/electrical 
point and telephone extensions etc.  

2.4 Help ES establish Command Cells close to the CIMT. These should 
be mobile units in the area of Highfield Car Park. An alternate would 
be Test Valley Borough Council. 

2.5 Ascertain ES recommendations on access, parking, traffic circuits, 
casualty clearing points and pass these on to the CIMT. 

2.6 Enlist member of staff to confirm ES requirements for eyewitnesses 
and relay this to the CIMT. Collect eyewitnesses in the Library, take 
names and contact details and ensure they are well looked after; 
they may be in a state of shock. Recruit a member of staff to give 
tea, warmth and reassurance. In addition, the Evidence Collector 
must collate all logbooks, statements and other records for future 
reference. 

LS - Direct Police Press Officer to the Headmaster in the English Rooms. 

3.1 If the First Aid coordinator is not available recruit a staff member to 
accompany each casualty through the Police Casualty Bureau, 
maintaining a log of all movements of casualties. All details are to 
be passed back to the CIMT. 

Remain with the ES or in contact with them at all times. Try to keep a Police Officer 
on site as long as possible. They tend to drop everything and disappear suddenly. 

 
Try to ascertain when the ES will vacate the site and notify the CIMT. 
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Remain in contact with respective ES Headquarters and respond to them 
accordingly.
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Annex H – Telecommunications during a critical incident 

Critical incident control centre (CICC) 

If activated, the CICC will operate from School Office where a number of outside lines, 
a fax and computer connected to the School administrative system will be available.   
An alternative location is the ICT room in the Swires Building. 

Switchboard 

It should be noted that issuing a single emergency contact number for parents and 
the public runs the risk of jamming the switchboard. Therefore, the School's main 
number (01279429910) should be manned and used as this limits the number of 
incoming calls and ensures that other communications around the site do not 
become grid-locked. 

Power/system failure 

During power failure, the telephone system will revert to mobiles as per the contact 
list. 
 
For problems with the landline system contact Opus  

ON Customer  Service 

Customer  Service 

 

t.   +44 1732 44 66 44 

d.  +44 1732 44 66 44 

f.   +44 1732 44 66 45 

opusnetworks.co.uk  

 

. 

http://opusnetworks.co.uk/
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Annex J – Briefing and Control of pupils 

Instructions for briefing and controlling pupils  

Heads of School will be informed of the incident and should base themselves in the 
Sports Hall, which also acts as the pupil reception area. 

Ensure that the staff remain in the Sports Hall and ensure that the following is carried 
out: 

a) Pupils to assemble in their respective Forms. 

b) Ensure that all pupils are accounted for and keep a log book of 
pupil/messenger movements. 

c) If the Sports Hall is not available due to the incident, arrange for those 
pupils to assemble and be accounted for in the nearest alternative 
School building.  

d) Brief all pupils with the CIMT authorised account of events. The CIMT is 
formed from senior School staff. A parent liaison officer will be your 
point of contact with the CIMT. Do not give your own interpretation. 
Inform them of the next briefing to avoid conjecture and frustration. 

e) As far as possible, do not allow the use of mobile telephones (in the 
event, it might be that the Emergency Services will put a block on 
mobile telephones in the area). 

f) Maintain a log of all instructions, actions and pupil movements with 
times. Ensure that no pupil is released to parents until authorised by 
CIMT. Maintain a record of pupils released to the Emergency Services, 
counsellors or parents. 

g) Identify eyewitnesses and if applicable pass to the Police Evidence 
Collector through ES Liaison Staff. Note: it is critical that eyewitnesses 
are isolated as soon as possible and available to the Police. 

h) Only give out information to parents in the CIMT authorised format. Do 
not give your own version of events. The Parent Liaison Staff in the 
CIMT will have the up to date statements and plans for the pupils. 

i) Identify weaker pupils for counselling and use form tutors and staff. 

j) Consider catering arrangements, and request through Catering 
Manager. 

The parent liaison officer will let you know when contact for pupils with parents can 
be arranged, if possible by telephone. Ensure pupils have been briefed only with CIMT 
authorised account of events. 

Prevent any contact whatsoever with the press. Refer the press to the Marketing 
Manager. 

After authorisation, arrange collection of pupils by parents away from the incident. 
Maintenance of full and accurate Log Books is imperative. There is no room for error. 

Arrange visits to hospitals if appropriate.
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Annex K – Parent liaison instructions 
 
Particularly in off-site activities, the emergency services and especially the Police will 
assume many of the under-mentioned tasks. 
 

The Registrar should base them self in the Sports Hall which is the Parent reception 
area and find out all the details of the incident.  You will need a deputy to help deal 
with inquiries. 

Having identified any pupil causalities and in conjunction with the Incident Controller, 
prepare a statement for the Headmaster and others who might receive enquiries from 
parents, eg House staff, switchboard operators and Help Line staff. 

Clear any statements with the Incident Controller before issuing. 

Issue statement to staff, switchboard operators and help-line staff. 

Remind all staff to refer all parent enquiries to the Headmaster or Headmaster’s PA. 
Under no circumstances are others to brief parents with unauthorised versions of 
events, casualty lists, etc. The School must speak with one voice. Ask staff to 
encourage parents to communicate through you. 

Maintain a log of telephone calls and actions to avoid repetition of information, 
contradictions and repeat telephone calls. 

Keep other appropriate staff in touch with developments. 

Ensure that you have ready access to the Parent Database. 

If required liaise with Police Casualty Bureau on notification of next of kin of deceased. 
You may feel that it is the School's duty, but remember the Police are experienced and 
it is unlikely to cause offence if they do it, rather than the School. It also causes 
enormous strain on those encumbered with the task. Note: the term Next of Kin or 
NOK, is only used in relation to deceased persons. 

Establish communication with parents and give out official information only, using: 

a) Telephones (liaise with switchboard operator) 

b) Pupils 

c) Other parents 

d) Media (see contact numbers at the end of this instruction) 

Brief parents on where to collect pupils and request that they refer press to the 
Marketing Consultant at the School, giving a telephone number if appropriate. 
Collection points must be away from the site of the incident. 

Provide further bulletins for parents as necessary. Maintain liaison with House staff. 

Guidelines for Help Line Staff – see Annex M.
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Annex L – Staff liaison instructions 

 
Base yourself with the CIMT and find out all the details of the incident. 

Having identified any staff casualties, and in conjunction with the Incident Controller, 
prepare a statement for the Headmaster and Help Line staff. 

Clear any statements with the Incident Controller before issuing. 

Issue statement to Media Manager and help line staff.  

Issue statement to staff as required. Brief them on incident and direct them as 
necessary. 

Liaise with Police Casualty Bureau on notification of next of kin of deceased. You may 
feel that it is the School's duty, but remember the Police are experienced and it is 
unlikely to cause offence if they do it, rather than the School. It also causes enormous 
strain on those encumbered with the task. Note: the term Next of Kin or NOK, is only 
used for deceased persons. 

Maintain a log of telephone calls and actions to avoid repetition of information, 
contradictions and repeat telephone calls. 

Provide update bulletins to staff as necessary. 

Guidelines for Help-Line Receptionist – See Annex M.
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Annex M – Guidelines for Help-line staff 

Do’s: 

 Only give approved information, ie from the Incident Controller, Parent and 
Staff Liaison officers. 

 Keep a record of the time of each call, who called, their number and an outline 
of what was said the conversation. 

 If in doubt about anything, take the caller's number and say you will ring back. 
Consult with the CIMT. 

 Always try to be helpful. 

 Reassure people that the School and the ES are doing all they can. 

 Be considerate. 

 Be calm, patient and methodical. 

 Be prepared to listen and ensure that your tone of voice is comforting and not 
patronising, and treat them as ordinary individual people. 

 Answer with your name then "St Nicholas School Emergency Information" 

 Say that you are an authorised spokesperson if asked. 

 Refer the media to the Headmaster. 

 Assume that everything you say will become public knowledge. 

 Defend your School and your colleagues at all times; only authorised 
statements may accept blame etc. 

 Take a break if you are over-stressed. 

 Ask caller to stay on that number or suggest that they move to a friend's or a 
relative's house for help and support, and then ring in again with the new 
number. 

Don’ts: 

 Do not lose your temper. 

 Do not speculate. 

 Do not give out unofficial information. 

 Do not withhold publicly available information. 

 Do not interrupt. 

 Do not offer direct expressions of sympathy. 

 Do not make attempts at reassurance (if you do not have confirmed 
information). 
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Annex N – Advice for counselling staff and pupils 
 
The requirement for emotional support and counselling of the staff and pupils will be 
determined by the nature of the incident. It is likely to fall into two categories:  

a) short term or immediate 

b) long term or adjustment 

In the short term 

The School Counsellor will be alerted, briefed on the nature of the incident and 
informed of the whereabouts of the other members of this group. 
A base would be needed from which support could be offered.  
 

First Level 

This could be achieved by our normal levels of support in School, eg support by Staff 
and Form Tutors. 
 

Second Level 

This would normally be the School counsellor and combine the above with an extra 
dimension for those either "waiting for news" or having to respond to difficult news. 
Staff and the Critical Incident Management Team could refer people to this level. 
It could also involve local clergy and doctors who are known in School. 
This response could run for twenty-four hours. Physical necessities and facilities 
would need to be provided. 
 

Third Level 

This would include Level Two, but acknowledges the need to bring in extra resources 
from outside the School such as local hospitals, which would include some support 
for staff, especially from psychiatric nurses. In a critical incident there could be 
support from this avenue.  

In the long term 

After a critical incident, there would be a need for continuing support/debriefing/ 
counselling for some of those most closely involved in the incident and its aftermath. 
The School Counsellor should be responsible for collating lists of those who might fall 
into this category in the immediate period after crisis. Extra professional services 
might be needed in this process. Support agencies are available. Good initial 
debriefing of those involved can be one of the best ways of limiting the long term 
impact of an incident. 
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Annex O – Procedures for responding to incidents away and from St Nicholas School 

For staff response at Rookwood 

The priority is to establish a communications link that is reliable. Set up a follow-up 
'phone call. 

Inform senior staff as listed in the Initial Reactions to a Critical Incident (Annex A). 

Collate any trip information from relevant School and Department. 

Re-establish links with those at the incident and: 

a) Ensure that the Group Leader is in control of the emergency and 
establish if any assistance is required from the School base. 

b) Set up a time for the next 'phone call so that a more considered 
response from the School can be given. 

c) Give School emergency contact number if needed (Must not be passed 
on to third parties). 

d) Check with those at the incident against the trip folder exactly which 
pupils and staff are actually on the trip. 

e) Then record important details of the incident, in particular: 

f) What has happened and when. 

g) Injuries/fatalities, numbers and names. 

h) Locations of injured, name and contact number of adult present. 

i) Locations of uninjured, name and contact number of adult present. 

j) Is help required from the School? 

k) Establish meeting point for further assistance. 

l) And finally: 

m) Ask them if they need help with:  

 cash 

 insurance 

 legal problems 

 difficult decisions 

 transport/vehicle recovery 

 languages 

 contacting embassies 

n) Find out if extra help is needed at the site (it may be sent anyway).  

o) Contact the Provider/Tour Operator 

p) If pupils are detained in hospital a member of staff should be 
despatched to the hospital to act as liaison as quickly as possible. In the 
meantime a school close to the hospital should be asked to represent St 
Nicholas School at the hospital. 
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q) Ask staff/representatives at the site/hospital to refer all questions from 
outside parties and press to the School on 01279654450 or other 
designated number. 

r) Further actions at School: 

s) Contacting parents. 

t) Contacting Trustees. 

Media contact will be arranged through Headmaster or Senior staff. 

All statutory reporting will be carried out by the Bursar or Estates Manager, or person 
delegated by her. 
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Next steps 

Be prepared 

Carry these procedures and the 
information and the means to 
use them at all times when 
escorting off site activities. 
Write emergency telephone 
numbers on this card. 

First Response 

a) Assess the situation. 

b) Ensure that all participants 
and staff are safe from 
further danger (on 
motorways get people off 
the hard shoulder away 
from traffic). 

c) Brief them of your 
intentions and your 
requirements of them. 

d) Contact the Emergency 
Services and ensure that all 
necessary steps are taken to 
provide rescue, medical 
care and hospitalisation for 
all who are missing or 
injured (where possible a 
member of staff should 
accompany all casualties to 
hospital and the School will 
endeavour to provide a 
presence at hospitals as 
quickly as possible). 

 

Contact the School giving initial 
details of the incident. During 
the first call give as much 
information as possible, but 
also set up a time for a second 
call for a more detailed report 
which should include: 

 What happened 

 Where 

 When 

 Check your list of those 
present on the trip  
against the list held at 

 assistance 

 Assistance required to 
include: 
- Cash 
- Insurance 
- Legal problems 
- Difficult decisions 
- Transport/vehicle 

recovery 
- Languages 
- Contacting 

Embassies/Consuls 
- Notification of 

parents where 
appropriate 

- Contact numbers 
including the 
provider/tour 
operator 

Set up a second call on a 
particular number with a 
particular time. 

Warnings and advice 

Under no circumstances must 
any name of any casualty be 
given to the media. 

e) Do not speak to the press or 
media other than to refer 
them to the School. 

f) Control pupil access to 
telephones until the 
Headmaster has been 
informed and then facilitate 
when appropriate, ie after 
parents have been 
informed. 

g) Keep pupils away from the 
media. 

h) Record all details of the 
incident and ask witnesses 
to write down their 
versions. 

i) Keep associated equipment 
in its original condition. 

j) Complete all accident 
forms. 

k) Do not discuss legal liability.  

Action for a lost/overdue 
expedition group 

If a group fails to appear at 
night camp or has not been 
sighted for a period which 
causes concern. 

During that day: 

i. Contact Expedition Base and 
School contact telephone 
no. 

ii. Set up a regular call 
procedure. 

iii. Cross reference list of those 
on trip against School's list. 

iv. Inform Police - group 
overdue but no action 
required (unless there is 
good reason to believe 
there might have been an 
incident). 

v. Do not put yourself at risk 
by searching in the dark if 
the group is a Duke of 
Edinburgh Award group 
who are totally equipped. 

vi. If group is not fully 
equipped do not put 
yourself at risk by searching 
in the dark alone. If a search 
in the dark is required, 
ensure you & your 
assistants are fully 
equipped. 

vii. In wild country or remote 
areas searching in the dark 
is a last resort and must be 
carried out in conjunction 
with the emergency 
services. 

The following day: 

i. At first light, back track 
along the missing group’s 
route to last known 
position. 

ii. If not found by 2.00 pm, or 
6 hours before dusk 
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the School 

 Casualties/Numbers/ 
Names 

 Injuries  

 Hospitals 

 Name and number of 
adult contact at  
hospital(s) 

 Culpability - who’s fault 
was it 

 Media interest 

 Meeting point for 
further  

l) Do not allow anyone to talk 
to any member of the party 
without an independent 
witness being present. 

m) No one, unless they are in a 
relevant official capacity, 
has the right to see anyone 
who does not wish to see 
them. 

n) If someone tries to force a 
confrontation, do not do 
anything but call the police. 

o) Be as compassionate as 
possible with anyone 
involved. 

(whichever is the earlier) 
contact the Police and 
initiate a search. Telephone 
School contact and set in 
motion notification 
procedures. 

iii. Supervisor to liaise with 
emergency services only. 
School contact to make all 
other notifications. Keep 
School contact up to date. 

When Group is found: 

Contact Police and other 
involved person(s) at the 
earliest opportunity. 

Notes:   

Emergency contact points 

When contacting the School, 
you should try the following 
numbers in the order listed. 
 
School Contact (1st)   
 
School Contact (2nd)   
 
Expedition Base   
 
(When calling from most other 
countries, prefix with 00-44 
and delete the first 0, ie 00-44-
1264 ...) 

Mobile Phone Numbers: 

 
Name:    No: 
  
 
Name:    No: 
  
 
Name:    No: 
  

Local Emergency Facilities: 

Hospital with A&E    
Local Police Station   
Police Station 24 hrs   
British Consul 
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Annex P – Allocation of rooms/areas 

Critical Incident Control Centre School Office 

Media Reception English Classrooms 

Parent Reception Sports Hall 

Emergency Catering See Annex R 

Pupil Reception Sports Hall 

Eyewitness Collection Hall 

Reception Point School Office 

Staff/Pupil Counselling Counsellor’s Office 
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Annex Q  - Emergency catering arrangements 

Loss of Dining Hall and Kitchen 

 
The Sports Hall will be taken over and used as a Dining Hall. Container Kitchen 
Systems will be called in to supply a kitchen, preparation, storage, dish wash 
facilities and servery containers. This will be set up in the Car Park. Tables and chairs 
will be hired. 
Packed lunches may be considered. 
Alternative arrangements will be in operation within 24 hours. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


